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KFIN GST Invoice 
Download and Upload Flow
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Invoice Upload Methods in DSS Portal
There are three methods available for uploading invoices in the DSS Portal:

1. OTP Based Upload -
     Select the fund - upload the signature - validate with OTP and the uploaded signature will be embedded 
     in the bottom-right corner of the selected PDF.

2. On-Screen Upload - For your convenience, two options are available under this method:
• KFin Generated Invoice

              Invoice Number and Invoice Date are auto-populated.
      These fields are non-editable.
• MFD Generated Invoice
      Enter the Invoice Number and Invoice Date manually.

3. Excel-Based Upload
     Upload the complete Excel file along with the corresponding ZIP file (signed invoices)

Step 1
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Please visit https://dss.kfintech.com/dssweb/

Login with your credentials

Step 2

https://dss.kfintech.com/dssweb/
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Step 3
Method 1: OTP Based Upload - Select OTP Based Upload 

and month to view the files
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Invoices that are pending for upload will be auto fetched and you can upload the signature for all the 
funds or single fund by selecting the fund name

Step 4
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Signature must be uploaded in PNG or JPEG format and once signature is uploaded- A declaration 
screen will pop up – accept the declaration and click on Proceed

 

Step 5
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Select for either Mobile or Email OTP verification, also you can view the uploaded document by clicking 
on the “EYE” icon

Step 6
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Once the OTP is verified, you must click on the Submit button for successful submission.

Step 7
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Download GST Invoice
>On the left pane, click on GST invoice Management

> On the right pane, click on GST Invoice/Credit Note Download

Step 8



© 2026 KFIN TECHNOLOGIES LTD. ALL RIGHTS RESERVED.

Select the option Invoice >> Select Funds >> Select Month.

Invoices needed to be downloaded in PDF format

Step 9
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Click on GST Invoice Management- GST Invoice Upload 

Step 10
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Method 2: On Screen Upload - Upload KFintech generated invoices on screen 

Step 11
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Upload KFintech generated signed invoices in PDF or JPG format

Step 12



© 2026 KFIN TECHNOLOGIES LTD. ALL RIGHTS RESERVED.

Filter by status to know the status to view/act

Step 13
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Upload duly signed MFD generated invoices on screen- with Invoice number and date

Step 14
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Method 3: Excel Based Upload - Select the required month

Step 15
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Review the invoice details shown in the grid for the selected month.

Step 16
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Review the invoice details shown in the grid for the selected month.

Step 17
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Click Generate Excel Template to download the prefilled template

Step 18
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Update the template with invoice number, invoice date and file name as required.

Step 19
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Step 20

Then upload the completed Excel file separately and the Zip file that contains the signed invoices separately 

Note : Print and Sign each invoice. Scan invoice for upload. Invoices can also be digitally signed for upload 
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Step 21

Click on upload files to complete the process

Note : Number of Invoice records (rows) in Excel file must be equal to the Number of invoices uploaded.  
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View Submitted GST Invoice
>On the left pane, click on GST invoice Management

> On the right pane, click on view submitted GST

Step 22
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Select the month and click on View button – all the files which are uploaded can be seen at the bottom, 
you can view the document by selecting the file name

Step 23
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Thank You
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