ITBA-Common Functions Module Instruction No. 2
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F.No. System/ITBA/Instruction/Common/180/2017-18 Dated: 03.07.2017
To

All Principal Chief Commissioners of Income-tax/ CCsIT (By Name)

All Principal Director Generals of Income Tax / DGsIT (By Name)

All Principal Commissioner of Income Tax/CsIT/CsIT(Admin & TPS, CO) (By Name)
All Principal Directors of Income Tax/DsIT (By Name)

Subject: Launch of Status Monitor for Tracking Workflow Status in Income Tax Business
Application (ITBA) — Reg.

Sir/Madam,
This is in reference to the subject mentioned above.

The very important functionality of Status Monitor which can be used by any
Supervisory Officer to monitor the exact status and details of any proceeding of any
subordinate officer is now available on the ITBA Portal. User can access status monitor
for all ITBA modules through the respective modules’ worklist.

2. Status monitors enables the officers and their Senior Officers to track the workflow
statuses in ITBA. The same can be used to monitor the progress of pendency and
give directions to subordinates.

3. Status Monitor provides the following functions to the users in ITBA.

a) Live Monitoring — Senior Officers can monitor workitem(s) assigned to other
users within their charge. For example, PCIT can review the work of AO, Range
under them as well as the work pending with their own HQ/Staff.

b) Give Directions — Senior Officers can give directions for a particular proceeding
pending with subordinate through the Case History/ Notings available in the
workitem.

c) View pending and completed workitem - The user can search workitem on the
basis of its status of completion by selecting the desired criteria, i.e. completed,
pending or all.

d) Send Reminder — Officer can send reminder for delegated workitem to their
respective HQ / Staff.

e) Pull Back Workitem — Officer can pull back the delegated workitem from their
respective HQ / Staff user’s worklist.
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4. Senior Officers will be able to view the pending proceedings including notices issued,
hearings conducted, response received from taxpayer through e-Assessment/E-
Proceeding, assessment order issued in read only mode, that is, they will not be able
to edit the details of the proceedings.

5. Subordinate or HQ/Staff will be able to view the list of cases where approval is
pending with their Senior Officer. However, they will not be able to access the
workitem/details of the proceedings. For example, AO can check the status of any
pending proceeding awaiting approval from Range / PCIT in order to request for any
early action if required.

6. AO, Range and subordinate officers can view the list of cases of their superior
authority only if they have initiated the proceeding or the part of the proceeding
workflow.

7. At present, the following modules of ITBA are available with Status Monitor
functionality.
a) Assessment
b) Exemption
c) Penalty

8. Steps to access Status Monitor in ITBA are as below:

a) Navigate to the worklist of the relevant module.
Example: Navigate to Assessment Module - Click on Worklist

b) Click on Status Monitor.

c) Select the proceeding status and click on Search; list of cases based on the
proceeding status selected will be displayed.

d) Users can also filter cases on the basis of individual officers under their charge
and also on the basis of various search criteria available therein.

= 16 June 2017 13:18 PM A- A A+ Stemap My Settings ¥ Logout

1‘ Welcome
ﬁ ( u PARUL GUPTA hd
daimad CIT EXEMPTION - 2

M Income Tax BusiNESS APPLICATION

| HRMS | DownloadCenter | Help | FaGs |
MODULES Statistics Of The Day

PAN Pending Appeals2
TAN . BOK

. g 50K o ey
e-Mivaran ; a0k m a._r;;r_r‘_r
Investigation o 30K 31/03/2016
Assessment —f 20K Apy

T L] LpFaa:s:
a

Exempticn I

Mumbai

enal

Screen 1: Navigating to Module - Worklist

Page 2 of 3




ITBA-Common Functions Module Instruction No. 2

{l" (i TBA ~Exemption B Welcome PARUL GUPTA, CIT EXEMPTION-2 , DITEXMP Losout [pdiii
INcOME Tax BusiNgss APPLICATION
| i=Workiist .| MISReports .| Help
- Exemption Home Page = | Worklist x| -

Worklist

0 Click on Subject to take action on Worklist

Search Criteria

View Date of Limitation

Worklist ® Status Monitor Request Type Selex

] t v
From PAN Name( Starts with)

Pending Since il Action Required - v Application Filing Date -
Proceeding Status * Pending v PCCITIPDGIT PRINCIPAL CCIT(SABA PRASAD) v| ccmme DGIT EXMP{DEV PRASAD) ¥
PCITEDIT CIT EXEMPTION - 2(PARUL GUPTA) ¥ RANGE Select v RO Select v

N T

Select Proceedings

S.No Request Type Subject From Pending With PAN/TAN Name Application Application Date of Limitation  Pending Since Action Required Proceeding
Filing Date No. Status
Applie ation in Form CHHEDA ExEuETIoN
1 (o Approval us B0G | CIT EXEMPTION - 2 | CIT EXEMPTION - 2| AACHCOS79G | MANSUKH oaio6i2017 | EXEMFT 322017 | DBIDGI2017 Order Generation | Pending
THOBAN HUF i
oIt
EXEMPTION
Cancelation of CIT EXEMPTION - 2 | CIT EXEMPTION - 2 | AADHGOo1gH | SIRIKRISHNAS 0SI06/201T | - 2/2017- D1/01/1940 | DBIDER01T Hearing Pending
pproval MANIAR HUF ]
(v)110002
cI
3 fgg"‘ ationinForm | o ovelws 830G | GIT EXEMPTION - 2 | GIT EXEMPTION - 2 | AAFHK2633G EEEE“TE‘#-ESEU‘ 041062017 F’Z‘E"[')‘f;‘o"' 31M202017 | D8/DE2017 Order Generation Pending
18/80GH0026
it <
©2016-2017 Income Tax Department, Government of India Powered By TATA Consulancy Services
AlRights Reserved Best iewed in 1366 x 768 Resolution with Google Chrome (version £3)

Screen 2: Exemption Worklist = Click on Status Monitor

9. Users are advised to contact helpdesk in case of any issues in respect of the ITBA.

a) URL of helpdesk - http://itbahelpdesk.incometax.net
b) Help desk number — 0120-2811200
c) Email ID — itba.helpdesk@incometax.gov.in
d) Help desk Timings — 8.30 A.M. —7.30 P.M. (Monday to Friday)
Yours sincerely,

9&%@ £

-z

(Ramesh Krishnamurthi)
Addl.DG(S)-3, CBDT, New Delhi

Copy to:
1. PPS to Chairperson, PPS to Member(lnv.)/ Member(P&V)/ Member(R)/ Member(IT)/

Member(L&C)/ Member(A&J) CBDT for information.
2. Pr. DGIT(Systems), New Delhi
The Web Manager with request to upload instruction on www.irsofficersonline.gov.in.
4. ITBA Publisher with request to upload instruction on https://itba.incometax.gov.in
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(Ramesh Krishnamurthi)
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