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Registration
Sign In & eTIMS 
Onboarding
The e-Tims e-invoicing mobile app enables 
you to manage your business invoicing by 
enabling creation of invoices and quotations, 
LPOs, Purchase invoices and syncing data to 
e-Tims web.

● Use ecitizen account credentials to sign in.
● Select business.
● Click “Next” button.
● Click “Activate E-invoicing”.

01 Getting Started: 
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Sales 
management

02

● A sales invoice
● A proforma invoice
● A quotation

This module helps businesses create, 
track invoices and manage sales. In 
this module, you can create, edit & 
view :
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Creating a 
Sales Invoice

To begin, select the 
type of invoice

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

● Tax Type is VAT by default
● Select  Invoice date and 

due date
● Add notes

Under “Add Item”, the user 
can select from

● existing items 
● add new items.

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

1

02 Sales  Management: 
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02 Sales  Management: 

Creating a Proforma Invoice

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

● Tax Type is VAT by default
● 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

1 2 3
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02 Sales  Management: 

Creating a Quotation

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

●
● Tax Type is Non-VAT by default
● Select  due date 
● Add notes

Under “Add Item”, the user can select 
from

● existing items 
● add new items.
● Select Product/Service name  

from the drop down
● Enter Unit Cost and quantity
● Indicate discount given, if any 

as a percentage or fixed 
amount

● Click on “Add” button 
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02 Sales  Management: 

Invoices,
Overview & Items
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Quotations Overview
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02 Sales  Management: 

Proforma Invoice Overview
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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.
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02 Sales  Management: 

Credit Notes

To create a Credit Note:

● Select the sales invoice you 
want to create the credit note 
for

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

● Select the reason for creating 
the credit note from the drop 
down options.

● Select “Generate Credit Note”

There is an option to return the 
items/s back to stock or not
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Credit Notes View

You can view , 
download and 
send the credit 
note.
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Purchases 
management

03

This Module allows you to 
create, edit and view:
● Local Purchase Order
● Purchase Invoice



17
User Guide – eTIMS Mobile
How to access and use eTIMS on Mobile17

User Guide – eTIMS Mobile

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
● Click on the “Add” button to create the 

LPO.

03 Purchase  Management: 
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Creating a Purchase Invoice

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

03 Purchase  Management: 
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Purchase Invoice

03 Purchase  Management: 
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Adding Customers

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. 

Non 
Individual

Individual

03 Purchase  Management: 
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Adding Supplier

03 Purchase  Management: 
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Adding Products

To add a Product:
● Type in the 

Product name
● Include a brief 

description of 
the product

● Include the Unit 
cost

● Click on the 
“Add” button to 
add the 
product

Under product details, 
you can remove 
product or edit to 
include discount given 
if any.
Click on the “Save” 
button

03 Purchase  Management: 
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Adding Service

03 Purchase  Management: 
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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


