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Business Process
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How to Login Coretax DJP

How to Access DJP Digital Services

After the implementation of Coretax DJP, taxpayers can access tax services through
the Taxpayer Service Portal at the link: https://www.pajak.go.id/portal-
layanan-wp/.

PORTAL LAYANAN
WAJIB PAJAK

On this Service Portal, taxpayers can choose to study the guide or directly access
tax services which are divided into four categories as follows:

@ Registration

This includes, among other things, NPWP registration, confirmation of taxable
entrepreneurs (PKP), registration of land and building tax objects, changes to
taxpayer data and status, and deletion or revocation.

status.

e Tax Return Reporting

Includes, among other things, the creation of invoices and withholding certificates, reporting of Periodic
Tax Returns, and reporting of Annual Tax Returns.

9 Tax Payment

Includes among others billing code creation, transfers, and refunds of excess tax payments.

. Administrative Services

Covers tax services including application and utilization of tax facilities, fiscal
certificates, confirmation of taxpayer status, installments and deferrals, and other
services related to audits, billing, supervision, assessments, and other administrative
services.

For taxpayers who wish to exercise their rights and fulfill their obligations

starting from the 2025 tax year onwards, they can directly access Coretax DJP
(coretaxdjp.pajak.go.id).

C&RETAX Coretax DJP Quick Guide 2
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How to Login Coretax DJP

Before accessing Coretax DJP, make sure the
taxpayer has matched the NIK with the NPWP. To
access Coretax DJP, taxpayers can follow these steps:

Access Coretax DJP via the address: https://

coretaxdjp.pajak.go.id Core
enter 16 digit NIK/NPWP; Tax

e © Administration
Enter DJP Online "Password"; I System

Enter the captcha code;

o0 ©

Click "Login".

Reset password after
first time login to Coretax DJP

Atur Ulang Password Anda
o Select the confirmation destination (“E-mail” or

“Mobile Number)” and enter the email address
if you choose
“Email” or mobile phone number if you choose “Mobile

Maauhan
Number”;
9 Enter the captcha code; o
Check “Statement”;
© i

o Click the “Submit” button.

® Check your email or SMS for a password
change link sent by the system.

CwRE

@® After changing the password, taxpayers are asked

Change Password

to create a passphrase.

. —ed “;',x\';\‘
® Ppassphrase is recommended to be different &; .
from password. Password and passphrase -
are recommended not to use special ER - . S .

characters; ' (apostrophe), \

(backslash), + (plus).
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How to Login Coretax DJP

Steps to overcome Coretax DJP access problems via the internet:

o Check internet connection Check

@ your internet connection and make sure your internet is active and connected properly.

® |f you experience problems, try disconnecting and reconnecting your internet.

9 Change browser

If you are having access problems in the browser you usually use, try switching to
another browser such as Google Chrome, Mozilla Firefox, or Microsoft Edge.

® Make sure the browser you are using is the latest version.

9 Clear browser cache and cookies
If you are still having problems, clear the cache and cookies on your browser .

® This step can help resolve data conflicts that may be hindering access.

® Use incognito/in-private mode on your browser .

Hopefully the steps above can help overcome obstacles in accessing Coretax DJP via the internet.

C&RETAX Coretax DJP Quick Guide
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Creation of Authorization Code/Electronic Certificate

for electronic signature

The stages of creating an authorization code/electronic certificate in order to create an electronic
signature are as follows:

o Enter the Coretax DJP page and select the My

Portal menu, and the Authorization Code/
Electronic Certificate Request submenu ;

9 Fill in the available columns, especially those Printaa Lo Db s St b
related to the type of digital certificate. e
If you do not have a certified digital

certificate, then select the DJP Authorization
Code and enter the passphrase;

e Verify your identity by taking a photo.
Make sure the lighting is good and match the
photo taken with the photo on your ID card.
Make sure the notification appears that the
photo was taken successfully;

9 Click Statement then click Save Button.

C®RETAX Coretax DJP Quick Guide 5
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PIC is an entity that has full authority to register, modify, or revoke access rights from related parties
in Coretax. The default PIC in Coretax initially refers to the data contained in the Identity of the

Replacement of Person in Charge (PIC)

“Agabila terdapat dats yang udak sesual, silskan menghubung) KPP ASministras

123456789101112

123456789101112

Responsible Person column on the DJPOnline page.

Corporate and Government Agency Taxpayers can make replacements
Main PIC according to the following steps:

C&RETAX Coretax DJP Quick Guide 6

To see the name of the currently appointed PIC in Coretax, in the Government Agency or
Institution account, please go to the menu

General Information;

Select the Edit menu;

o

" o

et =
o

o

) o

Then select the Related Parties submenu. Then a list of Related Parties will be presented.
Scroll right for more information.

2 sl Kok
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Replacement of Person in Charge (PIC)

e This column will display the party who currently has the status of PIC, which is marked
by a check mark in the column "Is the Guarantor”
Answer" ;

Ssham  etteris Pambie Matast Merupskas Orang Torkat  Marupsiesn Wyt Paak Tarkae  Apskah Semanggueg fawsh  Assish Dses Dstermst it et e Sampa

A

e To change the PIC. First, make sure that the employee who will be appointed as
the new PIC has been added as a Related Party. After that, the old PIC status must
be removed by selecting the "Edit" menu;

MK/ NPWP Orang Java Wajm Pk Kanegori Wajb Pajak Mama Orang Fewargaragarann Nomar Pasper

@ Uncheck the “What is PIC?” column and then press the “Save” button. Next, you
can select or update the new Main PIC .

Edit Related Party

o

0Check “Statement” then press the “Submit” button.

> Nomor identifikasi Eksternal
> Unggah Dokumen

Pernyataan Wajib Pajak

Fernyataan *

E})arqan mamyadan sepenuhmya akan segala akibatrya termasuk sanks sesuai dengan keteriuan peraturan perundang-undangan yang bertak,
ya menyalakan hahwn a8 y8NQ Saya nfermasikan & 5148 adaiah benar dan lengkag
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Appointment of Person in Charge (PIC)

o You can select or appoint a new PIC. To add a new PIC, the menu is the same as replacing /
updating the Main PIC, go to the General Information menu then select "Edit" and select "Related
Parties".

@ Next, click the "Add" button to add Additional PIC.

SérQIi -'.r'ight for more information.

el Kl

Sl Wy Pam Kaegar Waji Pajak Nemar Passar

In the dropdown list, select Related Person
Checklist “What is PIC?".
Select the type of person concerned in the dropdown list.

NIK/NPWP of the employee you want to add, the Name, Nationality, and Country of Origin, email and
telephone number are automatically filled in by the system.

@000

Determine the initial validity period (required) and the final validity period (not required).

®

Finish by pressing the “Save” button.

Select type of Related Party to add.

P 'a
Apakah PIC? Jenis Orang Terkait Person NIK/TIN * n Person Name *

Select Related Person Type NIK/NPWF

Nomor Paspor Kewarganegaraan Negsra Asa E-mail *

Mobile Phone Number * Valid Dari Valid Sampal
[

01-11-2024 a8 ¥ idk

BTN -
Learakor, n
Ee. m

Related persons whose NIK/NPWP has been registered will automatically be
registered as Representatives/Authorities.

C&RETAX Coretax DJP Quick Guide 8
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Appointment of Person in Charge (PIC)

9 After successfully adding or successfully changing the PIC.
Scroll down, then check “Statement”;

@ Next, click “Send”.

nan
Tindakan NIK | NPWP Orang Jenis Wajib Pajak Kategor Wajib Pajak Nama Orang Kewarganegs
@ Permohon
3404080305630002 Orang Pribadi alau Warisan Belum Terbagi  Orang Pribadi HAMAZA04060305630002 Warga Negara
E 3205020810950002 Orang Pribadi stau Warisan Belum Terbagi  Orang Pribads NAMA3205020810950002 Warga Negara
0

? Aamat Wajib Pajak

? Tempat Kegistan Ussha/Sub Unit
> Detall Bank

> Kode Ekaneemi

> Nomor identificasi Eksternal

> Unggah Dokumen

Pernyataan Wajib Pajak

 — n Dengan menyadari sepenuhnya akan segala akbatnys termasuk sanks: sesual dengan ketentuan peraturan perundsng-undangan vang berlaku,
83y menyatak

yatakan babwa apa yang saya informasikan ¢i atas sdaiah berar dan lengkap
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Adding Access Roles

The appointment of a representative/power of attorney appointed by the taxpayer to
carry out certain tax rights and obligations is carried out through the DJP Core-tax with the
following stages:

oTaxpayers who will be appointed as representatives/power of attorney must have
registered as a Related Party with the category Related Person/
Related Persons;

eTaxpayers who are appointed as the Person in Charge log in to the Coretax DJP Individual
account then select the corporate taxpayer or government agency that will appoint a
representative/power of attorney.

eAfter entering the impersonating status, select the menu
“My Representative/Authorized” from the panel on the left;

& co B s vrvmsen s Pro PT. NYA RAKA Login wrishi. 14 sy 2025 2450 ()

Ak Utama
Tichtisar Profil Wajib Pajak . l
2 PT. NYA RAKA

Walil/Nuass Says profi aftar Kiocie Bi¥ing Bewrm Dibeym

Wajlb Pajak yung rmekill
PT. NYA RAKA Alamat Utama

iformas Detail LI 1234567891011213

ehitisar Profil Wl Pajak

(] Main Econemic Classification

@The screen will show a list of Relevant Persons who can be appointed as representatives/

powers of attorney;

Wakil/Kuasa Saya

- 9080 -
Permintaan Terbuka NeWP 1, Nama 1] 4

=D CZEED

10

&Iick “Assign Role” for each Related Person, and assign
role in accordance with the internal policies of corporate taxpayers or government
agencies.

C&RETAX Coretax DJP Quick Guide 10
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Adding Access Roles

‘1e types of roles that can be assigned are:
a. Drafter: completes and creates tax documents
b. Signer: signs tax documents

aReIated Persons appointed as representatives/authorized persons of the taxpayer have
can carry out tax rights and obligations according to the role determined by
the person in charge through the impersonating process.

Tetapkan Role
Peran WakiljKuasa 3
ROLE_CTAS_PORTAL_ANNUAL_TAX_RETURN_DRAFTER I
ROLE_CTAS_PORTAL_ANNUAL_TAX_RETURN_SIGNER
ROLE_CTAS_PORTAL_ARTICLE_21/26_WITHHOLDING_DRAFTER,
ROLE_CTAS_PORTAL_ARTICLE_21/26_WITHHOLDING_SIGNER
ILE TAS A | Ik 3

If the representative/power of attorney is logged in to Coretax
DJP when the role is carried out, the

representative/power of attorney must log first and then log
the role determination can take effect.

CRRETAX Coretax DJP Quick Guide 11
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Determination of Parties Who Can Be

Appointed as Taxpayer's Attorney

o Appointment of a Representative/Authorized Person can be submitted by the taxpayer by selecting the
My Portal menu.

9 Select the Change Status menu, then select the Appointment of Representative/Authority menu.

B = 112is1m g0 ®Po L vt 10 Jnwary 2025 16029 ()

jok © Mamsjren Akse -

htisar Profil Wajib Pajak
ofl  Dsfiar Kode Biling Bekum B beya

Alamat Utama

Kontak Utama

Main Economic Clasification

9 Then, in the “Taxpayer Identity” section, click the magnifying glass icon to search for the taxpayer
who will be appointed as Representative/Authorized Person.

e Then, select “Representative Type”. The other columns will be filled automatically following the
previous section.
o i s e 0 Lo skt 08 sy 2025 12405 (@)

IWhyu— atakiur wBupol - Surst Purmberitabean (S9T) - B

Penunjukan Perwakilan

Manajemen Kasu:

dentitas Wi Pajsk

Kusirsa Wisgis Pajak
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Determination of Parties Who Can Be

Appointed as Taxpayer's Attorney

@ Then, in the “Details” section, please upload supportlng documents for the
appointment of the Representative/Authority by :
clicking the button: The uploaded documents are .pdf format documents.

@ Then click “Statement” and click Save.

ndangan yang berlaky, saya menyatakan bahwa apa yang saya sampaikan di atas adalah benar dan lengkap, dan saya
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Billing Code Self Service

The billing code creation service is created through the “Payment” menu, “Billing Code
Self-Service” sub-menu. Taxpayers can create billing codes for the types of taxes in
the menu, one of which is tax deposit payments. Here's how to create a billing code

in

Coretax DJP;

0Taxpayers log in to Coretax DJP, go to the Payment menu;

eSeIect the “Billing Code Self Service” menu,;

eJerify the taxpayer's identity, then click the "Continue" button;
@elect the Tax Account Code (KAP) and Deposit Type Code (KJS);

QSeIect the tax period and year,;

C&ETAX Coretax DJP Quick Guide 10
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Billing Code Self Service

Laymnan Wancirs Borntastan Kade Billeg

@elect and determine the currency, payment value and write a description;

ehen download the Billing Code.

@ KEMENTERIAN KEUANGAN R KODE BILLING
DIREKTORAT JENDERAL PAJAK 040461179588930

NPWP

NAMA

ALAMAT . , KAPLING, TEBING, KAB.

KARIMUN, KEPULAUAN RIAU 29624
MATA UANG - IDR
NOMINAL 10.000.000,00

JUMLAH DETAIL 1

DETAIL BILLING:

KAP-KJS  MASA PAJAK REF TAGIHAN NOP NOMINAL
411618-100 01122025 - - Rp10.000.000,00
TOTAL Rp10.000.000,00

Terbilang: Sepuluh Juta Rupiah

URAIAN:
persiapan pembayaran pajak

GUNAKAN KODE BILLING DI BAWAH INI
UNTUK MELAKUKAN PEMBAYARAN

KODE BILLING . 040461179588930
MASA AKTIF +19/01/2025 15:07:03

The following is an example of a billing code generated by the system.
Make payment immediately before the billing code's active period expires.

C&ETAX Coretax DJP Quick Guide 16
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Billing Code for Tax Invoice

Taxpayers can create billing codes for invoices with the following steps:

‘wakil/Kuasa Says
Wjib Pajak yeng Diwabis
nformasi Deeall

Tebtisar Prafd Wl Pajek

oTaxpayers log in to Coretax DJP, go to the Payment menu,;

9 Select the menu Select the menu “Creating Billing Codes for Tax Invoices”;

e In the Tax Billing Code display, select the bill to be paid.

oThe taxpayer fills in the nominal amount of the tax bill to be paid (maximum amount of the
remaining amount of the bill);

he total payment value will be displayed at the bottom, taxpayers select “Pay by
Tax Deposit Transfer” or “Create Tax Deposit”
Billing Code”;

C&RETAX Coretax DJP Quick Guide 17
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Billing Code for Tax Invoice

ef the Taxpayer chooses “Pay with Tax Deposit Transfer” then make sure the
deposit balance is sufficient. Proof of Transfer will be sent
automatically to the Taxpayer in the “My Documents” folder.

ef the Taxpayer selects “Create Billing Code”, then the Taxpayer will receive a
billing code download to be paid. The billing code can also be checked in the
“List of Unpaid Billing Codes” menu.

C&RETAX Coretax DJP Quick Guide 18
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Active Billing Code List

Taxpayers can see a list of billing codes that have active status (have been created
and have not expired), but have not yet been paid.
The steps are as follows:

o Taxpayers log in to Coretax DJP, go to the Payment menu;

9 Select the “List of Unpaid Billing Codes” menu;

9 In the Active Billing Code List view, Taxpayers can view (download) or send
billing codes to the email registered in the Taxpayer Profile.

ayment for active billing codes can be made via

all legitimate payment channels such as internet/ mobile banking, ATMs, bank
tellers, and digital payment service providers.

C®RETAX
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Transfer

If there is a remaining payment or deposit balance that has not been used
for tax payments/deposits, taxpayers can submit a transfer request
independently via the menu

“Payment”, with the following stages:

o'axpayers log in to Coretax DJP then select the payment menu;

oelect the Transfer Request submenu ;

eelect the Create New Transfer Request button;

Permohonan Pomindahbukuan Belum Disjukan

. BO0 J U P ————

Buat Baru Detail Permohonan Pemindahbukuan

[
e

ey -

-

fii

by pressing the magnifying glass button [4].

arcd Lo
- Ao sa chan d it da b b

Mreanst P b Wermss Tramnsi M Gy P dwia e

‘ Select the payment data to be transferred '

CRETAX Coretax DJP Quick Guide 20
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Transfer

Piih Dk Peminayaran Sumiber Pemind shbnuan

Jons Pajek  Kodke s Seteeen  Ralwreesl Peciocke Pajeh  Momce Tansabsl

a2 0. 0125670012

Alosan pemreishbukusn

Pemincanbubnn kv ens adanya kzsaiarn defam pengran formudr S5 berk memyngiost Wil Pajsic sendin maupun Wao Pajsk bnmryn ]

=

Fillin the amount to be transferred [5] (maximum amount of payment) and select the reason for the transfer [6] ’

eZiII in the fields and the amount to be transferred;

G e r—

srva Pyt bty peny Sesn beterems

PHh Tijan peranaitouuee

O

Next, click Send Application

°Iext Send Application.

CRETAX Coretax DJP Quick Guide 21



Machine Translated by Google

[\

Certificate of withholding t

. ; ™ __ 4
Periodic Income Tax Return,

~ |

Tax Invoice and VAT
Periodic Tax Return
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tax slip

3
The withholding tax certificate in Coretax or eBupot consists of several sub-menus.
Information regarding the submenu includes:

0 BPPU:‘bnification Tax Deduction Evidence;

9 BPNR: Non-Resident Tax Deduction Certificate;

eSeIf Deposit;

@Dismemberment;
eProof of Final and Non-Final Deductions Other Than Permanent Employees (BP21);

QProof of Article 26 Income Tax Withholding for Foreign Taxpayers (BP26);

ﬂEvidence of Tax Deduction for December/Last Tax Period Al
(BPAL);

@Evidence of Tax Deduction for December/Last Tax Period A2
(BPA2);

@Proof of Monthly Deductions for Permanent Employees with TER;

m Upload documents that are equivalent to proof of deduction/
Collection.

Information on how to fill in ebupot in Coretax, taxpayers can
access information on the page https://pajak.go.id/coretax

or access the @DitjenPajakRI

C&RETAX CoretaC@#EHPa®UdR GAide 23
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PPh Periodic Tax Return

Preparation of Periodic PPh Tax Returns, especially PPh 21/26 can be done by
the following way:

o Taxpayers log in to Coretax DJP, enter the Notification Letter menu,

Notification Letter submenu . For reporting by Corporate Taxpayers, the OP
Taxpayer as the representative of the Company logs in to Coretax DJP then changes
the role (role impersonate) to the represented Corporate Taxpayer;

feis Pk 1 e Swret Prrsbsereaeaen Pt Maana Pagk 7L wor 1| Parna O Pk 1] e
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PPh Periodic Tax Return

e Select Tax Period and Year;

e Click Continue;

o Select SPT Model, Normal or Correction;

o Create a Tax Return Draft;

The draft of SPT Masa PPh 21/26 has been generated. Taxpayers
can fill in the SPT Masa PPh by editing the draft.

@ After filling in the SPT, continue by clicking "Pay and Report". If the SPT
results in an Underpayment value, then payment can be made by:

- Deposit (if the deposit balance is sufficient); or
- Billing code.

CRETAX Coretax DJP Quick Guide 25
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Output Tax Invoice

Output tax invoice is the creation of an output invoice by PKP for the delivery of
BKP/JKP to the transaction counterpart. How to create an output tax invoice as

follows:

o Taxpayers log in to Coretax DJP, go to the e-Invoice menu,;

e Click the Output Tax submenu ;

Bl st 1121521 0

enuae = Porhagran  Layanan Wagh Pupk + Managmen Aeses

Dasbor Faktur Pajak Dasbor Persbayaran dan Pelaporan SPT Mass PPN
Dashbaard
States.
o-faktur I
]
3
2 | |
|
Dokumen Lan

n“" 112661527 ig4D 9&@ v Logintenkir. 1 lowan 205 1641 @

T imicnge Namer || Tas irvoice Dwee. [}

Select “Transaction Code ” and complete the information required for a
particular Transaction Code;

e Select the Output Tax Invoice Date;

I y Poreal * i y 3 ees * | Actess Maragemast + | P | ol + | Estersal Aopications +

Edit Qutput Invoice

¥ Tensaction Document

Spedial Docarment
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Output Tax Invoice

e Select the NPWP of the transaction partner;

a Click the “Add Transaction ” button. Fill in all information including goods and
services, name of goods and services, code, price unit to total price after
adding VAT;

C&ETAX Cooeseex DD PQrACK Guide 27
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Output Tax Invoice

Select a signing provider and fill in the digital signature in the form of
an ID and password for final validation of invoice creation.

o Click the “Save” button;

@ Perform “Signature Confirmation”;

C&ETAX CGooeseex DD RPQrACK Guide 28
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Input Tax Invoice

Input tax invoice is a credit of input tax by PKP.
How to credit input tax in Coretax as follows:

o Taxpayers log in to Coretax DJP, go to the e-Invoice menu;

e Click the Input Tax submenu ;

n Versi 1.12-build-1927 id-ID @&

Portal Sn‘,un:ﬁupol * Surat Pemberitahuan (SPT) = Bantuan * Pembayatan *  Layanan Wajib Pajak = Manajemen Aleses
_ DISbDr !'Fakmr

Dashor e-Falctur
Dasbor Faktur Pajak

Dashboard

e-Faktur

Select one of the input taxes to be credited, and click
“Edit” to credit one by one;

nput Tax
__ There is a list of input taxes from transaction partners.
00 . prepopulated by system

hader 61 14 e s swens taambas || o s s 4 porwd

(o ¥]

aesesaEm

If you want to credit more than one input tax at once, then check/tick
the column to the left of the input tax that will be credited;

Input Tax
_—_ [ Select the input tax invoice to be credited
«000

- e Bt

5 ¥]
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Input Tax Invoice

e Click the “Credit Invoice” button to credit input tax;

Input Tax
P —— III wrson s | ek sy | [Then select “Credit Invoices”
c OO0

Tas Iovicsn uymber ||

@ Input tax invoices that have been credited will show a credited icon. In addition, if scrolled to
the right, the status "Credited" will be visible.

s - | Access Mansgerruest - | raa | et -

Input Tax
___ Input Tax Invoices that have been credited will show a credited icon.
© 00

et 11N [} Saber beme || las inwoen Nambar 1) o benmicn Onts || Perc |1

EXd
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VAT Periodic Tax Return

Making a VAT Periodic Tax Return in Coretax can be done in the following way:

o Taxpayers log in to Coretax DJP, enter the Notification Letter menu, click the
Notification Letter submenu . For reporting by Corporate Taxpayers, the OP Taxpayer

as the representative of the Company logs in to Coretax DJP then changes the role (role
impersonate) to the represented Corporate Taxpayer;

u'-m« 112buld-1960 D v |9°@

a1 e B Lo W Fogat © Marwjerven Akoes © S Seving Ditanys  Portuacon I Perpugoion - Aghkid Fstesral +

Dasbor Pembayaran dan Prlaporan PPN

e Select the type of SPT to be reported. In this example, the VAT Periodic SPT for VAT Collectors
and Other Parties that are not Taxable Entrepreneurs;

Surat Pemberitabuan (S9T)

o P T T — oo Pl 2128 pr—
N . ol brsn bt
: ' ==
In general, the steps

Making SPT includes:
step

« Select Tax Type

« Select reporting period

« Select Tax Retum Type.

CRETAX Coretax DJP Quick Guide
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VAT Periodic Tax Return

o Select Tax Period and Year;

° Click Continue;

Fill in each dropdown of Tax Type, Tax Return Type, #@Fiod
Taxes and Normal/Corrected Status

o Select SPT Model, Normal or Correction;

Then click “Save”

0 Click the Create Draft SPT button;

o The draft of the VAT Periodic Tax Return has been generated.
Taxpayers can fill out the VAT Periodic Tax Return by editing the dratft.
After filling in the SPT, continue by clicking "Pay and Report". If the SPT
results in an Underpayment value, then payment can be made by:

- Deposit (if the deposit balance is sufficient); or
- Billing code.

CRETAX Coretax DJP Quick Guide 32
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Tax Services

The scope of tax services is as follows:

Administrative Services

Administrative services are services for receiving notifications, processing

applications from taxpayers or non-taxpayers for the purpose of issuing legal products,
or receiving reports on administrative service products.

Interactive Services (Tax Information Requests, Complaints, Suggestions, and
Appreciation)

Interactive Services are two-way communication between taxpayers/non-
taxpayers and the Directorate General of Taxes, including the results of taxpayer
requests or questions that have no impact on the taxpayer's account status and
have no monetary value.

Educational Services

Educational services aim to increase voluntary tax knowledge, awareness and
compliance by providing information and providing assistance in implementing tax
rights and obligations to the Taxpayer community.
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Taxpayers can apply for tax administration services at Coretax DJP in the manner
described below.

Taxpayers log in to Coretax DJP, go to the Taxpayer Services menu, then
select Administration Services, which consists of:
a. Create an Administrative Service Request, menu to start

submission of a new administrative service application.

b. Unsubmitted Application, displays applications that have been made but have not been submitted
or sent for processing. If the service is not continued, then the application must be

cancelled.

c. Applications in Process, displays applications that have been submitted and
are being processed by the relevant party.

d. Application has been completed, displays applications that have been
processed and completed.

e. My Facilities List, displays a list of facilities that have been
owned and services that have been processed.

Select the Create Administrative Service Request submenu ;

Select the type of Taxpayer Service, for example the SKB PPh service;
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