
KRA 
Buyer Initiated 
Invoicing
Access Kenya Revenue Authority 
services using your eCitizen 
account.



Log in to 
eCitizen
To initiate the buyer invoice 
generation process, log in to 
ecitizen.kra.go.ke 

To utilize this solution, you 
require a Valid KRA PIN.

http://ecitizen.kra.go.ke


Drafts
1. Single Invoices



Create Invoice
Enter all required details on 
the form:

● Type of sale
● Seller details
● Invoice details
● Items
● Payment option
● Other

When adding the Seller’s 
details, it’s mandatory to 
enter their valid KRA PIN. 



Add Items
Here, you can either Add New item 
or choose an existing item(Add 
from Items.)

Enter all the required details on the 
items. These include:

● Type of Item
● Item name
● Description
● Unit cost
● Quantity
● Discount - If any

The total amount will be 
calculated automatically.
Click Add to complete the process.



Preview 
Purchase Order 

Click on the Show Preview button 
to view the outlook of the invoice.

All details entered on the form will 
be displayed on the invoice. These 
details can still be edited.

Once satisfied with all the entered 
details,click Create Invoice to 
complete the process.



Pending
Click on Pending to view all 
pending invoices awaiting 
approval by buyer.

View invoice details such as:
● Order date
● Order Number
● Seller Name
● Seller Pin
● Total Amount

To see more details about 
the invoice, click View.



Invoice 
Details

You can preview the invoice 
and see more details. 

To change or edit any 
details on the invoice, click 
on the Edit button.



Completed 
Invoice

To view the completed 
invoices, click on 
Completed. 

Here, you can see the status 
of the invoices, either 
Approved or Declined. 

Click on View to see more 
invoice details.



Declined 
Invoice

On a declined invoice, you 
can view all the details of 
the invoice.



Approved 
Invoice

For an Approved Invoice, 
an invoice will be 
generated and displayed. 

Click on the Download icon 
to download the invoice. 

Click on the Print icon to 
print the invoice.



In this section, you can 
upload documents with 
item details as opposed to 
adding items one at a 
time.

Click Create Invoice to 
begin.

Drafts

2. Batch Invoices



Download 
Sample CSV 
Click Download Sample CSV 
to download a sample 
template.



Invoice 
Template  

Enter all the required details 
about the transactions on the 
document as shown. 

Note: 
- The seller name should 

be as per ID. 

- Phone number should 
start with 07…..

- The Purchase Date 
should of DD/MM/YYYY 
format



Upload 
Document 
Click to upload the items’ list.

The document has to be in 
CSV format. 



Items 
Preview

The items from the uploaded 
document will be 
automatically listed as shown.

The list displays the item 
details such as:

● Seller Name
● ID Number
● Phone number
● Invoice date
● Item name
● Quantity
● Unit price
● Discount
● Total amount



Transactions 
Preview
The uploaded transactions are 
color coded.

1. Red is for transactions that 
have errors such as incorrect 
ID number, 0 amount etc.

2. Yellow transactions are for 
duplicates - Transactions 
that have been repeated.

3. Green - represents 
submitted transactions. 

The tab under batch shows the 
various categories. E.g To view all 
errors click on the errors tab. 

Note: Transactions with errors 
cannot be submitted. 
Duplicates transactions are meant 
to assist with confirmation before 
submitting.
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Edit Invoice 
Details 

To edit the transactions, 
click on the edit icon. 

Edit the cell that 
highlighted to correct it.



Submit 
Invoice

After making all the 
necessary changes, mark all 
the purchase orders you want 
to be submit.

Click the Submit button.

Mark the little box on the 
acknowledgement to 
confirm.



Submitted 
Invoices

Under submitted, you can 
view the different purchase 
orders submitted to the 
sellers. 

Also, you can see the status 
of the purchase orders, 
either: Approved or 
Declined.



Invoice 
Preview

Click the View button to 
preview the purchase order.



Pending

Click on Pending to see the 
list of pending invoices.

You can search for a 
pending invoice either by 
date or batch number.

Click on View for more 
information on the invoice.



Completed 
Invoices

Click on Completed to 
view a list of all completed 
invoices. 

Click View to see more 
information on the 
invoices.



Completed 
Invoices

Here, you can see the status 
of the invoices, either 
Approved or Declined. 

Click on View to see more 
invoice details.



END


