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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.
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2. Employer downloads the PAYE return using one of the links provided
below,
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{rHOME >>¢ Retums >> Unified Payroll (PAYE-NSSF-NHIF) Return Form
Unified Payroll (PAYE-NSSF-NHIF) Return Form
Steps to follow
Click on one of the links below to download the Return form
Fill the Excel/ODS Retum form
Prowvide the detais requested below
Upload the ExcelODS Return form using Browse button
Click on submt to file returns (Version 26 0.5)
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1 Agree 1o the Teems and Conditions
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Terms and Condiions *

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.
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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.

Generate Upload File(s)

0 Sheets are ready to be uploaded.Do You want to generate upload file?

Yes

Mo
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Type of Retum” [Driginal v
Entity Typa" Branch L
Branch Hame" |
Feeturn Period From® [ 01/08/2023]
Raturn Pasiod To | 31-'03'?52”

Upload Form* [ Choose File | 05-10-2023...9N_PavE zip] [[EEEE
Allowed File Type: zip.

| Agree to the Terms and Conditions

whatsoever be Liable Tor the same,

Our responsibllities and liabilities to you in providing this
portal and any associated services are limited as set out in ouwr
disclaimer notice.

KRA reserves the right to change or discontinmue, at sny time, the
use of this portal, cancellation of registration without motice
upon the violation of any norms that govern the use of this

Terms and Condifions
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Returns

{tHOME »»e-Retumns »> Unified Payrall (PAYE-NSSF-NHIF) Return Form=> Return Receipt Generated

2 Return Receipt Generated

Return submitted Successfully with Acknowledgement Number: KRA202316419576
Please find below link to download your PAYE return Acknowledgement Receipt
Download Returns Receipt
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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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{IHOME >> E-Payment>> e-Payment Registration Form
All fields marked with * are mandatory

Payment Information

PIN’ i Taxpayer Name |
0000, Times Tower, *
N h 3
Taxpayer Address 0?;;;::" ? v Email Id system lesling123@local
PO Box:0000,
Tax Head" )‘Qgenq, Revenue v Tax Sub Head" _|70751717}7H6u's;ng IZevy v
Payment Type Self Assessment Tax v Tax Periods [2023 v|
Liability Details
TaxPeriod(s)  Principal Tax (Ksh) Fines (Ksh) Penalty (Ksh) infecest (Ksh) "'”""'"‘(':;:""" Amount to be Paid (Ksh)
®  Awg202 1,626,626.13 0.00( 0.00 0.00 162662613 | 1626.627)
(had] |

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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r— Liabdlity Details
TaxPoriodis]  Prineipal Tax (Ksh} Finas [Ksh) Panalty (Ksh] Interest (Ksh) B Amaunt to be Paid (Ksh]
& Agan 1,626,626.13 0.00 00 0.00 1,626,626.13 1.626.627
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Selected Payments Records

—Payment Details

5. Ne. Delete Moty Tax Obligationis) Tax Period(s} """““;‘"’:?’"“' Amsunt fo be Paid {Ksh}
Delete Modity (0511} Housing Levy August 2023 1.,626,627.00 1,626,627
Total Amount Payable (Ksh)" | 1.626.627
Total Amount to be Paid (Ksh)” 1,626,627
How do you want to pay?
Maode of Payment” /' Qther Payment Modes v

E | sobmit ] e |
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.
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‘alue Added Tax (VAT

Tax Representative will then download the PAYE return using one of the links
provided below and file the return
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Unified Payroll (PAYE-NSSF-NHIF) Return Form
Steps to follow

Click on one of the links below to download the Return form
Fill the ExcelODS Retum form

Prowide the detais requested below

Upload the ExcelODS Return form using Browse button
Click on submi to file returns (Version 26 0.5)
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Unified Payroll (PAYE-NS SF-NHIF) Return Form

Type of Retum’ 10:.9;'13! V]

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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B PAYMENT

Applicant Type' [Tan Representative |
Tax Payer List

A0051 ‘PTOO1 AMES 005139TEST

AD0E PTO02 OMANK 005139TEST

Tax Payer

Certificate Number [#0051.  PTOZ Mame |OMANE, 005139TEST
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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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{HonE >> E-Payment>> e-Payment Registration Form
All Tields marked with * are mandatory

Payment Information

PIN |A005 PT002 | Taxpayer Name [OMANK 005139TEST |
|0002, Times
T A Ruir st s —
Taxpayer Address og‘s‘z:;c;ax' Sy Emai id [system testing123@locall

PO Box:0000,

Tax Head” Agénc;,' Reveme ‘{ Tax Sub Head" [(0511 IHOUﬁI-f\Q Levy v]

Payment Type' Self Assessment Tax_ v Tax Periods [2023 v] (uy v)

Liability Details

TaxPeriod(s)  Principal Tax {Ksh) Fines (Ksh) Penalty (Ksh) Intereat (Ksh) “"‘“‘fx“;;"‘* Amount to be Paid (Ksh)
° Jul 2023 113,078.90 0.00 0.00 2 0.00 118,078 .90 118,079
[ Add

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.

Selected Payments Records

Payment Details
51, No. Delete Modify Tax Obligaticn(s) Ta Pericdjs) ""‘““I""(‘;?*“'E Amount to be Paid (Ksh)
1 Delete Medify (0511)Housing Levy July 2023 118,079.00 118,079
Total Amount Payable (Ksh)* 118,079
Total Amount to be Paid (Ksh)* 118,079
How do you want to pay?
Mode of Payment’ [Other Payment Modes — w]
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\! ‘Welcome - Last Login : OCT 05, 2023 05:19:47

{IHoME >» E-Payment »= Payment Slip Generation
Payment Slip

® Payment registration done successfully

Payment Registration Number: 2020230002926763
Search Code: 972469168757LCV
This Payment Slip will expire on : 11102123
Download Payment Slip

Pay Now with Mobile Money or Credit/Debit Card

END
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