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1.0
introduction
1.1
Software Overview
Refund Claim Preparation System is designed to prepare softcopy of the sales tax claim. All the manufacturer-cum-exporter claimants have to prepare softcopy of their claim with the supporting documents involved in the claim. This window based software application provides facility to define multiple claimants at the same time. Moreover the data of claims for multiple tax periods can be saved and prepared in it. 

In this application claim preparation process starts with the definition of claimant (it can be one or many), and ends at the database preparation of the claim. 

A number of reports are also provided to facilitate the user and search facility is also embedded in the software to find any entered document data from where the user will also be able to modify that, if required.

All the Manufacturer-cum-Exporter can prepare their ST Refund claims through this software for refund e-filing and onward processing through Risk Management System (RMS).
1.2   Purpose of the Document 
The purpose of this document is to provide step-by-step instructions for RCPS application. This user guide is intended to give user an understanding to the user about the use RCPS system to prepare and submit claim information electronically, view and print reports.  

2.0
Getting Started

Run the executable file of the application from desktop, following screen will be displayed for two seconds and login screen appeared.
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2.1   Login 
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Enters ‘Login Name’ and ‘Password’, Default values for entering the system are ‘FBR’ &’FBR’.
New Login/User Name can be created and amendments can be made in the existing one through user control option of the Main Menu. The User will not be able to access the system unless the correct Login /User Name and the password are entered.
After enter the required information press ‘Login’ button. If user enter wrong username or password, a message will display   “Invalid User Name or Password " on the login screen. Repeat the login process again by entering correct user name and password. Pressing Exit button will close the application.
After validation of User name and password, the user is logged in to the application and following Instructions will appear on the screen.
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Please carefully read the following

1. This software is to be sed for the preparation of Sales Tax Refund Claim by Manfacturer-cum
Exporter to be fled under section 10 of the Sales Tax Act,

Orline hef is avalable on every screen, which can be obtzined by pressing "F1" key. In case
any further help is needed, the dlaimant may contact the refund reciept section of local sales
tax office for assistance:

3. The information provided by the Claimant through this software is a dedlaration, and wil be used

to process the dlaim and for other Sales Tax Processes. The dlaimant is responisble for the
correctniess and completeness of the information provided through the soft copy.

4. This Software provides the facilty to review the entered information with the help of buttons
Some of entered information can be drectly edited by vsing the "Edt" button. However, in order
to modfy the basic information, you will need to delete the record by using the "Delete’ button,
and re-enter the record agan

5. This Software is being provided for the faciitation of Sales Tax Refund Claimants. Any
modfication, dis-assermbly or other operations may render the resulting soft copy unusable. The
consequences of stch operations shal be at the risk and responsbilty of the Lser

6. Although al reasonable precattions have been taken n the preparation and testing of this
Software, the organization shal not accept any responsbilty for any consequential damages
arising ot of the improper use of this Software

7. Entries with Blue Labels in al entry forms are Required
8. Date Format in al entry forms shotid be DD - MM - YYYY

OK





After pressing the OK button the Tax Period Activation for Claimant screen is appeared. 

In case of fresh installation, after validation of User name and password, following message   will appear on the screen.
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By pressing the OK button, following Claimant Profile entry screen will appear. System will not allow the user to use RCPS application without claimant profile data entry.
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1.  
Press New button to define a new claimant and enter the desire information of S.T. Registration No., NTN, Name, Registered Address, Bank Name, Branch Code, Bank address, Account Type, Account No. , Account Title, N.I.C. OLD, N.I.C. New, Business address, Business Phone, Office Phone, Collectorate, Mobile Phone No and e-Mail Address. All the text fields which are displayed in Blue Colours are mandatory while others are optional.
2.
Press the Save Button to save the record ,for record deletion  select the desired Claimant to be deleted from the Claimant Information Grid and press Delete button. For cancel the transaction press Cancel button. Use the Exit button to close the current window and control will go back.
3.
The Claimant Information Grid Area shows the data of all the entered claimants. 
2.2   Tax Period Activation for Claimant 
Tax period activation for a desire claimant in RCPS application is mandatory. System does not allow working in RCPS until the tax period is activated for the particular tax period of which all the supportive documents are entered for refund claim. 
1.
Select the desired claimant record from the Claimant Grid area and the information of S.T. Registration No., NTN, Name and Registered Address fields are populated in non editable mode.
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2.
For defining new Claimant, press Add New Claimant button. Claimant Information form will appear where new claimant can be added. 

3.
Application is restricted to automatically allow Refund claims under U/S 10.

4.
To define a new tax period, press the New button to enter the other Tax Period. 

· The format of the Tax Period is set according to "MMYYYY"(Month-Year) for the claims U/S 10.  

· Press the Activate button for Tax Period activation for the desired claimant.
5.
Press Save button to save the record, press Cancel button to cancel the same. Exit button shift the control to the main menu.
3.0
ADMINISTRATION

This module is used for the preparation of Claimants, Supplier profiles, Claimants Tax Period Activation and User Management. 
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3.1
Add Claimant Profile

This option enables the user to add the claimant profile Information.

1.
Select Administration/Add Claimant Profile menu option;

Press New button to define a new claimant and enter the desire information of S.T. Registration No., NTN, Name, Registered Address, Bank Name, Branch Code, Bank address, Account Type, Account No. , Account Title, N.I.C. OLD, N.I.C. New, Business address, Business Phone, Office Phone, Collectorate, Mobile Phone No and e-Mail Address. All the text fields which are displayed in Blue Colours are mandatory while others are optional.
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2.
Press the Save Button to save the record ,for record deletion  select the desired Claimant to be deleted from the Claimant Information Grid and press Delete button. For cancel the transaction press Cancel button. Use the Exit button to close the current window and takes the control to the main menu.
3.
The Claimant Information Grid Area shows the data of all the entered claimants.
3.2
Activate Tax Period
This option is used to activate the Tax Period for the desired claimant. 
1.
Select Administration/Activated Tax Period menu option;

Select the desired claimant record from the Claimant Grid area and the information of S.T. Registration No., NTN, Name and Registered Address fields are populated in non editable mode.
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2.
For defining new Claimant, press Add New Claimant button. Claimant Information form will appear where new claimant can be added. 

3.
Application is restricted to automatically allow Refund claims under U/S 10.

4.
To define a new tax period, press the New button to enter the other Tax Period. 

· The format of the Tax Period is set according to "MMYYYY"(Month-Year) for the claims U/S 10.  

· Press the Activate button for Tax Period activation for the desired claimant.
5.
Press Save button to save the record, press Cancel button to cancel the same. Exit button shift the control to the main menu.
3.3
Add Supplier Profile

The purpose of creating Supplier Profile is to facilitate the Claimant to avoid duplicate effort of data entry in various document entry screens. 

1.
Select Administration/Add Supplier Profile menu option;

Press New button to enter the desire information of S.T. Registration No., Name, Registered Address, and to identify the Unregistered person. 
[image: image10.png]PN One STARR - RCPS - Supplier/ Buyer Information

Supplier / Buyer Profile

S.T. Registration No. I~ Unregistered
Name.
Reg. Address

Chew I sove || notete || concer | Ext
S1T.Reg. No. ‘Suppler/Buyer Name. [Reg. ddress ~
Oiotsti1007e2 eteh tetie il td St area hyceratad
o1ots20108545 ISLAM COTTON GIIERS & OIL HINGORJA
oiotsat1 1181 KINGRI COTTON G FTY SHAHDADPLR.
0101520117331 SNDHCOTIONGNNERS & OL,NLLS  SANGHAR
oiots20116128 CHAND ND. COTTON G OLMLLS  SANGHAR ROAD, SHAHDADPUR
0101520120715 SACHAL COTTON GNNERS FTY. OLL MLLS _ DISTI. KHAIRPUR MRIS SNDH v

< )





2.
Press Save button to save the transaction, to cancel the transaction, press Cancel button, to delete a particular transaction use Delete button and Exit button to shift the control to the main menu.
3.
The Supplier Profile Grid Area shows the list of all entered Suppliers data. 

3.4
User Management
The purpose of creating more users is to facilitate the multiple claimant’s data entry on single PC. At one time on LAN, multiple users can enter the data on the system and can work independently on the different screens of the system.
Similarly record of the already created user can be changed and deleted. Only default user login ‘FBR’ cannot be deleted or even modified, the password of the user (FBR) can be changed at any time.

1.
Select Administration/User Management menu option;

Press New button to create the desire user, enter User Name in the Login / User ID Text Box. Type password in password box. To confirm the password re-type the new password into the box named Retype Password.
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, and Exit button will shift the control to the main menu.
3.
The User Grid Area shows the list of all defined users. 

4.0
Document Entry

This module is used for the data entry of Claimant all Supportive Documents. 
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4.1
Purchase Invoice

1.
Select Document Entry/Purchase Invoice menu option;

Press New button for invoice record creation and enter the information of Invoice No., Invoice Date (Date Format ‘DD/MM/YYYY’), Seller Registration No., Total Sales Tax. 
[image: image13.png]PN One STARR - Purchase Invoice Entry Form

Purchase Invoice Information

Invoice No. |- ~| Invoice Date 110007

Total Sales Tax ~/1°

Incl Sales Tax 208656 EwclSalesTax 181440
presy | T I e e ) S

' ltems Detail

Description ~] code
Quantity vom ]

Value Excl. Sales Tax “Age 15 SalesTax 0

Value Inel Sales Tax 0

e
[ o [ ome oo [ mer]

FCTDesc | PCTCode | Quaniy

TuoM [ Excluded Seles.. | Included Sales . | 54
PaPERCONE 99393993 113400

NO 181440 208656 27





2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation and Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the Purchase Invoices. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved invoices.

4.
One invoice can have multiple items. So number of items can be entered against one  invoice. Information of every individual item needs to be separately entered in the next displayed area. In case multiple items exist in same single Invoice, the upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area. Press Add Item button to enter ‘Items Detail’ information of the goods Description, Quantity, Unit of Measurement, Value Excluding Sales Tax, %Age, Sales Tax, Value Including Sales Tax (Value Including Sale Tax is calculated by adding Value Excluding Sales Tax and Sales Tax). 
5.
Press Save button to save the transaction, to shows all defined/saved items / goods under the current invoice Press Show All.
4.2
Sales Invoice

1.
Select Document Entry/Sales Invoice menu option;

Press New button for invoice record creation and enter the information of Invoice No., Invoice Date (Date Format ‘DD/MM/YYYY’), Buyer Registration No. (from combo box),Total Sales Tax. 
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction press Cancel button, Use Modify button for record modification/ updation, and Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the Sales Invoices. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved invoices.

4.
One invoice can have multiple items. So number of items can be entered against one invoice. Information of every individual item needs to be separately entered in the next displayed area. In case multiple items exist in same single Invoice, the upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area.  Press Add Item button to enter ‘Items Detail’ information of the goods Description, Quantity, Unit of Measurement, Value Excluding Sales Tax, %Age, Sales Tax, Value Including Sales Tax (Value Including Sale Tax is calculated by adding Value Excluding Sales Tax and Sales Tax). 
5.
Press Save button to save the transaction, to shows all defined/saved items / goods under the current invoice Press Show All.
4.3
Debit Note Entry

1.
Select Document Entry/Debit Note Entry menu option;

Press New button for Debit Note record creation and enter the information of Debit Note No., Date (Date Format ‘DD/MM/YYYY’), Registration No. (Value from combo box), Total Sales Tax. 
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation and Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the debit notes. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved debit notes.

4.
One debit note can have multiple items. So number of items can be entered against one debit note. Information of every individual item needs to be separately entered in the next displayed area. In case multiple items exist in same single debit note, the upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area.  Press Add Item button to enter ‘Items Detail’ information of the goods Description, Quantity, Unit of Measurement, Value Excluding Sales Tax, %Age, Sales Tax, Value Including Sales Tax (Value Including Sale Tax is calculated by adding Value Excluding Sales Tax and Sales Tax). 
5.
Press Save button to save the transaction, to shows all defined/saved items / goods under the current invoice Press Show All.
4.4
Credit Note Entry

1.
Select Document Entry/Crebit Note Entry menu option;

Press New button for Credit Note record creation and enter the information of Credit Note No., Date(Date Format ‘DD/MM/YYYY’).Registration No. (Value from combo box).,Total Sales Tax. 
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation, and  Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the credit notes. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved credit notes.

4.
One credit note can have multiple items. So number of items can be entered against one credit note. Information of every individual item needs to be separately entered in the next displayed area. In case multiple items exist in same single credit note, the upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area.  Press Add Item button to enter ‘Items Detail’ information of the goods Description, Quantity, Unit of Measurement, Value Excluding Sales Tax, %Age, Sales Tax, Value Including Sales Tax (Value Including Sale Tax is calculated by adding Value Excluding Sales Tax and Sales Tax). 
5.
Press Save button to save the transaction, to shows all defined/saved items / goods under the current invoice Press Show All.
4.5
GD Export

1.
Select Document Entry/GD Import menu option;

Press New button for GD Export record creation and enter the information of GD Export /Machine No., Export Date (Date Format ‘DD/MM/YYYY’), Collectorate/Ports (from List), Mate Receipt No., Mate Receipt Date , Airway/Postal/Railway Receipt No, Airway/Postal/Railway Receipt Date, Gross Weight ,Unit of measurement, EGM No and Total S/B FOB Value (Rs).
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation and Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the GD Export. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved GD Export.

4.
Multiple items can be exported through single GD Export so information of every individual item needs to be entered separately. The upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area. Press Add Item button for Items Detail enter the information of PCT Code & Description, Quantity, Unit of Measurement and FOB Value (Rs.).
5.
Press Save button to save the Transaction, To shows all defined/saved items under the current GD Export Press Show All.
4.6
GD Import

1.
Select Document Entry/GD Import menu option;

Press New button for GD Import record creation and enter the information of GD Import No., GD Import Date (Date Format ‘DD/MM/YYYY’),Document Type, Cash Date, Collectorate/Ports (from List), IGM Number, Total Value for Sales Tax ,Gross Weight and Unit of measurement (from List).
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2.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation and Exit button to shift the control to the main menu.
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3.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the GD Import. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved GD Import.

4.
Multiple items can be imported through single GD Import, so information of every item needs to be entered separately. The upper portion of this form (header information of the invoice) will remain the same, while item wise information would require to be provided in this area.  Press Add Item button for Items Detail enter the information of PCT Code & Description, Quantity, Unit of Measurement, Value for Sales Tax and Sales Tax Amount.  

5.
Press Save button to save the Transaction, To shows all defined/saved items under the current GD Import Press Show All.
4.7
Stock Statement

1.
Select Document Entry/Stock Statement menu option;

Press New button for item record creation and enter the information Item Description (Select the item from the available lookup containing the list of all defined PCT Codes with description. Upon the selection of an item, the description of the item displays in the list and its code displays in the field next to this) and Unit of measurement.
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2.
Enter the item detail of quantity, value and Sales Tax involved in the opening balance, new Purchases, Stock Available, Stock Consumed and Closing Balance in the tax period for the selected desire item. 

3.
Press Save button to save the transaction, to delete a particular transaction use Delete button, to cancel the transaction, press Cancel button, Use Modify button for record modification/ updation and Exit button shift the control to the main menu. To shows all defined/saved items under the Stock statement Press Show All.
4.
Navigational Buttons are available to review information, which has already been entered for its confirmation/modification. I<< (First) It shows the very first record of the Stock Statement. << (Previous) it shows the previous record from the existing displayed record. >> (Next) It shows the next record from the existing displayed record. >>I (Last) it shows the last record of the list of saved stock statement.
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Note:
Stock Statement Information is mandatory 
5.0
reports

Following Reports are available:

1. Purchase Invoice
2. Sale Invoice
3. Debit Note
4. Credit Note
5. GD Export


6. GD Import

7.
Stock Statement
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5.1
Purchase Invoice 

1.
Select Reports/ Purchase Invoice menu option;
Enter the information of PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view Purchase Invoice Report.
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Note:
user can generate the report of all documents without specifying any criteria.

5.2
Sale Invoice 

1.
Select Reports/ Sale Invoice menu option;
Enter the information of PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view Sale Invoice Report.
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Note:
user can generate the report of all documents without specifying any criteria.
5.3
Debit Note 

1.
Select Reports/ Debit Note menu option;
Enter the information of PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view Debit Note Report.
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Note:
user can generate the report of all documents without specifying any criteria.

5.4
Credit Note 

1.
Select Reports/ Credit Note menu option;
Enter the information of PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view Credit Note Report.
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Note:
user can generate the report of all documents without specifying any criteria.

5.5
GD Export 

1.
Select Reports/ GD Export menu option;
Enter the information of Collectorate, PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view GD Export Report.
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Note:
You can generate the report of all documents without specifying any criteria.

5.6
GD Import 

1.
Select Reports/ GD Export menu option;
Enter the information of Collectorate, PCT description, Date from and Date To (Date format should be followed as DD/MM/YYYY). Select the sorting value from drop down box ‘Date wise’ or ‘Invoice wise’. Moreover the sorting can be made in ascending or descending order by selecting either of the radio button then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view GD Import Report.
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Note:
user can generate the report of all documents without specifying any criteria.

5.7
Stock Statement 

1.
Select Reports/ GD Export menu option;
Enter the desire item description from list then press the Dot Matrix Printer for 132 Column Page ‘OR’ Laser Printer for Legal Paper Button to view Stock Statement Report.
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Note:
user can generate the report of all documents without specifying any criteria.

6.0
Summary Reports

Summary Reports of Purchase Invoices, Sale Invoices, Debit Notes, Credit Notes, GD Import & GD Exports concerning active Tax Period of the claimant is available for printing the information entered at any stage of the data entry process.  

1.
Select Summary Reports menu option;
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Following Summary Reports are available:

1. Purchase Report Supplier Wise
2. Sale Report Supplier Wise
3. Debit Note Report Supplier Wise
4. Credit Note Report Supplier Wise
5. GD Export Summary Collectorate Wise
6. GD Import Summary Collectorate Wise

7.0
Search documents

7.1
Purchase Invoice Summary

1.
Select Search Documents from menu option then press the Purchase Invoice Summary tab;
Enter the information of From Date, To Date, Invoice No. , Supplier Name (from drop down box), Supplier Address, Item description, Value Excluding S.Tax (Rs.) and Sales Tax (Rs.) then press the Search Button to view the specific Purchase invoice summary record based on entered criteria. 
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2.
Press Refresh button to refresh the form, Exit button shift the control to the main menu.
Note: 
Search of all the Purchase Invoice Summary by leaving all the fields blank 
7.2
Sale Invoice Summary

1.
Select Search Documents from menu option then press the Sale Invoice Summary tab;

Enter the information of From Date, To Date, and Invoice No. , Supplier Name (from drop down box), Supplier Address, Item description, Value Excluding S.Tax (Rs.) and Sales Tax (Rs.) then press the Search Button to view the specific Sale invoice summary record based on entered criteria. 
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2.
Press Refresh button to refresh the form, Exit button shift the control to the main menu.
Note: 
Search of all the Sale Invoice Summary by leaving all the fields blank 

7.3
GD Export

1.
Select Search Documents from menu option then press the GD Export tab;

Enter the information of GD Export No., From Date, To Date, Collectorate (from drop down box), Tax Period, Gross weight, Unit of Measurement, EGM No. and PCT Description then press the Search Button to view the specific GD Export record based on entered criteria. 
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2.
Press Refresh button to refresh the form, Exit button shift the control to the main menu.
Note: 
Search of all the GD Exports Summary by leaving all the fields blank 

7.4
GD Import

1.
Select Search Documents from menu option then press the GD Import tab;

Enter the information of GD Export No., From Date, To Date, Collectorate (from drop down box), Tax Period, Gross weight, Unit of Measurement, Document Type, IGM No. , Total value for Sale Tax and PCT Description then press the Search Button to view the specific GD Import record based on entered criteria. 
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2.
Press Refresh button to refresh the form, Exit button shift the control to the main menu.
Note: 
Search of all the GD Import Summary by leaving all the fields blank
7.5
Stock statement

1.
Select Search Documents from menu option then press the Stock statement tab;

Enter the information of Tax Period, Item description, Opening Balance Quantity, Purchases Quantity and Sale Tax then press the Search Button to view the specific GD Import record based on entered criteria. 
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2.
Press Refresh button to refresh the form, Exit button shift the control to the main menu.
Note: 
Search of all the Stock Statement Summary by leaving all the fields blank
8.0
prepare claim
This module is used for preparation of Database backup of refund claim of all supportive documents.
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8.1
Database Backup

1.
Select Prepare Claim/Database Backup menu option;

Select the Destination of Backup file by pressing Browse button file destination path selection option will appear in the right side of the window, after selection of the file path Press OK button.
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2.
To Prepare database backup of entered data for refund claim filing Press Backup button.  If stock statement data entry does not exist, system will generate the ‘Entry Missing Messages’. Press Close button shift the control to the main menu.
9.0
e-FILING

This module facilitates the user how to prepare data for Sales Tax e-Refund claim and special instructions/guidance about e-filing of refund claim.
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9.1
Instructions
1.
Select e-Filing/ Instructions menu option;
Instruction Message screen appears Press OK button, open the FBR official web site page to download the user manual for e-Filing Sales Tax Refund. 
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e-Filing Expeditious Refund Processing in Risk Management System (RMS) user manual  provides step-by-step instructions about filing of refund claims.
9.2
Prepare e-File Claim

Preparation of e-File Claim option is the first step towards the filing of sales tax refund electronically. 
1.
Select e-Filing/ Prepare e-File Claim menu option;
Claim Preparation for e-Refund screen appears, Press Browse button, ‘Open File’ Dialog box will appear on the screen, select the database backup file path from appropriate location.
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2.
Press the Add  File  Button to add  the selected claimant database file for conversion
into new file format. Press Make Text File button, to convert the ‘mdb’ file Database into ‘txt’ format. This text file will then be uploaded for Expeditious Refund Processing in Risk Management System (RMS).
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