


 Any person who is liable to pay Service Tax has to get 
registered with Service Tax Department. 
 

 Registration Certificate will be issued in ACES only. 
 

 Registration is a two step process – Registering with 
ACES and Registering with the Department by filing 
Form ST1. 
 

 Registration process can be done by the  
 - Applicant 
 - Range Superintendent (on behalf of applicant) 
 - CFC (Certified Facilitation Centres, authorized by the 
                applicant) 



 Two types of assessees 

 
 1. Existing Assessee in SAPS database 

 
 The data is migrated from SAPS and the assessees only needs to 

register with ACES.   
 

 The TPIN IDs (Temporary Personal Identification Number) and 
password for login to ACES were sent to the email id given in 
Form ST1. 
 

 If any assessee reports that they have not received the TPIN mail, 
SP can resend it by regenerating the password through the ACL > 
Status Management Assessee option. 
 

 The assessees can login with the TPIN & Password sent from 
ACES and then change it with their own username & password. 

 





 2. New Applicant - who register with the department 
after ACES was rolled out 

 
 They have to first register with ACES through the link 

available in ACES Home Page http://aces.gov.in. They can 
have their own username and the password will be mailed to 
the mail id given. 

 

 Then they have to login with the username and password sent 
by ACES and file Form ST1 for becoming assessee. 

 

 They can know their jurisdiction through the Know your 
location  link available in the home page and at the place of 
selection of jurisdiction in Form ST1. 

 

 

http://aces.gov.in/






 





Persons who are not Service tax assessees but 

  - who need to make payment to the  

            department, such as penalty etc., OR 

  - who wants to file a refund request OR  

  - service provider/receiver not registered 
    with the department to whom  

      department issues SCN 

    would be registered as Non-Assessee. 

 









The following persons are required to submit Form ST1. 
 - Persons who are liable to pay Service tax  
  either as Service Provider or Service Receiver 
 - Input Service Distributor 
 - Declarant (Service Provider with taxable value 
     in the financial year exceeding  
     Rs.9 lakhs) 
 
The assessees can make payment only with the Registration 

Number generated with ST2. 
 
On generation of ST2 only, the Registration Number data will go to 

NSDL. 
  

















 Assessees wanting to amend their Registration details 
can do so after issue of the ST2. 

 

 The assessees can use the Amend Registration  or 
Complete Amend Registration  options.  

 

 Amend Registration - for filing fresh Amendment. 

 

 Complete Amend Registration – for retrieving the half-
done amendment application, saved in the system. 

 

 

 



 After submission of amendment application, the 
assessee can view the last amendment application 
under approval (till it is approved).   

 

 The changes made in the Amendment application will 
be highlighted in the departmental officers’ screen. 
 

 Both the Assessee and the Departmental officer can 
view the Registration History– all the ST1 and ST2 - of 
the assessee. 

 







 The assessee can surrender the Registration in ACES. 

 

 If there is any liability pending against the assessee in 
ACES, the assessee will not be able to file the surrender 
application. 

 

 The Surrender Application will go to the dashboard of 
RSP.  The Superintendent can forward it to AC/DC for 
acceptance. 

 

 Superintendent will check for any arrears to be paid 
through offline SCN or other documents and 
appropriately mention the same to AC/DC. 



 

 AC/DC can also reject the Surrender application. 

 

 Once a Surrender request is accepted, the assessee will 
not be able to login to the ACES system. 

 

 If the assessee wants to register again later, he has to 
do afresh – register with ACES and then submit the 
Registration Application. 

 

 He will not get the Regn. no. PANxxxxx001. 
 

 



 Assessee can withdraw the ST1 application 
submitted by them at any time before ST2 is 
issued. 

 

 Assessees can also authorize the Range 
Superintendent to withdraw the ST1 application, 
on behalf of them. 

 

 When the assessee withdraws the ST1 application 
and when they submits ST1 application again, they 
will get the RC No.xxxx002 only. 







 If the ST1 application is incomplete or incorrect, the RSP 
can send back the ST1 application to the assessee for 
correction and re-submission. 
 

 The  sentback ST1 application can be viewed by the assesse 
under the REG-> Sentback ST1 application menu option. 
 

 The assessee can then click on the Modify ST1 application  
button at the end of the form to modify and re-submit the 
ST1 application.  
 

 When the assessee re-submits the ST1 application and 
when the ST2 is generated, they will get the RC No.xxxx001. 
 





 Selective Chartered Accountants, Cost Accountants 
and Company Secretaries can function as CFCs. 

 

 These CFCs would, first, register with their concerned 
Institutes for functioning as CFC.  

 

 Their data will then be transferred to CBEC/Wipro 
from the Institutes.  

 

 Wipro will generate the TPIN ID and Password and 
send it to the e-mail id of the CFC. 

 



 The TPIN Id will be consumed and a username will then be 
created by the CFC, in the same way it is done by the 
migrated assessees. 

 

 The CFCs can re-generate the password themselves, or use 
the Forgot Password link, if they forgot the password. 

 

 If they have not received the TPIN id and Password or the 
password given with the TPIN id is lost/not working, they 
have to only approach their concerned Institute for re-
submitting the CFCs data once again to Wipro for re-
generating the TPIN ID/Password . 

 



 The CFC can then register an applicant with ACES and 
fill ST1 form on his behalf.  Once this is done, that 
assessee will be automatically linked to the CFC. 

 

 An existing assessee (or the RSP, on the request of the 
assessee) can assign a CFC to himself. 

 

 Once a CFC is assigned to an assessee, the CFC can 
perform all the activities that an assessee can do in 
ACES. 

 



 The assigned CFC can be de-assigned by the assessee 
(or the RSP, on the request of the assessee)  

 

 The list of activities done by the CFC on behalf of any 
particular assessee can be viewed by the CFC. 

 

 The list of CFCs and the Memorandum of 
Understanding with the different CFCs (which, inter 
alia, gives the maximum amount that can be charged 
by a CFC for a particular activity) are given in the ACES 
Home page. 

 



























 Any acknowledgement generated by ACES during the 
submission of an activity by the assessee, like, 
submission of ST1, ST3, Refund request, etc., can be 
viewed and taken print out by the assessees at a later 
date through the Print Acknowledgement Receipt 
option. 

 

 In case of Acknowledgement of Returns, the 
acknowledgement generated while filing returns 
online or offline can be separately searched and then 
viewed/printed. 











 The assessees can anytime change their password through 
the Change password option given to them in REG module. 

 

 If they forgot the password, they can re-generate a 
password through the Forgot password option in the 
Assessee login screen. 

 

 The RSP and Com-Admin can also re-generate the 
password for the assessees. 

 

 They can update the e-mail id as well as the Constitution of 
the assessee through the option given under ACL module. 





 
















