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Annexure B- Step by Step reference guide 

Navigation to Cluster Verification  
1. After successfully login to Insight, user needs to navigate to Verification and Select 

“Verification” displayed under Cluster Tab to navigate to High Risk Refund- TDS Cases.  

 

 Navigate to High Risk Refund cases- TDS 
2. User will be navigated to ClusterCase summary view to select High Risk Refund Cases- TDS. 

User needs to click on count as displayed below to navigate to Group Case List View.  

 

Navigate to Group Case List View  
3. In Group Case List view, user will be able to view Group cases created on Employer TAN 
4. User will be able to download Group Case List excel having additional details like count of 

PANs in group cases, PAN name and PANs in group cases.  
5. User will be able to reassign group in bulk from this view. 
6. By clicking “Group ID” hyperlink user will be navigated to Group Case Detail View.  



 
 

 

Group Case Detail View and Group Case level activities  
7. At Group Case Detail View, user will be able to view Details of PANs available in group i.e. 

PANs Name, PAN, and Case id of Individual PAN.   
a. User will be able to click on Case ID Hyperlink to navigate to Case Detail view of 

single PAN.  
8. Following Group Case level activities will be available to the user at Group Case Detail Page  

a. Reassign Case 
b. Submit Feedback 
c. Enter Comments 
d. View Upload Case attachments.  

 

Enter Comments 
9. 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 
10. User will be able to Reassign Group case to the Reporting Officer and Subordinates in 

hierarchy.  

 

Submit Feedback 
11. This activity will be performed by ITD User to submit the Feedback on the Group Case.  
12. The AO must give feedback as “No Further Risk Assessment required” or “Further risk 

assessment required” after verification. 
13. Remarks will be mandatory.  
14. User will also be able to add documents in support of the feedback.  
15. On clicking submit button, Feedback will be submitted and the status of the case will be 

updated from “Under Verification” to “Verified”.  

 



 
 

History of activities performed at Group Case Level 

 

16. History of Activities performed at Group Case Level will be visible to ITD user at Activity Tab 
available at Group Case Detail view.  

17. The page will display Activity ID wise activities with complete details of remarks and 
documents uploaded by user while performing the activity.  

Case Detail View 

 

18. The Case Detail page will display details of case available on individual PAN in the group.  
19. The Case Detail page will provide detail of Verification Issue on the PAN  
20. View hyperlink will navigate the user to Information Detail view.  

Information Detail View  
21. 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  

 

Case Level activities available on Individual PAN Case  
22. User will be able to below mention activities at Individual PAN Case level.  

a. Enter Comments- This activity will allow ITD user to enter case level comments. The 
history of activity performed by ITD User will be visible to all supervisors in hierarchy 
(in cumulative view).  

b. View upload Case attachments – This activity will allow ITD User to upload 
documents relevant to the case. The history of activity performed along with the 
documents uploaded by the ITD User will be visible to all supervisors in hierarchy (in 
cumulative view).  

View Previous Years HRR Issue in Taxpayer Profile views  
23. 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).  

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

acknowledgement Number wise.  



 
 

 

Viewing the Feedback submitted in Respective PAN in Profile views 
26. The Feedback submitted in bulk in the case by TDS user will be visible in Taxpayer Profile 

views of Respective PANs.  
27. Any ITD User having level 2 access over PAN will be able to view the Feedback submitted by 

TDS Function Code user in HRR- TDS case under Taxpayer Annual Summary 
(TAS)>>Information>>uploads. 

28. User will be able to view complete details of the Feedback submitted along with documents 
uploaded.  

 

-----End of Report----- 

 


