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USER GUIDE FOR eTIMS ONLINE PORTAL

Step 1: To access the online portal https://etims.kra.go.ke/basic/login/index
Login in your browser and click sign up button

oW

Taxpayer Porta
& UserlD
¢  Password
LOGIN
Forgot your password?

Are you new on this system? Learn More

Tulipe Ushuru, Tujitegemee!
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Step 2: Click PIN button

Sign up Type

~ B
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Step 3: Enter your PIN and click verify button

i

eT1MS

Taxpayer Portal

Sign up(PIN)

Taxpayer Information

“PIN

Tax payer name
‘ A010127581P ‘m
Please Input Taxpayer Identification number then click to Verlfy button.
Tax payer type *Telephone number *E-Mail
Address(County) Address(Sub County) Address(Tax Area Locality)

* Address(Location information)

Tulipe Ushuru, Tujitegemee!
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Step 4: Taxpayer’s information populates. Click send button for system to
send security code to the taxpayer phone number and email address. Taxpayer
will then enter the security code and enter password and confirm it. Then
Click Sign Up button.

Taxpayer Information

“PIN

A0050010410

Tax payer name

Please Input Taxpayer Identification number then click to Verify button.

Tax payer type
Individual

Address(County)

BARINGO

* Address(Location information)

Meru

User Information

*National ID

12345852

*Mobile

0704445435

*User D

A0050010410

Please Input user |D then click to Verify button.
Verification

ff05f

Verify IPKEMO2 TEST INETHO2
*Telephone number *E-Mail
0704445435 aa.aa@aa.aa
Address(Sub County) Address(Tax Area Locality)

Gatundu District

*Member name

IPKEMO2 TEST INETHO2

E-Mail

aa.aa@aa.aa

* Password * Password Ok

1 1

Tulipe Ushuru, Tujitegemee!
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Step 5: A sign up confirmation message whether you want to sign up
populates

Signup(PIN)

Do you want to sign up?

Tulipe Ushuru, Tujitegemee!
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Step 6: Click yes button to complete the sign up

Sign up(PIN)
Sign up is completed

Yes

Tulipe Ushuru, Tujitegemee!
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Step 7: Taxpayer logs in again using the log in credentials

/N

eT:MS

Taxpayer Portal

£ AOONEEEA10

i LLLILI LT E L]

LOGIN

Forgot your password?

Are you new on this system? Learn More

Tulipe Ushuru, Tujitegemee!
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Step 8: eTIMS menu populates on the taxpayer’s profile. Click service request
button on the top right corner.

- ) D) Q) 3 e

Transaction Management

eTIMS Menu  [#oms eTINS Meny
Normal Sales Receipt Normal Credit Notes Proforma Receipt Expired Stock item
Total Sales Amount Total Credit Notes Amount Total VAT Amount

Notice More Warning More

=1 TODAY

19/01/2023
(Thu)

Tulipe Ushuru, Tujitegemee!
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Step 9: Click the button ETIMS 2.1

Service request

& ETIMS 2.1

Tulipe Ushuru, Tujitegemee!
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Step 10: If you are applying for ETIMS 2.1 software, on eTIMS Type, click the
drop down and select on a suitable software solution to register(online). Fill in
the mandatory spaces and attach the required documentation and click send
button

Address(Location information)

Nairobi

Service Information

Service Type *eTims Type

eTIMS ~-Select-- v

1

‘ ~Select-
eTIMS Client

Signed Application Letter(PDF/JPG) VSCU
0sCu
Business Registration Certificate(PDF/JPG) - .
ebm_acquisition_user_guide_ok.pdf @

PN S LG ebm_acquisition_user_guide_ok.pdf @

1D of the Owner ofthe Company(PDFIJPG) ebm_acquisition_user_guide_ok.pdf @

Signed Commitment letter(PDF/JPG)

) 21

1

ebm_acquisition_user_guide_ok.pdf @

Tulipe Ushuru, Tujitegemee!
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Step 11: A confirmation notification will pop up to verify whether you want to
apply for the software solution. Click yes button to confirm the application.

A message is sent to the taxpayer through their mobile number informing
him/her of the successful software application.

Service Request
Would you like to apply?

—) 3 =23

NB: This marks the end of ETIMS online portal application, upon
successful application, an authorized KRA officer will verify and approve the
application.

Tulipe Ushuru, Tujitegemee!
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Step 12: Taxpayer logs into their online portal

eTZMS

Taxpayer Porta

A AOCONEEENA10

j SRNNRNRRRRREY

= IR

Forgot your password?

Are you new on this system? Learn More

Tulipe Ushuru, Tujitegemee!
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Step 13: Click Search registered item under Item management.

Welcome.IFI-STINETHUZ{AD-O] o BE MyMenu
A

Taxpayer Portal

ltem Management v Stock Management +  Transaction Management v VAT Annexure

- Search item dlassification - Stock Inventory - Salesby invoice - Sales report

- Search registered item - Stock by item - Salesbyitem - Purchase report
- Stock by Client/Supplier - Sales by buyer - VAT importation
- Imported item list - Purchase byinvoice
- Stodkin history - Purchase byitem
- Stodk-out history - Purchase by supplier
- Stock movement + Sales Receipt
- OpeningClosing stock

05 05 05

Tulipe Ushuru, Tujitegemee!
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Step 14: Click register button to add an item for sale

Toxpayer Porta [

VAT Annexure

Search r@gist@r@d item [HOME > eTiMSMenu > ttem Management > Search registered item ]

+ Search registered item
[tem Management
ltem code v ltemcode [ KRA Changed m

» Search item classification

» Search registered item Classification code Item classific ltem classific

ation code ation name
There s no search result
Item code ltem Name
Quantity Unit Package unit
Item type Tax type
Country of Or ltem standar
igin dname
Additional inf
ormation
Registrant ID Registration d
ate

B Excel Download | i Register -

Tulipe Ushuru, Tujitegemee!
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Step 15: Fill in the Item registration form and click the Save button

Item registration

>|tem

*Item class code 7611160501 (Cleaning Service) B-16.00%
* item Name carpet cleaning 7*8

* item standard nam carpet cleaning 7*8
e

* Item type Finished Product * Country of Origin KENYA
* package unit Net * Quantity Unit Number

Barcode * Status Active

* Safety quantity *Whether it is availa Unapplied
ble to appy insuran
ce

* Basic unit price Additional informa
tion

Tulipe Ushuru, Tujitegemee!
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Step 16: A confirmation message populates, click yes button to register an
item. In case a taxpayer wants to register more than one item, they will click
the register button to add other items.

Item

Do you want to register?

Tulipe Ushuru, Tujitegemee!
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Step 17: Items successfully added to the system. Click on the + button under
class code for the registered items to populate.

eT:MS

Stock Management .~ Transaction Management

Search registered item [HOME > eTiMSMenu > itemManagement > Search registered item]

- Search registered item
Item Management
Item code v Item code (] KRA Changed m 'O Reset

» Search item classification

» Search registered item class code Item class co Item class na
. . de me
- 7611160501 (Cleaning Service)
ltem code Item Name
Count e
. e Tax type ry (.)fO UnitC Package e Quantity Unit Package unit
riginc ode code
ode d ftem type Tax type
KE2NTXNOX0000
carpetcleaning 7°8  B-16.00% KE  NO  NT N iy T =
1 igin d name
KE2NTXNOX0000 . -
sofa cleaning 5seats B-16.00%  KE NO NT N Additional inf
2 ormation
[Total Data: 1/ Total page: 1] Registrant 1D Registration d
ate

Excel Download

Tulipe Ushuru, Tujitegemee!
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Step 18: Under Transaction management click Sales Receipt to make a sale

Gl
Taxpayer Porta eTIMS Menu

Transaction Management v VAT Annexure

- Sales by imvoice - Salesreport

- Salesbyitem - Purchasereport
- Sales by buyer VAT importation
- Purchase byinvoice

- Purchase byitem

- Purchase by supplier

pr—

RegistrantID  A0050010410 Registrationd  19/01/2023
ate

Excel Download | i Register

Tulipe Ushuru, Tujitegemee!
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Step 19: Click add button to proceed with the sale

i

eT1MS

*Mxpayer B eTIMS Menu

VAT Annexure

Sales RQCEipt [HOME > eTIMSMenu > Transaction Management > Sales Receipt]

- Sales Receipt

Transaction Manageme

nt Saledate  Day v 12/01/2023  19/01/2023 Invoice number  Invoice number

> Sales by invoice Receipttype  —All- v

» Sales by item

Invoice number = Receiptnumber  Buyer Name Sale date Receipttype  Total ltem Count = Tot Taxable Amount VAT Summary Amount

» Sales by buyer There is no search result

* Purchase by invoice

> Purchase by item
‘ +1

* Purchase by supplier

» Sales Receipt

Tulipe Ushuru, Tujitegemee!
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Step 20: Click the drop down on Payment Type to select payment mode.

Then search added item using the search button and enter the mandatory
fields.

» Purchase by item

Payment Type* CASH v _
» Purchase by supplier Select

remarks I
» Sales Receipt

CREDIT
CASH/CREDIT
BANK CHECK

Total Supply Pric| DEBIT&CREDIT CARD
MOBILE MONEY
OTHER

Total Taxable Amount Total Tax Amount Total Amount

Sale item list

" 3]
Item name* Package Quantity* Unit price* Supply Price

Taxable Supply Price Tax type VAT Total Price

Select

Tulipe Ushuru, Tujitegemee!
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Step 21: Enter the Quantity for the Supply price, Taxable Supply Price and
VAT to populate then click save button.

Total Taxable Amount 6,000 Total TaxAmount 828

Tax-B Taxable Amount 6,000 Tax-B Tax Amount 828

Sale item list

#1

Item name*

carpet cleaning 78

Taxable Supply Price

6,000

Package Quantity*
o w [ |
Tax type VAT
B-16.00% 828

Tulipe Ushuru, Tujitegemee!

Unit price”

3,000

Total Amount 6,000

Tax-B Rate 16 %

Supply Price

6,000

Total Price

6,000

— 23
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Step 22: A confirmation message populates to confirm whether the taxpayer
wants to register(make sale) the sale. Click yes button

Sales Receipt

Do you want to register?

Tulipe Ushuru, Tujitegemee!
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Step 23: For the receipt/invoice to appear, click on the number(1) under
Receipt number column on the receipt

eTIMS Menu

Item Management

Sales Receipt [HOME > eTIMSMenu > Transaction Management > Sales Receipt]

- Sales Receipt
Transaction Manageme
nt Sale date Day ~  20/01/2023 27/01/2023 Invoice number nvoice number
> Sales by invoice Receipttype  —All- h
> Sales by item

Invoice number Receipt number  Buyer Name Sale date Receipt type  Total Item Count Total Taxable Amount VAT Summary Amount
> Sales by buyer 1 - 1 27/01/2023 Invoice 1 6,000 828 6,000
» Purchase by invoice [ Total Data: 1 / Total page: 1]

» Purchase by item

» Purchase by supplier Add

> Sales Receipt

Tulipe Ushuru, Tujitegemee!
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Step 24: Receipt/invoice of the sale made pops up. Click receipt button to
print the receipt or download it.

Receipt Information

PIN : AOD8726126A

clientID:

Taxable s
upply Pric
e

Itemse Item class N . Supply Pri Discou
ltemcode  Itemname  Unitprice Quantity ~ PPY
quence code ce nt rate

Tax typ
e

VAT

761116050 KE2NTXNOXO carpet cleani
1 0001 ngT7's

6000 B

TOTAL
TOTAL B-16
TOTALTAXB
TOTAL TAX

SDC INFORMATION

Date 27/01/2023

Receipt Number 1

Internal Data Q2TV-L27R-SHOT-450X-KSIT-CX63-34

Receipt Singnature V6KZ-D22Y-6T54-SOJR

The end of a sale.

Tulipe Ushuru, Tujitegemee!
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Step 25:To cancel/ refund the sale made, click on the number(1) under
Invoice number column on the receipt

0

laxpayer Porta m
Item Management v StockManagement

Sales Receipt [HOME > eTMSMenu > Transaction Management > Sales Receipt]

- Sales Receipt

Transaction Manageme

nt

Saledate  Day v 20/01/2023  27/01/2023 Invoice number

» Sales by invoice Receipttype  --All- v

» Sales by item

nvoice number

Invoice number Receipt number  Buyer Name Sale date Receipt type

Total Item Count  Total Taxable Amount VAT Summary Amount
> Sales by buyer - 1 1 27/01/2023 Invoice 1 6,000 828 6,000
» Purchase by invoice [ Total Data: 1/ Total page: 1]

> Purchase by item

» Purchase by supplier

> Sales Receipt

Tulipe Ushuru, Tujitegemee!
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Step 26: Click the Credit Note button

Invoice Information =
Sale type Normal Sale date 01/03/2023 Status Approved
Receipt type Invoice Receipt number 1 Receipt issue date 01/03/2023 13:28:0
2
Branch name Headquarter Invoice number 1 Payment Type CASH
Buyer PIN Buyer Name Buyer Mobile No N/A
Remarks
Total Taxable Amo 6,000 Total Tax Amount 828 Total Amount 6,000
unt
Tax-B Taxable Am 6,000 Tax-B Tax Amount 828 Tax-BRate 16%
ount
Item Name Package Quantity = Unit price Supply Pri Taxable.Su Tax type VAT Total Price
ce pply Price
carpet cleaning 7°8 2NO 3,000 6,000 6,000 B-16.00% 828 6,000
| —Credithote

Step 27: Click the drop down arrow to select a reason for refund

Invoice Information Credit Note reason

Sale type Normal | —Select— s 1 Approved

Receipt type Invoice Missing Quantity eiptissue date 21,.‘03,.‘2023 13:280

Missing Waiting
Branch name Headguarter Damaged ment Type CASH
Wasted
Raw Material Shortage
Refund
Wrong Customer PIN
Wrong Customer name
Total Taxable Amo | . Total Amount
— Wrong Amount/price

Wrong Quantity
Tax-B Taxable Am | Wreng Item(s) Tax-B Rate
ount Wrong tax type

Other reason

Buyer PIN Buyer Mobile No N/A

Remarks

Supply Pri Taxable Su

Item Name Package Quantity = Unit price e RN e

Tax type VAT Total Price

carpetcleaning 7°8 2NO 3,000 6,000 6,000 B-16.00% 828 6,000

=Credit Note

Tulipe Ushuru, Tujitegemee!
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Step 28: Select credit note reason for the sale then click the save button to

approve
Invoice Information Credit Note reason x 23
Sale type Mormal Wasted v Approved
Receipt type Invoice iptissue date  01/03/2023 13:28:0
2
Branch name Headquarter Invoice number 1 Payment Type CASH
Buyer PIN Buyer Name Buyer Mobile No N/A
Remarks
Total Taxable Amo 6,000 Total Tax Amount 828 Total Amount 6,000
unt
Tax-B Taxable Am 6,000 Tax-B Tax Amount 828 Tax-BRate 16%
ount
Item Name Package Quantity = Unit price Supply Pri Taxable. s Tax type VAT Total Price
ce pply Price
carpet cleaning 7°8 2 NO 3,000 6,000 6,000 B-16.00% 828 6,000
=—Credit Note

Tulipe Ushuru, Tujitegemee!
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Step 27: A Credit Note confirmation notification will appear, click yes to
approve.

Credit Note

Do you want to issue a credit note?

= 3 =3

Tulipe Ushuru, Tujitegemee!
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Step 28: The invoice has been cancelled successfully. The cancelled receipt/
invoice appears in the negative (-)

cIiMS gy
ldx;)ayef Porte

Item Management + StockManagement

Sales Receipt [HOME > eTIMSMenu > Transaction Management > Sales Receipt]

- Sales Receipt
Transaction Manageme
nt Sale date Day v 20/01/2023 27/01/2023 Invoice number oice number
» Sales by invoice Receipttype  —All- e m
> Sales by item
Invoice number Receiptnumber  Buyer Name Sale date Receipttype  Total Item Count Total Taxable Amount VAT Summary Amount
» Sales by buyer # 2 2 27/01/2023 Credit Note -1 6,000 -828 -6,000
» Burchase by invoice 1 1 27/01/2023 Invoice 1 6,000 828 6,000
[ Total Data: 2 / Total page: 1]
> Purchase by item
» Purchase by supplier
» Sales Receipt —

THE END

Tulipe Ushuru, Tujitegemee!
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