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Chart with User Profile Features in M2 

 

 

 

Alternative Address Enquiry 
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 

Officer 

Consult Declaration 
Consult of Payment 
Generate E-Slip TaxPayer 

Agent 
Officer 

Generate TaxReturn 
Upload TaxReturn TaxPayer 

Agent 
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User Profiles (system actors): 
 
�  Taxpayer- The profile of any single taxpayer, either individual or company. 
�  Agent - A system profile entitled to complete tax returns on behalf of a taxpayer who 

has authorized the agent to do so before KRA. 
�  Officer - A system profile entitled to see information on all taxpayers registered with 

the system, as well as to complete operations related to system maintenance. 

Received Payments Enquiry 
Bank Operation Report Officer B anks 

TaxPayer Information Enquiry 
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 

Officer CCRS 
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Steps for Tax Return Submission via ITMS 
 
If you wish to submit a tax return associated with a tax obligation or tax and a period, 
please select the “Tax Return” bullet from the Main Menu: 
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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 form on the screen. 
�  Upload Tax Return:  This option can submit a tax return by loading a file produced by 

the Taxpayer Software. 
�   

 
Obligations available for now, in the system for options “Fill in Tax Return ” and “Upload 

Tax Return” are: 

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

 



ITMS Phase I  
Kenya Revenue Authority     
 

File name: User-Guide -Filing-0.3.0.5-Taxpayer  8 
 

How can I generate an online tax return to ITMS? 
 
If you wish to generate an online tax return to ITMS, please fill the electronic form on 
screen and press “Fill 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 displayed 
list. 

·  Period: Select Reporting period from the displayed calendar. 
 
Pin is not requested, for it is pre-filled based on the already authenticated user PIN that 
is in the system. 

 
�  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 the selected obligation, a 

message will prompt you about the existence of a tax return for that selected period.  
The application in this case will provide the following options: 

 

·  Select another period, or 
·  Amend the tax return already submitted for the selected period by pressing on 

“Amend Tax Return.” 
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�  A tax return amendment will load the original tax return stored in the system, and 
display it on screen for the user to introduce adjustments as advisable.  The process for 
a tax return amendment is the same as for the original tax return submission.  

 The system will generate a new tax return based on the existing tax return. 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.  
 

 

 

Filling 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, and fill at least all the mandatory 

fields. 
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For VAT3, some of the fields are mandatory (*) and other fields are inaccessible to 

users because they are retrieved by the system (gray fields) from other systems or 

databases. 

The form consists of two sections: 
 
·  Section A: Taxpayer Information 
 

Form fields in this section are pre-filled with the information entered 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 reported items. 

Section A 

Section B 
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�  Continue to review each section and fill the forms as necessary, where at least the 

following mandatory items should be: 
 

·  Taxable Sales (General Rate), Column (A)VALUE (EXCL.VAT) KSHS 
·  Taxable Sales (Other Rates), Column  (A)VALUE (EXCL.VAT) KSHS 
·  Taxable Purchases (Other Rates), Column  (A)VALUE (EXCL.VAT) KSHS 
·  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 CHARGED KSHS 
·  Less Credit Balance from the Previous Month, Column ©VAT CHARGED KSHS 

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

 
�  If you wish to include detail reports associated with VAT3, press “DRP” in the 

following fields: 
 

·  Zero Rated Sales, Column (A) VALUE (EXCL.VAT) KSHS:  Pressing DRP in 
this field will display on screen the form Detail Report “VAT 3B” (See Form 
VAT3B.) 
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·  Taxable Sales (General Rate), Column (A) VALUE (EXCL.VAT) KSHS:  
Pressing DRP in this field will display on screen the form Detail Report “VAT 
3A” (See Form VAT3A.) 
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�  Once the mandatory fields are filled, press “Calculate” to complete your tax return.  
 

�  Pressing “Calculate” will cause the application to calculate automatically the field 
values needed to complete your tax return and display form VAT3 with the tax return 
ready for submission. 

 
�  If you wish to change any of the fields calculated by the application, click the check 

box to the right of the fields to activate the field editing mode, and enter your value of 
interest. 

 
�  If the value in this field affects other fields, you must enter the values of those affected 

fields or press “Calculate” again for the application to update the tax return fields 
automatically.  

 
�  Submit the form once the required and mandatory information is entered by pressing 

the “Send” button. If any mandatory fields remain to be filled, the system will prompt 
you and you will not be able to submit your tax return until all the mandatory fields are 
filled. You will be able to submit your tax return once at least all the mandatory fields 
are filled.  

 
�  The tax return may be either Approved or Rejected. If the tax return is Approved by the 

system, it display the tax return submission outcome on screen, with a “Display Tax 
Return” option to view and print the submitted tax return by pressing the printer icon in 
the upper right corner of the screen. 

 
�  Should error occur, a message depending on each error type will pop on the screen. 
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�  To include the form detail report VAT3A, press “DRP” in the field Taxable Purchases 

(General Rate), Column (A)VALUE (EXCL.VAT) KSHS. 
 

�  Pressing DRP in this field will display on screen the form Detail Report “VAT 3A”.) 
 

 
 

�  Please review the required fields section by section, and fill at least all the mandatory 
fields. 
·  The Detail Report VAT3A has a mandatory field for (G) TAXABLE VALUE. 
·  Some of the fields are pre-filled, and will not be inaccessible to users because they 

are retrieved by the system (gray fields) from other systems or databases. 
·  The form consists of the following sections: 

�  Taxpayer Information: Fields in this section are pre-filled with the information 
entered to KRA systems by the taxpayer. Such fields are not editable. 

�  Detail 
 

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

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

�  Pressing “Calculate” will cause the application to calculate automatically the fields 
needed to complete your tax return and display form VAT3A with the Detail Report 
ready for submission.  
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�  If you wish to print the Detail Report VAT3A that is being completed, 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 following actions in the 
application: 
·  Resume VAT3 form. 
·  It assigns the value in field TOTAL WITHHOLDING VAT PAYABLE in VAT3A 

to field Taxable Purchases (General Rate), column (A) VALUE (EXCL.VAT) 
KSHS in VAT3.  

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

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

 
 

���	�����
�
 
�  To include the form detail report VAT3B, press “DRP” in the field Zero Rated Sales, 

Column (A) VALUE (EXCL.VAT) KSHS. 
  

�  Pressing DRP in this field will display on screen the form Detail Report “VAT 3B”) 
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�  Please review the necessary fields section by section, and complete the information 

required. 
·  Detail Report VAT3A has no mandatory fields. 
·  Some of the fields are pre-filled, and will not be accessible to users because they are 

retrieved by the system (gray fields) from other systems or databases. 
·  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, press “Add Row” in the lower 

right corner in the end of each section. 
 

�  Press “Calculate” once the fields are filled with the information of interest.  
 

�  Pressing “Calculate” will cause the application to calculate automatically the values in 
the fields needed to complete your tax return and display form VAT3B with the Detail 
Report ready for submission.  
 

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

�  Submit the form once the required information is entered by pressing the “Go To 
Declaration” button. 
 

�  Pressing the “Go To Declaration” button will trigger the following actions in the 
application: 
·  Resume VAT3 form. 
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·  It assigns the value in field GRAND TOTAL ZERO RATED SALES AS PER 
VAT3 in VAT3B to field Zero Rated Sales, column (A) VALUE (EXCL.VAT) 
KSHS in VAT3.  

 
�  If the value entered in any of the fields of form VAT3B is not compliant with the data 

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

 
 

How can I complete my tax return associated with ta x VAT 32 (Vat 
Tax Witholding)? 
 
�  Please review the necessary fields section by section and complete the 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 accessible to users because they are 

retrieved by the system (gray fields) from other systems or databases. 
·  The form consists of the following sections:  

�  Taxpayer Information:  Some fields in this section are pre-filled with the 
information entered to KRA systems by the taxpayer. Such fields are not 
editable. 

�  Details 
 
�  Once the values in these fields are filled, press “Calculate” to complete your tax return. 
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�  Pressing “Calculate” will cause the application to calculate automatically the values in 
fields needed to complete your tax return and display form VAT32 with the tax return 
ready for submission. 

 
 
�  Submit the form once the required information is entered by pressing the “Send” button.  

 
�  The tax return may be either Approved or Rejected.  If the tax return is Approved by the 

system, it display the tax return submission outcome on screen, with a “Display Tax 
Return” link to view and print the submitted tax return by clicking on the printer icon in 
the upper right corner of the screen. 

Should error occur, a message depending on each error type will pop on the screen. 
 

How can I load a file with tax returns generated in  the Taxpayer 
Software? 
 
If you wish to submit a tax return by loading a file generated by the Taxpayer Software, 
please follow the steps listed below: 
 
�  Press “Upload Tax Return” in E-Filling. A screen will be displayed 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 from the source location by pressing 
“Browse.” 
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�  Press “file upload.” 
 

�  Then the form will be displayed with the information generated in the Taxpayer 
Software. For instance, VAT3B. 
 

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

�  Next submit the Detail Report VAT3B by pressing “Go To Declaration.” 
 

�  Then the VAT3A form will be displayed with the information generated in the 
Taxpayer Software.  
 

�  If you wish to print the Detail Report VAT3A that is being completed, 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 generated in the Taxpayer 
Software.  
 

�  If you wish to print VAT3 that is being completed, press the printer icon 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 Approved by the 
system, it display the tax return submission outcome on screen, with a “Display Tax 
Return” link to view and print the submitted tax return by clicking on the printer icon in 
the upper right corner of the screen. 
 

�  Should error occur, a message depending on each error type will pop on the screen. 
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How can I see a tax return?  
If you wish to query a tax return, please go to the Main Menu, “Tax Return” bullet, and 
select the “Inquire Declarations” option. The “Enquire List of Tax Return” query will be 
displayed on screen, thus allowing you to search for tax returns. 

 
This query is available only to users with Taxpayer, Officer or Agent profiles. 

 
�  If you have a Taxpayer profile, you will only be able to query tax returns of the 

authenticated PIN.  
�  If you have an Agent profile, you can query tax returns of taxpayers who authorized the 

agent to do so by way of said certificate using section 5 in the form, 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 searches:  

 
·  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 in the system on a certain 

date range 
 
At least one of these search filters should be used to run a query. 
 
Once defined the search filter(s), you can proceed with query using the “Enquiry” button. 
Press “Clear” if you wish to clear the defined filters, and start a new search. 
 
Tax return(s) found will be listed in “Query Results” with the following information on 
each: 

·  PIN 
·  Document Number 
·  Tax Code 
·  Acronym Form 
·  Period 
·  Document Date 
·  Input Date 
·  Status of Document, to understand the progress made by this tax return 
·  User Name 
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You will be able to view up to 10 records per page, using the scroll arrows shown under the 
table. 
 
You can export to Excel or PDF by clicking on each respective icon in the lower right 
corner of the table. The entire listing found will be exported, not just the listing displayed in 
the current page. 
 
In this table, you will be able to click the PIN of the tax return you wish to see further 
details of in the first column, by accessing the screen where its information can be viewed. 
 
The information in each tax return that you will be able to see consists of one section of: 

·  Heading, where the Taxpayer General Information is described  
·  Details, where the “body” of the entered tax return can be viewed   
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How can I generate an e-Slip? 
To generate an e-Slip, please go to the Start Menu, “External Information” bullet, and select 
the “Generate E-Slip” option. 
 
Enter PIN, Tax Code and Query Period  

 
PIN and Tax Code can be entered initially, but you will be asked to enter the Period when 
selecting the Tax Code. 

This query is available only to users with Taxpayer, Officer or Agent profiles. 
�  If you have a TaxPayer profile, you will only be able to request an e-Slip for the 

authenticated PIN. 
�  If you have an Agent profile, you will be able to generate payment tickets for users who 

added you during their registration. 

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

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

 

How can I see payments completed for a certain spec ific PIN? 
If you wish to query completed payments, please go to the Main Menu, “Tax Return” 
bullet, and select the “Enquire of Payments” option. The “Enquire List of Tax Return” 
query will be displayed on screen, allowing you to search for payments. 
 
Completed payments are for payments with e-Slip generated by a user and paid in the bank. 

 
This query is available only to users with Taxpayer, Officer or Agent profiles. 

 
�  If you have a Taxpayer profile, you will only be able to query your own payment 

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 completing their 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 completed on a certain 

date range 
 

At least one of these search filters should be used to run a query. 
 
Once defined the search filters, you can proceed with query using the “Enquiry” button. 
Press “Clear” if you wish to clear the defined filters, and start a new search. 
 
Payments found will be listed in the “Query Results” table with the 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 icons in the lower right 
corner of the screen. The entire listing found will be exported, not just the listing displayed 
in the current page. 
 


