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What this walkthrough covers

Get started

Landing page, pricing, sign-up and the
setup guide

Compliance and service

ITR tracker, tickets, leads, renewals
and registers

VittSphere Practice

Your daily desk

Home, search, tasks and calendar

Money and team

Billing, invoices, timesheet, reports,
team, attendance and payroll

Automation: GST, notices,
ITR, TDS

GST portal returns and workings,
notices with alerts, ITR working from
AIS, TDS through TRACES

The client side

Appointments, booking, the client
portal and mobile

Clients and documents

Client master, Client 360, document
requests and uploads



1. Get started

Landing page, pricing, sign-up and the setup guide



VittSphere Practice

STEP 1

Your firm runs on its own. You
control it from anywhere.

Meet VittSphere Practice. Your CA firm runs
on its own, and you control it from
anywhere. GST, ITR, TDS and notice work is
prepared from portal data, your team works
from one board, and you approve from your
phone.

Where practice.vittsphere.com

VittSphere Practice

VITTSPHERE PRACTICE

Your firm runs on its own. You control it from anywhere.

GST, ITR, TDS and notice work prepared from portal data. Your team works from one
board, you approve from your mobile, and clients are updated on WhatsApp — so
you spend your time on clients and growth. Built by a practising CA around Indian

law.

» Watch the demo See every feature, step by step Pricing
Create account

Email
Password
Email me a sign-in link instead Forgot password?

Sign in with mobile (code on WhatsApp)

Everything your firm runs on

GST portal automation ITR working

Why firms switch

v

Less operations work. GST returns, notices and filing
status come from the portal; ITR working is built from AIS,
26AS and Form 16.

A faster, accountable team. Every job has an owner, due
date and steps; attendance, salary sheet and a morning
"due today" report for each person.

Control from anywhere. Live dashboard on your phone;
nothing is filed without your approval; notice alerts 7, 3 and
1 day before.

Fewer client calls. Clients get data requests, “Filed +
ARN", invoices with payment links and reminders on
WhatsApp.

30 days free - no card - data stored in India

See each one in the step-by-step tour =

TDS through TRACES



Everything your firm runs on

STEP 2

Automation, team and billing, in
every plan

GST portal automation, ITR working, TDS
through TRACES, notices, team, attendance
and payroll, billing and client WhatsApp.
Every feature is included in every plan.

Where Landing page

VittSphere Practice

Everything your firm runs on

GST portal automation

Returns, notices, filing status and e-way bills
fetched; GST working matched with books, with
demand and 5.50 interest check.

Notices and appeals

Income-tax and GST notices with reply drafts,
appeal and limitation dates, and alerts 7, 3 and 1
day before.

Attendance and payroll

Attendance and leave, salary sheet from paid
days, and payslips for your staff.

GST billing

Invoices and credit notes, retainer invoices made
automatically, payment links, receipts and client
ledger.

Simple pricing

Solo Starter

1 user - unlimited clients

clients
¥2999 77% off

?699 I 'year

7899 34% off

10 users - unlimited

?5,249 I year

ITR working

Computation built from AIS, 26AS and Form 16;
143(1) intimation checked against your working,
refund or demand tracked.

Compliance calendar

100+ work types; tasks create themselves every
month from each client's profile, with an at-risk
list.

Mobile control

Live dashboard of overdue, filed, notices and
fees due; approve and reassign from your
phone

Renewals and registers

DSC, FSSAI, LUT and other expiries with alerts,
plus statutory registers.

Professional Firm

20 users - unlimited

clients clients

HE099  51% off

?8,749 1| year

40 users - unlimited

234,999 66% off

?11,899 I year

See each one in the step-by-step tour -

TDS through TRACES

Form 16 / 16A downloads, CSI and FVU
generation for each deductor; filing stays with
you.

Team management

Work allotment, status board, partner approval,
timesheets and workload by person.

Client WhatsApp

Data requests with a no-login upload link, “Filed
+ ARN" updates, reminders and appointments.

Leads and client portal

Enquiry pipeline and proposals; clients see their
documents, invoices and status in their own
portal.

Yearly (2 months free) Monthly
Enterprise

60 users - unlimited
clients

240090 62% off

?18,899 I year



Simple pricing

STEP 3

Unlimited clients - 30-day free
trial

Pricing is simple. Unlimited clients on every
plan, a thirty day free trial, and no card
needed to start.

Where Landing page — Pricing

VittSphere Practice

Invoices and credit notes, retainer invoices made
automatically, payment links, receipts and client

ledger.

Simple pricing

Solo
1 user - unlimited clients

2899 77% off

?699 I year

30 WhatsApp
messages a month - 2
GB files

hoose Solo

DSC, FSSAI, LUT and other expiries with alerts,

plus statutory registers.

Starter

10 users - unlimited
clients

22009 34% off

?5,249 Iyear

300 WhatsApp
messages a month - 5
GB files

Choose Starter

Professional

20 users - unlimited
clients

HZ99  51% off

?8,749 1 year

500 WhatsApp
messages a month + 5
GB files

Choose

Professional

Enquiry pipeline and proposals; clients see their

portal.

documents, invoices and status in their own

Yearly (2 months free) Monthly

Firm

40 users - unlimited
clients

234090 66% off

?11,899 Iyear

800 WhatsApp
messages a month - 10
GB files

Enterprise

60 users - unlimited
clients

F49.998 62% off

?18,899 | year

1,200 WhatsApp
messages a month - 20
GB files

Choose

Enterprise

Launch prices. Every plan has every feature — GST, ITR, TDS and notice automation, team, attendance and payroll — and unlimited clients. Plans differ only by
users, WhatsApp messages and file storage. Portal API: unlimited background sync plus 300 look-ups a day. Extra users 2600 a year (360 a month). 30-day free

trial, one per person

Prices exclude 18% GST. Prepaid; renew or upgrade any time from the app (Subscription). You get a GST invoice for every payment.

VittSphere Practice is a product of VittSphere Technologies Private Limited - CIN U62099PN2026PTC253995 - GSTIN 27AAMCV0671P1ZL - Pune,
Maharashtra - info@vittsphere.com
Terms - Privacy - Refund & cancellation - Contact



Sign up in a minute

STEP 4

Email, Google or mobile

Sign up with email, Google, or your mobile
number. Name your firm, and you are in.

Where Landing page — Create account

VittSphere Practice

VITTSPHERE PRACTICE

Your firm runs on its own. You control it from anywhere.

GST, ITR, TDS and notice work prepared from portal data. Your team works from one
board, you approve from your mobile, and clients are updated on WhatsApp — so
you spend your time on clients and growth. Built by a practising CA around Indian

law.

» Watch the demo See every feature, step by step Pricing

Email

asha@mehtasharma.in

Password

Create account

Email me a sign-in link instead Forgot password?

Sign in with mobile (code on WhatsApp)

Everything your firm runs on

GST portal automation ITR working

Why firms switch

v

Less operations work. GST returns, notices and filing
status come from the portal; ITR working is built from AIS,
26AS and Form 16.

A faster, accountable team. Every job has an owner, due
date and steps; attendance, salary sheet and a morning
"due today" report for each person.

Control from anywhere. Live dashboard on your phone;
nothing is filed without your approval; notice alerts 7, 3 and
1 day before.

Fewer client calls. Clients get data requests, “Filed +
ARN", invoices with payment links and reminders on
WhatsApp.

30 days free - no card - data stored in India

See each one in the step-by-step tour =

TDS through TRACES



Guided setup

STEP 5

Your first 15 minutes, step by
step

A short setup guide walks you through the
first fifteen minutes. Firm details, importing
clients from Excel, creating the month's
work, and inviting your team.

Where Home (first login)

VittSphere Practice

VittSphere
Practice

Vv
WORK
() Home 10

Tasks

il

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk bajaj

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Your attendance today: Present Mark out

OVERDUE

10

due date has passed

Clients

20

Fees outstanding

50,770

Overdue

15 Aug
60 days late

20 Aug
55 days late

31 Aug
44 days late

30 Sep
14 days late

31 Aug
44 days late

7 Oct

NEXT 7 DAYS

18

start these now

Open notices GST returns filed

4 18

4 due in 7 days - 3 this month - 1
replies in drafting under work

Team in today

5/6

Kapoor Hospitality Pvt Ltd

Private / public company

Shree Ganesh Traders
Proprietorship

Banerjee Clinic
Proprietorship

Sharma Exports
Proprietorship

Verma Software Solutions Pvt Ltd
Private [ public company

Joshi Constructions

OPEN THIS MONTH

56

due in Oct

Documents Appointments
received today
3 2

not checked yet 1to confirm

PF & ESI
Payroll Jul-26 - 0/4 steps

GSTR-3B
GST Jul-26-0/7 steps - AB271000000000

Income tax return
Income tax AY 2026-27 - 8/8 steps

Income tax return
Income tax AY 2026-27 - 8/8 steps

Board meeting, audit sign-off & AGM
ROC /MCA FY 2025-26 - 8/5 steps

TDS/ TCS payment

Open tickets

3

Imran Shaikl +

Asha Kulkarr v

Vikram Josh ~

Imran Shaikt ~

Imran Shaikl v

Professional - till 31 Jul __o I am

Everyone v

English v  / Speak
4

DONE THIS MONTH

35

filed or completed

Open leads
4

1 follow-ups due

Data requested v
Data requested v
Data requested v
Data requested v
Data requested v

Renewals due

3

DSC, licences

Follow-up

Follow-up

Follow-up

Follow-up

Follow-up

All tasks

Details

Details

Details

Details

Details



2. Your daily desk

Home, search, tasks and calendar



Your day at a glance

STEP 6

Overdue - this week - documents
- fees

Home shows your day at a glance. What is
overdue, what is due this week, documents
received, appointments, tickets, renewals
and fees outstanding.

Where Menu = Home

VittSphere Practice

VittSphere
Practice

Vv
WORK
() Home 10

Tasks

il

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” -

» What can | say?

Your attendance today: Present Mark out

OVERDUE

10

due date has passed

NEXT 7 DAYS

18

start these now

Clients Open notices GST returns filed Documents
a4 18 received
20 4 duein7 days - 3 this month - 1 3

Fees outstanding

50,770

Overdue

15 Aug
60 days late

20 Aug
55 days late

31 Aug
44 days late

30 Sep
14 days late

31 Aug
44 days late

7 Oct

replies in drafting under work

Team in today

5/6

Kapoor Hospitality Pvt Ltd

Private / public company

Shree Ganesh Traders
Proprietorship

Banerjee Clinic
Proprietorship

Sharma Exports
Proprietorship

Verma Software Solutions Pvt Ltd
Private [ public company

Joshi Constructions

not checked yet

PF & ESI
Payroll Jul-26 - 0/4 steps

GSTR-3B

Professional - till 31 Jul __o I am

“Neha half day today”

OPEN THIS MONTH

56

due in Oct

Appointments
today

2

1to confirm

GST Jul-26-0/7 steps - AB271000000000

Income tax return

Income tax AY 2026-27 - 8/8 steps

Income tax return

Income tax AY 2026-27 - 8/8 steps

Board meeting, audit sign-off & AGM
ROC /MCA FY 2025-26 - 8/5 steps

TDS/ TCS payment

Open tickets

3

Imran Shaikl +

Asha Kulkarr v

Vikram Josh ~

Imran Shaikt ~

Imran Shaikl v

Everyone v

English v  / Speak
4

DONE THIS MONTH

35

filed or completed

Open leads
4

1 follow-ups due

Data requested v
Data requested v
Data requested v
Data requested v
Data requested v

Renewals due

DSC, licences

All tasks

Follow-up Details

Follow-up Details

Follow-up Details

Follow-up Details

Follow-up Details

10



Find anything

STEP 7

VittSphere
Practice

WORK

Ctrl K to search prge— -

Tasks

il

Timesheet
Calendar

Appointments 1

Press Ctrl K to find any client, task, lead or
invoice in a second.

Projects
ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY
E Billing

1l Reports

= Work types

Where Top bar = Search (Ctrl K)

© Settings

VittSphere Practice

Compliance Desk

MEHTA SHARMA & CO. - FRN 123456W
bajaj

Speak or type: "XYZ Traders Septt

» What can | say?

Your attendance today: Present Mark

OVERDUE

10

due date has passed

Clients Open notices
4
20 4duein 7 days -

replies in drafting

Fees outstanding Team in today

50,770 5/6

Overdue

15 Aug Kapoor Hospitality Pvt Ltd

60 days late

20 Aug Shree Ganesh Traders

55 days late Proprietorship

Banerjee Clinic
Proprietorship

Sharma Exports
Proprietorship

31 Aug
44 days late

30 Sep
14 days late

31 Aug
44 days late

7 Oct Joshi Constructions

Private [ public company

Verma Software Solutions Pvt Ltd
Private [ public company

CLIENTS

Bajaj Steel Pvt Ltd
ABCDE1001F - 27ABCDE1001F1Z1 - 9821234567

TASKS

GSTR-1- Sep-26
Bajaj Steel Pvt Ltd - due 11 Oct

GSTR-3B - Sep-26
Bajaj Steel Pvt Ltd - due 20 Oct ONTH

GSTR-1- Aug-26
Bajaj Steel Pvt Ltd - due 11 Sep

GSTR-3B - Aug-26
Bajaj Steel Pvt Ltd - due 20 Sep

GSTR-3B - Jul-26
Bajaj Steel Pvt Ltd - due 20 Aug

GSTR-1- Jul-26
Bajaj Steel Pvt Ltd - due 11 Aug

PF & ESI
Payroll Jul-26 - 0/4 steps

GSTR-3B
GST Jul-26-0/7 steps - AB271000000000

Income tax return
Income tax AY 2026-27 - 8/8 steps

Income tax return
Income tax AY 2026-27 - 8/8 steps

Board meeting, audit sign-off & AGM
ROC /MCA FY 2025-26 - 8/5 steps

TDS/ TCS payment

Open tickets

3

Imran Shaikl +

Asha Kulkarr v

Vikram Josh ~

Imran Shaikt ~

Imran Shaikl v

X J Professional - till 31 Jul __o\am Everyone v

English v  / Speak
4

DONE THIS MONTH

35

filed or completed

Open leads Renewals due

4 3

1 follow-ups due DSC, licences

All tasks

Data requested v Follow-up Details
Data requested v Follow-up Details
Data requested v Follow-up Details
Data requested v Follow-up Details
Data requested v Follow-up Details

11



Add in one click

STEP 8

+ New from any screen

And the New button adds a task, a client
ticket, a client, a lead, a meeting or an
invoice, from any screen.

Where Top bar = + New

VittSphere Practice

VittSphere
Practice

WORK

(&

il

PmmODe T @

Home 10
Tasks

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

Notices

CLIENTS

o
o

i

Do« m|

Clients

Tickets 3
Data requests 3
Leads 1
Renewals

Registers

MONEY

B
e

Billing

Reports

FIRM

0
~

Team
Work types

Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” - “Neha h¢

» What can | say?

Your attendance today: Present Mark out

OVERDUE

10

due date has passed

Clients

20

Fees outstanding

50,770

Overdue

15 Aug
60 days late

20 Aug
55 days late

31 Aug
44 days late

31 Aug
44 days late

30 Sep
14 days late

7 Oct

Open notices

a4

4 due in 7 days - 3
replies in drafting

Team in today

5/6

Kapoor Hospitality Pvt Ltd

Private [ public company

Shree Ganesh Traders
Proprietorship

Banerjee Clinic
Proprietorship

Sharma Exports
Proprietorship

bajaj

NEXT 7 DAYS

18

start these now

GST returns filed

18

this month - 1
under work

Verma Software Solutions Pvt Ltd

Private [ public company

Joshi Constructions

Professional - till 31 Jul __o I am
English v  / Speak Update
7~

Task

Client ticket
Client

Lead

Meeting / event

Invoice

due in Oct

Documents Appointments
received today
3 2

not checked yet 1to confirm

PF & ESI
Payroll Jul-26 - 0/4 steps

GSTR-3B
GST Jul-26-0/7 steps - AB271000000000

Income tax return
Income tax AY 2026-27 - 8/8 steps

Income tax return
Income tax AY 2026-27 - 8/8 steps

Board meeting, audit sign-off & AGM
ROC /MCA FY 2025-26 - 8/5 steps

TDS/ TCS payment

Open tickets

3

Imran Shaikl +

Asha Kulkarr v

Vikram Josh ~

Imran Shaikt ~

Imran Shaikl v

DONE THIS MONTH

35

filed or completed

Open leads
4

1 follow-ups due

Data requested v
Data requested v
Data requested v
Data requested v
Data requested v

Everyone v

Renewals due

3

DSC, licences

Follow-up

Follow-up

Follow-up

Follow-up

Follow-up

All tasks

Details

Details

Details

Details

Details

12



Every return, tracked

STEP 9

Created from each client's profile

Every return is created automatically from
each client's profile, with the right due date.
Drag a card from data requested, to
received, to in progress. The whole team
sees it live.

Where Menu — Tasks = Board

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home 10

il

Tasks

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

Notices

PmmODe T @

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” -

» What can | say?

Search client, return, AR

Export Excel

Search clients, tasks, leads, invoices (Ctrl K)

All open v Allclients

List Drag a card to another column to change its status. Done columns show the last 30 days.

Not started 21

Patel Pharma Pvt Ltd
PF & ESI - Sep-26
15 Oct - due tomorrow

Priya Nair

Verma Software Solutions
PvtLtd

PF & ESI - Sep-26

15 Oct - due tomorrow

Imran Shaikh

Bajaj Steel Pvt Ltd
GSTR-2B vs purchase
reconciliation - Sep-26
18 Oct - 4 days left
Rohan Mehta

Sharma Exports
GSTR-2B vs purchase
reconciliation - Sep-26
18 Oct - 4 days left
Imran Shaikh

Data requested

Kapoor Hospitality Pvt Ltd
PF & ESI - Jul-26

15 Aug - 80 days late

Imran Shaikh

Shree Ganesh Traders
GSTR-3B - Jul-26

20 Aug - 55 days late
Asha Kulkarni

Banerjee Clinic

Income tax return - AY 2026-27
31 Aug - 44 days late

Vikram Joshi

Sharma Exports

Income tax return - AY 2026-27
31 Aug - 44 days late

Imran Shaikh

Verma Software Solutions
Pvt Ltd

20

Joshi Constructions
GSTR-3B - Sep-26

20 Oct - 6 days left
Asha Kulkarni

Reddy Realty LLP
GSTR-3B * Sep-26
20 Oct - 6 days left
Priya Nair

Kapoor Hospitality Pvt Ltd

AQC-4 financial statements - FY
2025-26

30 Oct - 16 days left
Imran Shaikh

Bajaj Steel Pvt Ltd

TDS returns (Form 138 / 140)
Q2 FY 2026-27

31 Oct - 17 days left

Rohan Mehta

Gupta Agro Industries

Professional - till 31 Jul

“Neha half day today” English
4
v All periods v Allareas v
Data received 12 In progress 8

Rao Electronics
GSTR-3B - Sep-26
20 Oct - 6 days left
Priya Nair

Pillai Spices Pvt Ltd

AOC-4 financial statements - FY
2025-26

30 Oct - 16 days left

Rohan Mehta

Bajaj Steel Pvt Ltd

Income tax return - AY 2026-27
31 Oct - 17 days left

Rohan Mehta

Joshi Constructions
Income tax return - AY 2026-27
31 Oct - 17 days left

Asha Kulkarni

Kapoor Hospitality Pvt Ltd

TRS ratirne [Carm 128 /1401 .

lam  Everyone v

| “onesk

All staff v + Task

Review / approval 6

Kapoor Hospitality Pvt Ltd
PF & ESI - Sep-26
15 Oct - due tomorrow

Imran Shaikh

Shree Ganesh Traders

Income tax notice 148A(1) - AY
2024-25

16 Oct - 2 days left
Asha Kulkarni

Dr. Anita Deshpande

Income tax notice 143(2) - AY
2025-26

20 Oct - 6 days left
Rohan Mehta

Patel Pharma Pvt Ltd
GSTR-3B - Sep-26
20 Oct - 6 days left

Priya Nair

Shree Ganesh Traders

13



Task details

STEP 10

Documents - steps - ARN

Open a task to see the document checklist,
the steps, who is handling it, and the ARN
once it is filed.

Where Tasks = open any task

VittSphere Practice

GST - SEP-26
GSTR-3B Close
Bajaj Steel Pvt Ltd
Status Assigned to

Filed / done v Rohan Mehta v
Due date ARN / acknowledgement no.

10/20/2026 [m] AA278877898734
Notes

Follow-up message Plan in calendar Remind me

Add to Google Calendar

Documents from client 0/2 received
[] Purchase invoices
[] Expense bills for the month

Follow-up messages ask only for the documents not ticked here.

Steps 0/7 steps
[J Collect purchase data
[] Reconcile ITC with GSTR-2B
[] Work out output tax, ITC and net tax payable
[J Send tax amount and challan to client

[J Client pays tax

14



Calendar

STEP 11

Due dates and meetings, per
person

The calendar puts due dates, meetings and
client visits for each person on one weekly
view, and syncs with Google Calendar.

Where Menu — Calendar

VittSphere Practice

VittSphere
Practice

Vv
WORK
) Home

Tasks

il

Timesheet
Calendar
Appointments
Projects

ITR tracker

GST returns

Pmm O T @

Notices
CLIENTS

2 Clients

3 Tickets

Data requests
Leads

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” -

» What can | say?

Calendar

Meetings, client visits and planned work for each person, with that day’s due dates.

12 Oct - 18 Oct 2026

Mon 12

Free

+

Tue13 &

Due: GSTR-1 (quarterl...

 —
Wed 14 &

ALL day

Bajaj Steel -
audit planning
Bajaj Steel Pvt Ltd

ALL day

Kaveri Foods -
GST review
Kaveri Foods LLP

|

Thu

Al

Search clients, tasks, leads, invoices (Ctrl K)

15

1 day

+

Orhit Packaging

- proposal

meeting

Due:

Due:

Due:

Due:

: PF & ESI -

: PF & ESI -

: PF & ESI

: PF & ESI

Bajaj St...
Kapoor...
Patel P

Verma ...

Professional - till 31 Jul __o lam  Everyone v

“Neha half day today”

¢ This week >

Fri 16 o

Due: Income tax notic...

English v  / Speak
4

Everyone v  Google Calendar

SaLly +  sunig +
ALL day Due: GSTR-2B vs purc.
Patel Pharma — Due: GSTR-2B vs purc.
tax planning

Patel Pharma Pvt
Ld

15



3. Automation: GST, notices, ITR, TDS

GST portal returns and workings, notices with alerts, ITR working from AIS, TDS through TRACES



GST portal automation

S T E P 1 2 VittSphere MEHTA SHARMA & CO. - FRN 123456W (2}
v Professional - till 31 Jul A

Practice Compliance Desk Search clients, tasks, leads, invoices (Ctrl K) lam  Everyone v
° ° WORK
Returns - notices - e-way bills - - Home " | |
Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"” English v  / Speak Update
. e 4
= Tasks
workings e——
(© Timesheet
& Calendar GST returns
GSTR-1and GSTR-3B workings from the books, reconciliation with the GST portal (filed returns, 2A / 2B, IMS, e-way bills), CA approval, upload JSON or save to the portal, and GSTR-9. Filing is done on
. (@ Appointments 1 the portal with the client's OTP / DSC.
The GST returns page connects each client
R . ] Projects Search client or GSTIN [ show filed workings
to the GST portal once, with an OTP. Filed 5 TR uscker
. . Connections:
returns, notices and e-way bills are fetched B OSTretuns , ,
GST portal 16 of 18 - e-way bill 4 of 18. Connect once per client (OTP for GST, API user for e-way bill); the sessions are kept alive by the server.
/A Notices

every night, and each month's GSTR-1 and
3B working is matched with the books, e GST retus under work (GSTR-1/ GSTR-38)

8 Clients One working per client and return period, saved for the team: review statuses, IMS actions, CA approval and the upload files stay until both GSTR-1and GSTR-3B of the period are filed; the next

reviewed by the team, and approved by — s i

Client... v September 2026 0
you . Data requests 3

=
V7 Leads 1 CLIENT RETURN WORKING REVIEW STATUS LAST SAVED
e —

3 Renewals Sharma Exports 09/2026 Topen of 14 In progress 13 Oct 16:50 Open working B
27ABCDE1003F1Z3 Imran Shaikh

E Registers

MONEY

- GST clients (18]

E Billing (18)

\l. Reports CLIENT FILING LATEST RETURNS CONNECTED

o Bajaj Steel Pvt Ltd Monthly GSTR-1 09/2026 filed 10 Oct - 3B GST portal till 4 Nov P T ETE T M Download GST data
27ABCDE1001F171 09/2026 filed 19 Oct E-way bill

 Team as on the GST portal GSTR-9

= Work types Banerjee Clinic Quarterly GSTR-1 06/2026 filed 12 Jul - 3B GST portal till 18 Nov GSTR-1/38 working I L

Wh r M 3 GST t 27ABCDE1017F178 (QRMP) 06/2026 filed 22 Jul
e e enu returns & Settings as on the GST portal GSTR-9  Connect e-way bill

VittSphere Practice



Notices and deadlines

STEP 13

Reply dates - demand - alerts 7, 3,
1 day before

Income tax, GST and TDS notices become
tasks with their reply dates and demand.
Notices on the GST portal arrive on their
own, and you get alerts seven, three and
one day before each deadline.

Where Menu — Notices

VittSphere Practice

VittSphere
Practice

Vv
WORK
) Home

Tasks

il

Timesheet
Calendar
Appointments
Projects

ITR tracker

GST returns

P mm O T @

Notices
CLIENTS

2 Clients

3 Tickets

Data requests
Leads

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” -

» What can | say?

Notices

Search clients, tasks, leads, invoices (Ctrl K)

“Neha half day today”

Income tax, GST, TDS and other notices with their reply dates. Each notice is also a task, so it shows in Today and the morning report.

GST portal: 16 of 18 GST clients connected - last checked 14 Oct 07:00. 2 need a new OTP. Connect a client from its profile (Clients = client - “Connect with OTP").

Demand under open notices: 6,17, 000

REPLY DUE

1 Oct 2026

done

16 Oct 2026
2 days left

20 Oct 2026
6 days left

23 Oct 2026
9 days left

7 Nov 2026
24 days left

CLIENT

Bajaj Steel Pvt Ltd

Shree Ganesh Traders

Dr. Anita Deshpande

Joshi Constructions

Sharma Exports

NOTICE

GST - DRC-01B ST portal
Jul 2026 - dated 2 Oct 2026

Income tax - 148A(1)
AY 2024-25 - dated 2 Oct 2026

Income tax - 143(2)
AY 2025-26 - dated 2 Oct 2026

TDS - 200A demand
Q1TY 2026-27 - dated 2 Oct 2026

GST - ASMT-10 6ST portal
FY 2024-25 - dated 2 Oct 2026

DEMAND

34,20,000

312,400

31,84,600

Professional - till 31 Jul

lam  Everyone v

English v  # Speak
4

STAGE

Reply filed

Partner review

Partner review

Documents asked

Drafting reply

[ show closed

Check GST portal now

HANDLED BY

Rohan Mehta Edit
Asha Kulkarni Edit
Rohan Mehta Edit
Asha Kulkarni Edit
Imran Shaikh Edit

18



ITR working from AIS

STEP 14

AIS - 26AS - Form 16 = taxin
both regimes

Add the AIS, Form 26AS and Form 16. The
ITR working shows income by head, TDS by
deductor, and tax in both regimes, with the
points to check and the message to send
your client. After filing, the 143(1)
intimation is checked against your working.

Where ITR task = ITR working

VittSphere Practice

P R T e,

2. Income found
HEAD

Interest — savings bank
Old regime: 80TTA up to 10,000 (80TTB
50,000 if 60+).

Interest — deposits / others
Dividend

Professional / technical fees
(194J)

Capital gains (AIS SFT detail)
Short-term equity %0 - long-term equity
#112,000

» TDS by deductor (26AS) - ¥3,52,630

3. Tax — both regimes

Salary (after exemptions /
standard deduction)

House property
Business / profession
Other sources
Capital gains

Gross total income
Deductions

Total income

AMOUNT

318,450

%2,86,300

314,200

332,40,000

31,12,000

NEW REGIME v

30

30
316,20,000
33,18,950
31,12,000
320,50,950
30
320,50,950

FROM

AIS (SFT-016 SB)

AIS (194A [ SFT-
016 TD)

AlS (194 [ SFT-
015)

AlS

AIS SFT CSV

OLD REGIME

30

30
%16,20,000
33,18,950
31,12,000
%20,50,950
310,000

320,40,950

19



TDS through TRACES

Regular v

STEP 15
CSI-FVU - Form 16 / 16A

Return text file (.txt)

Choose File | No file chosen

csl file (opti — the one above is used)

Choose File | No file chosen
Generate FVU

4. Certificates from TRACES

For TDS, link TRACES once. Download the

. . . Certificate
CSl, validate your return file into an FVU, o 151 ather T05 (ersounie oA p
and fetch Form 16 and 16A certificates for
ope . TY 2026-27 v
every deductor. Filing stays with you. i
Q2 -
Available after TRACES processes the quarter’s statement; Form 130 after the year
ends.
Request certificates
Requests Refresh list
WHEN  WHAT PERIOD  STATUS FILES
12 Oct Form 131 TY Ready Certificates Links
16:30 certificates é?lﬁ’ﬂ ae
Boct  FYU—Form TY HeRdy; BUZIP Links
2050 40 2026-27  Validated:
Q2 0 errors
13 Oct. CSl Ready Csl file
2035 (Challans) 6 challans

Where Client 360 = TDS (TRACES)

VittSphere Practice 20



4. Clients and documents

Client master, Client 360, document requests and uploads



Client master

STEP 16

Import from one Excel sheet

Your client master holds compliances, PAN,
GSTIN and contacts. Import hundreds of
clients from one Excel sheet.

Where Menu — Clients

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home

il

Tasks
Timesheet
Calendar
Appointments
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

Clients

3o

Tickets
Data requests
Leads

Renewals

Do« | 8

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Search name, PAN, GSTIN, group..

Export Excel
Select all shown (20)

CLIENT

() Bajaj Steel Pvt Ltd
Private [ public company - Rohan
Mehta

Onboarded

[J Banerjee Clinic
Proprietorship - Vikram Joshi

Onboarded

[J Desai Auto Parts
Proprietorship - Rohan Mehta
Onboarded

[J Dr. Anita Deshpande
Individual - Rohan Mehta
Onboarded

[J Gupta Agro Industries
Partnership firm - Neha Gupta
Onboarded

[J lyer & Sons HUF
HUF - Neha Gupta
Onboarded

[J Joshi Constructions
Partnership firm - Asha Kulkarni

#\ Announcement

All kinds v Al sectors v  All staff
Import Excel Blank template
BUSINESS / COMPLIANCES

SECTOR

— GST monthly  TDS/TCS  Monthly accounting
GSTR-2B 1 jati PFZESI  Ad tax  Income tax return

e GST QRMP Income tax return

= GST QRMP Income tax return

— Advance tax  Income tax return

= GST QRMP TDS/TCS Income tax return

-— Income tax return

B GST monthly TDS/TCsS Tax audit Income tax return

Professional - till 31 Jul __o lam  Everyone v

English v  / Speak
4
-]

v Any work

CONTACT OPEN LATE
PERSON

Sunil Bajaj T 1

9821234567 Open; } JEdlt

Dr. Sourav 2 1
Banerjee
9840987639

Open Edit

Hemant Desai Q 0]

Open Edit
9828641969

Dr. Anita 1 0 open Edit
Deshpande
9836049371

Rakesh Gupta 2 0 Open  Edit
9837283938

Venkat lyer 0 2]

Open Edit
9829876536

Mahesh Joshi 5 1

Open Edit
9827407402
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Client 360

STEP 17

Everything about a client, one
page

Client 360 shows everything about a client
on one page. Pending work, files received,
projects, onboarding and fees.

Where Clients — click a client

VittSphere Practice

PRIVATE [/ PUBLIC COMPANY
Bajaj Steel Pvt Ltd

Sunil Bajaj - 9821234567 - bajaj@example.com

Onboarded GST monthly TDS/TCS  Monthly GSTR-2B

Close

PF&ESI  Advancetax Income tax return

PAN ABCDE1001F
GSTIN 27ABCDE1001F1Z1
Handled by Rohan Mehta

Fees nothing unpaid Statement

Edit profile + Task + Notice + Project TDS (TRACES)
Data request message Upload link Booking link Client portal on

+ Ticket 1 open

Add the CIN / LLPIN in the profile to fetch the company’s MCA details. Edit profile

GST notices from the portal

Connected till 4 Nov 2026 - checked 14 Oct 07:00 - new notices are fetched every

night and become tasks.

Download GST data Reconcile with books Annual return (GSTR-9)

Check now Disconnect

ISSUED NOTICE REPLY STATUS
BY

24 Sep DRC-01B - Difference in 1 Oct Replied 28 Sep

2026 liability: GSTR-1vs GSTR- 2026
3B
Jul 2026
ZD27609260098761
E-way bills

Connected API user api_c2 - last read 14 Oct 06:30 (40 bills) - used in “Reconcile

with books".

Change API user Disconnect

23



Document requests

STEP 18

What each client still owes you

Data requests lists, for each client, every
document you need this month.

Where Menu — Data requests

VittSphere Practice

VittSphere
Practice

WORK

) Home 10

il

Tasks

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« u|

Registers
MONEY
E Billing

1l Reports

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Data requests

Professional - till 31 Jul

lam  Everyone v

English v  / Speak
4

One message per client listing every document needed for the month. Send these in the first days of the month; most delays start with late client data.

Files from clients 3 new

Sent through each client’s upload link (open a client » Upload link). Files they send for a document tick it on the task.

RECEIVED CLIENT
14 Oct 0513 Bajaj Steel Pvt Ltd
14 Qct 05112 Bajaj Steel Pvt Ltd
13 Oct 09:00 Sharma Exports
Not requested yet (11)
CLIENT

Verma Software Solutions Pvt Ltd
Nikhil Verma - 8838518505

Bajaj Steel Pvt Ltd
Sunil Bajaj - 9821234567

Singh Logistics LLP
Gurpreet Singh - 9833580237

Kaveri Foods LLP
Meera lyer - 9822469134

DOCUMENT STATUS

Other document New
Bank_statement_HDFC_Sep.pdf - 410 KB

Other document Lo
Purchase_register_Sep.xlsx - 178 KB

Other document L
Shipping_bills_Sep.zip - 2.0 MB

WORK NEEDING DATA

TDS / TCS payment due 7 Oct

PF & ESl due 15 Oct

AQC-4 financial statements due 30 Oct
Income tax return due 31 Oct

GSTR-1due 11 Oct

PF & ESI due 15 Oct

GSTR-2B vs purchase reconciliation due 18 Oct
AOC-4 financial statements due 30 Oct

GSTR-1due 11 0ct

GSTR-3B due 20 Oct

LLP Form 8 statement of accounts due 30 Oct
TDS returns (Form 138 / 140) due 31 Oct

GSTR-1 (quarterly) due 13 Oct
GSTR-3B (quarterly) due 22 Oct

Open v Checked

Open ~ Checked

Open v Checked

LAST REQUEST

sent 14 Oct

sent 14 Oct

sent 14 Oct

sent 14 Oct

October 2026 [m]

Mark all seen

Ask again

Ask again

Ask again

Send again

Send again

Send again

Send again

24



One WhatsApp per client

STEP 19

With a secure upload link

One WhatsApp message per client asks for
exactly those documents, with a secure
upload link. No more chasing on calls.

Where Data requests = Message

VittSphere Practice

MESSAGE
Bajaj Steel Pvt Ltd

4 tasks need data
Message (you can edit it)

Dear Sunil Bajaj,

For Bajaj Steel Pvt Ltd, please share the following:

Close

* GSTR-1 (Sep-26): Sales invoices, Credit / debit notes, Export invoices for

the month
* PF & ES| (Sep-26): Attendance, Salary sheet, Joiner / leaver details
* GSTR-2B vs purchase reconciliation (Sep-26): Purchase reaister /

WhatsApp: 9821234567 - Email: bajaj@example. com

Copy Open in WhatsApp I sentit, log it

25



Client uploads — no login

STEP 20 ‘ < Back to portal ‘
Mehta Sharma & Co.

CheCkI ist tiCkS itse If Documents for Bajaj Steel Pvt Ltd

GSTR-3B
Sep 2026 - due 28 Oct
Your client opens the link on their phone, sees what is pending, and uploads. Salesinugicas w Racabind
The checklist ticks itself, and your team is notified. Purchase invoices
Expense bills for the month
TDS / TCS payment

Sep 2026 - due 15 Oct

Vendor and contractor payments Choose file

Salary sheet Choose file

Any other document

What is it? e.g. Bank statement April-June

Already sent

Sales invoices - 13 Oct - v
Sales_register_Sep.xlsx checked

VittSphere Practice



5. Compliance and service

ITR tracker, tickets, leads, renewals and registers



ITR tracker

STEP 21

Documents = computation =
filed = e-verified

The ITR tracker moves every return from
documents, to computation, to client
approval, to filing and e-verification.

Where Menu — ITR tracker

VittSphere Practice

VittSphere
Practice

A"

WORK

) Home

= Tasks

(© Timesheet
Calendar

Appointments

(]

]

7] Projects
B ITR tracker
[El GSTreturns
/A Notices
CLIENTS

2 Clients

3 Tickets

Data requests

Leads

Renewals

Do« ®|

Registers
MONEY

[ Billing

1l Reports
FIRM

2% Team

= Worktypes

@ Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed"” -

» What can | say?

ITR tracker

From first reminder to filing and e-verification. One card per client. Drag a card to the next stage, or tap it to open.

Search clients, tasks, leads, invoices (Ctrl K)

“Bajaj Steel ka status” -

» 2 clients not in the tracker for AY 2026-27 — |TR is on in their profile but no ITR task exists

11/22 filed for AY 2026-27
Not started

Patel Pharma Pvt Ltd
Income tax return - ITR-6

31 Oct 2026 - 17 days
left

Priya Nair

Shree Ganesh Traders
Income tax return - ITR-3

31 Oct 2026 - 17 days
left

Asha Kulkarni

Verma Software
Solutions Pvt Ltd
Income tax return - ITR-6

31 Oct 2026 - 17 days
left

Imran Shaikh

Reminder sent

Banerjee Clinic
Income tax return - ITR-3/ 4

31 Aug 2026 - 44 days
late

Vikram Joshi

Sharma Exports
Income tax return - ITR-3/ 4

31 Aug 2026 - 44 days
late

Imran Shaikh

Kapoor Hospitality Pvt
Ltd
Income tax return - ITR-6

31 Oct 2026 - 17 days
left

Imran Shaikh

Documents received

Pillai Spices Pvt Ltd
Income tax return - ITR-6

31 Oct 2026 - 17 days
left

Rohan Mehta

“Neha half day today"

Professional - till 31 Jul __o lam  Everyone v

Computation

Bajaj Steel Pvt Ltd
Income tax return - ITR-6

31 Oct 2026 - 17 days
left

Rohan Mehta

Joshi Constructions
Income tax return - ITR-5

31 Oct 2026 - 17 days
left

Asha Kulkarni

Nair Textiles
Income tax return - ITR-5

31 Oct 2026 - 17 days
left

Vikram Joshi

v

Client approval

Mehta Jewellers
Income tax return - ITR-3

31 Oct 2026 - 17 days
left

Asha Kulkarni

English v  / Speak
%

AY 2026-27 - FY 2025-26 +ITR client

1 Filec

Incc
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Client tickets

STEP 22

Owner - priority - due date

Client queries become tickets with an
owner, a priority and a due date, so nothing
gets lost in WhatsApp.

Where Menu — Tickets

VittSphere Practice

VittSphere
Practice

Vv
WORK
) Home 10

Tasks

il

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

$ Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Professional - till 31 Jul __o lam  Everyone v

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Client tickets

Every query or request from a client (call, WhatsApp, email, visit), with who is handling it, until it is resolved. Drag a card to change its status.

Search ticket, client.

New

T-0012 - High

Need Form 16 for 3 employees

Bajaj Steel Pvt Ltd
Neha Gupta - due 15 Oct

Working on it

T-0011 - Urgent

GST notice ASMT-10 - reply draft

Sharma Exports
Asha Kulkarni - due 16 Oct

Resolved shows the last 30 days. Export Excel has every ticket.

All staff

Waiting for client

T-0010

Bank loan CMA data
Kapoor Hospitality Pvt Ltd
Rohan Mehta - due 19 Oct

v

English v  / Speak
4

3 open
All priorities v Export Excel
1 Resolved 1

T-0009

Net worth certificate for visa
Mehta Jewellers

Priya Nair - due 13 0Oct
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Leads

STEP 23

Enquiry = proposal = won

Track new enquiries from the first call, to
proposal, to won, with follow-up reminders.

Where Menu — Leads

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home 10

il

Tasks

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY
E Billing

1l Reports

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Speak or type: "XYZ Traders September 3B filed" - “Bajaj Steel ka status” -

» What can | say?

Leads

Search clients, tasks, leads, invoices (Ctrl K)

“Neha half day today”

Professional - till 31 Jul __o lam  Everyone v

English v  / Speak
4

People who have enquired, are in talks, or are getting trial / advisory work. They are not clients yet, so they stay out of client lists, billing and automatic tasks. When one says yes, press "Won — make

client".

OPEN LEADS

4

0 new this month

WON THIS YEAR

1

since 1 Apr 2026

Search name, mobile, service...

Follow-ups due
FOLLOW UP
14 Oct
Pipeline
Enquiry

Thakur Motors

GST, Books

Follow up 15 Oct

Asha Kulkarni - ¥60,000

Leads report

LEAD

Sai Dental Care

1 Meeting

Sai Dental Care
ITR, Advance tax

Follow up 14 Oct today
Rohan Mehta - ¥25,000

1

LOST THIS YEAR

0]

100% conversion

Proposal sent

Green Leaf Organics
GST

Follow up 16 Oct

Neha Gupta - 36,000

Orbit Packaging Pvt Ltd
Audit, ROC, TDS

Follow up 17 Oct

Asha Kulkarni - 1,80,000

2

All owners
STAGE LOOKING FOR
Meeting ITR, Advance tax

Trial / advisory (2]

PIPELINE VALUE

%3,01,000

yearly fees quoted - O h trial work

- Export Excel

All leads

v All sources

OWNER
Rohan Mehta Open

open leads by stage

Negotiation ]

this financial year
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Renewals

STEP 24

DSC - licences - registrations

Renewals warns you before DSCs, licences
and registrations expire.

Where Menu — Renewals

VittSphere Practice

Vv

VittSphere
Practice

WORK

n

il

PmmODe T @

Home

Tasks

Timesheet

Calendar

Appointments

Projects
ITR tracker
GST returns

Notices

CLIENTS

o
o

i

m o < u

Clients
Tickets

Data requests
Leads
Renewals

Registers

MONEY

B
e

Billing

Reports

Work types

Settings

MEHTA SHARMA & CO. - FRN 123456W
comp"ance Desk Search clients, tasks, leads, invoices (Ctrl K)

Professional - till 31 Jul __o I am

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Renewals

Everyone

Licences, registrations and limits that expire: DSC, FSSAI, LUT, IEC update, 12A / B0G, trademark, CC / OD limits and more. Items show up here and in the morning report before they expire.

Search client, item, holder... Export Excel

Expired or due soon (3)

11 Oct Banerjee Clinic .
expired 3 days expires 11 Oct 2026 Make task
ago Unassigned
26 Oct Bajaj Steel Pvt Ltd - Sunil Bajaj Make task
ake tasl
12 days left Unassigned expires 26 Oct 2026
9 Nov Patel Pharma Pvt Ltd - Kiran Patel
N Make task
26 days left Unassigned expires 9 Nov 2026
Later (1)
Kaveri Foods LLP
237Moy expires 23 Nov 2026 Make task
40 days left Unassigned

Renewed

Renewed

Renewed

Renewed

Edit

Edit

Edit

Edit

v

English v  / Speak
4
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Registers

STEP 25

Inward / outward - DSC register

Registers keep an inward and outward
record of original documents, and the DSC
register, the way an audit expects.

Where Menu — Registers

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home

il

Tasks
Timesheet
Calendar
Appointments
Projects

ITR tracker
GST returns

Notices

PmmODe T @

CLIENTS

2 Clients
3 Tickets
Data requests
Leads

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Professional - till 31 Jul __o lam  Everyone

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Registers

v

English v  / Speak
4

UDIN register for every certificate and report you sign, a DSC register to know whose token is in the office, and an inward / outward register for documents received from or sent to clients.

UDIN register DSC register Inward / outward Search...

DATE IN fOUT CLIENT DOCUMENT

14 Oct 2026 Inward Dr. Anita Deshpande

13 Oct 2026 Outward Nair Textiles

12 Oct 2026 Inward Bajaj Steel Pvt Ltd

1 original document is with us and not returned yet.

MODE

By hand
From: Dr. Anita Deshpande

By hand
To: Nair Textiles

Courier
DTDC 7788
From: Bajaj Steel

+ Inward /[ outward entry Export Excel

ORIGINAL HANDLED BY
Copy Priya Nair Edit
Copy Imran Shaikh Edit

With us - return by 24 Oct Neha Gupta Edit
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6. Money and team

Billing, invoices, timesheet, reports, team, attendance and payroll



Billing

STEP 26

Done but not billed - outstanding

Billing shows work done but not yet billed,
outstanding fees, and ageing.

Where Menu = Billing

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home 10

il

Tasks

Timesheet

Calendar
Appointments 1
Projects

ITR tracker

GST returns

PmmODe T @

Notices

CLIENTS

2 Clients

3 Tickets 3
Data requests 3
Leads 1

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk

Search clients, tasks, leads, invoices (Ctrl K)

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

DOMNE, NOT BILLED

OUTSTANDING

166 ¥50,770

186 tasks - O retainers 5 invoices

OUTSTANDING 0-30 DAYS

OUTSTANDING 31-60 DAYS

¥50,770 %0

5 invoices 0 invoices

Tap any box to see every invoice or payment in it, with Excel and PDF.

Statement of account TDS by clients & 26AS GSTR-1export

Done but not billed

Bajaj Steel Pvt Ltd

a

a

a

a

<]

4]

<]

TDS / TCS payment Jul-26 - done 7 Aug

Monthly books closing Jul-26 - done 10 Aug

GSTR-1Jul-26 - done 11 Aug

PF & ESI Jul-26 - done 15 Aug

GSTR-2B vs purchase reconciliation Jul-26 - done 18 Aug

GSTR-3B Jul-26 - done 20 Aug

TDS / TCS payment Aug-26 - done 7 Sep

Monthly books closing Aug-26 - done 10 Sep

OVER 30 DAYS

%0

follow up now

OUTSTANDING 61-90 DAYS

%0

0 invoices

Professional - till 31 Jul 2 lam  Everyone v

English v  / Speak
4

COLLECTED THIS MONTH

10,000

QOct 2026
OUTSTANDING OVER 90 DAYS

%0

0 invoices

filed in the last 6 months
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GST invoices

STEP 27

Raised in seconds

Raise a GST invoice in seconds, straight from
the work that is done but not yet billed.

Where Billing = + Invoice

VittSphere Practice

INVOICE

MSC/26-27/042

Invoice number Client
MSC/26-27/042 Patel Pharma Pvt Ltd
Invoice date Payment due
09/14/2026 (m] 09/29/2026

Items — one per line as “description | amount”

Professional fees - GST & TDS compliance (Sep 2026) | 12000

GST Total

18% bl =

Notes

View / PDF Send to client Credit note

Close
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Invoice link with UPI

sTep 28

View - download - pay
Mehta Sharma & Co.

Chartered Accountants

Office 402, Shivaji Nagar, Pune 411005
FRN:123456W - GSTIN: 27AAAFM1234K1Z5
+9198123 45670

Send it as a link. Your client can view it, download it, and pay by UPI.
TAX INVOICE

No. MSC/26-27/042
Date: 14-Sep-2026
Due: 29-Sep-2026

BILLTO

Bajaj Steel Pvt Ltd
Plot 18, MIDC Bhosari, Pune
GSTIN: 27ABCDE1001F1Z1

DETAILS

Place of supply: Maharashtra (27)
Intra-state supply (CGST + SGST)
Reverse charge: No

#  Description of SAC Amount (%)
services
1 Professional fees — 998222 12,000.00
GST & TDS
compliance (Sep
2026)
Taxable value 12,000.00
o ' o o o
Where Client's phone = invoice link CoST @ 9% 1080.00
SGST @ 9% 1,080.00
Total 14,160.00

Amount in words: Fourteen Thousand One Hundred Sixty
Rupees Only

VittSphere Practice



Timesheet

S T E P 2 9 VittSphere MEHTA SHARMA & CO. - FRN 123456W ]
v Practice Compliance Desk Search clients, tasks, leads, invoices (Ctrl K) Professional - till 31 Jul 2 lam  Everyone v
o L] WORK
Billable hours by client 5 ome o L . ,J |
Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today English v  / Speak Update
= Tasks %
» What can | say?
(® Timesheet
& Calendar Timesheet
Log time on a task, on a client (meetings, calls, general work) or on office work. Reports add it all up.
H * . H H (@ Appointments 1
Staff log their time against clients in the ——
. . Z1 Projects
tl meSheetv bIIIa ble or nOt- B ITR tracker 10/14/2026 m] Hours e.g. 1.5 or 1:3 Internal / office work v Internal / office v Billable  Asha Kulkarni v
B GSTreturns What was done (optional)
/A Notices
CLIENTS ¢ 120ct-180ct2026 > 17.0 hlogged - 17.0 h billable (100%)
2 Clients
STAFF MON 12 TUE 13 WED 14 THU 15 FRI 16 SAT 17 SUN 18 TOTAL BILLABLE
3 Tickets 3
Asha Kulkarni . . 2.5 . : . . 2.5 2.5
[El Data requests 3
Imran Shaikh . 5.0 . . - . . 5.0 5.0
Y Leads 1
) Renewals Neha Gupta ’ 4.0 . ) : . > 4.0 4.0
)
B Registers Priya Nair 1.0 . : : ' § : 1.0 1.0
SheY Rohan Mehta . . 1.5 . : * . 1.5 1.5
E Billing Vikram Joshi 3.0 : : : ' : : 3.0 3.0
1l Reports
Entries this week
FIRM
DATE STAFF CLIENT WORK HOURS BILLABLE NOTE
2% Team
14 Oct Asha Kulkarni Bajaj Steel Pvt Ltd Audit 2.50 Yes
= Work types
Where Menu - TlmeSheet & [Geiiiige 14 Oct Rohan Mehta Kapoor Hospitality Pvt Ltd Payroll 1.50 Yes

VittSphere Practice



Reports

S T E P 3 0 VittSphere MEHTA SHARMA & CO. - FRN 123456W (2}
v Professional - till 31 Jul A

Practice Compliance Desk Search clients, tasks, leads, invoices (Ctrl K) lam  Everyone v
o ofe L3 L WORK
On-time rate - utilisation - profit - Home " | |
Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"” English v  / Speak Update
H = Tasks %
y C Ien » What can | say?
(© Timesheet
1 Calendar Reports This month v Export Excel
® A 1 This month - 1 Oct - 14 Oct 2026
d 1 ppointments
Reports show on-time filing by staff and by
. . . %] Projects Tasks finished On-time rate Hours logged Billable hours Team utilisation Fees billed Collected Staff cost of time
area, hours and utilisation, and profit by 74% 28.7 28.7 5% ¥39,500 210,000 6,719
@ ITR tracker 35 before GST, less
. 9 late 0.0 hinternal 100% of logged 8 h x 12 days each di incl. TDS from salaries
CI Ient. [E GST returns credit notes
/A Notices
On time by staff On time by area
CLIENTS
PR — DONE ONTIME LATE  ON-TIME RATE AVG DELAY
2 o
O Tickets a Rohan Mehta 8 6 75% 2.0d
. - . - — 25 DONE  ON TIME LATE  ON-TIME RATE AVG DELAY
Asha Kulkarni 3 .
Dat: t: 3
IS SSSSaes GsT 20 1 @ 55% 2.8 d
Y Leads 1 Imran Shaikh 6 4 2 67% 3.0 d
TDS 10 10 0 100% -
3 Renewals Priya Nair 6 4 = 67% 3.0d
Accounts 5 5 0 100% -
Bl Registers Vikram Joshi 5 4 1 80% 3.0d
MONEY Neha Gupta 3 3 0 100% -
E Billing
R s
I B Hours and utilisation
FlEm STAFF HOURS BILLABLE BILLABLE % UTILISATION COST OF TIME
2 Team
Asha Kulkarni 4.5 4.5 100% 5% 31,947
= Work types
Where Menu — Reports B Imran Shaikh 8.7 8.7 100% 9% 1,583

VittSphere Practice



Team

STEP 31

Attendance - leave - workload

The team page covers workload, attendance
and leave for every person, and lets you
move work between people in one step.

Where Menu = Team

VittSphere Practice

VittSphere
Practice

Vv

WORK

) Home

il

Tasks
Timesheet
Calendar
Appointments
Projects

ITR tracker

GST returns

PmmODe T @

Notices
CLIENTS

2 Clients

3 Tickets

Data requests
Leads

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2 Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W ]
comp"ance Desk Search clients, tasks, leads, invoices (Ctrl K) Professional - till 31 Jul A lam Everyone v
Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"” English v  / Speak Update
4

» What can | say?

Workload & performance Attendance My leave Approvals Leave policy & balances Salary sheet People & exits Activity log

Workload open tasks by due week - red = more than the person’s weekly capacity

STAFF OVERDUE THIS WEEK NEXT WEEK WEEK 3 WEEK 4 LATER (TO 45 DAYS) CAPACITY [ WEEK

Asha Kulkarni 2 4 1 5 e 0 25
Imran Shaikh 4 5 0 6 1 0 25
Neha Gupta 1 ¢} 2 3 0 0 25
Priya Nair 0 a4 0 5 ¢} 0 25
Rohan Mehta 1 4 0 6 e 0 25
Vikram Joshi 2 1 1 4 ¢} 0 25

Move work between people
From AshaKulkarni ¥ To AshaKulkarni ¥ Duein Overdue v Howmany 5 Move

Moves tasks not started yet, latest due first, so urgent work stays with the person who knows it.

Team performance On time = finished on or before the due date - month =~ October 2026 m]
STAFF OPEN  OVERDUE  NEXT7DAYS  DONEINOCT  ON TIME AVERAGE DELAY ~ HOURS  ESCALATED
Asha Kulkarni 12 2 4 7 emm— 3%, 3.0 days 0.0 - Tasks  Make reviewer  Edit
Imran Shaikh 18 & 5 6 — 4% 3.0 days 0.0 A Tasks _Make reviewer _Edit
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Attendance and payroll

S T E P 3 2 VittSphere MEHTA SHARMA & CO. - FRN 123456W @
v Practice Compliance Desk Search clients, tasks, leads, invoices (Ctrl K) Professional - till 31 Jul 2L lam  Everyone v
Attend — paid days = sal
p y y ) Home 10 Speak or type: "XYZ Traders September 3B filed" - "Bajaj Steel ka status” - “Neha half day today" English + # Speak
H = Tasks %
sheet = payslips » Vinat can [ say?
(© Timesheet
(] Calendar Workload & performance Attendance My leave Approvals Leave policy & balances Salary sheet People & exits Activity log
(© Appointments 1 Salary sheet
Attendance and leave feed the salary sheet. y
=) Projects Salary = monthly salary + days in month x paid days. Paid days count present, WFH, on duty, paid / sick leave, week offs and holidays; half day counts %. Deduct PF, ESI, professional tax and TDS in
H ] I.
Paid days are worked out for each person, 5 TR uscker
a nd pays“ ps a re ready to Sha re September 2026 [m] Export Excel Lock month after paying
. [E] GSTreturns
A Notices STAFF MONTHLY SALARY (%) DAYS IN MONTH DAYS EMPLOYED PAID DAYS LOSS OF PAY DAYS SALARY FOR THE MONTH
J— Asha Kulkarni 90000 30 30 30 [¢] 390,000
2 Clients Imran Shaikh 38000 30 30 30 0 38,000
G Tickets 3 Neha Gupta 22000 30 30 29 1 40,600
[El Data requests 3
Priya Nair 36000 30 30 30 0 336,000
Y Leads 1
) Renewals Rohan Mehta 55000 30 30 30 0 355,000
o
[E Registers Vikram Joshi 30000 30 30 29.5 0.5 29,500
MONEY Total %¥2,89,100
Bl Biling Salaries are visible only to people with the "Attendance and salary” permission. Each person sees only their own salary and slips in Team - My salary. Locking a month saves everyone's slip for that
1. Reports month.
Salary slips for Sep (PDF)
FIRM
2 Team
= Worktypes
Where Menu — Team — Salary sheet o Setings

VittSphere Practice 40



7. The client side

Appointments, booking, the client portal and mobile



Appointments

STEP 33

Clients book themselves

Clients can book appointments themselves.
You see what is waiting for confirmation,
today and coming up.

Where Menu — Appointments

VittSphere Practice

VittSphere
Practice

Vv
WORK
) Home

Tasks

il

Timesheet
Calendar
Appointments
Projects

ITR tracker

GST returns

Pmm 0D T @

Notices
CLIENTS

2 Clients

3 Tickets

Data requests
Leads

Renewals

Do« m|

Registers
MONEY

E Billing

1l Reports
FIRM

2% Team

= Work types

© Settings

MEHTA SHARMA & CO. - FRN 123456W

Compliance Desk Search clients, tasks, leads, invoices (Ctrl K)

Speak or type: "XYZ Traders September 3B filed” - “Bajaj Steel ka status” - “Neha half day today"”

» What can | say?

Appointments

Clients book a time from your link. Confirmed bookings go into the Calendar (and Google Calendar) with a reminder before the meeting.

Professional - till 31 Jul __o lam  Everyone v

Online booking is off. Open “Appointment settings”, set working hours for the people clients can book, and switch it on.

Waiting for confirmation (1)

WHEN WHO
l?o?ncr:nﬁidzao o Dr. Anita Deshpande client
Today (1)
WHEN WHO
14 Oct Wed Sunil Bajaj client

11:00 AM-11:30 AM
Coming up (1)
WHEN WHO

15 Oct Thu Rhea Kapoor client
12:00 PM-12:30 PM

Past and cancelled
WHEN WHO

None yet.

MEETING

MEETING

with

MEETING

with

MEETING

with

English v  / Speak
4
Booking links Appointment settings

STATUS

STATUS

Confirmed

STATUS

Confirmed

Done No-show

Message Cancel

STATUS
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Online booking

STEP 34 ‘ < Back to portal ‘
Mehta Sharma & Co.
Only your free slots

1. What do you need?

. . . . . Consultation Tax planning call
The booking link shows only your free slots, with WhatsApp confirmations and 30 min - Phone call
reminders.

Online meeting
45 min - Online

2. Who would you like to meet?

: Asha Kulkarni
Anyone available
Partner

Rohan Mehta
Manager

3. Pick a day and time

Thu Fri Sat Sun Mon
15 16 17 18 19
Oct Oct Oct Oct Oct

Where Client's phone = booking link

[‘IO:OO AM] [10:30 AMJ 11:30 AM 12:00 PM

3:00 PM ] [ 3:30 PM J [ 4:30 PM ]

India time

4. Your details

Your name

VittSphere Practice
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Client portal

STEP 35

Sign in with mobile + WhatsApp code

And with the client portal, your clients sign in with their mobile number and a
WhatsApp code.

Where practice.vittsphere.com/portal.html

VittSphere Practice

Client portal

Your filings, invoices and requests with your CA

Sign in with your mobile

Use the mobile number your CA has for you. We send a 6-
digit code on WhatsApp.

Mobile number

[ 98200 00001 ]

Send code on WhatsApp

Client portal by VittSphere Practice - your data is shared only with your CA
firm
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Everything for your client

STEP 36 Mehta Sharma & Co.

Bajaj Steel Pvt Ltd

Sign out

Filings - invoices - documents - questions

Work in hand Waiting for your
3 documents
1
They see filings in hand, and filed with the ARN, their invoices, and they can ;" SEERR ;ngsst;o

send documents, book a meeting, or ask a question.

Send documents

We need documents for 1 piece of work: GSTR-3B (Sep
2026).

)
Upload documents

Last sent: Bank_statement_HDFC_Sep.pdf (14 Oct 2026)

Your filings

Filed (2)

GSTR-3B - Sep 2026

Waiting for your documents
Due 28 Oct 2026

TDS / TCS payment - Sep
2026 Documents received

Due 15 Oct 2026

. . f GSTR-1- Sep 2026 i
Where Client portal (client's phone) b TR n progress

Invoices
MSC/26-27/041 Paid
10 Sept 2026 - %17,700

VittSphere Practice



You control access

STEP 37

CLIENT PORTAL
Bajaj Steel Pvt Ltd Close
Mobile on record: 9821234567

Switch on per client

With the portal on, the client signs in at

https://practice.vittsphere.com/portal.html with this mobile (code on
WhatsApp) and sees:

their filings: what is pending, what is waiting for their documents, and what was filed
(with ARN)

your invoices and what is due, with a link to each invoice

an upload button for documents and a link to book a meeting

“Ask your CA": their question becemes a ticket for the person handling the client

You switch the portal on for each client, and
send the invite on WhatsApp in one click.

They never see internal notes, staff names, fees of other clients or anything of other
clients. Several businesses with the same mobile appear together for that person.

Switch the portal off

Invite the client
Message (you can edit it)

Dear Sunil Bajaj,

You can now see your filings, invoices and our requests online, and send
documents or questions to us, any time.

Open: https://practice.vittsphere.com/portal.html
Sian in with this mobile number (9821234567): vou will aet a code on z

WhatsApp: 9821234567 + Email: bajaj@example . com

Copy Open in WhatsApp I sent it, log it

Where Client 360 = Client portal

VittSphere Practice 46



Works on your phone

STEP 38

Home 10 Tasks Timesheet Calendar Appointme

MEHTA SHARMA & CO. - FRN 123456W

With notifications

Compliance Desk

Professional - till 31 Jul & | lam

Everyone v

Everything works on the phone, with notifications for uploads, tickets and bajai
approvals.

Speak or type: “XYZ Traders September 3B filed" -

{11 = PP Y o G S o ) Vet St F ol P P i 7

English ~ Speak

» What can | say?

Your attendance today: Present Mark out

OVERDUE

10

due date has passed

OPEN THIS MONTH

56

due in Oct

Clients

20
Where Your phone — add to home screen

GST returns filed

18

this month + 1 under work

Appointments today

2

VittSphere Practice

NEXT 7 DAYS

18

start these now

DONE THIS MONTH

35

filed or completed

Open notices
4

4 due in 7 days - 3 replies in
drafting

Documents received

not checked yet

Open tickets

3
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Plan & usage

STEP 39

Users - WhatsApp - storage -
portal API

Your plan, users, WhatsApp, storage and
portal APl usage are always visible, with the
list of what every plan includes, and a GST
invoice for every payment.

Where Top bar = plan chip

VittSphere Practice

PLAN AND BILLING
Subscription Close

Professional (yearly) Professional - till 31 Jul
Paid till 31 Jul 2027

Users with login Clients WhatsApp to clients (this
6/20 20/ month)
— 184 /500

—
Client files stored Al requests (this month) Portal API calls (this month)
1.4GB/5.0GB 62 1,846
— GST 1512 - e-way bill 214 -

TDS / TRACES 96 - MCA 24

Portal look-ups today
37/300
-

All features and unlimited clients in every plan; plans differ by users, WhatsApp
messages and file storage. Portal API: automatic background sync is unlimited, plus up
to 300 look-ups a day started by your team. Launch prices, exclude 18% GST.

¥ Included in every plan - all features, unlimited clients

Automation Income tax and notices
GST returns, notices and filing status * ITR working from AIS, 26AS and Form
fetched from the portal 16
GST working matched with books; = 143(1) intimation check with refund /
demand and s5.50 interest check demand tracking
TDS: Form 16 / 16A download, CSI and * Notice tracker with reply drafts, appeal
FVU generation and limitation dates

Tasks created every month from each * Deadline alerts 7, 3 and 1 day before
client's profile

Team Clients and billing
* Work allotment, status board and * WhatsApp data requests and no-login
partner approval upload links
* Attendance, leave, salary sheet and = "Filed + ARN" messages to clients
payslips = GSTinvoices, retainer invoices made
* Timesheets, workload and a merning automatically, payment links
“due today" report « Client portal, online appointments and
* Roles and client-wise access renewals
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Start your free trial

practice.vittsphere.com

30 days free - unlimited clients on every plan - no card needed
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