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01 Getting Started:

Registration ) (= o N N
Sign In & eTIMS ) o q
Onboarding

All Government Services

Select Business

Email Address or ID Number

Manage your business seamlessly with
ETIMS E-Invoicing

© ABC Enterprises
Business

The e-Tims e-invoicing mobile app enables
you to manage your business invoicing by

H H H H H assword T i i imi seamlessly with ETIMS E-Invoicing. In the fast-
enabling creation of invoices and quotations, ’ ©- Wasafl Empire Limited e ol sl

essscsce

Enter your email

Transform the way you manage your business

. . . business, efficient financial processes are crucial
LPOs, Purchase invoices and syncing data to for suconss TS Edinvbicing fapour
e_TimS Web. Remember for 30 days Forgot Passwiord Honest Merchants Limited comprehensive solution to streamline and

optimize the invoicing workflow, allowing you to
focus on what matters most - the growth and

Use ecitizen account credentials to sign in.

S | t b . () Accept ETIMS Terms and Conditions
elect business.

Click “Next” button.

Click “Activate E-invoicing"”.

() 1 have read and understood the Privacy Policy

Don’t have an account? Sign Up

“ il

———————
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Sales e A salesinvoice
mqnqgement e A proforma invoice

e A gquotation
This module helps businesses create,

track invoices and manage sales. In
this module, you can create, edit &
view :

How to access and use eTIMS on Mobile
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02 Sales Management:

Creating a

Sales Invoice

How to access and use eTIMS on Mobile

@ User Guide - eTIMS Mobile

09:27 il T

Invoice

proorma ()

Quotations.

@] L (@)

To begin, select the
type of invoice

9:30 v4l

&< Create Sales Invoice

Customer Details
Customer Name + Add New

Select... N

Invoice Details

Type Of Tax

VAT b )

Invoice Date*

£ Sselect date

Due Date

69 Select date

Add Note

Type

Items Details

To create a sales invoice:
Key in the Customer name
or select from already
added customers

e Tax Type is VAT by default

e Select Invoice date and
due date

e Add notes

Under “Add Item”, the user
can select from

e existing items
e addnew items.

Enter amount and quantity
Click “Add" to create the
sales invoice.

( ) KENYA REVENUE
J)V AUTHORITY
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02 Sales Management:

Creating a Proforma Invoice

09:32 all &
9:30 *4l 18:15
& Create Proforma Invoice € Additems
(@ Please Note (®) Add New Add from Items
This is not a sales invoice. You will be tem Type
required to create a tax invoice to
receive payment Select.
Draft
Product/Service Name
Customer Details
Product/Service Name
Customer Name + Add New
Description
Select... v
A short explanation about the pros
Proforma Details
Invoice
Type Of Tax Unit Cost
VAT > KES 1,000.00
Proforma
ity
Invoice Date* T
Quotations £ Select date .
Di it
Due Date seount
° &) select date | °
Total Amevint
Add Note
a m
o X Type

duct/

18:15 all T @
< Addltems
Select =

Product/Service Name

Product/Service Name

Description

A short explanation about the product/
service

Unit Cost

KES 1,000.00

Quantity*

0

Discount

Percentage % v 0

Total Amount

KES 0.00

To create a pro forma invoice:
Key in the Customer name or select
from already added customers

° Tax Type is VAT by default

o Select Invoice date and due
date

° Add notes

Under “Add Item”, the user can select
from
° existing items or add new
items.
. Proceed to fill in the
Product/Service name
° Give a short description of
the Product/Service
Enter unit cost and quantity
Indicate discount as a fixed
amount or percentage

Click on the “Add" button to create
the proforma invoice

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile
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02 Sales Management:

Creating a Quotation

09:32 all T 9:30 o4l P vdt .
_ To create a quotation:
B ¢ Create Quotation < Add Items Key in the Customer name or select
P B Bredie: (3 Sanits from already added customers
[ ]
Customer Name + Add New
et . Select Product + Add New ° Tax Type is Non-VAT by default
e Milk x ° Select due date
Glistations Details This product has breaking bulk applied ° Add notes
Sell as a whole unit Under “Add Item?”, the user can select
Type OfTax Enter Amount from
VAT b S ° existing iTems
— » ° add new items.
P— Lusnthy ° Select Product/Service name
Invoice 0s Liters from the drop down
Add Note Current Quantity In Stock: 20 Liters ° EnTer UniT COST Gnd quaniTy
proforma. () Tupe ° Indicate discount given, if any
as a percentage or fixed
Quotations amount
Items Details ° Click on “Add” button
Add Sales Items Below
Y ) Add
Select Add to add details of items sold

———————

eTIMS
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02 Sales Management:

Invoices,
Overview & Items

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile

9:30 ol = %)

< KRA0000000

Overview Items View PDF

Customer Details

NAME
Ariec Wol Mayar Ariec

PIN
00000000000

BILLING ADDRESS

Mama Ngina Drive P.0. BOX 00242-0100
Mombasa, Kenya

Invoice Details

TYPE OF INVOICE
VAT Excluded

INVOICE DATE
00/00/0000

PAYMENT METHOD
MPESA: 070000000

ADD NOTE

Lorem ipsum dolor sit amet, consectetur adipic
incididunt ut lahare et dnlare manna alinia

9:30 *4l
< KRA0000000

Overview Items View PDF

Unpaid Actions v

-- INVOICE --
INV: KRA 2100000000

-- HODARI HOLDING LTD --
PIN: B202100000000

TEL: 0712345678
FRIDAY, OCTOBER 28,2022 9:39AM

-- FISCAL RECEIPT --

09876543234567
Products QTY Price
024000102472 2x 1,000.00
Delmonte pinneapple KES:1,000.00
juice blend
024000102472 2x 1,000.00
Delmonte pinneapple KES: 1,000.00
juice blend
024000102472 2x 1,000.00
Delmonte pinneapple KES: 1,000.00
juice blend
Total before Tax 12,000.00
Code Rate Taxable AMT GST
A 18% 86.21 13.79
Total GST 4,000.00

Download

Generate Credit Note

Download Invoice

Make as paid

Send

( ) KENYA REVENUE
J)V AUTHORITY

Tullpe Ushuru, Tujitegemee!
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02 Sales Management:

QUOtCItiOhS %30 Ay 9:30 v Download

< KRA0000000 < KRAO0000000

Ove rVieW Generate Credit Note

Overview Items View PDF Overview Items View PDF

Unpaid actions v — Download Invoice

Customer Details

NAME

Ariec Wol Mayar Ariec -- INVOICE -- Make as paid
INV: KRA 2100000000
p— -~ HODARI HOLDING LTD --

PIN: B202100000000

00000000000
TEL: 0712345678 Send

FRIDAY, OCTOBER 28,2022 9:39AM

BILLING ADDRESS

Mama Ngina Drive P.0. BOX 00242-0100
Mombasa, Kenya

-- FISCAL RECEIPT --

09876543234567
Products QTY Price
Invoice Details 024000102472 2x  1,000.00
Delmonte pinneapple KES: 1,000.00
juice blend
LIEE RRNOKE 024000102472 2 1,000.00
X ,000.
MATExcluded Delmonte pinneapple KES: 1,000.00
juice blend
INVOICE DATE 024000102472 2x 1,000.00
D Eﬂelr;u;::;mneapp\e KES: 1,000.00
PAYMENT METHOD Total before Tax 12,000.00
MPESA: 070000000
Code Rate Taxable AMT GST
A 18% 86.21 13.79
ADD NOTE
Lorem ipsum dolor sit amet, consectetur adipis Total GST 4,000.00
incididunt ut lahare et dnlare manna alinna
. . N .
User Guide - eTIMS Mobile (/D KENYA REVENUE T /@M
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02

Sales Management:

Quotations Overview

9:30 Y3 - o4l 9:30 w4l
Sales « PRO0000000 < PRO0000000
I~
Invoices Proforma Quotations Overview Items View PDF Overview It -
o Download
QUOTATION
i .
Sent Drafts e
’ A ACampany ta Ne: 000027
Customer Details '
. N B 23/03/2023
Quotations Records
- INVOICE - Create Invoice
: INV: KRA 2100000000
Search Ariec Wol Mayar Ariec
-- HODARI HOLDING LTD
PIN: 8202100000000
Mobias Auto KES 1,050.00 PIN i i
QUA00000 Today * 12:35 00000000000 RIDAY. OGrouet o8 pans 5:394 Pr' nt Recelpt
Dj Academy KES 1,050.00 k - s
QUA00000 Today » 12:35 SILEAG sooness -- FISCAL RECEIPT -- e KES15,750.00
Mama Ngina Drive P.0. BOX 00242-0100 09876543234567 na
Mombasa, Kenya ey
Products ary Price
024000102472 2¢  1,000.00 P —
Invoice Details Delmonte pinneapple. KES:1,000.00
juice blend
024000102472 2x  1,000.00
TYPE OF INVOICE Delmonte pinneapple KES: 1,000.00
VAT Excluded Julge biend,
024000102472 2x  1,000.00
Delmonte pinneapple KES: 1,000.00
INVOICE DATE juice blend
00/00/0000
Total before Tax 12,000.00
PATVENTMETHOD Code Rate  Taxable AMT  GST
MPESA: 070000000 xable
A 8% 8621 13.79
I - v i
O @ u] B @] & (] (&) Total GST 2,000.00 Download
Home Sales Ruichases liems Home Sales Purchases Items
Inciaiaunt ut ianore et aolore maana angua. Total after GST KES 14.000.00

User Guide — eTIMS Mobile

—
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User Guide — eTIMS Mobile
02 Sales Management:

Proforma Invoice Overview

9:30 " =5 9:30 o4l 9:30 *40

Sales < PRO0000000 < PRO0000000

o’

Download QUOTATION

Invoices Proforma Quotations Overview Items View PDF Overview Items

Sent Drafts

A A Campany it Mouro sicara w0027

Customer Details

Quotations Records e -- INVOICE -- Create Invoice

INV: KRA 2100000000

23/03/2023

Ariec Wol Mayar Ariec

Search
-- HODARI HOLDING LTD
PIN: B202100000000
Mobias Auto KES 1,050.00 PIN [— . .
TEL: 5717345678
QUA00000 Today * 12:35 00000000000 CRIDAY, Oerounn 38 oy 9394 Print Recelpt
Bi/kcademy kes105000 | | | s (P | - oo
QUA00000 Today » 12:35 o= -- FISCAL RECEIPT -- —" KeS 1575000
Mama Ngina Drive P.0. BOX 00242-0100 0987654323567 -
Mombasa, Kenya J—
Products ary Price
024000102472 2x  1,000.00 e
Invoice Details Delmonte pinneapple KES:1,000.00
juice blend
024000102472 2x  1,000.00
TYPE OF INVOICE Delmonte pinneapple KES: 1,000.00
VAT Excluded luice blend.
024000102472 2x  1,000.00
Delmonte pinneapple KES: 1,000.00
INVOICE DATE juice blend
00/00/0000
Total before Tax 12,000.00
PAYMENT METHOD s Rit ol AMT ST
MPESA: 070000000 xable
A 18% 86.21 1379
I - v tat
o @ S B @] & (&) (3] Total GST 4,000.00 Download
Home Sales Fufchases fems Home Sales Purchases Items
Inciaiaunt ut iapore ex aoiore magna anqua. Total after GST KES 14.000.00

———————
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02 Sales Management:

View and Search Invoices

Here you can search for invoices
by invoice number or customer
name and view details.

9:30

Sales
Invoices

Sent

Invoice Records

Search

Mobias Auto
KRA00000

Dj Academy
KRA00000

Subaru
KRA00000

Mairian Doe
KRA00000

James Doe
KRA00000

Jone Doe
KRA00000

@)

Home

@

Sales

Proforma

o = (%)

Quotations

Drafts

@)

Purchases

KES 1,050.00

Today  12:35

KES 1,050.00

Today = 12:35

KES 1,050.00

Today  12:35

KES 1,050.00

Today = 12:35

KES 1,050.00

Today  12:35

KES 1,050.00

Today » 12:35

B

Items

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile

N
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02 Sales Management:

Credit Notes -~

< Generate Credit Note

Supplier Name PIN
XY‘Z‘ Company P000000000Z % X
Adjust Stock?
1234566
To create a Credit Note: © Full Credit Note Partial Credit Note Do you want to add items back to stock?

/\ Please Note

e  Select the sales invoice you e vols incdesaillemen
want to create the credit note the invoice R
for

e  Select whether you want to
create a full credit note or a
partial one Description

e  Select the reason for creating Type There is an option to return the
the credit note from the drop items/s back to stock or not
down options.

e Select “Generate Credit Note”

Yes

Select Reason

Other M

Generate Credit Note

———————
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02 Sales Management:

9:30 *4l
< KRA0000000

Credit Notes View

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile

Overview Items View PDF
Download
e v4l 9:30 *4l
— g
< KRA0000000 « KRA0000000 Download Invoice @ stering o
INVOICE
e fiems Rl Overview ttems View PDF Generate Credit Note = [
Stering ta Wauro icard Ne:000027
Ssareh Unpaid Actions 7> . s ==
Mark as paid 23032023 23-03-2023
-- INVOICE -- ttom price ay Total
HP laptop INV: KRA 2106000000
o desion xessas000
-- HODARI HOLDING LTD --
Quantity 12 PIN: B202100000000 [— es27s00 xes 275000
TeL: 0712345678 .
Unit cost KES 80,000 FRIDAY, OCTORER 26,2022 815001 You can view , urxaspdesn e
 FISCALREGEIPT == S s
download and e
. e es 72000
send the credit
Iphone 14 pro e e
024000102472 2x 1,000.00 n OTe. =
Delmonte pinneapple KES: 1,000.00 200050000
| wtch e bond
024000102472 2x 1,000.00
Delmeriepinsecela Resiig6000 ) eCitizen oTiMs
Macbook pro
024000102472 2x  1,000.00
Dalmorte pinneapple Ke$:1,00000
Jice Dend s
Total before Tax 12,000.00

Subtotal
Discount %

Total

KES 1,330,000.00
10%

KES 1,197,000.00

Code Rate  Taxable AMT ~ GST
A 8% 8621 1379

Total GST 4,000.00

Total after GST KES 14,000.00

CONTROL UNIT INFO

N

KENYA REVENUE
AUTHORITY

Tullpe Ushuru, Tujitegemee!
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Purchases
management

This Module allows you to
create, edit and view:

® |ocal Purchase Order
® Purchase Invoice

How to access and use eTIMS on Mobile

User Guide - eTIMS Mobile 63 KENYA REVENUE N
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03 Purchase Management:

Creating an Local Purchase Order

TO create a Purchase Invoice:

To create an LPO:

° Key in the Supplier details.

. You can do this by selecting from
already added suppliers or create new
by clicking on “Add New".

° Type of tax is set to Non-VAT by default

. Select date of order

° Add note

Under “Add Item":

° Select the Product/Service by selecting
from existing or adding new
products/services

° Key in the amount and quantity

6 e Click on the “Add” button to create the

LPO.

Purchase Invoices ®

Local Purchase Order

9:30 o e 9:30

¢ Create LPO

Supplier Details
Supplier Name

Type to search/ add

ABC Company 254712345678

Order Number

Date of Order

B select date

Add Note

Type

Items Details

Add Sales Items Below

Select Add to add details of items sold

= %)
< AddlItems
© Add New Add from Items
Item Type
© Product Service

Product Name

Description

A short explanation about the product/
service

Unit Cost
KES 1,000.00 KES v

Quantity

0

Amount

KES 0.00

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile
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03 Purchase Management:

Creating a Purchase Invoice

Purchase Invoices ®

Local Purchase Order

9:30 w s 5B

<« Create Purchase Invoice

Supplier Details
Supplier Name

Select v

ABC Company 254712345678

Order Number
Date of Order
(9 selectdate

Add Note

Type

Items Details

Add Sales Items Below

9:30 w =%
< Add ltems

© Add New Add from Items

Item Type

© Product Service

Product Name

Description
A short explanation about the product/

service

Unit Cost

KES 1,000.00 KES v

Quantity

0

Amount

KES 0.00

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile

To create a purchase invoice:

Select the “Supplier Details”
from the drop down or click
“Add New” to add new
suppliers.

Type of tax is already selected
as Non-VAT by default.

Select the date of Order

Add note

Under add items, select
Product/Service

You can either select from the
already existing version or add
new

Enter the amount and quantity
Click on the “Add"” button to
create a purchase invoice.
View the invoice and download

( ) KENYA REVENUE
J)V AUTHORITY

Tullpe Ushuru, Tujitegemee!
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User Guide — eTIMS Mobile

03 Purchase Management:

Purchase Invoice

=

9:30 o = )
9:30 w = %) 9:30 U 2]
PURCHASE INVOICE

Purchases < PRO0000000 < PRO0000000 == fren)

Acampany td Mauro Sicard

Local Purchase Order  Purchase Invoices Overview iteme) View PDF Overview Items View PDF e e 23032023 23-03-202
Sent Drafts 3
Actions ~
Customer Details e i
Purchase Invoices o 5520 s sas000
-- PURCHASE INVOICE--
(B KR&:2100000000 oo gosn. Ovecrpeon o tom 2sac0 s 825000
Search Ariec Wol Mayar Ariec
-- HODARI HOLDING LTD -- woontn cntion -~
PIN: B202100000000
Mobias Auto KES 1,050.00 -
.12t TEL: 0712345678 o oo Suwtot
RR00000 Today +12:35 00000000000 FRIDAY, OCTOBER 28,2022 9:39AM = i
Inwoice total KES 15,750.00
Dj Academy KES 1,050.00
PRO00000 Today = 12:35 BILLING ADDRESS -- FISCAL RECEIPT -- oot
Mama Ngina Drive P.0. BOX 00242-0100 09876643224567 eroconnsnn
Mombasa, Kenya H aciitsn
Products ary Price
024000102472 2x  1,000.00 T
& " Delmonte pinneapple KES: 1,000.00
Invoice Details juice blend
024000102472 2x  1,000.00
TYPE OF INVOICE Delmonte pinneapple KES: 1,000.00
juice blend
VAT Excluded
024000102472 2x  1,000.00
Pe\munle pinneapple KES: 1,000.00
INVOICE DATE Juicsibiend
00/00/0000
Total before Tax 12,000.00
(PN B0 Code Rate  Taxable AMT ~ GST
MPESA: 070000000 A
18%  86.21 1379 Download
O @ o o Total 65T 400000
Home Sales Purchases items ADD NOTE
Forempsumicolonseme! consecietinadiply Tatal aftar aeT KFS 14 000 00

———————
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03

Adding Customers

Purchase Management:

09:47

< Add Customer

Select type of customer

[G  Non individual

Q ir
& Individual

User Guide - eTIMS Mobile
How to access and use eTIMS on Mobile

09:49 all T
< Add Customers
mer: Non Individual Change

PIN of customer*

Name*

Email

Phone*

Non
Individual

9:30

< Add Customer

PIN of Customer

Peter Doe
20102223

Cancel

Phone Number

254

4l

———— Individual

To add a customer,
first select if it is
non Individual or
an individual.

Proceed to capture:

° PIN

° Name

° Email

° Phone
number

Click on the “Add”
button.

———————
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03

Purchase Management:

Adding Supplier

User Guide - eTIMS Mobile

How to access and use eTIMS on Mobile

9:30 *41

< Suppliers

ABC Company
i .

Supply Ltd
1 8

Doshi Ltd

GOOD WILLLTD

New Files Org
1 c

9:30 *4l

< Add Supplier

PIN of Supplier

Enter PIN

Phone Number

254

Validate

< Add Supplier
PIN of Supplier

XYZ Company
20102223

Cancel

Phone Number

254

( ) KENYA REVENUE
J)V AUTHORITY

Tullpe Ushuru, Tujitegemee!
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03 Purchase Management:

Adding Products

09:51 all T

s ui %30 o4t o0 TR -+  Toadd a Product:
< AddProduct < Soko Maize Meal < Edit Product Items g Type inthe
; Product name
Product Name Product Details Remove
Product Name * Products Services H
‘ ° Include a brief
peodist Reene Soko Maize Meal * M
v Soko Maize Meal Products description of
Description * .
B Description the product
FUD002452 Grade 1 Sifted M Meal fortified witk H
rade 1 Sifte aize Meal fortified with
Description essential Vitamins (Vits A, B) & Minerals (Iron, Soko Maize Meal KES 1,050.00 L] |nC|Ude the Unit
— Grade 1 Sifted Maize Meal fortified with 2inc, folic acids) fooneo ey cost
essential Vitamins (Vits A, B) & Minerals (Iron
3 J Soko M: Meal H
Zinc, folic acids). Unit Cost * ? n z“z% “ KE‘S‘T’VO,S?'OVO ° C ||Ck on the
i '/ o
Add” button to
KES 600
0% Percentage % 20 prOdUCt

Under product details,

you can remove

service ) product or edit to
include discount given

° if any.
e Click on the “Save”

button

(A}

eT:MS
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03

Purchase Management:

Adding Service

9:30 o =) 9:30 v4l 9:30 *4l 9:30 *4l 9:30 v41
Items < Add Service & Car Wash < Edit Service < Edit Service
Products Services Service Name * Service Details Remove Product Name * Product Name *
Service Name
R Car Wash Car Wash
Services Car Wash
Search Description Service Number Description Description
PUD-4002452 ni
" Enter a description... washing cars

Mobias Auto KES 1,050.00 P Description Remove?
PRO0000O Today * 12:35 X

Washing Cars Are you sure you want to remove

item ?
Dj Academy KES 1,050.00 i
PRO00000 Today * 12:35 Unit Cost * HBisicost Unit Cost * u
E KES 600
KES 1,000.00 KES 1,000.00
st Discount (Fixed Value) Cancel
Discount KEs10 Discount (o] N——
Percentage % v 20 Percentage % v 20 Percentage % Vv 20

8]

Home

@

Sales Purchases Items

Add Service

Edit

Save

Save

———————
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IT TAKES YOU LESS

THAN 30SEC TO

GET YOUR SERVICE

N

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

KENYA REVENUE eT”i M s

AUTHORITY
Tulipe Ushuru, Tujitegemee!




