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Annexure B- Step by Step Quick Reference Guide 

Navigation Taxpayer Verification  
1. After successful login to Insight, user needs to navigate to Taxpayer Verification and Select 

“Verification” to select High Risk Refund- JAO Cases.  

 

 Navigate to HRR JAO Cases  
2. User will be navigated to Case summary view to select High Risk Refund Cases- JAO and click 

on count as displayed below to navigate to Case List View.  

 

  



 
 

Navigate to Case List View  
3. In Case List view, user will be able to view List of Cases created on PANs along with certain 

other attributes like FY, Assigned to. User will be able to download the List of Cases in Excel 
available at top right corner of the screen.  

4. By clicking “View Detail” hyperlink user will be navigated to Case Detail View.  

 

Case Detail View and Case level activities  
5. At Case Detail View, user will be able to view Verification Issue of the case and perform Case 

Level activities.   
a. User will be able to click on view hyperlink displayed against Verification Issue to 

navigate to Information detail underlying the Verification Issue.  
6. Following Case level activities will be available to the user at Case Detail Page  

a. Enter Comments 
b. Reassign Case 
c. Submit ITR Feedback 

 



 
 

Enter Comments 
7. The following screen will be visible to user on clicking activity “Enter Comments”. User will 

be able to update comments in the case which will be visible to the user and all supervisor in 
hierarchy (In cumulative View).  

 

Reassign Case 
8. User will be able to Reassign case to the Reporting Officer and Subordinates in hierarchy.  

 

Submit ITR Feedback  
9. This activity will be performed by ITD User to submit the Feedback on the Case.  

a. Options available for Feedback will be – “ITR can be processed” or “Further Risk 
Assessment Required”.  

b. In case user selects Further Risk Assessment Required, User will be prompted to enter 
the Amount.  
i. Amount to be entered will be of Refund at Risk.  

10. Remarks will be mandatory and adding of documents will be optional.  
11. On clicking submit button, ITR Feedback will be submitted and status of the case will be 

updated from “Under Verification” to “Verified”.  

 



 
 

Information Detail View  
12. Information Detail view will provide detail of Information underlying the Verification Issue. 

TSN will be hyperlink which will provide detail of Information like Acknowledgement 
Number, Date of Filing, Form Type and Filing Type.  

 

TSN Pop up view  

 

Cases where Revised Return is filed by Taxpayer- No further activity can be performed 
13. The flag to indicate the fact that revised return has been filed by the Taxpayer for the 

relevant AY, will be displayed in existing case at Case Detail page to the User. User will not be able 
to perform any further activities in the case. 

 



 
 

View Previous Years HRR Issue in Taxpayer Profile views 
14. The user will be able to view the Details of the High-Risk Refund issues flagged on PAN of the 

Taxpayer in Previous years, if any, in Taxpayer Profile Views under Taxpayer Annual 
Summary (TAS).  

15. User needs to select the relevant Assessment Year filter.   
16. User will be able to click on view hyperlink and view the Verification issues of previous year 

acknowledgement Number wise.  

 


