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Summary 

This document is a step by step user guide for 

the registered dealers at Nagaland to use the 

e-CST module of the VATSoft application. 

Using this module, the dealers can submit 

requests for C-Forms print C-Forms and submit 

details of the Utilized C Forms. 
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INTRODUCTION: 
Under the guidance of Ministry of Finance, Department of Taxes has taken up the initiative of offering 

onlline services to the registered dealers at Nagaland. The dealers can avail the facility of submitting 

online requests for new C-Forms, take printout from their respective login-in and submit details of the 

utilized C-Forms. The online services can be availed through the website www.nagalandtax.nic.in.  

 

http://www.nagalandtax.nic.in/
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STEPS FOR OBTAINING C-FORM 

 

LOG-IN USING CREDENTIALS PROVIDED BY THE VAT DEPARTMENT 

 

 

STEP 1: SUBMIT INVOICE DETAILS FOR C-FORM REQUIREMENT 

Option 1: Screen based entry 

a. Screen based entry is suggested when the number of invoice details are less than 5. 

b. Under the section ‘ONLINE CST FORMS’ click on the the link ‘Request Entry’. 

Dealer step 1:

Enter/Upload 
invoice detail

Dealer step 2:

Update & 
submit

Staff step 1: 
Approve/Reject 

the C form 
request

Dealer step 3: 
Take Print-out 

of C-form
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c. Select the Form type and click on the button ‘Go’. 

 

d. Enter the TIN number of the Seller, the Seller Company Name and the address of the Seller. Upon 

entering the details, select the state and then click on the button ‘Next’. 

 

e. Upon clicking the button ‘Next’, the below shown screen shall be displayed. The dealer shall enter 

Invoice number, invoice date, invoice value, main commodity, commodity description, the purpose, 

purchase order number and the purchase order date as shown in the below screen. Upon entering 

the mentioned details, click on the button ‘ADD/Update’. This should be done every time a new 

invoice detail is added. 
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Option 2: File based entry 

File based entry of invoice details is suggested when the invoice details are more than 5. 

a. Download Converter (Unzip folder) 

b. Enter invoice details in the excel sheet, and then convert to XML format 

c. Upload the converted XML file 

 

a. Download Converter (Unzip folder); 

On the homepage, click on the button ‘Reports and Help’. 
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Upon clicking on the link ‘Reports and Help’, the below mentioned screen shall be displayed. The dealer 

shall click on the link ‘Convertor’. 

 

Upon clicking on the link ‘Converter’, the below mentioned screen shall be displayed. The dealer shall 

click on the link ‘Download’. 
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The application provides a compressed file of the name ‘VATeFSConvert’. Save the file in the computer. 
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Select the saved file and Unzipp the file. 

              

 

b. Enter invoice details in the excel sheet, and then convert to XML format 
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In the unzipped file, open the folder named VATeFSConvert. 

 

Open the excel sheet named ‘C_Form_CST_COM’. 

 

Enter/Paste details as required in the excel sheet in the requierd format. 

 

After entering/pasting the details in the correct format, click on the button ‘Convert to XML’. Please 

note, the convert to xml button should be clicked only after entering all the desired invoice detail in this 

excel sheet. 
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Once the excel is selected to convert into xml, a pop up window open, click on the button ‘Start’ and 

select until ‘Validation Successful’ is displayed. 

 

 

Please note: If ‘Validation unsuccessful’ gets displayed, then it means that the details entered in the 

excel sheet is incorrect or is not in the correct format. Please check the data for errors and after 

correcting the data, it should be converted to xml. For errors in the data, plese refer the errorlog sheet 

in the VATeFSConvertfolder. 
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c. Upload the converted XML/ZIP file 

To upload the xml file, under the section ‘ONLINE CST FORMS’, click on the link ‘Upload XML/ZIP file’ 

 

Upon clicking on the link, select the duration. Upon selecting the duration, the dealer shall click on the 

button ‘Browse’ to upload the file. 
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Browse for the correct XML file and click on the button ‘Open’ 

 

Click on the button ‘Upload’ to upload the selected XML file. 

 

Click on the button ‘Validate XML data’ for validating the details converted in the XML file. 
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In case there was any logical error in the data entered in the excel sheet, then the validation will not be 

successful and the data cannot be saved. In this case, the data in the excel sheet has to be rectified. In 

case the data is correct, then the data gets saved in the application as shown in the below screenshot. 

 

 

STEP 2: TO UPDATE & SUBMIT 

To update/modify the invoiced details 

a. After entering the invoice details, the dealer has the option to check and update the details. To 

update the invoice details, the dealer has to click on the link ‘Update and submit’ under the section 

‘ONLINE CST FORMS’. 
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b. Select the entry in which the invoice details have to be updated. 

 

 

c. Modify the necessary details and click on the button ‘Update’. The invoice details shall get updated. 
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To submit the invoice details 

To submit the invoice details for C-Form requirement. After selecting the invoice entry as explained in 

the above section, instead of updating the details, click on the button ‘Submit’. Upon doing so, the 

invoice details shall get submitted to the department for C-Form approval.  

 

Acknowledgement slip upon submitting the invoice details is as shown below. 
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STEP 3: TO PRINT C FORM 
Once the C-Form is approved by the department, the dealer shall be able to take print-out of the C 

Forms from their login. To take the print of the approved c Forms, the dealer has to follow the below 

mentioned steps. 

Please note: To enable printing of C Form by the dealer, please follow the step as mentioned in the 

section ‘To enable printing of C Form’. 

a. Click on the link ‘Print’ under the section ‘ONLINE CST FORMS’. 

 

b. The approved C Forms shall be visible to the dealers. The dealer has to select the C-Form which is 

intended for being printed. 
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c. The C Form in triplicate copies shall be visible to the dealer. Upon scroll down, the dealer shall be 

able to save the C-Form as a pdf file, and also print the C Form. 

 



Dept. of  Taxes [USER MANUAL FOR CST MODULE] 

 

18 Step 3: To Print C Form | Dept. of Taxes 
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TO ENABLE PRINTING OF C FORM 
The dealer shall be able to take print out of the C Form only if the option is selected as mentioned in this 

section. Please follow the steps as mentioned to enable printing of the C Form by the dealers. 

a. Click on the button ‘Reports and Help’ 

 

b. Click on the link ‘CST Dealer Print’ under the section ‘OTHER OPTIONS’. 
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c. Select the option ‘Yes’ in the field ‘Do you want to print the CST forms by yourself’ as shown in the 

below screenshot. 

 

TO CHECK STATUS 
To check the status of the submitted invoice detail for the approval/rejection of C Forms, the dealer has 

to follow the below mentioned steps. 

a. Click on the link ‘Status’ under the section ‘ONLINE CST FORMS’.  
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b. Enter the acknowledgement number to view a particular submitted invoice, or enter the date and 

then click on the button ‘Go’ to view status of all the submitted invoices. 
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TO CHECK THE LIST OF PRINTED CST FORMS 
The dealer shall be able to check the list of printed C Forms. To view the list, the dealer has to follow the 

below mentioned steps. 

a. Click on the button ‘Reports and Help’. 

 

b. Click on the link ‘Printed CST Form’. 

 

c. Select the form type and the approval date and click on the button ‘Process’ to view the list. 
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The list of printed C Forms shall be visible as shown in the below screen shot. 

 

 


