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STEP-BY-STEP GUIDE TO E-FILING OF GOVERNMENT SUBSIDY ON GOODS – MONTHLY 

SALES AND PURCHASES 
 

1. Introduction 

To benefit from the payment of the subsidy, eligible traders are required to first register with the 

MRA using the GSOG registration application on the MRA website. 

 

• Only registered/licensed importer, manufacturer, wholesaler or distributor of subsidized goods 

should file the monthly Sales and Purchases application. The applicant will have to submit the 

application for payment of the subsidy not later than 7 working days after the end of that month for 

all sales effected during the preceding month. 

 

• For category licensed retailers only, payment of the subsidy will be based on the inventory stock 

details already provided at the time of registration. No monthly Sales and Purchases application is 

required. 
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2. Login 

 

To access the system, applicants need to insert the followings:  

a. National Identity Card Number (NIC)  

b. Control Number of NIC  

c. Mobile Number  

d. Tax Account Number (TAN)  

e. Business Registration Number (BRN)  

Applicants shall answer the simple mathematics question, to be able to click on the Login button.
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2.1. One-Time Password (OTP) 
 

 

The applicant will be directed to a new screen where the latter will need to input a one-time 

password (OTP) which shall be sent to the mobile number as registered on the previous screen. 

 

3. Choosing Month Period 

 

TAN, BRN and Name are prefilled based on your login details. This information cannot be altered. 

Step 1:  Use the ‘Period dropdown’ to select the Month for which the return is being filed. 

Step 2:  In the “For information” section, the guidelines and the different templates are available for 

download. 

Step 3:  Click on “Start Filing” button to proceed to next page. 

A. CSV FILING TYPE 
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1. Applicant Information 

 

TAN, BRN, Name of Company, Category and Retail Type are prefilled based on your registration 

details. This information cannot be altered. 

Step 1: Enter the updated Applicant information such as email and mobile number in the respective 

fields in case of any changes. 
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Step 2: Refer to steps 3 to 6 for File upload of Purchases and File upload of Sales 

 

Choose file to be uploaded By clicking on the “Choose File” button. You cannot proceed any further 

unless file is chosen. 

 

 

Step 3: The chosen file name appears as shown below. Click on “Upload” button. 
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Step 4:  

(i) Invalid file 

 

If the file contains any error, the file is not uploaded and an error message is displayed. 

For more details about the erroneous data, click on “Click for details” button. 

The “Summary of uploaded and/or submitted file(s)” section is not updated. The file can 

be deleted by clicking on the delete bin icon [ ]. Please correct the file and click on 

“Add new file” button to upload the file again. 

 

 

(ii) Valid file 
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If a valid file is uploaded, a success message is displayed. Click on the “Click for details” 

button for more details about the successfully uploaded file.  

The Summary of uploaded and/or submitted file(s) section is updated accordingly. The 

file can be deleted by clicking on the delete bin icon [ ]. 

 

Step 5:  

In case there is more than one file to upload, click on “Add new file” button and repeat Step 2 to 

Step 4. 

 

 

Step 6: To delete a file, click on the delete bin icon [ ]. A confirmation message is displayed. Click 

on “OK” to delete file, else cancel the action. 

Step 7: Once all files have been uploaded, proceed to the next page by clicking on the “Next” 

button. 

 

5. Uploaded Files Preview for Purchases and Files Preview for Sales 
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Step 1: The page for preview of uploaded files is displayed. Please note that all names of uploaded 
files (not yet submitted) are displayed in yellow. 

 

 

Step 2: To display a specific number of records per page, choose value (10 / 50 / 100/ 1000) from 

“Show records” dropdown list. 

 

 

Step 3: To navigate between pages, use the pagination displayed below the table. 
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Step 4: Proceed to the next page by clicking on the “Next” button. 
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6. Summary 

Step 1: The summary of uploaded files is displayed.  

 

 

Step 2: In the “DECLARANT INFORMATION” section, enter the “Capacity in which acting”.  

Step 3: In the “DECLARANT ADDRESS” section, enter the Street, Postal Region and Village / Town. 

Step 4: In the “DECLARATION” section, click on the checkbox to confirm that all information 

provided is complete, true and correct. Then click on “Submit” button.  
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Step 5: The following screen is displayed upon successful submission of the return. An email is also 

sent to the declarant’s email address. 

 

 

DETAILS ON FILE UPLOAD 
 

A. CSV File 

To generate your CSV file, please download the excel template for both Purchases and Sales 

available on the website. 

 

Use the template to add your information and continue adding in the next empty row.  

 

 

Then click on File > Save As > select CSV (Comma delimited). Next, click on Save. 
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Find below an example of a generated CSV file to be uploaded on the website. 
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The CSV file must contain columns separated by the comma [,] character. A CSV file example with 

sample data can be downloaded from the website 

 

IMPORTANT NOTES 
 

1) Data should exclude all special characters, including comma (Except Invoice Number). 

2) Invoice Number will allow all special characters except for:  , " 

3) The invoice date format should be YYYYMMDD 

4) File size for each upload should not exceed 2Mb. 

5) Clicking on the “Upload” button(s) will save the file(s) on MRA’s server. The final submission 

of the statement is completed only when the “Submit” button is clicked. 

6) The combination of Item code, Invoice Number, Invoice Date and BRN of seller must be unique. 

7) The combination of Item code, Bill of Entry Number and BRN of seller must be unique. 

 

 


