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1. Report Defaulter 
The user can report a defaulter only when 

● He/She has a paid Subscription  
● 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  

● Report Defaulter on GST Number 
● 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. 

 
 

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. 
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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.  

 
 

 

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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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.  
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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. 

 

  
 
 

             Step-7: Confirm For reporting 

As the last step, the user needs to confirm that he/she wants to submit the Defaulter 
reported. 
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The user can then see the defaulter in the defaulter listing page. 

 

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

 

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.  

 

1 



User Manual-Report Defaulter - V 3.0 

6 
Business Alert Infotech Pvt. Ltd. 

Regd. office – 8/14, Vaishali Nagar, Jaipur-302021 (Raj.) 

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. 

 
 

 

 

 

 

 

 

 

 

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

 

 

 

 

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. 

 

 

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. 
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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. 

 
   
 

Step-8: Confirm Defaulter 

As the last step, the user needs to confirm that he/she wants to submit the Defaulter 
reported. 
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The user can then see the defaulter in the defaulter listing page.  

 

 
 

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

 

 
 

 

 

 

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. 
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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..  
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Wallet top up: 

 

        Step-3: Confirmation 

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

  
 
 
 
 
 
 
 
 
 
       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. 
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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. 
 

 
 


