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1. Report Defaulter

The user can report a defaulter only when
e He/She has a paid Subscription
e He/She already has the Business added by which he/she wants to report
defaulter.
® Service Agreement is signed by the business in which he/she wants to report the
defaulter.

You can report the defaulter on two way
e Report Defaulter on GST Number
e Report Defaulter on PAN

1.1. Report Defaulter on GST

To report a defaulter on the GST number, the user has to follow below mentioned
steps.

Step-1: Click on Report Defaulter
The user has to click on the REPORT DEFAULTER button on the Action Bar.

@ Wallet Top-Up Report Defaulter Request CIR

Step-2: Provide GST Number

The user has to select the own business from the drop down by which he/she wants
to report the defaulter. He/she needs to enter the GST Number of the defaulter whom
wants to report and click on the SEARCH button.

Add Business

Report Defaulter
Report Defaulter on Salact._

(@) GSTN PAN
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Step-3: Verify details of the Business

The system will fetch the information of the defaulter from GST. The user has to verify
the details and click on the PROCEED button.

Report Defaulter on Cyb ™ moamimen: (o7as T T azd) ‘ v
@ GSTN

08C M1ZQ

Reported By

Defaulter Information for
GST Number

Legal Name

State Justricdiction

Nature of business Activity

-
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Address

NEXT

Step-4: Defaulter Details

The user will move the next screen where he needs to add the email Id and mobile
number of the defaulter.
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Report Defaulter
@ s e () = ::1 U @)
Defoultor Dofauit Diroctors Documents

Business Name

Dofauiter Information

Business Nome

Email

I Enter Email Address I

Mobile Numbor

I Enter Mobile Number

Email (optional)

I Enter Emad (optional)

Mobile Numbar (optional)

Entar Mobile Number (optional)

i

L 4

Step-5: Default Details

As a next step, the user needs to provide the details of the default like Due Amount,
Due Date and is there any legal case running.

Report Defaulter
) @ - . O = = (&
Defaulter Defoult Directors Documents

Businoss Nama

Defaulter iInformation

Business Name

Paymaent Dua Amount

| Payment Due Amount

Payment Due Since

Description

Enter Description here

£

Is thore ara legal case in court is already running rolated to
above information

Oves

®No

BACK NEXT
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Step-6: Upload Documents

As a next step, the user has to provide UDIN Number and upload the documents like
CA certificate and Ledger and any other supporting document. The user then has to
accept the Terms and Conditions and click on NEXT Button.

Report Defaulter

. - - . - @
Dofaultor Dofoult Diroctors  Documents

— |

Defaulter Information

54 i Ledger certificato g Doloto
= I CA cortificate 7 Deleto

= | More documents 7 Dolote

1have read and occept ol the Terms & Conditions

ik “

Step-7: Confirm For reporting

As the last step, the user needs to confirm that he/she wants to submit the Defaulter

reported.
x]
Please Confirm
Would you like to report BUS MITED
as defaulter ?
=] =3
. 4
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he user can then see the defaulter in the defaulter listing page.

=

o Procossing @ Moro Documents Roq @ Vormos @ Roloctos @ rovasomea @ russemes @ xompste

BUSTEESE RSO >
PRIVATE LMITED
OSTNo:08A ™7 """ 120

Duo Amount: 500000
Duo Dote:  07-Nov-2018

The user can also view the details by clicking the EYE icon on the Defaulter.

Ut IMITED STATUS : PENDING.

OST Nox 084 0 Documents

Total Amount 500000

ksl b ok REPORTED BY: ASH &

Ootoutter Detals Sotto Hvtory !

o Admin Comments

1.2. Report Defaulter on PAN

To report a defaulter on the GST number, the user has to follow below mentioned

steps.

Step-1: Click on Report Defaulter
The user has to click on the REPORT DEFAULTER button on the Action Bar.

@ Wallet Top-Up Add Business Report Defaulter Request CIR
Ny
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Step-2: Provide PAN

The user has to select the Business by which he/she wants to report the defaulter. He
needs to select PAN and provide the PAN and click on the SEARCH button.

Reported By
Report Defaulter on Select—

() GSTIN (@) PaN

Step-3: Verify details of the PAN

The system will fetch all the linked GSTs of the mentioned PAN number. The user
needs to select whether they want to report the defaulter on GST by selecting 'Report
with GST' while choosing the GST number and clicking on the radio button, or if they
want to report on PAN directly, they can choose 'Report on PAN’.

Reported By

Report Defaulter on Cy (07..

() GSTIN (@ PAN

ChN" ~ "OF }

() o8¢ 2z

REPORT WITH GST REPORT WITH PAN
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If No GST is linked with the Pan number, then user will redirect the Pan details page
directly.

E

Roport Dofaulter on w o:(0sa e

® pan

S—

I

Information for
Pan Number

Legal Nome

Trade Name

;

53

Step-4: Details From Pan

The user will move the next screen where he needs to add the email Id and mobile
number of the defaulter.
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Step-5: Defaulter Details

As a next step, the user needs to provide the details of the default like Due Amount,
Due Date and is there any legal case running.

Report Defaulter

®-- O-- O - &

Defaulter Default Directors Documents

Business Name

Defaulter Information

Business Name

Email

Mobile Number

Email Secondary (optional)

Secondary (optional)

Mobile Number Secondary (optional)

Secondary (optional)

I_._

BACK NEXT

Step-6: Default Details

As a next step, the user can provide CIN and fetch the details of the current director
to tag them in the default. This is an optional step. The user can skip it as well.

Report Defaulter
(@D ® - - O o o O
Defaulter Default Directors Documents

Business Name

Defaulter Information

Business Name

Payment Due Amount

[ Payment Due Amount

Payment Due Since

| )

Description

Enter Description here ’

Is there are legal case in court is already running related to

above information

OvYes
ONo

“
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Step-7: Upload Documents

As a next step, the user has to provide UDIN Number and upload the documents like
CA certificate and Ledger and any other supporting document. The user then has to
accept the Terms and Conditions and click on NEXT Button.

@) o @ - @ o o ®

Defaulter Default Directors Documents

H

Defaulter Information

=]

usiness Name

[ Enter UDIN Number

8
g
3
1
g
8

0

g
4
g
:
£
£

UPLOAD

[

©CA certificate (Required)

UPLOAD

More documents

Step-8: Confirm Defaulter
As the last step, the user needs to confirm that he/she wants to submit the Defaulter

reported.
Please Confirm
Would you like to roport BUS MITED
as defaulter ?
[
- >
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The user can then see the defaulter in the defaulter listing page.

o ) Processing @ Moro Documants Req @ voriied @ Foiected @ rortiai Setved @ FulSettiod @ recmploto

[2]e] .OGIES GIRN/ 'ATE SAM! ics RIGCERTTINEAAL
INDIA PRIVATE LMITED UMITED PVT.LTD. GST No: 07 w
o GST No: 08¢ ARZ3 o GST No: 08AA 26 © GST Not 04A 748 o Status: Inc oto
Status: Verified Status: Verified Status: iIncomploto
Due Amount: 23231
Duo Amount: 843028 Duo Amount: 32409 Duo Amount: 23231 s Dk 6 B350 “
Due Dato:  16-Apr-2018 Duc Dote: 19-Jun-2018 ADO SETTELMENT Due Date:  15-Jun-2021 EDiT

Pratt td . Prathc d Pra td. Pratl ud.
GST No: 08A fze GSTNo:08s =77~ e GST No: 0BAA uzc OGST No: 08AA rzc
@ Status: Incomplote @  Statusiincomplote qv Stotus: incomplote © Stotus: Incomplete
Due Amount: 5000 Due Amount: 5000 Due Amount. 5000 Duo Amount: 5000

omose wuess [ Bl cevoe worss [ Bl veoee o R B vevee worns (DD

The user can also view the details by clicking the EYE icon on the Defaulter.

But IMTED
OST Nox 082 e Documents

STATUS : PENDING

Total Amount 500000
Duo Dote:  07-Now-2018

REPORTED BY : ASHE ~
Detouttor Dotals Sottlo History :
AN ¥
Dote Amount Type
s "o
o~ Admin Comments
¢ 200
i
o
500000
Diroctoes
U ~N
s
AS AL
L v
N AL
ox s
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2. Add Settlement

Once the Defaulter is verified by the CreditQ Team and the Defaulter has made payment
to settle the default, the reporter can add that settlement on the CreditQ portal.

Step-1: Click on Add Settlement

To initiate the settlement, the user has to click on the Button “Add Settlement” on the
defaulter tile from the defaulter list view or from the Defaulter Detail View.

el PRIV TED

GST No: 08¢ 1ZX

Status: verified

Due Amount: 1000000
Due Date: 06-Oct-2018

) sH cls @
B PR TED

GST No: 08, 1ZX

Status: verified

Due Amount: 1000000

Due Date: 06-Oct-2018

8US MITED STATUS - VERSFED
05T No: 08 o Documents

Totol Amount: 500000
Duo Dot 07-Now-208

Dofouter Dotais

00-Ape-2021

500000

Step-2: Settlement Details

As a next step, the user needs to provide the details of settlement whether it is a Partial
or Full Settlement, Amount and the date of Payment. If it is Full Settlement and the
amount enter is less than the due amount then the remaining amount is considered as
write off.

11
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Amount Rocaived

[ Enter Amount(INR)

Write-Off Amount

Date of Settiomont

P

SETTLE

I._J

On clicking Settlement, if the user doesn’t have sufficient wallet points, the system will
display a notification to recharge the wallet points. As shown in the image below, the
user needs to click “Click Here” to top up their wallet points..

Defaulter Information for
GST Number

Name

Due Amount

Payment Due Date

() Fullsettiement (@) Partial Settiement

Amount received

545889

Date of amount received

January 13, 2025

Your wallet has 63203 points, which is insufficient for settiement.
Recharge with 2130000 for 520000 Points. Click here to recharge

SETTLE
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Wallet top up:

X
Service Walllet Top-Up
Solect business for GST invoice
Payment Information
Walllet Top-Up (Rs10000) Rs.130000
Quantity . 13
Points Credit 520000
[} Rs.1300.00
cesT(o%) Rs.11817.00
SGST(9%) Rs. 11817.00
Pay Amount Rs.154934
Apply Coupon
* No Cancollation and Refund Policy
=

Step-3: Confirmation

As a next step, the user needs to confirm the settlement.

r n

Please Confirm

Would you like to report a full settlement
with write off of Re. 50000 7

Once the user confirms the settlement, the same will be visible on defaulter detail page.

From the details page, user can add multiple email, mobile and address.

o
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3. Customer Support

We hope that you got the answers for all your queries. Still if you have any queries please
contact our Customer Support Team. PFB the details.

Write to Us

1 support@creditq.in

© +91 8504862035
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