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Steps to generate and save Report in ACES 
 

(1) Officer may use Report module, REP, to generate the report. 
 
(A) Go to REP module 
(B)  Click on Reporting Index.  

 

 
 

(C)  Select the type of report as ‘Service Tax Assessee Wise Detail Report’. 
(D) Select the Zone, Commissionerate, Division, Range for which report is to be 

generated. 
(E)  Select the format of the report as xls or pdf or html. Use xls for better use of 

the report. 
(F) Click on submit button.  
(G)  Report will be generated. 
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(2) Steps to save report in home directory of the officer is as below 

 

Step 1: First go to File (on top left menu bar) Save Page As 
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Step 2: Choose the location where you want to save that web page by clicking on  
“Browse for otherfolders”.  
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Step 3:Choose Save in folder name e.g. Desktop, Downloads etc.and click on Save button. 
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Step 4: Then page will be saved on the selected location. 
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Step 5: To open your saved page, click on Home Drive in the Citrix log in page. 
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Step 6:Go to the specified path where you saved the page (e.g. Desktop) 
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Step 7: Double click on the saved file then saved page will be open. 
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(3) Steps to attach any saved file with your email ID: 
 

The following screen shots show, how to use Gmail/other E-mail id to mail the 
report. However officer can use their Icegate email id to send these reports.  
 

Step 1: Click on Firefox in the Citrix Login page. Type URL of Gmail/other webmail address. Log-in with 
your ID & password. Click on Compose mail. Use either your own or Official E-mail to send. 
 

 

Step 2: Click on Attach a file. 
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Step 3:Select your saved file and click on OK  button.                                                                                                                      

 

 

Step 4: File will be attached with your email. Send the file using send button. 
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Step5: Open your e‐mail account from any Desktop PC. Click on Download button and Save the file in 
the local directory to sort data for analysis and further use.  

 


