PAN Form Help
1. 
Format of the File

The Tax Calculator is in Excel 97-2003 (*.xls) Format.

3.
Macro Problems:

Macro must be enabled to use the functions of this Tax Calculator. For this you will need the following steps: 

Enable macros changing Built in Excel Settings:


Go to Tools> >Macro>Security
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Set macro Security to Medium
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On File Opening you will be asked to enable macros, Choose Enable Macros
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4.
Steps to Fill Form 49A in Excel
4.1
The Form 49A has been divided into two section, namely page1 and Page2.

Auto Forms have been provided to fill each page. Use Fill Button Page at the top right of each page.
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On Clicking the Button, The A Form shall open for Data Entry. 

For Example Form for Page-1 is as under
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You are required to 

(a)
Fill information in the Text Boxes provided (Examples as per form above)
(b)
Select the appropriate Check Box (Examples as per form above)
(c)
Select the appropriate choice from a Drop Down Box (Examples as per form above)

Do not give spaces between alphabets or numbers except for the name of applicant who is making the application (point 16) in Page-2
Note: You can find the AO Details either by Clicking on Brown button “Click for AO Codes” which shall take you to NSDL link for AO Codes or you can look for AO Details in four sheets that have been added for AO Codes. 
4.2
The both forms are to be filled in “CAPITAL LETTERS”. If by mistake an input is made in small letters, an error message shall be displayed for the first alphabet entered.
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On getting this message user must turn on “Caps Lock” button of his keyboard.

4.3
After the form has been filled, Click on Green Fill Button [image: image7.png]Fil




 to fill the Page-1 of PAN Form in excel sheet.

To Reset the User Form click on Pink Cancel Button [image: image8.png]


.


To Close the form, click on Orange Close Button [image: image9.png]



If after filling the Excel Form 49A, any correction is needed, fill only the required field and click on [image: image10.png]Fil




 button.
After The Page 1 has been filled, proceed to fill page 2, by clicking on Fill Page 2 Button on Excel PAN Form
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4.4
Clicking on the above button shall open PAN Form Page-2 data Entry Form which is quite similar to the PAN Form Page-1 Data Entry as above.

All the steps are same for filling the Page-2 Data Entry Form as in Page-1
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By clicking on “Click for Codes” Button, Various Business Codes are displayed for reference.
5.
Steps to reset the data filled in Form 49A in Excel
To reset the data filled in Excel 49A Form, Click on in each page    [image: image13.png]


  or  [image: image14.png]Fill Page2



 and without filling any details click on  [image: image15.png]Reset




 Button. 

It will reset and blank the filled data in Excel Form 49A and it shall be ready for fresh use.
6.
Page Setup and Print Out of Filled Form 49A in Excel 

You can adjust the margins from page setup menu to ensure that print area covers all the fields. Use normal print command to print Page-1 and Page-2.

Recommended Margins and settings are as under 

In office 2007:

Scaling 
: 
84%

Page

:
Letter
Orientation
:
Potrait
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Margin (Centimetres) as under
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In office 2003:


Scaling 
: 
84%

Page

:
Letter

Orientation
:
Potrait
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Margin (Inches) as under
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If you encounter any error, please write to me at lohni@yahoo.com

CA Ashutosh Lohani

15 Chandganj Garden

Lucknow-226024

Tel: 9415464475
