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USER GUIDE

USER GUIDE FOR FILING INCOME TAX RESIDENT
INDIVIDUAL RETURNS FOR JANUARY TO
DECEMBER USING THE ‘ITR FOR EMPLOYMENT
INCOME ONLY’ OPTION ON ITAX

The information contained herein is strictly for the purpose of educating/guiding the taxpayers and stakeholders of Kenya Revenue Authority (KRA). The
information is subject to change in case of any amendments to the current tax legislations and policies governing tax administration. Should there be any
inconsistency with the tax law, the provision of the tax law shall prevail.
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What is filing returns?
Self-declaration of all income earned in a year of income.

File by 30th June (the last day of the 6th month following the end of year of income)

What documents do | need to file returns?

A KRA Personal Identification Number (PIN) and iTax password.

+ P9 form obtained from employer.

- Mortgage interest certificate if one has a mortgage.

» Life/Health/Education Insurance certificate(s) if claiming insurance relief.
*  NHIF membership number and total annual premium paid.

+  Exemption Certificate for (PWDs).

Is there a penalty for not filing my tax return?
Yes:

« If you fail to submit your declaration by 30th June (6 months after the year ends), you
might have to pay KES. 2000 as a penalty to KRA. A burden you would want to avoid.

« If your declaration results in tax payable e.g. KES. One (1) or more, the penalty is 5% of
the tax payable under the return or KES 2000 whichever is higher.
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STEP BY STEP GUIDE ON HOW TO FILE ‘ITR FOR EMPLYMENT INCOME
ONLY’ RETURN

1. Login to the iTax portal iTax.kra.go.ke using your PIN and password

Welcome to iTax Online Service Area

iTax)H)

Simple, Swift, Secure
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Do you have a PIN? iTax Online eServices
PIN Checker TCC/Exemption/Excise ~ WHT Checker
License Checker
EerbiNUssulE) A00 To verify PIN, Click Here To verify your Tax To verify a Withholding
Passwond® compliance/Exemption Certificate,Click Here

Certificate/Excise
License,Click Here
Virtual Keyboard @
Status Checker Agent Checker
LN 13-32 10] To consult status of your applications.Click Here To verify Witholding Agent,Click Here
Security Stamp* - :

. Invoice Number Checker
Control Unit Checker To verify Control Unit Invoice Number,Click
To verify Control Unit Serial Number,Click Here Here



(ﬁ KENYA REVENUE
/l‘ AUTHORITY

2. Select ‘Returns’ on the drop down menu and choose ‘ITR for Employment Income only
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Home Registration  Retums  Debtand Enforcoment  Poyments AssossmentDisputes  Refund  Cortificates  Usel Links

After logging in to Cormmentn Pl

Fllo Amendad Retum

your homepage,
select under
Returns the
return you desire
to file from the
listed options ¢.g
ITR for
Employment
Income Only

3. Enter the return period from as 01/01/2022 and the return period to will auto populate as
31/12/2022. If you obtained your PIN in the course of the year 2022, then input the specific
date you got the PIN as the return period from i.e 20/02/2022

Type* Self v

Taxpayer PIN*

Tax Obligation* Income Tax - Residen v
Return Period From*
Return Period To
Do you have Employment Income ? O Yes ONo

 eck Jf e

4. Select yes on the question ‘Do you have Employment Income?’ and click on ‘Next’

Type* Self v
Taxpayer PIN* lil
Tax Obligation*
Return Period From*
Return Period To
Do you have Employment Income ? O Yes ONo

1 1

4
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5. The return has several sections as seen below.

POox 4524000100 O Horo To: 30310300 (2029100 Fa 341342

Poveres 5y

Ml
TATA

£ Type here to search

6. Section A
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Wome | Regimion | Reums | Debtmd Ewrcoment | Pamnents | AoscvmentDipues | Afnd | Coroes | Ussu Links
cCommuicsin Wy Lok Logow
Answer YES to
e e e applicable
Section Q Section T quesﬁons to
A activate the detail
nt] g
(T«x‘;:y:ww’ Taspayor Namo I entry page
e P - g
St e o PO For example: This
ooy m e 3 K .
is relevant if you
i . contributed to
o E— e NHIF oran
= eduncation noliev

This is the ‘Basic Information’ section. The details to fill in in this section include declaration

of mortgage and insurance.

Section F

Section M

Section Q

Section T

—Section A Part 1 : Basic Information

Information

pay
Taxpayer PIN *
Return Period From : *

01/01/2022

Taxpayer Name *
Return Period To : *

31/12/2022

—Return Information
Has your employer provided you
with a Car? *

Do you have a Home Ownership
Savings Plan? *

Do you earn any income from a
foreign country? *

Do you have a mortgage? *
Do you have a Life Insurance
Policy? *

Have you been issued the

Exemption Certificate for disablity? |[No v

—Section A Part 2 : Bank Details
Bank Name *

City/Town*

Account Number *

I

Branch Name *
Account Name *

[-Select-- v
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Mortgage
+ Ensure you have a mortgage certificate.
+ Select the ‘yes’ option on the question ‘Do you have a mortgage?’
+ Section J which is the tab ‘Computation of Mortgage Relief’ will open up

« Fill in the relevant information as follows and then click on ‘Add’

( <9 KENYA REVENUE
j); AUTHORITY

Section A 11 SectionF ] Section 1 I Section L 0 Section M 1

Fill Mortgage

Section J : Computation of Mortgage <
PIN of Landsr - . Nam of Lanaar i d ta]l fI'O
Mortgage Account Number = = mm| Amount Borrawed (Ksh)~ 5.760.000.00] € S m

fonount Oustanding atveer End (TGt sou30) mount of Interest Paid (Ksh) -  — R
By G51.600730) Amount of Interest Paid (Ksh) EACERT

certificate from

e sove | wes |
| coror |
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TR T
Toat Amountof tere: Pid (Keh) o) Mortgage interest
e isallowed upto a
maximum of Kes
300,000
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i. Insurance Policy

This is applicable for health, Life and Education insurance policy that is 10 years and
above (NHIF is also included since January 2022).

« Fill in the relevant information as follows and then click on ‘Add’;

—

Home  Regisiraion  Retums
INSURANCE o Communicaton My Ledger
POLICY’S

APPLICABLE:

1) Life policy

Section L

Debtand Enforcement
Logout

Payments.

Assessment Disputes  Refund

Certifcates  Useful Links.

1 st Login: e 3, 2023 rzt

PIN ofnsuranc Company

Type of polcy (LieEducatin’ Hoakh)
Policy Holder (SalfWHe/Chid) "
‘Commancament Date -

Sum Assured (Keh)
Amountofnsurance Rl (Ksh) (A"

2) Education policy of not
less than 10 years taken
on or after 15t January
2003.

3) Health insurance
including NHIF effective

Januarv 2022.

Click Add to add details

= Name of Insuranca Company * [National Hospital insuran]
ser > Aas ot i | —
011017202 Matury Date * 31122022)
20 P a——— o
[S— )

st 0

oz 312202 2040000 20400

TotalInsurance Relief [ ———————

from another policy

. 00

7. Section F

Fill insuarnce
details from
certificate from
policy providers

15% (Insurance
Premiums + NHIF
contributions) not
exceeding 60,000

per year

This contains the details of employment income. This tab is already auto populated. Refer to
your P9 and confirm that the details are correct.

e
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Home Registration  Retums,

‘Debt and Enforcement

Payments

‘Assossment Disputes

PIN of Employer *

Gross Pay (Ksh) (4)*

[POR— )

 I— x|

an C:
Fousing) (Ksh) (8) -

30390000

0 000

000 000 000 303900000

Total Employment Income (Ksh) 303500000
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8. Section M

It contains details of PAYE deducted at source from salary.This tab is already auto populated.
Refer to your P9 and confirm that the details are correct.
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2D » 0 0 G=

Rewms  Debtand Enforcement  Payments  Assessment Disputes  Refund. otes  Useful Links

MyLedger  Logout

TV oo [T YU T N Y -— -
secion
i
PN o Enplyer FoR— Name of oy~ —
Grons Pay () 40 eI Eranmen s han Garsnd [ wa)
Roting) (e @
Vs of Car Benet Tt f Value
oG Bt hom — .
ot o Pt {0 Net Vol of Housing (k) )
)
Pansonifnsxces of ksh 00000 Total Emplomet come () )
ot v Hx EXEER
o
Empoyer (|| Empioer
1 ete oty Pn_- aosomnm o0 o 000 3000000
TotatEmploymentncome Ksh) EEEIED

B Povereaty

9. Section T

This is the ‘Tax Computation’ section
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YN AT W

Home Registration  Retwms  DebtandEnforcement  Payments  AssessmentDispues  Refund  Certificates Useful Links
Communication  MyLedger  Logout

e 2 s *Negative: -30,427/-
T— amount means
T T T ST T refund provide bank
details...

C O 8 teksgokeRARora/e

Sito Descrpon
1" ToalDaducton (1.1 Highor Valu o 1201 1.3
11 Defined Pension Contibuton [ 2660000 * %
1> Morgagelares Tt af“Amsntof st i m J_Computaton_ of Morgags bt subfectt Suppose it was
jracetiiilion) R
atot Vear om itive i 27/-
Proof read the data B [fE e e positive i.e. 30,427/
oF 2 Toto o Tx Poyeble Lavs Rl and Exemplons (24..23 26) E—)
and confirm it is 21 Enploymentincome (Tt el Enployment ncame” o _Empayemint Incore) S0 000w
ct bef 22 Allowable Tax Exemption in case of Persan with Disabiity C—— Means tax balance make
corre: efore 23 NetTaxable Income (2.1-1-22) 279357610
it 24 Taxon Tasabeincoma (23 applcabecats) — payment to KRA by 30t
submitting. 25 Personal Rele [ 2880000 —
Insurance Refef (oal f‘Amountofnsurance Ree~ o L_ Computaton_of Insu_Refef bt subject o April (4 months after the
26 imum 60,000 Keh) s ~ [ E— ) (4
3 TaxCredits (3.1+32+33) 745,495 2 1,
3 e T (e om b o o v powny | [T S year ends) to avoid
it inAdvance (Tt of At o Incom Tox Pald rom 1T Baymant_Crodis) v
33 Credts s 1 (AT {Tox Rete fom R_DTAA_Credls) o
4 Tox DueRefund Due 2-3) o237/
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Computation of the tax due (Row no. 4 above)

Using the PAYE tax band below,

EVE:ELGE Annual Rates
On the first Kes. 288,000 10%
On the next Kes. 100,000 (288001 — 388000) 25%
On all income in excess of Kes. 388,000 30%
Personal relief of Kes. 28,800 per annum (Kes. 2,400 per month)
This is how the tax due is computed;
Tax rate Tax
2.1 Total taxable 2793576.1 2793576.1
income (after
allowed deductions;
mortgage & pension
contribution/ NSSF=
245423.9)
On the first 288000 10% 28800
Balance 2505576.1
On the next 100000 25% 25000
Balance (excess of 2405576.1 30% 721672.83
388,000)
Total tax | 775,472.83
Less tax relief (personal 28,800 + insurance relief 15% | 60,405
of 210700 =31,605)
Tax due 715067.83
Less PAYE deducted from salary | 745495.20
Total Tax Due -30,427.37

10. Confirm all the details filled are accurate before submission.

11. Click on ‘submit’.
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Finally, you will receive an acknowledgement of submitting your return then take the survey.

& httpsy/itax kra.go.ke/KRA-Portal/eReturns.htm?actionCode=fileNilReturn#survey

w
KENYA REVENUE iTax

AUTHORITY Simple, S, Secure

\_/

Returns Debt and Enforcement ~ Payments  Assessment Disputes Refund Certificates Useful Link

My Ledger Logout
]

>>e-Returns >> Income Tax - Resident Individual Nil e-Return>> Return Receipt Generated

@ Return Receipt Generated

Return Submitted successfully with Acknowledgement Number: KRA20
Download Returns Receipt °

Would you like to participate in Survey?

THE END.
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