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Authority services using 
your eCitizen account.
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User Guide – Business Payroll Module

Introduction
The Payroll Management module is 
designed to organise, calculate 
and distribute employee pay in 
compliance with labour laws, tax 
regulations and company policies. 

It also manages employee data 
and statutory deductions to ensure 
accurate records, regulatory 
compliance, and timely salary 
processing.
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Consultants
Manage all consultants in the 
consultants sorted by status: 
active, inactive or terminated.
 
To add a consultant;
● Click the add consultant 

button and pick either add 
individual for a single 
consultant or add multiple 
for numerous consultants.



4
User Guide – Business Payroll Module
How to access and use eTIMS on ecitizen.kra.go.ke4

User Guide – Business Payroll Module

Add Consultant

For an individual consultant; 

● select their nationality (Citizen, 
Non-Kenyan Resident or 
Foreigner). 

● Enter the first name, ID number, 
and KRA PIN, then click Validate. 

● 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.

Personal Details
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User Guide – Business Payroll Module

Add Consultant

For an individual consultant, select 
their nationality (Citizen, Non-Kenyan 
Resident or Foreigner). Enter the first 
name, ID number, and KRA PIN, then 
click Validate. 

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.

Personal Details
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Add Consultant

Employment 
Details
Provide their employment details, 
including employment type, start and 
end dates, department, profession, 
staff number, branch, statutory details, 
and bank information. Click Next to 
continue.

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

Payment Details
Provide the basic salary.
click next to the preview page.
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Add Consultant

Preview 
Review all information, including 
personal employment details 
and payment details.
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View Consultant 
Details
View a consultant’s 
information, then click More 
Actions to:

● Deactivate
● Terminate
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Voucher 
Processing
Process voucher and view a 
voucher log, to begin click 
process voucher, then quick 
upload, and finally proceed.
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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.
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Voucher Processing

Review Upload

Review the uploaded Excel file. Delete 
incorrect data (highlighted in red) and 
duplicates (highlighted in yellow). 

For correct data, click Submit to 
complete adding multiple 
consultants.
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Voucher Processing

Review Upload
Review the computed voucher list, 
then either save as draft or click 
Submit to complete voucher 
processing.
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Voucher Processing

Use Consultant 
data
Process voucher by selecting Use 
Consultant Data and choosing the 
period to apply existing consultant 
records.
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Voucher Processing

Use Consultant 
data
Review the existing consultant 
data and click Process voucher. 

A pop-up will appear 
acknowledge it by checking the 
box, then click Process voucher to 
continue.
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Voucher Processing

Review Upload
Review the computed consultant list, 
then either save as draft or click More 
Actions to send payslips, amend 
voucher, or export voucher. Once done, 
click File Witholding tax. 

Note: Voucher can only be amended 
before it is processed after processing, 
amendments are not allowed.
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Voucher Processing

File Withholding 
Tax
View the computed tax, tick the 
checkbox to certify the information, 
then click Submit.
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Voucher Processing

Review return
Once the Withholding return is filed and 
the acknowledgment receipt is 
generated, the user can review the 
voucher  return data and use the 
Further Actions option to send 
payslips, export voucher, or export 
statutory reports.
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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


