KRA Business
Payroll Module

Access Kenya Revenue
Authority services using
your eCitizen account.
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Introduction

The Payroll Management module is
designed to organise, calculate
and distribute employee pay in

Home Services Checkers Invoicing Rental Management Register PIN

« Individual Profile

& Property Management >>

compliance with labour laws, tax Tulipe Ushuru
regulations and company policies. Tujitegemee.

The convenient way for taxpayers to file their tax returns,
It OISO mClnGgeS em ployee dqtq :r:rneetax payments, and access various tax-related services
G nd StOtUtory ded UCtionS to ensu re Kenya Revenue Authority online services. Apply and pay for

the services conveniently through your eCitizen account.

accurate records, regulatory el °
compliance, and timely salary
processing.
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Co nsu Itq nts @ poyroll = . 0 @) renseim +

Consultants
@  reveoLL manacevent
. — Active Inactive Terminated Drafts
Manage all consultants in the 8 '
consultants sorted by status: s Q soaen = naarmer | Boon o
. . . . Process Payroll
active, inactive or terminated. © Dateof EmploymentJob/Sat Number  KRAPIN protession -
! Coosutars Add Individual
- Oct 05, 2021 123458 'A0000000000Z Jane Kamau Product Designer KES *
TO G d d G CO n S u Ito nt; & Reports Oct 05, 2021 123456 /A0000000000Z Jane Kamau Product Designer kes-  Add Multiple
. Tasks 0Oct 05, 2021 123456 'A0000000000Z Jane Kamau Product Designer KES 1au,uvu.u view
e Click the add consultant &
b tt d . k .t h d d Payroll Settings Qct 05, 2021 123456 A0000000000Z Jane Kamau Product Designer KES 130,000.00 View
u o n O n p I C el er G Q Oct 05, 2021 123456 'A0000000000Z Jane Kamau Product Designer KES 130,000.00 View
individual for a single
CO n S u ItO nt O r O d d m u Itl p I e D Oct 05, 2021 123456 'A0000000000Z Jane Kamau Product Designer KES 130,000.00 View

for numerous consultants.

0ct 05, 2021 123456 A0000000000Z Jane Kamau Product Designer KES 130,000.00 View
0ct 05, 2021 123456 /A0000000000Z Jane Kamau Product Designer KES 130,000.00 View
& Previous 1 2 3 8 9 10 Next >
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Add Consultant

Personal Details

For an individual consultant;

e select their nationality (citizen,
Non-Kenyan Resident or
Foreigner).

e Enter the first name, ID number,

and KRA PIN, then click Validate.

e Once validated, proceed to
enter your phone number and
email, then indicate if you have
a disability.

The required personal details may
vary depending on the nationality
selected.

G5 pwyroll

PAYROLL MANAGEMENT
Dashboard

Employee Data
Process Payrol
Consultants

Process Vouchers
Reports

Tasks

Payroll Settings

@ e P @O0 @ B

Business

Consultants Add Consultant

Add Consultant

Personal Ini

Personal Information

Consultant's Nationality
O Citizen Non-Kenyan Resident Foreigner

Consultant’s First Name
Enter First Name
Consultant's ID Number
Enter ID Number

Consultant's KRA PIN

Enter KRA PIN

User Guide - Business Payroll Module
How to access and use eTIMS on ecitizen.kra.go.ke
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Checkers File Returns [ENAY 8 Manaja James v

Payment Information Preview

Cancel Validate
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Add Consultant

. 0 payroll === v anevers ([ 0 9 oo sames +

Personal Details I HB pep—

g | oee Add Consultant save Drft
For an individual consultant, select s
their nationality (Citizen, Non-Kenyan @ | conmtans
Resident or Foreigner). Enter the first A
name, ID number, and KRA PIN, then & P—
click validate. B

= Can
Once validated, proceed to enter your e
phone number and email, then 0
indicate if you have a disability. e
The required personal details may
vary depending on the nationality
selected.

———————

User Guide - Business Payroll Module QA | o\ . D KENYA REVENUE A
@ How to access and use eTIMS on ecitizen.kra.go.ke . ( | Q eCitizen (/A AUTHORJTY’ ellll Ms

Tullpe Ushuru, Tujitegemes




Add Consultant
6):3 P@YI'OH Business v Checkers Q0 9. vanaja James v

Consultants Add Consultant
@ PAYROLL MANAGEMENT

g oewons Add Consultant Save Draft

(]
Employee Data 9o—O0
Personal I Information Employment Information Payment Information Preview
Process Payroll

Consultants

©
. N . Employment Information
Provide their employment details, o ERP———
InCIUdIng employment type’ Stq rt qnd Eh Department (Optional) Profession (Optional)
end dates, department, profession, e v e ’
staff number, branch, statutory details, (o]
and bank information. Click Next to Q

continue.

Branch (Optional)

Select. v

NSSF Number (Optional) SHIF Number (Optional)

This section is optional and will not -
prevent you from adding the
consultant.
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Add Consultant

P@yro I I Business v Checkers m £ ] Manaja James v

qument Details

@
g o Add Consultant Save Draft
g e ) © o
. . N Persanatnformation Employment nformation _ Payment fermation roview
Provide the basic salary. & So—
Consutants
click next to the preview page. SaleryIformation
& Reports. Bsaic Pay Computation 8
Tasks KESEO00 Basic Pay KES 100,000.00

Eh N Gross Pay KES 405,677.00
NSSF KES 100,000.00

o swr Kes 10000000
PRMF KES 4,280.00
Total Deductons Kes 567700
Tavablo Pay kes 567700
Income Tax KES 100,384.00
— Kes 10038400
whr Kes 57700
Notpay ke 567700

®
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Add Consultant
6)9 P@yro” Business. v Checkers m Jay & Manoja James v

[ ]
I I ev I ew Consultants Add Consultant

e Add Consultant ol
Employee Data o © © o
8
. M . . . Personal Information Employment Information Payment Information Preview
Review all information, includin
! g
. @ Consultants
personol em p|OYI nent details proviow
and payment details & " o
. C Itant’s N: Er Akinyi
ke onsutant's Name mmy Akinyi Basic Pay KES 100,000.00
th PIN A000000000Z Gross Pay KES 405,677.00
Payroll Settings
Q 1D Number 12345678 Statutory Deductions.
Phone Number 254700 000 000 NSSF KES 100,000.00
[w} SHIF KES 100,000.00
Employment Information PRMF KES 4,280.00
Employes Type Consultant Total Deductions KES 5,677.00
Employment Date 12 Jan 2024
Taxable Pay KES 5,677.00
Employment Completion
Income Tax KES 100,384.00
Employment Completion
Less Personal Relief KES 100,384.00
Profession Product Designer
Job/Staff Number 345675 P eSS S0y
Net Pay. KES 5,677.00

Back
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View ConSUItqnt @ poyroll .

Employses Data > Flstus Adll
° _— Felistus Adelle wore Actions
D e t q I I s R Employee Details
8
Process Payroll Name 1D Number Nationalit Date of Birth Deactivate
@ Felistus Adelle 3456787654 Citizen 4 Oct, 1999
Consultants
el hgne Norios il Aderess
Process Vouchers Female +254 911800 600 michaeladek@gmail.com Active Terminate
H I
liew d consultant's 5 e .
Employment nformation _ Salary Iformation  Non-Cash Benefts _ Allowable Deducions _ Payment History 99 Forms  Aucit Logs
information, th lick M B
Inrormartion, en Clic ore Payrol Setings Eirloymentiipe iary
Actions tO 8 Date of Employment 20th Nov 2020
.
a Date of Completion 20th Nov 2023
[w] Profession Product Designer

e Deactivate
e Terminate

Job] Staff Number 35467589
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(1)9 Pasy ro I I Business v Checkers m Ty @ Mansja James v

Process Pay X Process Payroll
PAYROLL MANAGEMEN
Dashboard Total Gross PARUCIAKIIEEEREN  Total Allowances Total Benefits Total Deductions
P 1

Process Vouchers for Consultants X
Employee Data KES 71.01M KES 2.42M KES1.27M KES 873,73

How do you want to process vouchers?
Process Payroll Use Consultant Data
Jse pre-saved consultants data
Consultants Q search
© Quick Upload

Upload an excel with Cons:

Process Vouchers

@ e P 8O0 @ B

. Reports Oct, 2021 REF6468899 345 KES 80,000 —_ 5
Process voucher and view a
Oct, 2021 REF6468899 345 KES 80,000 Cancel
voucher log, to begin click -
proCeSS Voucher, then quiCk Oct, 2021 REF6468899 300 KES 80,000 KES 80,000 Filed View
I d d f. I I d Oct, 2021 REF6468899 300 KES 80,000 KES 80,000 Filed View
upload, and Tinally proceea.
Oct, 2021 REF6468899 345 KES 80,000 KES 80,000 Filed View
& Previous 1 2 3 & 8 9 10 Next =
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Voucher Processing

Upload
Consultants

Download the sample Excel file,
fill in the consultants details, and
upload it or upload your own
Excel file.

S
</

o@0p P 3OO0 @ B

poyroll

PAYROLL MANAGEMENT
Dashboard

Employee Data
Process Payroll
Consultants

Process Vouchers
Reports

Tasks

Payroll Settings

Business v Checkers
Payroll Process Vouchers.
Process Vouchers

(-]

Upload Consultants List

Upload Consultants List

Instructions

1. Download the Sample file below and fill it with proper data

2. Upload the updated file in the form below and submit,
&, Download Sample Excel

Upload Excel

employee-list xisx

D

X0 o 8 versosomes v

Preview

Remove

User Guide - Business Payroll Module
How to access and use eTIMS on ecitizen.kra.go.ke
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Voucher Processing

9 KENYA REVENUE
(/)gw THORITY Cancel

i I _
R GVI ew U p oq d Consultants List
Process Vouchers
@ incorrect Data Duplicate item

Review the uploaded Excel file. Delete

incorrect data (highlighted in red) and S

duplcates (nighiighted in yellow). S A
For CorreCt thOI CIiCk Smeit to /A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 GO:ODD‘OD Remove Edit

complete adding multiple
Consultonts. A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove Edit

A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove ~ Edit
/A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove  Edit
/A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove  Edit
A0000000000Z 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove  Edit
Andrew Mutua 12345678 Citizen janekamau@gmail.com 0712345678 60,000.00 Remove  Edit
< Previous iy 2 B3 8 9 10 Next >
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Voucher Processing

Review Upload e
Consultants List J—
. . Q search
Review the computed voucher list,
KRA PIN Name Email Gross Amount Tax Rate (%) ‘Withholding Tax Net Pay
then elther SOVe GS drOft Or CIICk ADD00000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000

o
Submit to complete voucher etooapgnaleom  KES 80000
p roceSSi ] g . /A0000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000

A0000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,00 KES 80,000 KES 80,000
AD000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000
A0000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000
A0000000000Z Victor Okal victorokal@gmail.com 80,000 KES 80,000 KES 80,000 KES 80,000
AD000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000
/A0000000000Z Victor Okal victorokal@gmail.corm KES 80,000 KES 80,000 KES 80,000 KES 80,000
/A0000000000Z Victor Okal victorokal@gmail.com KES 80,000 KES 80,000 KES 80,000 KES 80,000
Total KES 80,000 KES 80,000 KES 80,000 KES 80,000
€ Previous 1 2 3 8 9 10 Next >
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Voucher Processing
P@yro” Business. M Checkers M e § @ Manaja James v

Use Consultant

@

- Employee Data KES 71.01M KES 42.00M KES2.42 M process Vouchers for Consultants X

@ Consultants Q search © Use Consultant Data

Bt taD P T NuboofConetims Toal Basic oy Toal Winoldng Tox o O Uload b rarton

63 Reports Oct, 2021 REFB468899 345 KES 80,000 KES 80,000 vouener
Process voucher by selecting Use - | v e meew | oo 5

H Oct, 2021 REF6468899 345 ES 80,000 KES 80,000 KES 8¢ Carx

Consultant Data and choosing the & e
per|od to apply ex|st|ng consultant

D Oct, 2021 REF6468899 345 KES 80,000 KES 80,000 KES 80,000 Filed View
records.

& Previous 1 2 3 8 9 10 Next =
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Voucher Processing
payroll . SO ... R AT

Use Consultant

Process Payroll Cancel | | saveDraft
Dashboard
‘ P Payroll D Period Emploees
PRN-320 Jun 2025 34 Acknowledgement X

Consultants

Employees list
Process Vouchers P

Review the existing consultant Q sear 2 o

Tasks
Job/taft Number Name Gross Pay

data and click Process voucher.

o@e P 300 1@

A pop-up will appear
cknowle it by checking th
a owledge it b e gthe
box, then click Process voucher to
C ntinu 3156789839 Victor Okal KES 80,000 Remove Edit
0o e

< Previous 12 3 8 9 10 Next >
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Voucher Processing
6‘9 P@YFOH Business v Checkers M Q Q Manaja James v

Review Upload o o

g | e REF7656987 More Actions v

Employee Data Payroll Summary
8
R . th t d It t I H t | Procses Pay Payroll ID Period Employees Date Processed Filing Due Date Status Date Filed
eview ecom pu e consultant lis ! PRN-320 Jun 2025 34 1.Jul 2025 1Jul 2025 Filed 1Jul 2025
Reports

Employees list

then either save as draft or click More
Actions to send payslips, amend
voucher, or export voucher. Once done,
click File Witholding tax.

Payroll Settings

Q search 0D columns

S S| Expand
PAYE Calculation

Total Deductions

Job/Staff Number Pay Total Benefits Gross Pay Taxable Pay Less Personal Relief PAYE

Click to View Paysiip.

oD@ e P @ DO

3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00C
&
3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00C
Note: Voucher can only be amended
before it is processed after processing, . . .
3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00C

amendments are not allowed.

Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00

3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000

3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000

3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000

3156789839 Victor Okal KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00

Total KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,000 KES 80,00
& Previous 12 3 . 8 9 10 Next >
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Voucher Processing
G poyroll o= - & s ~

o [ ] [ ]
F I I e W I t h h o I d I n - Payroll REF7656987 File Withholding Tax
File Withholding Tax

Dashboard

Employee Data

Tax Calculation
Process Payroll

View the computed tax, tick the ot vimeing s P
Tasks Total Payable KES 18,000.00

checkbox to certify the information,
then click Submit.

Payroll Settings
() 1 solemnly declare that to the best of my knowledge and belief, the information declared is correct and

complete and theat the taxasle amount and the tax threon and othe r particulars shown are truly
stated and are in accordance with the provisions of “'Chapter 470 The Income Tax Act’, in respect...

Back cancel

o@er P D000 0 B
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Voucher Processing
@9 P@YVOH Business ~ Checkers. m o é Manaja James v

Review return

Z — REF7656987 Vore Actions - (]
Employee Data Voucher Summary
Once the Withholding return is filed and . oo reces SN PaYSIipS
. . @ Consiifiants PRN-320 Jun 2025 34 1Jul 2025
the acknowledgment receipt is Export Payrol
generated, the user can review the 8 Q sen Export NITA PRN
voucher return data and use the CO s gy port Affordable Housing Levy PRN
Further Actions option to send & de womo awomem  wewos  wses  esm: Export NITAReport
payslips, export voucher, or export T e port SHIF Report
Q PRN320 00000 AO000000000Z  Victor Okal KES 80,000 KES 80,00
statutory reports.
€ Previous 1 2 3 - 8 9 10 Next >
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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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