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Chart with User Profile Features in M2

Generate TaxRetu
Upload TaxReturn

Consult Declaratic
Consult of Payment
Generate E-Slip

Alternative Address Enqui
TaxPayer without Obligations
Consult Access Log
Maintain Generic Tables
Maintain Countries

Maintain Taxes

Maintain Type Errors

Empty Application Cache
Maintain Periodicities
Maintain Fields of the Forms
Maintain Sections Forms
Maintain Types of Forms
Maintain Forms Versions
Maintain Forms

Maintain Relationship Taxes Form

Applications
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TaxPayer
Agent

TaxPayer
Agent
Officer

Officer

File name: User-Guide -Filing-0.3.0.5-Taxpayer



6 -\ KENYA REVENUE

/)o¥ AUTHORITY
ITMS Phase

Kenya Revenue Authority

TaxPayer Information Enqui
Process File Enquiry

Download Generated Files
Resend one e-slip (contingency)
Upload Contingency Payments file
Obtain one payment (contingency)
Load Payment File

Obtain no send e-slip File
Generate e-slip.

Execute Expiration Process
Execute Purge Process

Execute Reconciliation File

Received Payments EnqL
Bank Operation Report

User Profiles (system actors)

J

l

Officer CCRS

Officer B anks

Taxpayer- The profile of any single taxpayer, either individuabonpany.

Agent - A system profile entitled to complete tax returns on Ibelha taxpayer who
has authorized the agent to do so before KRA.

Officer - A system profile entitled to see information ontakpayers registered with
the system, as well as to complete operations relatedtersysaintenance.
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Steps for Tax Return Submission via ITMS

If you wish to submit a tax return associated with a tax obligairotax and a period,
please select th&ax Return” bullet from the Main Menu:

KENYA REVENUE
\¥ AUTHORITY

KRA Online ; g
Tulipe Ushuru Tujitegemee %
—
Main Menu
(7) Help
GAEEALETRESISIRATON TAXRETURN INTERNALSERVICES
Electronic Signature Registration Application Inquire Registration
B » Change Password » Individuals and Companies » General Taxpaver Information
» Registration Certificate » Tax Obligation Report
» Update Tax Obligations
» Search Taxpayer
ﬁMam Meny e\ogout

Current Liser: gPHILIP PIN: ADO01599220
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The application will display the following options:

Fill in Tax Return : This option can complete the online tax return in ITMS by filling

an electronic fofm on the screen.
Upload Tax Return: This option can submit a tax return by loading a file produced by

thf Taxpayer Spftware.

 Main Menu ut
(3 KENYA REVENUE :
Jj\¥ AUTHORITY

Tulipe Ushuru Tujitegemee

I

keline
3

Main Menu

) telp

TAXPAYER REGISTRATION INTERNAL SERVICES

Enguiry External-Information

ill in Tax Return » Inquire Declarations » Generate E-Slip
pload Tax Return » Inquire of Pavments

Brisin meny | Blogout

Current User B2 MAINA HANCY WAILIRY P1i: A0050002552

Obligations available for now, in the system for optioR#l in Tax Return” and “Upload

Tax Return” are:

VAT TAX MONTHLY (VAT3) and Detail Reports VAT3A and VAT3B
VAT32, no Detail Reports.

T Main Menu
f‘ KENYA REVENUE
j)\. AUTHORITY
y -

Fill Tax Return

Tax Return Selection

Fin Taxpayer i =

- Select one option -

&) Help

Select Tax Return

Period

@Main Menu | o\ogout

Current User. ﬂ [AINA HANCY WANJIRU FIN: ADDS000255Z
@ Kenya Revenue Authority, All rights reserved
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How can | generate an online tax return to ITMS?

If you wish to generate an online tax return to ITMS, please¢h@ electronic form on
screen and pres§ill in Tax Return.”

This option is equipped with the following filters for tax return entries:

If you have a Taxpayer profile, you need to:
Tax Return: Select Tax Form for the obligation to be reported from the disgla
list.

Period: S&lect Reporting period from the displayed calgndar.

Pin is not requgsted, for it is pre-filled based on the areatlyenticated user PIN that
is in the gystem.

KRAG

@iogout

T main Menu

(‘ KENYA REVENUE
7)Y AUTHORITY

Tulipe Ushuru Tujitegemee

Fill Tax Return

Tax Return Selection

(2) Help

Pin Taxpayer

VAT TAX WITHOLDING v/
103/2009 =-

Fill Tax Return Clear

Select Tax Return

Period

Buain menu | Blogout

Current Ussr. MAINA NANCY WANJIRU PIN: AD05000255Z

ity, All rights reserved

If you have an Agent profile, you need to:

Pin Taxpayer: Enter Taxpayer Pin.

Select Tax Return Select Tax Form for the obligation to be reported from the
displayed list.

Period: Select Reporting period from the displayed calendar.

If you try to select a period already reported to KRA for thected obligation, a
message will prompt you about the existence of a tax returthddrselected period.
The application in this case will provide the following options:

Select another period, or
Amend the tax return already submitted for the selected periogrdssing on
“Amend Tax Return.”
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A tax return amendment will load the original tax return starethe system, and
display it on screen for the user to introduce adjustments &bt The process for
a tax return amendment is the same as for the original tax ibmission.

The system will generate a new tax return based on the exsstingturn. The previous
tax return will be saved in the system.

Press Fill in Tax Return” to continue with the original tax return generation process
or press Amend Tax Return” to amend your tax return.

Press Clear” to delete all the information entries.

Filing my tax return associated with VAT TAX and related Detail
Reports VAT3A and VAT3B

Pressing Fill in Tax Return” will display on the screen a form for each type of
selected obligation and period, which should filled on screen.

Please review the required fields section by section, anat fidast all the mandatory
fields.
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Section A

Section B

For VAT3, some of the fields are mandatory (*) and othedsiedre inaccessible to
users because they are retrieved by the system (gray) fiedals other systems or

databases.

The form consists of two sections:

Section A: Taxpayer Information
Form fields in this section are pre-filled with the inforroatientered to KRA
systems by the taxpayer. Such fields are not editable.

Section B: Tax Return’s Details
This section contains the information related to the reporteukit
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Continue to review each section and fill the forms as negesshere at least the
following mandatory items should be:

Taxable Sales (General Rate), Column (A)VALUE (EXCL.VATSHS

Taxable Sales (Other Rates), Column (A)VALUE (EXCL.VAT)HS

Taxable Purchases (Other Rates), Column (A)VALUE (EXCL.YKSHS

Zero Rated Purchases, Column (A)VALUE (EXCL.VAT) KSHS

Zero Rated Purchases, Column (B)RATE

Zero Rated Purchases, Column ©VAT CHARGED KSHS

Less Non-Deductible Input Tax, Column ©VAT CHARGED KSHS

Less VAT Withheld (Attach a Schedule ), Column ©VAT CHARGEBHS
Less Credit Balance from the Previous Month, Column ©VAT CHERGKSHS

Add Refund Claim Pay and Disallowed, Column ©VAT CHARGED KSHS

If you wish to include detail reports associated with VAT3, réBRP” in the
following fields:

Zero Rated Sales, Column (A) VALUE (EXCL.VAT) KSHS: Bsang DRP in
this field will display on screen the form Detail Report “VAB” (See Form
VAT3B.)
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Taxable Sales (General Rate), Column (A) VALUE (EXCL.VAKBHS:
Pressing DRP in this field will display on screen the formabD&eport “VAT
3A” (See Form VAT3A.)
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Once the mandatory fields are filled, press “Calculate” to cetaplour tax return.

Pressing “Calculate” will cause the application to caleulattomatically the field
values needed to complete your tax return and display form VAT8Bthat tax return
ready for submission.

If you wish to change any of the fields calculated by the egipdin, click the check
box to the right of the fields to activate the field editmgde, and enter your value of
interest.

If the value in this field affects other fields, you must etite values of those affected
fields or press “Calculate” again for the application to updhée tax return fields
automatically.

Submit the form once the required and mandatory information is dridgr@ressing
the “Send” button. If any mandatory fields remain to be fillbé, system will prompt
you and you will not be able to submit your tax return until all thedatory fields are
filled. You will be able to submit your tax return once at ledisthe mandatory fields
are filled.

The tax return may be either Approved or Rejected. If theetaxrr is Approved by the
system, it display the tax return submission outcome on scretnawbDisplay Tax
Return” option to view and print the submitted tax return by pressingrihir icon in
the upper right corner of the screen.

Should error occur, a message depending on each error type walhibe screen.
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To include the form detail report VAT3A, press “DRP” in theldi Taxable Purchases
(General Rate), Column (A)VALUE (EXCL.VAT) KSHS.

Pressing DRP in this field will display on screen the f@retail Report “VAT 3A".)

Please review the required fields section by section, anat filast all the mandatory
fields.
- The Detail Report VAT3A has a mandatory field for (G) TAXABVALUE.
Some of the fields are pre-filled, and will not be inaccesdiblusers because they
are retrieved by the system (gray fields) from othetesys or databases.
The form consists of the following sections:
Taxpayer Information: Fields in this section are pre-fillechwviite information
entered to KRA systems by the taxpayer. Such fields are nabledita
Detail

If you wish to enter more records in the Detail section, piédd Row” in the lower
right corner in the end of the section.

Press “Calculate” once the mandatory fields are filled, ance the tax return is
completed with the information of interest.

Pressing “Calculate” will cause the application to catlautomatically the fields
needed to complete your tax return and display form VAT3A wi¢ghDletail Report
ready for submission.
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If you wish to print the Detail Report VAT3A that is being contgde press the printer
icon in the upper right corner of the screen.

Next submit the form by pressing “Go To Declaration.”

Pressing the “Go To Declaration” button will trigger the followiagtions in the
application:
Resume VAT3 form.
It assigns the value in field TOTAL WITHHOLDING VAT PAYBLE in VAT3A
to field Taxable Purchases (General Rate), column (A) VALEKXCL.VAT)
KSHS in VATS.

If the value entered in any of the fields of form VAT3A is not pbant with the data

type format defined for it, the system will prompt you and yall not be able to
submit your tax return until said value is entered using gig format.

To include the form detail report VAT3B, press “DRP” in tield Zero Rated Sales,
Column (A) VALUE (EXCL.VAT) KSHS.

Pressing DRP in this field will display on screen the f@retail Report “VAT 3B”)
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Please review the necessary fields section by section, anglete the information
required.
- Detall Report VAT3A has no mandatory fields.
Some of the fields are pre-filled, and will not be accessibiesers because they are
retrieved by the system (gray fields) from other systentmtabases.
The form consists of the following sections:
Section A: Zero Rated Suppliers
Section B: Direct Export of Goods and Services
Section C: Zero Rated Supplies
Section D: Zero Rated Sales
Section E: Zero Rated Sales
Section F: Zero Rated Supplies Fifth Schedule
Section G: Zero Rated Goods
Total

If you wish to enter more records in any of the sections, pfesd Row” in the lower
right corner in the end of each section.

Press “Calculate” once the fields are filled with th@infation of interest.

Pressing “Calculate” will cause the application to calcudatematically the values in
the fields needed to complete your tax return and display form VANigBthe Detail
Report ready for submission.

If you wish to print the Detail Report VAT3B that is being congyde press the printer
icon in the upper right corner of the screen.

Submit the form once the required information is entered by predsendGo To
Declaration” button.

Pressing the “Go To Declaration” button will trigger the followiagtions in the
application:
Resume VAT3 form.
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It assigns the value in field GRAND TOTAL ZERO RATED SA% AS PER
VAT3 in VAT3B to field Zero Rated Sales, column (A) VALUE XEL.VAT)

KSHS in VAT3.

If the value entered in any of the fields of form VAT3B is notnpliant with the data
type format defined for it, the system will prompt you and yell not be able to
submit your tax return until said value is entered using gig format.

How can | complete my tax return associated withta  x VAT 32 (Vat
Tax Witholding)?

Please review the necessary fields section by section and etentpé information
required that you wish to send.

Form VAT32 has no associated Detail Reports.
Some of the fields are pre-filled, and will not be accessibiesers because they are

retrieved by the system (gray fields) from other systentmtabases.

The form consists of the following sections:
Taxpayer Information: Some fields in this section are presfillvith the

information entered to KRA systems by the taxpayer. Such fietdsnot

editable.
Details

Once the values in these fields are filled, press “Cakutatcomplete your tax return.

File name: User-Guide -Filing-0.3.0.5-Taxpayer 18



ITMS Phase |
Kenya Revenue Authority

Pressing “Calculate” will cause the application to calcudatematically the values in
fields needed to complete your tax return and display form VAT82 the tax return
ready for submission.

Submit the form once the required information is entered bgipgeghe “Send” button.

The tax return may be either Approved or Rejected. If the tax return is Approviee by t
system, it display the tax return submission outcome on scregmawbDisplay Tax
Return” link to view and print the submitted tax return by clicking orptinger icon in

the upper right corner of the screen.

Should error occur, a message depending on each error type walhbe screen.

How can | load a file with tax returns generated in the Taxpayer
Software?

If you wish to submit a tax return by loading a file generatedhkyTaxpayer Software,
please follow the steps listed below:

Press “Upload Tax Return” in E-Filling. A screen will bepdisyed requesting you to
provide the name of the file with tax returns to be submitted.

Select the file path. The file name must be selected fnensource location by pressing
“Browse.”
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Press “file upload.”

Then the form will be displayed with the information generatedhan Taxpayer
Software. For instance, VAT3B.

If you wish to print the Detail Report VAT3B that is being congyde press the printer
icon in the upper right corner of the screen.

Next submit the Detail Report VAT3B by pressing “Go To Declarat

Then the VAT3A form will be displayed with the information genetate the
Taxpayer Software.

If you wish to print the Detail Report VAT3A that is being contgde press the printer
icon in the upper right corner of the screen.

Submit the Detail Report VAT3A by pressing “Go To Declaration.

Then the VAT3 form will be displayed with the information getedan the Taxpayer
Software.

If you wish to print VAT3 that is being completed, press the eriidon in the upper
right corner of the screen.

Submit VAT3 by pressing “Send.”

The tax return may be either Approved or Rejected. If the tax return is Approvieel by t
system, it display the tax return submission outcome on scregmawbDisplay Tax
Return” link to view and print the submitted tax return by clicking orptinger icon in

the upper right corner of the screen.

Should error occur, a message depending on each error type walhbe screen.

File name: User-Guide -Filing-0.3.0.5-Taxpayer 20



ITMS Phase |
Kenya Revenue Authority

How can | see a tax return?

If you wish to query a tax return, please go to the Main Menax ‘Return” bullet, and
select the “Inquire Declarations” option. The “Enquire LisfTaik Return” query will be
displayed on screen, thus allowing you to search for tax returns.

This query is available only to users with Taxpayer, OffareAgent profiles.

If you have a Taxpayer profile, you will only be able to query ttxrns of the

authenticated PIN.

If you have an Agent profile, you can query tax returns of taeqgawho authorized the
agent to do so by way of said certificate using section 5 irothe, under “Tax Agent's
Details” when completing their registration with KRA.

Use one or more search filters to start a query.
It is equipped with the following filters for tax return sgees:

PIN, for tax returns of a certain PIN
Document Number, to search for a certain document generated
Form Code, to search for specific tax return, including:
210 VAT 32
201 VAT 3A
202 VAT 3B
200 VAT 3
Tax Period, to search for tax returns within a certain period
Date From and Date To, to search for tax returns filled irsyisé&em on a certain
date range

At least one of these search filters should be used toquars.

Once defined the search filter(s), you can proceed with quéryg tlee “Enquiry” button.
Press “Clear” if you wish to clear the defined filters, atatt a new search.

Tax return(s) found will be listed in “Query Results” with theldaling information on
each:

PIN

Document Number

Tax Code

Acronym Form

Period

Document Date

Input Date

Status of Document, to understand the progress made bgxthistairn

User Name

File name: User-Guide -Filing-0.3.0.5-Taxpayer 21



ITMS Phase |
Kenya Revenue Authority

You will be able to view up to 10 records per page, using the serolvs shown under the
table.

You can export to Excel or PDF by clicking on each respective icdheifower right
corner of the table. The entire listing found will be exported, not just the lissptagled in
the current page.

In this table, you will be able to click the PIN of the taxuretyou wish to see further
details of in the first column, by accessing the screenenteinformation can be viewed.

The information in each tax return that you will be able toceesists of one section of:
Heading, where the Taxpayer General Information is dmesri
Details, where the “body” of the entered tax return can be viewed
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How can | generate an e-Slip?

To generate an e-Slip, please go to the Start Menu, “External Informatiort; haolieselect
the “Generate E-Slip” option.

Enter PIN, Tax Code and Query Period

PIN and Tax Code can be entered initially, but you will be askedt&r the Period when
selecting the Tax Code.

This query is available only to users with Taxpayer, OffarefAgent profiles.

If you have a TaxPayer profile, you will only be able to requese-&lip for the
authenticated PIN.

If you have an Agent profile, you will be able to generate paytnekets for users who
added you during their registration.

The e-Slip may be generated provided there are specific tapeaiod, as well as a current
tax return with outstanding debt for a certain PIN.

Therefore the payment worth associated with your payment tighkedepend on the
information submitted from the Bank about previous payments.

How can | see payments completed for a certain spec  ific PIN?
If you wish to query completed payments, please go to the Main Mé&ay, Return”

bullet, and select the “Enquire of Payments” option. The “Enquire dfiStax Return”
guery will be displayed on screen, allowing you to searchdgments.

Completed payments are for payments with e-Slip generateddsr and paid in the bank.
This query is available only to users with Taxpayer, OffarefAgent profiles.

If you have a Taxpayer profile, you will only be able to query youn gpayment
details.

If you have an Agent profile, you can query payments of taxpayers who added the agent
in section 5 of the form, under “Tax Agent's Details” when compietieir registration
with KRA.

Use one or more search filters to start a query.

It is equipped with the following filters for payment searches
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PIN, to search for payments completed for one specific PIN
Document Number, reported upon submission of tax return
Form Code, including:

210 VAT 32

201 VAT 3A

202 VAT 3B

200 VAT 3
Period
Bank Code
Tax Code
Date Since and Date Until, to search for payments completedcentan
date range

At least one of these search filters should be used toquars.

Once defined the search filters, you can proceed with quang tise “Enquiry” button.
Press “Clear” if you wish to clear the defined filters, atatt a new search.

Payments found will be listed in the “Query Results” tablénhie following information
on each:

PIN

Document Number

Form Code

Form Acronym

Tax Code

Tax Acronym

Period

Document Date

Entry Date to the System

Document Status

User who entered the document

Payment Amount

Bank Code

Bank Name

Branch Name

Branch Street

You can export this table to Excel or PDF by clicking on related icomise lower right
corner of the screen. The entire listing found will be exportetljust the listing displayed
in the current page.
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