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01 Getting Started:

DOMESTIC

Introduction

[E) FileReturns

B Payments

KRA eTIMS for Non VAT obligated
taxpayers allows you to access simplified
invoicing for your businesses allows you
to;

© Tax Compliance

Amnesty

o) o
&R Transactions

[h Rental Management Manage your business seamlessly with ETIMS E-Invoicing

Access stock management,
Manage purchases

Manage customers and suppliers
Generate eTIMS invoices and credit e

() 1 have read and understood the Privacy Policy
notes (5 Buyer initiated

@ Purchases v [ESEICIEE Activate E-Invoicing

Local Purchase Order

(5) Organisations Transform the way you manage your business with ETIMS E icing. In the fast-paced and
dynamic landscape of modern business, efficient financial processes are crucial for success. ETIMS E-
Invoicing is your comprehensive solution to streamline and optimize the invoicing workflow, allowing you

LHvotelne to focus on what matters most - the growth and success of your business.

Purchase Invoices
Suppliers

cusToms

@ Licenses

@ Declaration checker

————————
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01 Getting Started:

DOMESTIC

1@ Home

Activating eTIMS

L [ B Payments
o n e C I t I Z e n © Tax Compliance
Amnesty

o) o
&R Transactions

To onboard on eTIMS as a first time user:

B bz e Manage your business seamlessly with ETIMS E-Invoicing

(5] Organisations Transform the way you manage your business with ETIMS E icing. In the fast-paced and
dynamic landscape of modern business, efficient financial processes are crucial for success. ETIMS E-

Visit ecitizen.kra.go.ke

Login using your eCitizen credentials. Cwveeme s o A mabremedic B grontierd sl
Click on “Invoicing (eTIMS)” Module. e ———

To activate, accept the terms and conditions [ evereed enduidersiood ELECT SONE)

&5 Buyer initiated

and Privacy Policy. S

Click on "Activate E-Invoicing”
A notification is displayed once done.
Features under Invoicing module will be visible. suppters

Local Purchase Order

Purchase Invoices

cusToms
@ Licenses

@ Declaration checker

————————
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02 Item Management:

6‘9 eTim Individual v Checkers. m Q 9 Mancja James v

Cavatetg Products
B Invoice
Date Created Product Number Product Name
=] Proforma
Oct 05, 2021 0000000000 North Sun Limited View
Quotations
(©) Oct 05, 2021 0000000000 North Start Limited
Credit Notes
oct 05, 2021 0000000000 North Pole Limited View
. Purchases 22 oct 05, 2021 0000000000 World Vision international
etellllllanagelllentlllo ule &
Local Purchase Order oct 05, 2021 0000000000 Oxfam

Purchase Invoices

enables you to add, edit or delete
details on;

Eh
=]
8]

N
e Products N
e Services

Payment Channel

Reports ~

Invoicing Reports

Purchase Reports

————————
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02 Item Management:

Products

All available products are listed
here. The section also allows
viewing and editing products’
information.

Products > Add Product
Sales ~

Invoice

Add Product
Proforma
Select Add to add product details or import bulk from an excel file

Quotations
Add Product

Credit Notes

From the section you can:

e Add products by clicking the Alpecintisied 8
“Add Product” button. Seller
e  Fillin the product name, unit Buyer
cost and description
Purchases v

————————
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02 Item Management:

(

Services

All available services are listed
here. The section also allows
viewing and editing services’
information.

B O 0 @ &

&
Eh
[=]
@

From the section you can:

Proforma

Service > Add Service

e Add services by clicking the
“Add Item Service” button.

Quotations

Add Service
Credit Notes

Service Name *

e Fill in the service name, unit A
cost and description
Item Management ~

————————
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03 Manage
eT’lm Individual v Checkers Q

M mvereine Customers
o
anage N
8 Purchases v
Date Added PIN Number Name Email
. . =]
T h IS SeCt Ion a I IOWS yo u tO a d d SlocKMEhsUement N Oct 05, 2021 0000000000 North Sun Limited northsun@gmail.com
Customersl Su ppliers O nd payment @ Buyer Initiated ~ Oct 05, 2021 0000000000 North Start Limited northsun@gmail.com
C h anne I S Buyer Oct 05, 2021 0000000000 North Pole Limited northsun@gmail.com
& Seller Oct 05, 2021 0000000000 World Vision international worldvision@africa.com
YO u CO n C reate G n eW poym e nt E] Manags - Oct 05, 2021 0000000000 MaryAnn hula hula@gmail.com
channel such as: ° . ol - .
Suppliers
e Mpesq, o "
. BG n k Payment Channels . Suppliers
" Branches Q search + Create New
5]
e Cash
. . eports ~ =]

e and additional option to o
include bank name and
accou nt num b er 0ct05,2021 0000000000 View

001052021 0000000000 View

&
Eh
=]
8]

This section also gives you an
overview of all added customers
and suppliers.

————————
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03 Manage

o )
' /‘3 eTIMS Individual Checkers 0 8 vansia sames
A =

Customers

o . A Menage customers

CUStOl ners B v Q searen
8 Stock Management A Date Added PIN Number Name Email Action
© [ ——
Biyer 0Oct 05, 2021 0000000000 North Start Limited northsun@gmail.com View

This section allows you to view details

Seller 0ct 05, 2021 0000000000

® View
of customers such as date added, o
PON number, name and email. °
To add customers; P Now Customer
e Click on “Create New x4z Company
Customer” ot o
e Add “PIN of customer” and click
on “Validate” 0
e Confirm details and click on ek
l‘Add" © Use KRA PIN Manual
e “Cancel” button takes you back cancer [P

to the Ist step without adding
the customer.

Cancel Validate

——————
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03 Manage

Customers with PINs

(((((((((
‘w Customer

To add customers with PINs click
“Create New” then proceed as follows; eI O e

General Address Other
1. Click on “Manual” under General - -
Key in the available details
requested for. . :
2. On Address Tab - Add the details if
available ohone -
3.  Other Tab - Add the required a
details if available o e customer
4.  Once all the details are input, click vee AP © Man
on “Save”. “Cancel” will crenes
automatically delete the data. e S
Note: Fields marked in * are mandatory. cancel Reterence

The save button will only be active once

filled -
Cancel Save
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03 Manage 0

New Customer

Customers without PINs Y

© Individual Non Individual /
To add customers without PINs click on el tciades
“Create New"” Customer
then proceed as follows; Cancel
1.  Step1- Click on “Individual”
under Customer Type - Select
Add without Pin.
2. Step2 - Add the details ° et
personal details from O s o
name,Email,Phone number, ‘
address(If available) and click
on “Add".
Note: Fields marked in * are mandatory. Address
The save button will only be active once
filled ”
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Manage
03 g eTim Individual v Checkers. m fal 9 Manajo James v

Suppliers
< @ Sales ~
Suppliers -
You can create a new supplier by first O [ P F—
|dent|fy|ng the Supp”er type Youlre GISO Buyer Oct 05, 2021 0000000000 North Pole Limited northsun@gmail.com View
required to indicate whether the supplier e .
has a PIN or not. SO | owsamm oo

Customers

Payment Channels

Eh
=]
8]

After selecting the supplier type, enter
details such as;

° Name

° Id number

° Email

° Phone number

Branches.

Reports ~

If a supplier has a PIN, their information is
auto-filled once you enter their PIN.

———————
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Sales
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04 Sales
eTiMs Individual v Checkers Q @ Manaja James v

Invoicing :
Suppliers
q e s @ Sales o
kel
B |— v
Date Added PIN Number Name Email
. . . . 8 Stock Management A
T h I S S eCt I O n IVe S VI eW ofc 0Oct 05, 2021 0000000000 North Sun Limited northsun@gmail.com View
! (]
Buyer Initiated ~ Oct 05, 2021 0000000000 North Start Limited northsun@gmail.com View
Buyey Oct 05, 2021 0000000000 North Pele Limited northsun@gmail.com View
Invoices ® ey 0ct05,2021 0000000000 Wors Visioninternatonsl wordvision@atrica.com View
P rofo r m O ez ~ 0ct 05, 2021 0000000000 MaryAnn hula hula@gmail.com View
Customers

Quotations

;
Credit notes

Payment Channels

Eh
=]
(W]

Branches

Reports -

——————
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04 Sales

9,
eTIMS Individual v creckers EBEED 0 % Monciadames v

Sales Invoice

S
</

Invoices

Create and manage sales invoices

@ Sales ~
An invoice is a document issued by : T — -
the seller to the buyer to request for o P
payment of goods and services
that have been sold . SRR
. B °°‘°f i 0010000000 wf 2071 iiwo Pending \'wiw
Under invoices, you can view all . IR
existing invoices, total amount -
being invoiced and the status of
the invoices. -

This section also allows you to
create or edit an invoice.

You can preview an invoice before
sending it.
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04 Sales

Create Sales Invoices

To create an invoice fill in the correct details

such as:

e Upload of Logo - This will appear
on the invoice

e Customer Name - select from
customers previously created or
add new customer

e Billing Address Information: Type
in any billing address information

e Type of Tax - Default option is
NON VAT

e Add items details by clicking
“Add New Item"” option.

e Youcan add as many
products/services as you wish

e Fillin the “Add Items Details”
form then click on “Add”

Add Payment Method - Payment

Instruction to buyer on how to settle

e Add note: Provides additional
text you might want on the
invoice

e Term and conditions - this is
optional and represents
instructions to the buyer

e Click on “Create Invoice” to
preview and generate an
invoice

ndiicuat v oo (I 0 & v smes

Sales Invaico  Croate Salos Invoice Show preview

Create Sales Invoice

+ Add New

Involce Details
Type Of Tax
AT v
tems

Select Ad to add details o ftems sold

Attachments.

Click t0 upload or drag and drop

Payment option

Mpesa Til v

1000000 Defaut

Add Note

Type

Terms and Conditions

Type

User Guide - eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke

( ) KENYA REVENUE
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04 Sales

<
2
H

Create Invoice Cont:

@ Download

Create Sales Invoice

Ponding ETIMS sync | Syne Invoico

Once you fill in all the required details, the
complete invoice is displayed.

KRASRNO00000000/1

You can then download the invoice or
send to customers via email.
An eTIMS generated sales Invoice will have:

23-03-2023

=l B P & B © 0 @ ®

T oo n

1. QR Code- this can be scanned to avail
the invoice details.

2. eTIMS CU Invoice number.

3. eTIMS Logo.

eTims  eeow KES17,920.00

User Guide - eTIMS Web Qald | o\ . 3 KENYA REVENUE W
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04 Sales

Create sales Invoice
(Preview)

In this section you get to view a list of
invoice items such as:
date,
product/services, description,
quantity,
unit cost,
amount and

o an add item button above.
It displays details such as customers,
invoice and items.

O O O O

N
D o0 @B gy

S

sl © P

Proforma

Quotations.

Credit Notes

Stock Management

Buyer Initiated

Credit Notes

Purchases v

Local Purchase Order

Purchase Invoices

Dellvery Notes

Retur Notes

Hom Management A

Products

Services

Buver Initiated ~

Individual v

Sales Invoice

Greste and manage sales invoices

nvoice Number DueDate
0000000060 oct0s, 200
0ct 05,2021 0000000000 0ct 05,2021
0ct05,2021 0000000000 00t 05,2021
0000000000 oct 05,2021
0000000000 oct05, 2021
Individual v
Sales Invoice INV#123456
Items Details
Invoice Details
Date
VAT Excluded F—
INVOICE DATE 0ct 05, 2021
00/00/0000

olor sit amet, consectatur adipiscing
mod tempor incididunt ut labore et

Customer Detals

User Guide - eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke

DA

B

| € eCitizen

Checkers 0 8, Morsiosomes

Total Amount (KES)

50000

250,000

250,000

250000

250,000

Status

synced

Pending

Pending

Pending

Pending

S I

Product/Servies  Description

HP laptop HP laptop

Iphone 14 pro The iPhone 14 Pro Max.
Subtotal
Discount %
Total

ViewPDF  Generate Credit Note
Quantity Unit Cost KES Amount KES
80,000 80,000
5 250,000 1250,000
KES 1,330,000.00
10%
KES 1197,000.00

( ) KENYA REVENUE
J)V AUTHORITY
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04 Sales

S
</

Proforma
i o Q search
@ Invoice Nurmber Due Date ‘Total Amount (KES)
@ 0000000000 oct 05, 2021 250,000 View
2 0990000000 250000 View
© 0000000000 250000 View
0090000000 0ct 05, 2021 250,000

A proforma invoice is a document that
declares scope and anticipated costs of
a transaction. It is sent before goods and
services are delivered. It cannot be used
as a legal demand for payment

PROFORMA INVOICE

~ A Campany Itd Mauro Sicard N°: 000027

sl 0 P

PIN: 000000%

In this module you can create, edit and
view existing proforma invoices.

price aty vaT Total

1 KES 800 KES 6,050.00

1 KES 400

1 KES 1,200

Terms & Conditions: Subtotal
Fees and payment terms will be estabiished in Discount (Special Offer)
VAT:

Invoice total KES 17,920.00

Payment Method
M-pesa
0700000000

———————
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04 Sales

eTiMS . orocrs [[EEEEY © B veropsames

— Quotation
et 0Oct 05, 2021 0000000000 Oct 05, 2021 250,000 View
& Failetiassy -~ 0Oct 05, 2021 0000000000 Oct 05, 2021 250,000 View
Stock Management A 0Oct 05, 2021 0000000000 Oct 05, 2021 250,000 View
A quotation is a formal document =
issued by a seller that states the S . A Campany itd Mauro Sicard N°: 000027
estimated price and terms for o i
supplying goods and services to b 23/03/2023
070 000 00***

suppliers.

In this module you can create, edit, and win v s
view existing quotations. s Bty Dot Kz

Terms & Conditions: Subtotal KES1
o Discount (Special Offer)
VAT: KES

Invoice total KES 17,920.00

Please ensure that payment is made by the due date

Payment Method
M-pesa
0700000000

———————
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04 Sales

Credit notes

A credit note is issued by a seller to a
buyer to reduce or cancel part of or an
entire invoice already issued.

In this module you create, edit, view and
download both new and existing credit
notes

S

D O 0 @ B

sl 0 P O

Individual

Credit Notes

Checkers. Q9 Manaja James v

Norber

2000000 e0000
0000000000 conco00000 250000 View
0002000000 0000000000 250000
000000000 0006000000 250000
oooc000c00 coocoooon 250000
— — —
A Campany Itd Mauro Sicard N°: 000027

PIN: 000
Creditnote Date:
Kenya 23/03/2023
070 000 00%+*
ttem Descript P aty VAT Total

Kes
1 KES 400
1 KES 1,200

Subtotal

VAT:

Invoice total KES 17,920.00

Payment Method

0700000000

User Guide - eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke
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04 Sales

eTiMS Individual v Checkers m £ ? Manaja James v

INVOICING

S
)

Creating a Credit Note

Credit Notes INV#123456

Sales ~ INV#123456

Invoice

View PDF

To create Credit Note navigate to the
Credit Notes then click “Create New”.

Original Invoice ~ Credit Notes 2

Proforma

© 0 @ &

Quotations Q Search
A credit note can either be:
Purchases W Oct 05, 2021 0000000000 Partial
. . _ . ’
1. Partial Credit Note - applies to )

Local Purchase Order

partial cancellation.
2. Full Credit Note -applies to
cancellation of the full invoice.

Purchase Invoices

Delivery Notes

Eh
(=]
[m)

Return Notes

Select the type of credit note.

Products

Services

Buyer Initiated ~

Note: For partial credit note can only be done once. KRA
does not allow for multiple partial credit notes for the same
invoice. However, it does allow for full credit note after the
first partial credit note is done.

————————
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04 Sales

Individual

Creating a Credit Note Cont

Partial Credit Note =
For partial credit note options changes :
can be done on: 5 © sasren

1. Quantity.
2. unit price.
3. Removal of an item. However, all items
cannot be removed.
4. Also addition of new items is not possible on T

a credit note.

NB: You can only generate one partial credit note
on an invoice. For additional invoice adjustment
generate full credit note

Full Credit Note

For full credit note option.
The user is able to cancel the full invoice.

Generate Partial Credit Note

Individual

o ,,‘», Mansia James

POF  Gonerate Credit Note

Uit Costkes Amount k&5
80000 s0g00
250,000 1250000

KES 1,330,000.00
10%

KES1187,000.00

Generate Full Credit Note

PO00000000Z

Attachments

User Guide - eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke

£8% | ¢ eCitizen

N

—— o @ v

PDF  Generate Credit Note.

80030, 0000
250,000 1250000

KES1,330,000.00
0%
KES1197,000.00

KENYA REVENUE
AUTHORITY
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04 Sales

Creating a Credit Note Cont

Send Credit Note

dividual ~ Checkers

..................

Click the “Send” button then key in
the following;

1. Email address.

2. The subject.

3. Body of the emaiil.

4. Click send and close button or
Cancel

KES15,750.00

eTiMs

TOTAL KES 0.00

User Guide - eTIMS Web Qald | o\ . D KENYA REVENUE W
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Purchases
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05 Purchases

cTiMS o . crocrs (D © 8 e sones

Purchases

Invoicine Local Purchase Orders

sales ~
Q search + Create New

Purchases v
Purchase Order Date Reference Number Amount (KES)

The purchases section has

© 0 @ ®

two main sub-sections

which are; e = -
Fh Buyer 0ct 05,2021 GH0GE00a00 . -

e lLocal purchase order - B

e Purchase invoices 0 -

User Guide - eTIMS Web Lai | o ™ 3 KENYA REVENUE
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05 Purchases

Local purchase
order

A local purchase order is a formal legally
binding document issued by a buyer to a
supplier to initiate a purchase of goods or
services within the same country.

This module allows you to:
° Create
° Edit
e  And view existing and new Local
Purchase Orders (LPOs)

S
</

=]l @ P © B © 0 @ B

Individual v

Local Purchase Orders

0ct 05, 2021

Qct05, 2021

0ct 05, 2021

et 05, 2021

0ct 05, 2021

Gheckers

0 8 monzjasames v

Refance Nurer Amount ()
0900000900 80000
0900000000 250000 View
0900000200 250000
0900000900 250000 View
0900000000 250000
Mauro Sicard Mauro Sicard N°: 000027
PIN: O PIN: 00000
Nairobi,
23/03/2023
070 000 00*++
ttem Description Price aty VAT Total
Description of item... KES 5,250.00 1 KES 800 KES 6,050.00
Brand book design  Des: of item... KES 2,750.00 1 KES 400 KES 3150.00
UI/UX App design KES 7,520.00 1 KES 1,200 KES 8,720.00
Terms & Conditions: Subtotal KES 15
Fees and payine Discount (Special Offer)
th
il be VAT: KES 2
Invoice total KES 17,920.00
Note:
¢
Payment Method
M-pesa
0700000000

User Guide - eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke

f\% | € eCitizen

( ) KENYA REVENUE
J)V AUTHORITY

Tullpe Ushuru, Tujitegemee!

———————

A

eT:MS



05 Purchases

eTIMS Incividual v crocters | ([EEEEY O % voroisames

[ ] [ ] ERAICLCIE Purchase Invoices
P u rc h q s e I n vo I c e s . ) —
Invoice
Proforma
onte Due Dnte Purchase Invsie Number Amount e (65)

This is a document received by business o -
from a supplier after buying goodsor - - - oumoomn I .
services. It shows the amount a business
is required to pay for the purchased items
or services. ::M‘J h A Campany Itd Mauro Sicard N°: 000027
On this module you can view all eTIMS
compliant purchase invoices issued to
you and capture details of any other o N
invoices. o . wy )
Purchase invoices increases stock levels. - e
iers Terms & Conditions: Subtotal

Payment Channels. b *:“ aymentiering Wi beouel Hié Discount (Special Offer)

Branches project. An VAT:

. . —— KES 15,750.00

0700000000

—
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Buyer initiated
invoicing

Tulipe Ushuru, Tujitegemee!
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06 Buyer Initiated Invoice
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This feature allows a buyer to initiate
generation of an invoice and the seller
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06 Buyer Initiated Invoice
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Create and manage buyer-initiated invoices

1. Single Invoices

Drafts
Purchases ~ @ single invoices ~
Drafts
1 1 H lete Oct 05, 2021 Edit
This section allows you to view
. . . . . . . Seller »:
a list of individual invoices in
draft status. :
ESPe ~ Oct 05, 2021 Edit
Complete

User Guide - eTIMS Web Lai | o ™ 3 KENYA REVENUE
How to access and use eTIMS on ecitizen.kra.go.ke @ | € eCitizen (f)k AUTHORITY

(A]

eTIMS 3

Tullpe Ushuru, Tujitegemee!



06 Buyer Initiated Invoice
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Create Invoice

To create an invoice enter all required
details on the form such as:

Type of sale
Seller details
Invoice details
ltems

Payment option
Other
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When adding the Seller’s details, it's
mandatory to enter their valid KRA PIN.
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06 Buyer Initiated Invoice

Add Item Details

Add Items

Select Product

Select... v
Here, you can either “Add New" item or ‘
choose an existing item(select product.) -~ Add Item Details
KES 65.00
© Product Service
Enter all the required details on the items.
These include: Search
Gold Crown Milk 500 ML X
e Unit cost Unit Cost
o Quantity KES 65.00
e Amount cuntiy
2
The total amount will be calculated Corrent Quantty In Stock: 10
automatically. Amount
Click “Add"” to complete the process. KES 130.00

Cancel Add
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Call or Whatsapp: 0711 099 999
DIAL *229% 54 Email: callcentre@kra.go.ke

Follow KRA Online

IT TAKES YOU LESS
THAN 30SEC TO
GET YOUR SERVICE

Facebook: Kenya Revenue Authority
X: @KRACare

Instagram: @kra_care

LinkedIn: Kenya Revenue Authority
YouTube: Kenya Revenue Authority
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