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Introduction
KRA eTIMS for VAT obligated 
taxpayers allows you  to access 
simplified invoicing services for 
your businesses and allows you 
to: 

● Onboard into eTIMS
● Manage Stocks
● Manage purchases
● Manage customers and 

suppliers 
● Generate eTIMS invoices 

and credit notes 

01 Getting Started:
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Activating eTIMS 
on eCitizen 

● Visit ecitizen.kra.go.ke
● Login using your eCitizen credentials.
● Click on “Invoicing (eTIMS)” Module. 
● Accept terms and conditions and 

Privacy Policy. 
● Click on “Activate E-Invoicing”
● A notification will be displayed once 

you onboard successfully
● Features under Invoicing module will 

be visible. 

To onboard on to eTIMS as a first 
time user: 

01 Getting Started:

https://ecitizen.kra.go.ke/
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Stock 
Management
Stock management module 
enables you  to add, edit or delete 
details on;

● Products
● Services
● Bill of materials
● Imported items

02 Stock Management: 
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Products
All available products are listed here. 
The section allows viewing and 
editing products’ information.

From this section you can:

● Add products as single or batch by 
clicking on the “Create New” button. 

● Add Stock Keeping Units(SKU) for 
products that have varying units

● Define stock levels and get notified 
when stocks are below the set limit.

● Manage product prices and 
discounts

02 Stock Management: 
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Adding products with 
variations (SKU);
To add products with variations;

● Enable the variation slider
● Click on “Add Variation”
● Fill in the Product Variation Details form
● Click “Add” button

02 Stock Management: 
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Add multiple 
products;
To add multiple products;

● Go to Stock Management menu
● Click “Products”
● Select “Add Multiple Products” button
● Download the CSV template and fill it in
● Upload file and submit to complete

02 Stock Management: 
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Services

02 Stock Management: 

● This section displays all available 
services.

● As a user, you can add new services to 
the list similar to the product section

● You can also view and edit service 
information.
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Bill of Materials
● The BOM section allows you to add 

raw materials in stock used to come 
up with a finished product  

● You can include the name,  
quantity, cost and inventory buffer 
levels for each materials used.

● This section also allows you to view 
and edit the finished product and 
raw materials information.

02 Stock Management > 
Bill of Materials (BOM): 
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Adding Raw 
Materials, part 
or components

● To add items already in the inventory, 
select “ Add From Inventory” option

● Fill in the form
● Click on “Add” to complete
● To add a new item, select the “Add 

New Item” option
● Fill in the form then add to complete

02 Stock Management > 
Bill of Materials (BOM): 
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Inventory
All items added on the products and 
bill of materials sections are available 
in the inventory.

The section provides an overview of:
● All items in stock
● Total SKUs for all products in stock, 
● Stock value
● Dead stock.

Product listing in the inventory are 
dependant on the SKUs per item.

Once a stock goes below the set buffer 
limit, the notification is also shown on 
this section.

02 Stock Management > 
Bill of Materials (BOM): 
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Customer 
Management

03

This module helps you to add, view and 
manage customers information.
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Add Customers 
with PINs
This is a listing of customers entailing 
date added, PIN number, name and 
email details.
To add customers;

● Click on “Create New”
● Add PIN of customer and click on 

“Validate”
● Confirm details and click on “Add” 
● “Cancel” takes you back to Step 1 

without adding the customer.

03 Customer Management

1

2
3
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Customers with PINs
Click on “Create New” Customer 
then;

● Select Manual option, 
● Under General tab key in the 

required details . 
● On Address Tab - Add the details if 

available
● Other Tab – Add the required 

details if available
●

Once all the details are input, click on 
“Save”.  “Cancel'”will automatically 
delete the data.

03 Customer Management

1

2

3

Note: Fields marked in * are mandatory. 
The save button will only be active once 
filled
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Sales 
Management

04

● Quotations
● Proforma invoices
● Sales invoices
● Credit Notes

This module helps businesses create 
and track invoices as well as manage 
sales information . In this module, you 
can create, edit & view the following 
items :
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Sales
This section gives you a view of;

● Invoices
● Proforma
● Quotations
● Credit notes

04 Sales Management
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Invoices
An invoice is a document issued by the 
seller to the buyer to request for payment 
of goods and services that have been 
sold.

Under invoices, you can view a list of all  
the existing invoices, invoice particulars 
and the status of the invoices. 

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

You can also preview an invoice before 
printing or sending it.

04 Sales Management
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Creating a sales 
invoice
To create a sales invoice, click “Create New” 
then fill in the rest of the details required such 
as:

04 Sales Management

● Upload of Logo - This will appear 
on the invoice

● Customer Name - select from 
customers created

● Type of Tax - Default option is 
VAT

● Add items details by clicking 
“Add New Item” option. 

● You can add as many 
products/services as you wish

● Fill in the Add Items Details form 
then click on “Add”

● Add Payment Method - 
Payment Instruction to buyer 
on how to settle  

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

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

● Click on “Create Invoice” to 
preview and generate an 
invoice
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Creating a sales 
invoice
Once you fill all the required fields the 
sales invoice is displayed.

Download the invoice or send to 
customers via email. 

An eTIMS compliant Sales Invoice will 
have: 
1. QR Code- this can be scanned to 

avail the invoice details.
2. eTIMS SCU ID Number
3. eTIMS CU Invoice number.
4. eTIMS Logo.

04 Sales Management
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Creating a sales 
invoice (Preview)
Preview allows you to view and confirm 
specific details on a draft invoice such 
as;
○ Date
○ Product/Services, Description
○ Quantity, 
○ Unit Cost, 
○ Amount
○ Customer Details
○ Discount and Tax Details.

04 Sales Management

1

2



User Guide – eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke24

User Guide – eTIMS Web

Proforma
A proforma invoice is a 
document that declares scope 
and anticipated costs of a sale 
transaction. 

It is sent before goods and 
services are delivered for 
information purposes only. 

It cannot be used as a legal 
demand for payment

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

04 Sales Management
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Quotations
A quotation is a formal 
document issued by a seller 
that states the estimated 
price and terms for 
supplying goods and 
services to a buyer.

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

04 Sales Management
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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.

A credit note allows you to adjust 
the quantity of or reverse an 
already issued invoice. 

You can issue a Partial Credit Note 
(for part quantities) or a Full Credit 
Note (for the entire invoice 
quantity). 

Credit notes are transmitted to 
eTIMS.

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

04 Sales Management
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Creating a Credit Note
Click on Invoice view.
To create Credit Note - Click on “Create 
Credit Note” 

A credit note can either be:
1. Partial Credit Note - applies to partial 

cancellation.
2. Full Credit Note -applies to cancellation 

of the full invoice.

Select the type of credit note. 

04 Sales Management

Note: For eTIMS transactions , a 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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Creating a Credit Note

For partial credit note options, changes can 
be done on:

1. Quantity.
2. Unit price. 
3. Removal of an item. However, all 

items cannot be removed. 

NB: Addition of new items is not possible on 
a credit note. 

04 Sales Management

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

1. Creating a Partial Credit Note

The user is able to cancel the full invoice.

2. Creating a Full Credit Note
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04 Sales Management

Click the “Send”  button.
Key :

1. Email address.
2. The subject.
3. Body of the email.
4. Click send and close button or 

Cancel

1

2

4

3

Creating a Credit Note
Sending a  Credit Note
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Supplier 
Management

05

This module helps you to add, view and 
manage suppliers.
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Supplier
You can create a new supplier by first 
identifying the supplier type. On this 
section you’re also required to indicate 
whether the supplier has a PIN or not.

After selecting the supplier type, enters 
details such as

● Name
● Id number 
● Email 
● Phone number

If supplier has a PIN, once the PIN is 
entered the other details will be 
auto-filled.

03 Supplier Management
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Purchase 
Management

06
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Purchases
The purchases section has two 
main sub-sections which are;

● Local purchase order
● Purchase invoices

06 Purchases Management
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Local purchase order 
This 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
● And view existing and new LPOs

06 Purchases Management
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Purchase order 
● This is a document received by 

business from a supplier after buying 
goods or services. It shows the 
amount a business is required to pay 
for the purchased items or services.

● On this module you can view all eTIMS 
compliant purchase invoices issued to 
them and capture details of any other 
invoices.

● Purchase invoices increases stock 
levels.

06 Purchases Management
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Buyer initiated 
Invoicing
This feature allows a buyer to 
initiate generation of an invoice 
and the seller approves or rejects 
the raised invoice.

06 Buyer Initiated



User Guide – eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke37

User Guide – eTIMS Web

Drafts

This section allows you 
to review a list of 
individual buyer 
initiated  invoices 
currently in draft 
status.

06 Buyer Initiated

Single invoice
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Create Invoice
To create a buyer initiated invoice enter 
all required details on the form:

● Type of sale
● Seller details
● Invoice details
● Items
● Payment option
● Other

When adding the Seller’s details, it’s 
mandatory to enter their valid KRA PIN. 

06 Buyer Initiated
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Add Items
Here, you can either “Add New” item or choose 
an existing item”Select Product.”

Enter all the required details on the items. These 
include:

● Unit cost
● Quantity
● Amount

The total amount will be calculated 
automatically.

Click “Add” to complete the process.

The seller will have to approve the  buyer initiated 
invoicing request for the Invoice to be generated

NB: Taxpayers with VAT obligation cannot issue or 
approve Buyer Initiated Invoices as they are 
expected to issue normal invoices

06 Buyer Initiated



User Guide – eTIMS Web
How to access and use eTIMS on ecitizen.kra.go.ke40

User Guide – eTIMS Web

END PAGE

Call or Whatsapp: 0711 099 999 
Email: callcentre@kra.go.ke
Follow KRA Online

● Facebook: Kenya Revenue Authority
● X: @KRACare
● Instagram: @kra_care
● LinkedIn: Kenya Revenue Authority
● YouTube: Kenya Revenue Authority


