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Annexure A:  
Accessing Insight Portal 

Step 1 Using link https://insight.gov.in, navigate to Insight Portal. 

Step 2 Login into the portal using the ID and password registered with ITBA. 

Step 3 If the user is mapped to multiple positions, then screen will be displayed for selection of 
particular charge. Select the relevant position description with which to log in. 

Step 4 User will navigate to Home Page on successful Login.  

Accessing Taxpayer Profile Views of Jurisdictional PAN  

User needs to select “Profile” option available on Left side at Home Page and select Taxpayer Profile 
Views. User will be navigated to Search PAN Page.  

User will enter PAN and Search Result will be displayed. 

 

Figure 1 Search detail of PAN 

Options available to Raise Access Request for PAN  

Where PAN Searched by user is Jurisdictional PAN of the user, User will get Access Request Form 

with 2 options: - 

• Access for Specified Reason  

• Access for Other Reason  

By default, the option “Access for specified reason” will be pre-selected. However, user will be able 

to update the option as “Access for other reason”. 

 

Figure 2 Options available for Access Request Form  

http://www.insight.gov.in/
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Accessing PAN for Specified Reason  

1. The Access Request Form will be prepopulated for below mentioned fields.   
o Access form will be prepopulated with PAN Name and PAN   for which Access is 

requested.  
o Current Access Level - applicable for that PAN  
o Required Access Level- this field will be pre-populated at level 2   
o Access Period field will be auto populated for 30 days.  
o Case ID field will be disabled. 
o Remarks will be enabled though not mandatory. 
o Approving authority will be left blank since Request is not getting submitted for 

approval. 

 

Figure 3 Access Request form for specified Reason 
 

2. Reason for Access will have values as per detail below. User will be able to select one reason.  
o Recovery of Demand 
o Proceedings pending as per Income Tax Act 1961 

3. Remarks will be enabled though not mandatory. 

4. On click of submit button, success message will appear and on confirmation of success 

message user will be navigated to Master Profile Tab of profile views of PAN.  

 

Figure 4 Navigation to Profile Views on successful Submission of Request 
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5. The request log will be created and visible to user and all supervisors in hierarchy under 
“Workspace>>Access Request>> Jurisdictional PAN Access Request” tab.  

6. Access Request submitted by JAO will be visible in read only mode on click of hyperlink 
available under “Activity” column.  

 

Figure 4 Request visible in Workspace 

 

7. In case user is trying to access same PAN Second time, selection of reason will not be 
prompted.  

8. The above access will be allowed for period of 30 days by default. And after expiry of 30 days 
the access will be revoked.  

9. User will be able to submit request for Accessing Level 3 or Level 4 of Information as per 
existing Access Request flow (With Approval Flow).  

10. Following Tabs under TAS (Taxpayer Annual Summary) will not be visible to the user.   
o TAS>>Information>>Uploads>> “Reference Report” Tab 
o TAS>>ITBA Proceedings Tab 

Accessing PAN for Other Reason  

1. User will be able to select option “Access for Other Reason” and the form as displayed below 

will open.  

 

Figure 5 Access Request for Other Reason 



4 
 

2. User will be required to fill all mandatory fields i.e. Required Level of Access, Access Period, 

Case ID or Reason for Access and Remarks. Out of Case ID and Reason for Access, one of the 

fields is mandatory. 

3. On clicking the “Submit for Approval” button the form will be submitted for Approval to 

Supervisor in hierarchy.  

4. Access Request will be visible in Workspace for Action by Supervisor and Approving 

Authority.  

 
Figure 6 Access Request tile available in Workspace 

 

5. Access Request will be visible to Initiator in Workspace under “Action Taken “ Tab along with 

current status i.e. Submitted for Approval or Approved.   

 

Figure 7 Access Request status available in Action Taken Tab for Initiator 

 

6. Access Request will be visible to Supervisor and Approving Authority in Workspace under 

Access Request >>Pending for Action Tab for necessary action on the Request. On clicking 

the hyperlink available under “Requested Access Level” column, details of request submitted 

can be viewed along with action buttons for Approval or Rejection of Request.  
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Figure 8 Access Request available for Action for Supervisor and Approving Authority 

-End of the Document- 

 

 

 

 

 

 

 

 

 

 

 
 

 


