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STEP BY STEP GUIDE FOR PAYMENT OF HOUSING LEVY BY TAX 

REPRESENTATIVES AND BRANCH PINs 
 
1.0 Introduction 

 
This guide highlights the process to be used when making payments for 
housing levy by employers that file PAYE returns as Branches or through the 
use of Tax Representatives.  
 
2.0 Step-by-Step Guide 
 
2.1 Branches 
 

1. Employer logs into iTax with the Branch PIN and password navigates 
to the ‘Returns’ menu and selects File return, then under drop down, 
selects tax obligation as Income Tax PAYE. 

 

 
 

2. Employer downloads the PAYE return using one of the links provided 
below, 
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3. Employer fills the relevant details as required in the PAYE return (e.g. 
August 2023), select Entity Type as Branch 
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4. Employer navigates to the new sheet M (Affordable Housing Levy dtls) in 

the PAYE return to declare the details of Affordable Housing Levy for each 

of their employees liable to housing levy. The member Number/ID Number 

field details may include the national ID, Alien ID or passport number of 

the employee but is optional. 

 
 

5. Affordable Housing Levy details captured in sheet M will be populated in 

the tax due sheet on row 15 and 16 in the tax due sheet. Employer will 

validate the return after confirming correctness of their declaration. 
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6. Employer will proceed to upload the zip/validated file, submit and 

download the returns receipt. A copy is also sent to the employer’s iTax 
registered email. 
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7. Employer will navigate to the payments menu, select payment registration, 

click next to proceed, select tax head as agency revenue, tax sub head as 

Housing Levy, select tax period. 
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8. Affordable Housing Levy from the filed return will be pre-populated. 
Employer will click add, select mode of payment and submit. Employer will 
download the payment slip and proceed to make the Affordable Housing 
Levy payment at their respective bank or through other payment channels 
like mobile payments, debit and credit cards. A copy of the payment slip is 
sent to the employer’s iTax registered email.  
Note: To accommodate Branch employees who have been deducted AHL 
and they don’t have a PIN, the employer will be able to edit the AHL payable 
upwards where applicable and pay the correct amount for AHL. 
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2.2 Tax Representatives 
 

1. Tax Representative logs into iTax with their PIN and password 
navigates to the ‘Returns’ menu and selects File return, selects type as 
Tax Representative, Certificate Number of the taxpayer, then under 
drop down, select tax obligation as Income Tax PAYE.  

 

 
 
Tax Representative will then download the PAYE return using one of the links 
provided below and file the return 
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2. The Tax Representative will navigate to the payments menu, select 
payment registration, the system will take you to the e-payment page, 
under the drop down, select applicant type as Tax Representative, 
then select the taxpayer under the Tax Payer List and click on next 
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3. Under payment information select tax head as agency revenue, tax sub head 
as Housing Levy, then select tax period. 
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4. Affordable Housing Levy from the filed return will be pre-populated. The 

Tax Representative will click add, select mode of payment and submit. The 

Tax Representative can then download the payment slip and proceed to 
make the Affordable Housing Levy payment. 

Note: To accommodate employees who have been deducted AHL and they 
don’t have a PIN, the Tax Representative will be able to edit the AHL 
payable upwards where applicable and pay the correct amount for AHL. 
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END 


