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Let see how to insert an Account, 

select Registration Type & insert 

GSTIN No.
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3Account Master



4Add New Account

Here we must select 
Registration Type:

Regular, Consumer, 
Unregister & Composition.



About GST Registration Type

❖ About GST Registration Type:

➢ Regular: GST registered taxable person who can supply goods/services
and will get ITC.

➢ Consumer: They are the customer (generally end user) who are not GST
Registered.

➢ Unregister: We purchase goods from them but they are not GST
Registered (URD).

➢ Composition: GST Registered taxable person who selected Composition
Scheme option during GST Registration.
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6Add New Account

Add GSTIN No.

By pressing this button, 
we can verify GSTIN no. 

on GSTN portal.
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Click on “Update GST Detail” to 
update GSTIN No. to Accounts.

(Short cut key: “F6”)

Account Master
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In this screen, we can update 
PAN No., GSTIN No., Reg. Type 

to multiple accounts.

Account Master
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As we add PAN No., GSTIN No.
will automatically be updated till

business vertical character.

Account Master: GSTIN No.
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Account Master: GSTIN No.



11Account Master: Registration Type

From this Popup, we can select 
‘Registration Type’ for an account.
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After click on ‘Without GSTIN’ button,

we will see the list of accounts which 
are still remaining to update GSTIN No.

(Short cut key: “F7”)

Account Master
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This is Without GSTIN No. list.

Now, After click on ‘With GSTIN’ button,
we can see account list which has
been already updated GSTIN No.

Account Master: Without GSTIN
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After clicking on All button, 
We can see all accounts.

Account Master: With GSTIN

This is With GSTIN No. list.
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Click on “Check GSTIN No.” 
to check GSTIN No. on 

GSTN Portal.

Check GSTIN No.
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So now, we can check the 
GSTIN No. of the 

Taxpayer.

Check GSTIN No.
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