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Professional Taxation Course
(Non-Certificate) Module 4: GST Invoicing Tax
Duration: 2 Months. Invoice
Course Fee: ¥ 10000 e Bill of Supply
Module 1: Introduction to « Debit Note Page | 1
Taxation e Credit Note
e Whatis Tax? e GSTInvoice Format E-invoicing & g
e Types of Taxes e E-Invoice (Introduction) Under GST -
¢ Direct Tax & Indirect Tax A
e Basics of the Indian Tax Module 5: GST Returns
System e GSTRA1
e Financial Year (FY) & e GSTR-3B
Assessment Year (AY) e GSTR-9
¢ Important Tax Terms e NilReturn Planir/]in_q
e Quarterly Return
Module 2: GST Basics e Monthly Return
e Introduction to GST e Return Filing Process
e Types of GST (CGST, SGST,
IGST, UTGST)
e GST Registration Module 6: Input Tax Credit (ITC)
¢ Composition Scheme e Introductionto ITC
e Regular Scheme e Eligibility Rules
e GSTIN Structure o Blocked Credit
e HSN & SAC Codes e |TC Reversal
e Reverse Charge Mechanism e ITC Reconciliation
(RCM)
Module 7: Income Tax Basics
Module 3: GST Portal e Introduction to Income Tax
e GST Portal Overview o TaxSlabs
e Creating/Login to GST e PAN
Account e Aadhaar Linking
e GST Registration Process e Residential Status
GST Cancellation e Heads of Income 6\@
Download GST Certificate e Deductions (Introduction) W
GST Search & Verification e Rebate & Cess
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Module 8: Income Tax Return

(ITR)

Types of ITR Forms
ITR-1

ITR-2

ITR-3

ITR-4

Filing Process
E-Verification
Refund Status

Module 9: TDS & TCS

Introduction to TDS
TAN

Form 16

Form 16A

Form 26AS

Challan 281

TDS Return Basics
TCS Overview

Module 10: PAN & TAN Services

PAN Application

PAN Correction

PAN Reprint

TAN Application
PAN-Aadhaar Linking
e-PAN Download

Module 11: E-Way Bill

Introduction
Generation
Cancellation
Validity Rules

Module 12: Tally Prime with GST

Module 13: MS Excel for Taxation

Company Creation
GST Configuration
Ledger Creation
Purchase Entry
Sales Entry

GST Vouchers
Credit/Debit Notes
GST Reports

Data Entry

Tables

Sorting & Filtering
SUM

AVERAGE

IF Function
SUMIF / SUMIFS
VLOOKUP / XLOOKUP
Pivot Table

Tax Calculation Sheets
GST Working Sheet

Module 14: Payroll Basics

Module 15: Practical Office Work

Salary Structure
Gross Salary

Net Salary

PF Basics

ESI Basics
Professional Tax
Salary Slip Preparation

GST Registration
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e GST Return Filing (Practice) After completing this course,

Income Tax Return Filing

students will be able to:

(Demo) e Understand the Indian
e PAN Services taxation system.
o TAN Services e Workwith GSTand Income  Page |3

Invoice Preparation
Tax Calculation

Tax portals.
Prepare GST invoices and

e Excel Reports returns.
¢ Office Documentation e Understand TDS, TCS, and
PAN/TAN services.

Module 16: Office Skills

Email Writing

PDF Creation & Editing
Scanning Documents
Digital Signature (DSC)
Basics

Online Document Upload
Client Communication

Use Tally Prime for GST
accounting.

Create tax reports and
calculations in MS Excel.
Perform common taxation-
related office tasks with
confidence.

This syllabus is designed for a

practical, job-oriented non-

Final Practical Projects
e GST Registration (Demo)
¢ GST Invoice Preparation

certificate course, making it
suitable for students, office

assistants, business owners, and

e GSTR-1 & GSTR-3B Practice beginners who want hands-on TaIIyPrime
¢ Income Tax Return (Demo taxation knowledge.
Case)
e TDS Calculation
e Salary Sheet in Excel
e GST Reportin Tally Prime
e Complete Tax File
Preparation
g ﬁ'a:i'ning Outcome
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heAd T FIF FAT HL?

31T & f3fSIcer JI1 # GST, Income Tax, TDS I ifeTelger SFAUT 1 Al TSI
Y SYTHTY, HUell, Gohlel, FEIEHT 3R HRATord T IMaRTehal &1 Il gl =g 31T
silenl AT dT8d 81, 39T SATHT FHTAT dTgcd @1 AT h3¢H Ud BIsad o &1
H 3T HRIAT TAT A6 8, SFAAT T HET ST 3T GET & Teh FhaH
W o ST g

bR SR PG IR haol Tohdlal de AT AT I@dT, dfedh GST Portal,
Income Tax Portal, Tally Prime 31X MS Excel /W ar&diash (Practical)EFl'éf hIAT
f&rarar &1 58 ®I & SR 3T GST IS, dr Srerepareret, Reet wisfelar, TDs,
PAN/TAN RT3l TUT 3w Hecaqul ol FTshansil &l TRuTeey ol & HILer|

WhAeH JUT B SYGHT HETaH & [T 31cdd 39ARE gl

Ifg 3T 39 FRIT A A THGATT SNSAT AR §, 3T SIIAT Hl AR
ST T g § AT SFAUT i WfFeerer gasT Rl wter T &,
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