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1 Background

The National Treasury, The Public Service Commission, Kenya Revenue Authority and Central
Bank of Kenya have implemented an integrated system to allow Government Ministries,
Departments and Agencies to process PAYE returns and payments seamelessly via IPPD, IFMIS

and iTax systems.

This guide defines the step-by-step process to be used by staff to complete the PAYE returns
preparation, returns filing and payments processes.




2 Step By Step Guide

2.1 Generating of Payroll

1. The Payroll Manager logs into the Integrated Payroll and Personnel Database (IPPD)
system.

2. Select Workspace and naviagte to the required period you want to extract data from
the IPPD System.

tﬂ Integrated Payroll and Personnel Database - IPPDv2
File Browse Reports Setup Window Help
Feedback and Interfaces >

Mass Data Updates >
Export Data >
Database Health Check >

Generate Payroll (auto-drive)

Transit Records >
User Setup...

Password...

Print Setup...
Security Colour Setup...

Calendar
Calculator
Notepad

Update Now...

Exit

3. Select the Source of Backup from the IPPD Installation folder.

Specify Your Working Directory
CAKRADemo\e——1

‘WorkSpace setting allows you to easily change your working
directory and work with different data-sets, including old backup
data.

» Click "Cancel" to retain the current WorkSpace.
Click "Original' to revert to the original WorkSpace.
Click "Change" to set the folder containing the desired data-set.

| Cancel I Original Change Go Version-1




4. Change to the Specific Month you want to extract the PAYE and select the Payroll
folder

Browse for Folder
Specify Your WorkSpace (drive/folder)

C:\KRADemo \ORPP\bk\ORPP2108\Payroll

 Health mDA1

 Indust MDA2

~ Inform MDA3

 lands MDA4

~ ORPP MDAS

v bk

v ORPP21IMDA12108

~ Amend
~ Payrol

> | BK203020RPP210cs—

ok || cancel

5. Click OK to continue.

E Integrated Payroll and Personnel Database - IPPDv2
File Browse Reports Setup Window Help

et Wkl

Mass Data Updates > Backup (monthly)...
Sl 2 Pay-slips to GHRIS
Database Health Check >

Pay-slips to Data-Warehouse

R — Ao BT /NS COBrkng

Transit Records > ‘ Payroll-to-Ledger (wide format)

User Setup... ‘ Preview Archive...
Password...

Print Setup...
Security Colour Setup...

WorkSpace...

Calendar
Calculator

Notepad
Update Now...
Exit Alt+F4




6. Read and follow the instructions to confirm the details.

IPPD-PAYROLL to iTax / iFMIS / iBanking: Confirming Data... <

You are about to export monthly PAYE-T ax Data [of
VOTESITE-20302 dated 24-AUG-2021) for use in the
KRA-iTax / TNT-FMIS / CBK-iBanking system. This could
take a few minutes.

g SOURCE
C:A\KRADema\__\bkW[__12108\Payroll

TARGET
C:AKRADemo\[__MByPRODA__P2108\Payroll

I Cancel I Continue

7. Complete the export by saving the data on flash disk or locate the file in the IPPD
installation folder.

Export Completed X

C:AKRADemo\ORPE==—"RODA\0ORPF==8\Payroll\PAYE_P0519c——==—==23802_202108.zpaye

81 PAYE-T ax record(s), amounting to KES 3,140,707.90, packaged successfully for subsequent
consumption by the KRA-Tax / TNT-FMIS / CBK-iBanking systems.

g Please have this data file uploaded into the "'iT ax Secure Repository”', or as directed by the Tax
s Agency.

Press "Close" to end this process.

Press "Copy to Flash" for a copy to take the export file to another computer.

Press "View File' to show the export file.

| Close I Copy to Flash View File

NB: You cannot repeat the export process unless you delete the previous file.




2.2 Upload IPPD .zpaye file to the KRA IPPD Portal (http://196.61.52.97:8090/)

1. The Payroll Manager navigates to the http location using the wurl

http://196.61.52.97:8090/
2. The user logs in by entering the registered KRA email address and password.
3. The user selects the browse file and selects the zpaye file from IPPD.
4. The system responds with a success message confirming that payroll data has

been received by KRA iTax.




2.3 MDA Return Filing on KRA iTax Portal

1. MDA staff (user) logs in on the MDA’s iTax profile

2. User selects Download PAYE CSV Option

ilax

Simple, Swift, Secure

( 3 KENYA REVENUE
J)N AUTHORITY

e-Communication My File Return

File Amended Return County (P051418681Q) - Last Login : JUN 18, 2021 02:19:23

View Filed Return
My Profile

File Nil Return

ITR For Employment Income @ J H %
Only il

Voluntary Tax Disclosure

Change Password View Profile My Ledger
Programme

] -

— | -~ =
— 3 .
e-Return Consult e-Returns Payment Registration Consult Payments

e-Dormance

Download PAYE CSV

Home Registration Returns Debt and Enforcement Payments Assessment Disputes Refund Certificates Useful Links

3. Select PAYE return and respective period

--Select--
¢ 3 KENYA REVEN [iia
JV AUTHORITY [

2010
2011

ilax

Simple, Swift, Secure

2012

2013
2014
2015 ounty (P051418681Q) - Last Login : JUN 18, 2021 02:19:23
Home >>Download PAYE CSV 2016

2017 PAYE CSV Download

e-Communication My Ledger Logou

Taxpayer PIN* 2018
Taxpayer Name* 2019
Return Period*

--Select-- v

Home Registration Returns Debt nt Payments Assessment Disputes Refund Certificates Useful Links

4. User downloads the PAYE return template (P10)




( D KENYA REVENUE
j}l AU’I‘HOR[’I‘\I File Commands Tools Favorites Options ':lelp .
D [D NT_HI 9& N @ @ e ¢

Add  ExtractTo  Test View  Delete Find  Wizard Info VirusScan Comment  SF.

™ ‘ P10_Return_XLSM.zip - ZIP archive, unpacked size 3,721,264 bytes

Home  Registration Returns Debt and Enforcement [FYS

e-Communication My Ledger Logout 2
B7P10_Return_XLSMxism

3,721

! Welcome KENYA REVENUE /|

{THOME >>e-Retums >> Unified Payroll (PAYE-NSSF-NHIF) Retu
Unified Payroll

1. Click on one of the links below to dbwnidiad the Returl
2. Fill the Excel/ODS Return form

3. Provide the details requested belg

4 nlaad tho o/ Ro n forms i R

5. Click on submit to file returns (Version 26.0.2) Z
Click here to download Unified Payroll (PAYE-NSSF-NHIF) Return f = =2

volume is not Large).)
Click here to download Unified Payroll (PAYE-NSSF-NHIF) Return Form (Compatible with MS Excel 2007[SP2 & Above] and 2010 only (Recommended).)

Click here to download Unified Payroll (PAYE-NSSF-NHIF) Return Form(ODS)

All fields marked with * are mandatory
Unified Payroll (PAYE-NSSF-NHIF) Return Form

Type of Return®
. [bead Office |

g bt

Total 1 file, 3,721,264 bytes

5. User uploads the csv file downloaded in step 2 into the PAYE Return Template using
the IMPORT CSV button in Sheet B Employee Details.

hployee Name of Employee Residential Status Type of Employee Basic

ADD ROW(S)
I PREVIO

C_Disabled_Employees_Dtls D_Computation_of_Car_Benefit E_Computation_of_Insu_R

LEHGLIGEN B_Employees Dtls




6. User completes other relevant details on the template and validates the completed
PAYE Return details to generate a zipped upload file which will be generated to the

default Documents Folder (C:\Users\%username%\Documents).

e.g., 30-06-2021_11-46-43_P001198922R_PAYE.zip.

lembers (Total records of M1_NITA_Levy_Dtls)

lTotal of "Standard NITA Deduction" from

PREVIOUS

\YE_Payment_Credits M_Housing_Levy Dtls M1_NITA Levy Dtls

7. User uploads the zipped upload file to the KRA iTax Portal in the same interface in

Step 3 above.

Type of Return*
Entity Type*
Branch Name*

Return Period From*
Return Period To

Upload Form*

Terms and Conditions:*

Click here to download Unified Payroll (PAYE-NSSF-NHIF) Return Form(ODS)

All fields marked with * are mandatory

Unified Payroll (PAYE-NSSF-NHIF) Return Form

31/03/2021
' Browse... | No file selected.

Allowed File Type: zip.
| Agree to the Terms and Conditions

information or loss of profits arising out of or in connection A
with the use of the KRA web port

Information, ideas and opinions sed on the KRA web

portal should not be regarded as| ssional advice or the
official opinion of KRA and User lencouraged to consult
professional advice before takinj lcourse of action related
to the information, ideas or opi] lexpressed on the KRA web v
portal. Vi

b~ -
m B8 .

8. User gets an acknowledgement from KRA upon successful validation of Return Data.

10




2.4 Payment Slip Generation on e-slip

1. FILE FOMART

We are receiving file from KRA, File Format as per below screen shot.

[ fexport/hemelapptst/payes/inbound/Payes 44 210617154154.ifm - apptst@192.168.2,104 - Editor - Win5CP

@ E] @ '9 ﬂ ﬁp = Encoding = Color = -{E} e
P851418681Q|12?81|28281@'5?13|51235?15.2|282811@2—122455|PﬂYE

Pa

2. IFMIS/IPPD GL CODE MAPPING

Lookup code to store program parameters and IPPD/IFMIS Code mapping.

Responsibility: Application Developer
Navigation: Application > Lookups > Common

11




@J Oracle Applications - Test Instance 8010 Clone As of Aug-10-2020

Tpe IFFD IFH

el | IPPD IFMIS CCID

Al GOK Application

Code Combination for IPPD PAYEE Integration

Tag

Effactive Dates

Fraom

-WAY-2019

MY -2019

-WAY-2019

MY -2019

-WAY-2019

MY -2019

-WAY-2019

MY -2019

3. File Import.

Run Below concurrent program to write file in IFMIS interface

Program Name: GOK IPPD KRA Integration File Writing Program

WEGTEI GO IPPD KRA Integration File Writing Program
Operating Unit
FParame s |
(Tl American English

O Decision

As Soon as Possible

Upon Completion
P Save all Qutput Files

Layout

Motify

Print to

SIS

1 T ) e

SNSRI ARSI S S

12




£ Oracle Applications - Test Instance 8010 Clone As of Aug-10-2020

e 2

4.

Invoice automatic Creation

Run the second concurrent program to auto create AP invoice.

Program Name: GOK IFMIS IPPD KRA Integration Process Invoice Creation

MName

rating Unit

Print to

L ceev |

GOK IFMIS IPPD KRA Integration Process Invoice Creation
American English

[ orouage Sewino= ]
As Soon as Possible

Submit another req

M= Save all Output Files 1y ut vos |
= Yes
Delivery Opts

13




4| Oracle Applications - Test Instance 8010 Clone As of Aug-10-2020

b

|'*

o -y - 1l . &5 =1
i . - L 4§ » ¥ o
420108 P AN E ALY )57
L
Refresh Data Find Requests Subrmit a New Request..,
l B3347902 Completed — Mormal
5. Below Invoice Created.
= S invoice Workoe S = =
3824149.75 3824149.75
=
Operating Unit Customer Taxpayer ID || Type PO Mumber| Trading Pa| Supplier Num || Supplier Site|Invoice Date | Invoice Mum || Invoice |||
State Department for Standard [Income T« INAROBI 26-APR-2021)202203_1060 Ikes
| »
1 General
r~Summary Amount Paid: -Status
ltems | 3,824 .149.75 |KES 0.00 Status |Never Validated
Retainage | Accounted |No
Prepayments Applied' Approval |Required
Withholding | Halds |0
Subtotal | 3,824,149.75 Scheduled Payment Halds |0
Tax
Freight. L
Miscellaneous | peschis
T SALARY FOR THE MONTH OF 202203
Total 3,824,149.75
Actions... 1 Calculate Tax Tay Details Corrections Quick Match Match All Distributions

14




6. Create Manual JV by Crediting the PAYE Account with the same Code Combination as per the
PAYE invoice Created Above.

[EJ Oracle Applications - Test Instance 8010 Clone As of Aug-10-2020

KES

GOK_LEDGER 1112 _Salary ADJ B (10-NOY-2021
NN OY-21 ICAPE I 10-NOY-2021 \il | Switch DriCr -

ntral Total

Line Account Debit (KES) Credit (KES) Description
0-1112-1112000101-00001 001 -00000000( 52,000 ,000.00

52,000,000.00

52,000 ,000.00 52,000,000.00

] I
Acct Desc |Recurrent Expenditure-Ministry of Lands and Phy-Default YWalue ( Non'- Depa-Excheguer { GOK Default - Mon Programmati-PaY E-Natio

Check Funds Change FPeriod... Change CUrency. ..

7. Attach the Liability Manual JV on the invoice Distribution DFF

15




|£| Oracle Applications - Test Instance 8010 Clone As of Aug-10-2020

H o @ EBSPI L N AP PG 7

o
1 51,345,178.65
51,345,178.65
=
d Use Recovery Rate Recovery Rate Name Recovery Type Code Tax Regime Tax [1]
e
4 - -~
“alidated Saved
Unprocessed

Recurrent Expenditure-Ministry of Lands and Phy-Default “alue { Mon Depa-Exchequer ( GOK J-Default % Non P

ey B Sew Feceipt

8. Invoice Validation

Search the invoice, from the invoice workbench, go to action and Validate the invoice....ok

After validation click action and tick Create Accounting, Final Post and Initiate for approval...ok

16




BN SSSIR TSN EER

- D D no
- 0 1o
Operating Unit Customer Taxpz alidate Related Invoice Invoice Date | Invoice Num | Invoice
State Department for ancel Invoice 26-APR-202; 202203_1060iIKES
< Dra »
1 General
S ¥
tems 3, s |Validated |
Retainage old Name nted No [
Prepayments Applied Release Name oval Required J
Withholding Release Reaso olds |0
Subtotal 3, olds |0
Tax =
Freight i
Miscellaneous ender Title
Total 3 OR THE MONTH OF 202203
OK Cancel
Actions... 1 Calculate Ta] All Distributions

9. Invoice Approval

When an invoice is initiated, the workflow is automatically submited to the first approver for
approval.

Note: There are three levels of approval

i.  AIE Holder (HR)
ii.  Chief Finance Officer (CFO)

iii.  Head of Accounting Unit (HAU)

Personalize "Worklist”
- Worklist

Personalize "Notifications Worklist Function”

| Full List (1)
Personalize "Notification List"

From Type Isubject |Sent~  Due
Accounts Payable AP Invoice Approval Invoice 202203 10608 156 from INCOME TAX PAYE (3,824,149.75 KES) requires your approval 15-Sep-2022 20-Sep-2022
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

17




Invoice 202203 10608_156 from INCOME TAX PAYE (3,824,149.75 KES) requires your approval

A HRejectH |\More Request

E ize "Notification Details Function”

Personalize "Notification Details Attributes”

Personalize Table Layout: (leftTable Personalize Stack Layout: (rightStack

From Accounts Payable Personalize Table Layout: (rightTable’

To 1035999998 AIEs Supplier INCOME TAX PAYE
Sent 15-Sep-2022 17:22:27 Invoice Number 202203_10608_156
Due 20-Sep-2022 17:22:27 Invoice Date 26-Apr-2022 00:00:00
ID 51655895 Invoice Description SALARY FOR THE MONTH OF 202203
Amount Total
Total 3,824,149.75 KES
Attachments
Personalize Stack Layout
- Amount
Personalize "Amount Summal
F Advanced Table: (Acc YRN)
Line Type Amount
Item 3,824,149.75
_ Invoice Lines
Personalize "Invoice Lines"

F lize Advanced Table: (InvoicelinesRN)
Description PO Number Quantity Invoiced UOM Unit Price Amount
IPPD-IFMIS-KRA Integration Invoice 3,824,149.75

Personalize "Action History"

10. Invoice Payment
i Create a payment batch , Attach invoice batch and bank then submit the batch as below

I ORACLE' Payables

M Navigator v B2 Favorites v Close Window Preferences Personalize Page Diagnostics

Submit Payment Process Request
* Indicates required field Cancel | | Submit

* Use Template |GOK PPR Template | &

(A template will update this page with default values)
Selection Criteria = Payment Attributes | User Rates | Processing | Validation Failure Results | Additional Information

Pay From Date =) Supplier Type Q

(example: 15-Sep-2022) Payee o q
* Pay Through Date [30-Apr-2022
Payment Method |Electronic ML
Payment Priority High 1 —
o * Invoice Batch Name |IPPD PAYEE FOR 3245 on 26/ @,
Payment Priority Low 99 § e
T e O Invoice Exchange Rate Type ]
[Cinclude Only Due
[indude Zero Amount
_Pay Groups Legal Entities
@al @Al
val val =
U O specify @S O specify
= e
Oall @Al
Valies DA iz 28
@) Specify (O Spedify

(]

| ORACLE" Payables

1 Navigator v B Favorites v Close Window Preferences Personalize Page Diagnostics

Submit Payment Process Request

* Indicates required field

* Payment Process Request Name ]SDDASOAPRZOZZ
* Use Template (GOK PPR Template Q

(A template will update this page with default values)
User Rates Processing Validation Failure Results = Additional Information

* Payment Date Override piority [ V|
* Disbursement Bank Account wR_ECSrATWFORE Q Override Bank Charge Bearer v
* Payment Document |REC-STATE DEPT FORT @, Transfer Priority W
= Payment Process Profile '[GOK_EFT Q Starting Voucher Number

* Payment Exchange Rate Type |Corporate Q

Scheduled Payment Selection Criteria Pa!me

| cancel Submi
Home Templates Payment Process Requests Payment Instructions Payments Close Window Preferences iagnostics
acy Stateme Copyright (c) 2006, Oracle. All rights reserved.

About this Page P

18




. Search for the payment process request batch and submit the invoice for payment.

: ORACLG’ Payables

1 Navigator v ® Favorites v Close Window Preferences Personalize Page Diagnostics

Payment Process Requests

Personalize Query: (QueryRN’

Search

Personalize "Search” o o
Note that the search is case insensitive Advanced Search Views

Payment Process Request ' [SDDA30APR2022 Q Status J K
Payment Date li =) Created Date ,7 =]
 (example: 15-Sep-2022)
Go | | Clear

Personalize "Payment Process Requests Table"

|_Submit Single Request || ing Request |

Selected Rejected ‘

Details Payment Process Request Created Date Payment Date | | |Payi Process Request Status Start Action Terminate
[# Show SDDA30APR2022 15-Sep-2022 30-Apr-2022 1 No Invoices Pending Review R

Ga
| Refresh Status T
Save Search

Payment Process Request: Selected Scheduled Payments
Click the Calculate button to see new calculations and totals.

Cancel i Request | | Calculate ‘ Save ‘ Submit Save Search
Payment Process Request SDDA30APR2022 Selected Scheduled Payments 1 View Unselected
Payment Date 30-Apr-2022 Scheduled Payments Missing Rates 0
User KURGATN]  Update Rates |

1=l Current Estimated Currency Totals
Personalize Advanced Table: (CurrTotalsTable)

y Payment Interest Total Amounts
Currency inil i Due Payable
KES 1 3,824,149.75 0.00 0.00 3,824,149.75 3,824,149.75
Personalize Query: (Que

"Search Selected Scheduled Payments”

Note that the search is case insensitive @
Payee [ | Q Document Number |
Paycur [ J K Amount Remaining |
Personalize Advanced Table: (SelectedPsTable)
Select Remove from Request ||‘ Add |
Select All | Select None

Document

Payment Amount| | i | y | Total Amount

Select Details Trading Partner Payee Number Due Date |Currency Remaining| Amolmti Iakul‘ Ammmt‘ Due. Payable

@ how INCOMETAX  INCOMETAX 95703 10608 156 257AP™  kes 3,824,149.75 0.00 3,824,149.75 3,824,149.75
PAYE PAYE 2022

| cancel i Request | [ Calculate/] [ Save"| \[/Submitl]. | save Search |

Home Templates Payment Process Requests Payment Instructions Payments Close Window Preferences Personaliz: ge Diagnostics

this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

11. Run T24 concurrent Program.

Run EFT Program to request for PRN and transmission to CBK
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[O|Requests
[G/submit Reques
RULRGIE

Name |GOK IFMIS EFT Report]

Operating Unit

Parameters

[ENLIELEM American English

. | anguage Settings Debug Options
O Parameters

As Soon as Possible EENCREE N SDDAI0APR2022 H

% Save all Output Files

Motify
- Delivery Opts
it to
0

File Edit

= r L
PO ESGB DR LA )52
O Reque
Refresh Data Find Requests Submit a New Request Submit Mew Request Set
R Copy Single Request Copy Reguest Set
Req
856723292  |GOK IFMIS EFT Report 3245, Y, SDDA30APR2022 | =
85723283  |Format Payment Instructio Completed  [Normal 1391784, N, ... ...
185723282 |Build Payments Completed  [Normal 200, SDDA30APR2022, 39044] -
185723281 |Scheduled Payment Selec Completed  [Normal 2028826 '
185723280 |Apply Changes, Recalculat| Completed  [Normal 2028826, Y
185723274 |Scheduled Payment Selec Completed  [Normal 2028826
185723273 |Payment Process Request Completed ][Normal 2028826, , .,
l$5723263 ][Pa'yment Process Reguest Completed ][Normal 2028825, | ..
185723253 ][F’a‘yment Process Request Completed ][Normal 2028824, , .,
85723214 Posting: Single Ledger Completed Mormal 2091, 1039, 50388, 12168663 |+
Hold Request View Details Rerun Request View Output
Cancel Request Diagnostics Reprint/Republish (J) View Log (K)

12. View Log to confirm PRN generation




BINARY

Enter Password:
MISG-00100:
M5G-00009:
MSG-00010:
I5G-00013:
M5G-00017:
M8G-00018:
A5G-00020:
A5G-00022:
M3G-00026:
A3G-00028: :
ASG-00028: ———————————————— T

M3G-00030: About to Generate PRN:
M3G-00031: Period Start Date: 2022-04-01
M3G-00032: Period End Date: 2022-04-30
M5G-00033: Period Name: APR-22
M5G-00034: Fayment Date: 2022-04-30
MSG-00036: PRN Generated:

M5G-00038: Prn Number : 2120220000053860
A5G-09891: Invoice Twinning Starced

d8G-085%1: Invoice Twi g Mo:22IAERUS

1: 3824148.75 Invoice Amount 3824149%.75 Invoice No 202203_10608_156 Tax Obligagation ITEMFPAYE

Report Builder: Release 10.1.2.3.0 - Production on Thu Sep 15 17:50:29 2022

Copyright (c) 1882, 2005, Oracle. All rights reserved.

Start of log messages from FND FILE

Senerated PRN 212022000009%9360 for IFMIS Unigue Refe Number 230962538 and Amount 3824148 75«</PRNL

End of log messages from FND_FILE

SUMMARY

1. We are receiving PAYE file from KRA with the correct fomart as per requirement.
2. Lookup code to maintain IPPD/IFMIS Code mapping
3. Concurrent programs created to write file and auto create invoices

4. T24 program runs successfully and generate PRN from KRA.
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