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Nodal Officer assigns 

the cases to the IO for 

further Investigation 

 

Cases are 

disseminated 

to the CRU 

Nodal Officer 

 

IO issues summons or writes letters to the FIRST 

SAMPLE to ascertain the identity of the KEY 

PERSON and also ask for documents to 

substantiate the claims made 

 

Whether Reply 

received by IO and 

KEY PERSON can 

be identified? 

YES 

NO 

IO issues summons or writes letters to 

the KEY PERSON in support of the 

claim made on account of deduction, 

exemption, expenses etc. in the 20-30% 

of the Cluster size which shall include 

FIRST SAMPLE. 

 

Personal attendance of FIRST SAMPLE 

may be ensured, and identity of the KEY 

PERSON associated with the common e-

mail ID may be identified along with 

proofs to substantiate claim on account 

of expenses, exemptions, deductions etc. 

 

Whether 

KEY 

PERSON 

identified? 

YES 

NO SECOND SAMPLE may be asked 

to provide the relevant details in the 

same manner as for the FIRST 

SAMPLE. Whether 

KEY 

PERSON 

identified? 

YES 

NO 
the FIRST SAMPLE along with as many other ITRs from the 

cluster as deemed fit, may be examined in detail  

 

Whether 

claim 

genuine? 

YES 

IO may close the enquiries and submit the 

feedback in the feedback functionality present in 

“High Risk Refund Cases- Inv” case type with 

the prior approval of PDIT(Inv.). 

NO 

IO to examine the KEY PERSON AND the FIRST SAMPLE 

along with as many other ITRs from the cluster as deemed fit  

 

Whether 

claim 

genuine? 

 

YES 
NO 

Whether all the ITRs 

examined made 

bogus claims? 

YES 

IO to quantify income escapement for all the cases of the cluster  on 

the basis of risk parameter and submit feedback for the KEY PERSON 

and all the ITRs in the feedback functionality present in “High Risk 

Refund Cases- Inv” case type with the prior approval of PDIT(Inv.). 

In cases where enquiry was undertaken, remarks VERIFICATION 

COMPLETED to be added and in cases where enquiry was not 

undertaken, remarks FURTHER VERIFICATION REQUIRED to be 

added.  

NO Segregate details  with respect to –  

a. Enquiries made out of total Cluster 

b. ITRs where genuine claim was observed 

c. ITRs where bogus claim was observed 

d. ITRs where enquiry was not made 

 

Genuine 

claim 

Quantum 

escapement NIL,  

submit the feedback 

in the feedback 

functionality present 

in “High Risk Refund 

Cases- Inv” case type  

NON-Genuine 

claim 

IO to quantify income 

escapement for all the 

cases in which enquiry 

was under taken and 

submit feedback  

Unexamined 

ITRs 

IO to upload verification report with remarks [FURTHER VERIFICATION REQUIRED] 

on the basis of indicators, parameters and observations which might have material effect on 

the claims made. IO to quantify tentative escapement on the basis of risk parameter on 

which the ITR was flagged 



 
 

B Annexure B- Step by Step Guide 
 

Navigation to Group 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- Investigation 
Cases.  

 

Figure 1Navigation to Cluster Verification cases 

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

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

 

Figure 2Navigation to High-Risk Refund Investigation Cases 

  



 
 

Navigate to Group Case List View  
3. In Group Case List view, user will be able to view Group cases created on Mail ID of single 

key person.  
4. User will be able to download Group Case List excel having additional details like count of 

PANs in group cases, PAN Case ID 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.  

 

Figure 3Navigation to Group Cases List 

  



 
 

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 

(Refer Figure 4 Below). 
a. Reassign Case 
b. Submit Verification Report Bulk 
c. Enter Comments 
d. View Upload Case attachments.  

 

Figure 4Group Cases Detail View 

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

be able to update comments in theRemarks section which will be visible to the user and all 
supervisor in hierarchy (In cumulative View). User will be able to add documents relevant to 
the case by clicking “choose file”, providing “document type” and entering “document 
description”. User can also add multiple documents by clicking “attach more”.  

 

Figure 5Activity Enter Comments 



 
 

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

hierarchy.  

 

Figure 6Activity Reassign Case 

Submit Verification Report (Bulk) 
11. This activity will be performed by ITD User to submit the Verification Report on the Group 

Case.  
a. User will be able to provide feedback on enquiry undertaken (Yes/No) and amount of 

Income escapement with respect to each PAN.  
i. Amount to be entered will be mandatory in case Yes has been selected by user 

under option “enquiry undertaken”.  
ii. For Genuine Claim user will provide feedback as “Yes Verification completed” and 

update the amount as 0 in Income Escapement Column. 
iii. For Non-Genuine Claim user will provide feedback as “Yes Verification completed” 

and update the amount of Income escaping assessment.  
iv. For Unexamined ITRs user needs to provide feedback as “No further Verification 

Required”. 

 

Figure 7 Activity Submit Verification Report (Bulk) 



 
 

12. User will be able to make the Verification Result of the case.  
a. Columns PANs (as available in Group Case), Refund claimed (in ITR), Total expenses, 

deductions claimed will be pre-filled.  
b. User will be able to provide feedback on enquiry undertaken (Yes/No) and amount 

of Income escapement with respect to each PAN.  
i. Amount to be entered will be mandatory in case Yes has been selected by 

user under option “enquiry undertaken”.  
ii. For Genuine Claim user will provide feedback as “Yes Verification 

completed” and update the amount as 0 in Income Escapement Column. 

 

  



 
 

 

iii. For Non-Genuine Claim user will provide feedback as “Yes Verification 
completed” and update the amount of Income escaping assessment.  

 

  



 
 

 

iv. For Unexamined ITRs user needs to provide feedback as “Nofurther 
Verification Required”. User needs to attach relevant document for each 
PAN quantifying tentative escapement on basis of risk parameters on which 
the ITR was flagged.  

v. Where user is able to identify Key person of the cluster he may provide  
General document relevant to identification of the key person.  

 

13. Remarks will be mandatory.  
14. User will be able to add documents specific to the PAN Case under section “Specific 

Documents”.  
15. General documents relevant for Key person associated with the common mail ID can be 

added in the “General Documents” section.  
16. On clicking submit button, Verification Report will be submitted and the status of the case 

will be updated from “Under Verification” to “Verified”.  

  



 
 

17.  

History of activities performed at Group Case Level 
18. History of Activities performed at Group Case Level will be visible to ITD user at Activity Tab 

available at Group Case Detail view.  
19. The page will display Activity ID wise activities with complete details of remarks and 

documents uploaded by user while performing the activity.  

 

Figure 8Group Activities History view 

Case Detail View 

 

Figure 9Case Detail View 
20. The Case Detail page will display details of case available on individual PAN in the group and  

provide detail of Verification Issue on the PAN  
21. View hyperlink will navigate the user to Information Detail view.  
22. Refer section “case level activities available on PAN Case” for detail of activities available at 

Case level.  

  



 
 

Information Detail View  
23. 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.  

 

Figure 10 Information Detail View 

TSN Pop up view  

 

Figure 11 Pop up View 

  



 
 

Case Level activities available on Individual PAN Case  
24. 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).  

 

Figure 12 Enter Comments 
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).  

 

Figure 13 View Upload Case Attachments 

  



 
 

Figure 14  
c. Issue Notice (PDF) –These Notices can be issued to Taxpayer (Assessee/Witness) 

for calling of information.  Taxpayer will be required to submit the response 
through email (email address will be mentioned in notice) OR through 
Authorized Representative (AR) or Personal attendance in office (office 
address and attendance time will be mentioned in notice). Response against 
Notice can be submitted by Taxpayer will be required to submit the response 
through email (email address will be mentioned in notice) OR through 
Authorized Representative (AR) in office (office address and attendance time 
will be mentioned in notice).  

 

Figure 15 Issue Notice PDF  

  



 
 

Issue Notice (PDF)  
25. Following types of Notices has been enabled at Individual PAN Case level.  These notices can 

be issued to  
d. Notice u/s 131(1A)-Information through email/ AR (To Witness) 
e. Notice u/s 131(1A)-Information through email/ AR (To Assessee) 
f. Notice u/s 131(1A)-Personal Attendance (To Witness) 
g. Notice u/s 131(1A)-Personal Attendance (To Assessee) 

 

 
 

Figure 16 Notice Generation screen 
26. User needs to select the relevant Notice and click on proceed.  
27. After selection of the notice template, user will be navigated to notice generation screen.  

(Note - On notice generation screen, fields will be populated as per selected notice template) 

28. On Notice Generation screen, follow below mentioned steps: 
h. Select the radio button ‘Taxpayer’ against ‘Recipient Category’ field. 
i. On the displayed pop-up screen, enter the PAN of the person/ entity to whom notice 

will be issued. 
j. Click on Search button and click against a PAN from the Results. Click Select. 
k. Upon selecting the recipient from ‘Recipient Category’ field, below fields will be auto 

populated: 
i. Addressed To – Name and PAN of the recipient 

ii. Address – Address of the recipient 
iii. Email – Email of the recipient 
iv. Mobile – Mobile of the recipient 

l. Select Response Due Date (Time also for attendance in office) 
m. Select PAN in whose case Notice is being Issued radio button from ‘In the case of 

(PAN)’ field (applicable if notice is being issued to Witness) 
i. On the displayed pop-up screen, enter the PAN of the person/ entity in 

whose case notice is being Issued. 



 
 

ii. Click on Search button and click against a PAN from the Results. Click Select. 
n. Upon selecting the PAN, below field will be auto populated: 

i. In the case of (Name) – Name and PAN of the person/ entity in whose case 
notice is being Issued. 

o. Provide Office Address (applicable for attendance in office) 
p. Provide Office E-mail (applicable for response through E-mail) 
q. Provide ‘Reason for Issuing Notice’ – Reason for issuing notice for internal purpose. 
r. Provide additional text in Rich Text Format box – Click on ‘View/ Edit Notice’ button 

to enter the additional text. The addition text will be appended to notice. 
s. Preview the notice to verify the content. – On click of ‘Preview’ button, draft notice 

will be downloaded in PDF format. 
t. Click on Print and Digitally Sign Now button to digitally sign and generate the notice. 

Viewing the Generated Notice at Insight Portal 
The Notice issued u/s 131(1A) can be viewed under ‘e-Proceeding’tab available at Case 
Detail Page.  

29. Issued notice details can be viewed under e-Proceeding case tab.  
u. On clicking DIN, generated notice will be downloaded. 

30. Initiated activity details can be viewed from Activities tab. 

View Previous Years HRR Issue in Taxpayer Profile views  
31. 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).  

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

acknowledgement Number wise.  

 
Figure 17 View previous year HRR Issues 

  



 
 

Viewing the Verification Report in Respective PAN in Profile views 
34. The Verification Report submitted in bulk in the case by investigation user will be visible in 

Taxpayer Profile views of Respective PANs.  
35. Any ITD User having level 2 access over PAN will be able to view the Verification Report 

submitted by Investigation user in HRR Investigation case under Taxpayer Annual Summary 
(TAS)>>Information>.Uploads  

36. User will be able to view complete details of the Verification Report submitted alongwith 
documents uploaded.  

 

-----End of Document---- 


