KRA
Buyer Initiated
Invoicing

Access Kenya Revenue Authority
services using your eCitizen
account.

( 3 KENYA REVENUE
JIN AUTHORITY
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oY AUTHORITY Home Business  Indivi iduals Checkers Invoicing Register PIN

To initiate the buyer invoice

generation process, log in to H

ecitizen.kra.go.ke TUlee Ushuru
Tujitegemee.

To utilize this solution, you | B

require a Valid KRA PIN. sl el

Kenya Revenue Authority online services. Apply and pay for the
service: s conveniently through your eCitizen account.
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http://ecitizen.kra.go.ke

1. Single Invoices

(/31\'1\\.\ REVENUE Individual Checkers @ 0 " Manaja James v
J) ¥ AUTHORITY

Drafts =

@ single invoices

Home
Payments

2021

Complete

Tax Compliance 5,2021

Amnesty 2021
Drafts
P , 2021
& Tumover Tax
2021
[l Rentsl Management 3

() Organisations

INVOICING

& sales ~

@ Purchases A
Buyer Initiated ~
Soller

3 ttem Management
customs
@ Licenses

& Declaration checker




Create Invoice

Enter all required details on
the form:

Type of sale
Seller details
Invoice details
ltems

Payment option
Other

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

(‘ KENYA REVENUE
)N AUTHORITY

ququququququ

Eh Rental Management

(%) Organisations

@ soles A
& purchases A

€3 uweritates &

Seller

B item Management

cusToms

@ Helpssupport

Non-VAT

© Paid

Items

Not Paid

Payment option

Mpesa Til

Til: 000000

Other




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 ltem
ltem name
Description

Unit cost
Quantity
Discount - If any

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

Add Item Details

© Add New Add from Items

Type Of Item

Select...

Item Name

Description

A short explanation about the product/ service

Unit Cost
KES 0.00
Quantity
0

Discount

Discount % v

Amount

KES 0.00

Cancel

Add



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.

) eCitizen
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KES15,750.00
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Buyer

DOMESTIC

Pending

B File Returns

© Ssingle invoices

Drafts
Pending
Payments

Complete

Batch invoices

8
@ Tax Compliance
@

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

Amnesty '
Drafts

TurnOver Tax
Pending

Eh Rental Management Complete

() Organisations

View invoice details such as:
e Order date
Order Number
Seller Name

INVOICING

& sales
&) Purchases

=J Buyerinitiated A

Seller Pin

Buyer

B item Management

To see more details about T
the invoice, click View.

Total Amount

® Licenses

€ Declaration checker

Pending Invoices

Q search
Order Date
Oct 05, 2021
Oct 05, 2021
Oct 05, 2021
Oct 05, 2021

Oct 05, 2021

Order Number

0000000000

0000000000

0000000000

0000000000

0000000000

Seller Name

ABC limited

flow ban Itd

Brian Okal

Mercy Hanal

OCCAP CITY

Checkers

Seller PIN

A0000000000

A0000000000

A0000000000

A0000000000

A0000000000

+ Create Invoice

Total Amount (KES)

80,000 View
250,000 View
250,000 View
250,000 View
250,000 View
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Buyer-Pendi INV:00000000

DOMESTIC

Details

Seller Details

Cancel

) File Returns INV000000

NAME

Mauro Sicard
B Payments

© Tax Compliance

Amnesty

You can preview the invoice PURCHASE ORDER

& Tumover Tax

and see more details. ==

Mauro Sicard Mauro Sicard
[Eh Rental Management Bhder Batis o

. (2) Organisations o o Sl ook ol 2
To change or edit any e e

INVOICING

details on the invoice, click

00/00/0000
- @ sales A~
on the Edit button o 1 sz
@ Purchases ~
&5 Buyerinitiasted A AMOUKT
Seller

Subtotal

Diseount (Special Offer)

B3 item Management

Attachments
Invoice total KES15,750.00

doc-sample.CSV
200KB
_ 000000
cusToms
doc-sample.CSV
2008
@ Licenses

Y eCitizen

& Declaration checker
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Buyer

Completed

Single invoices ~
B &) £

° Drafts Q search + Create Invoice
) File Returns
Pending Invoice Date Invoice Number Seller Name Seller PIN  Total Amount (KES) Status

B Payments

Oct 05, 2021 0000000000 ABC limited A0000000000 80,000 Approved View
Complete
Tax Compliance Oct 05, 2021 0000000000 flow ban Itd A0000000000 250,000 Declined View
Batchinvoices A
Amnesty ot Oct 05, 2021 0000000000 Brian Okal A0000000000 250,000 Approved View
rafts
To view the completed "
p &R Tumover Tax Panding
|nVO|CeS, Clle on Oct 05, 2021 0000000000 OCCAPCITY  A0000000000 250,000 Declined View

[Eh Rental Management Complete
Completed.

(5) Organisations

INVOICING

Here, you can see the status & soes

of the invoices, either s
Approved or Declined. S st
Click on View to see more
invoice details. SYv—

cusToms

@ Licenses

& Declaration checker
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Buyer-Complete INV:00000000

DoOMESTIC .
Items Details

Declined 02/2024 14:00:0

@ Home Date Product/Service Description Quantity Unit Cost KES Amount KES
Seller Details

) File Returns Oct 05,2021  HP laptop HP laptop 1 80,000 80,000

NAME

Mauro Sicard Oct 05,2021 Iphone 14 pro The iPhone 14 Pro Max... 5 250,000 1.250,000

Invoice -

© Tax Compliance 00000000000

Subtotal KES 1,330,000.00

Amnesty D Discount % 10%
lama Ngina Drive P.0. BOX 00242-0100

Morbase. Kerya Total KES 1,197,000.00

& Tumover Tax

[Eh Rental Management Brdar Bati

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

NUMBER OF TIMES
@ Purchases 3

AMOUN!
KES. 15,750.00

Buyer Initiated

Seller

Attachments

It M t
B ttem Managemen doc-sample.CSV.

200 KB

doc-sample.CSV
200 kB
@ Licenses

& Declaration checker
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Buyer-Complete INV:00000000

DOMESTIC

Approved o -

Seller Details
B FileReturns

NAME

[ ]
Mauro Sicard
B3 Payments

@ Tax Compliance 000 INVOICE
Amnesty e =

Mama Ngina Drive P.0. BOX 00242-0100 A Campany Itd
Mombasa, Kenya

For an Approved Invoice, & Tumower o
an invoice will be L
generated and displayed. - ,‘

Web design KESs ] KES 5,250.00

23-03-2023 23-03-2023

INVOICING

& sales i~

NV

00/00/0000 Brand book design 5275000 KES 2,750.00

Click on the Download icon

UI/UX app design KES7,520.00 KES 7520.00

. . @ Purchases A~
to download the invoice.
&5 Buyer initiated ~ Lot Discount (Special Offer
KES. 15,750.00 TAX: KES 750.00
Seller

Invoice total KES 15,750.00

Click on the Print icon to
print the invoice.

Attachments snse g

B3 item Management Hoe EampIa.CSV.

200 KB
cusToms ) eCitizen
doc-sample.CSV/

200K8
® Licenses

€ Declaration checker
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AUTHORITY
Buyer
-
2. Batch Invoices & swgssinveicss
- @ Home & &

fratte Q =)

) File Returns

Pending Date Created BatchNo

B Payments

D ra fts - e =~
@ Tax Compliance Oct 000

Batch invoices.

Amnesty 2 0

& e - ‘
In this section, you can S
upload documents with

item details as opposedto | - ~
adding items one at a

time. Seller

(5] Organisations

Click Create Invoice to | Buyer
begin.

al

Item Management



ENYA REVENUF Individual
AUTHORITY

Buyer

Download - o

Q Search

Sample CSV

Payme
0Oct 05, 2021

Tax Compliance 0ct 05, 2021

Click Download Sample CSV
to download a sample
template.

TurnOver Tax Oct 05, 2021

Oct 05, 2021

Rental Management

Organisations

Buyer Initiated

Seller

B3 item Management

Checkers

Create Batch Invoice

Download e CSV 4

Click to uf

Total Amount (KES)
80,000 View
250,000 View
250,000 View
250,000 View
250,000 View



Invoice S

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

A
Seller Name (As per ID)

7 Batch Invoice Template

ID Number or PIN

c
Phone Number (Start 07_)

[

D
Purchase Date (DD/MMIYYYY)

H 3 MO -———
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AUTHORITY

Buyer

Uploac - .
Document

File Returns

T Batch Invoi
Invoice Date CreateiBatc olce Total Amount (KES)

Paym

Oct 05, 2021 80,000 View
axtoplance Oct 05, 2021 250,000 View
lick load the i “li
c Ic to up oq t e Items ISt- Amnesty Oct 05, 2021 (\ 250,000 View
fr
TornOvar Tox Oct 05, 2021 250,000 View
.
The document has to be in

Rental Management

CSV format.

Organisations

Buyer Initiated

Seller

B item Mana



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
ltem name
Quantity

Unit price
Discount

Total amount

(‘ KENYA REVENUE
}“ AUTHORITY

Cancel

Batch Invoices Preview

Al 4000

Errors 138

Group by SellerID v Q Search ID
(5)  seller Name 1D Number
V) Jam g "

ID number does not match name
Julia Nyawira 26713378
Muna Muthoni 27427472
© Nicole Achieng 352346858
(¥)  NicoleAchieng 352346858
Jane Auma 54325734
Ashley Korir 12543657
Kayle Chepkemoi 34576788

John Mwangi 337685| w

Andrew Mutua 32985985

Number of sellers

Total Amount

Duplicates 12

Phone Number

0724651371

0767634832

0727427472

07352346858

07352346858

0754325734

12543657

0734576788

0733768585

0732985985

Invoice Date

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

Item Name

iy

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Quantity

Unit

@ incorrect Data

Save Draft

Duplicate item

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

Total

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Submitted

SES S ESHENE N N Y

i)
G & &8 & @@ & & & & G

S

©
o
°

KES 216,000



Transactions g
Preview

The uploaded transactions are Batah Ne: 00000

color coded.

. . All 4000 Errors 138 Duplicates 12
Red is for transactions that

have errors such as incorred

|D number, O Gmount etC. 0724651371 12TH JAN 2024
Ye”OW tanSGCtionS Gre for Muna Muthoni 27427472 0727427472 12TH JAN 2024

duplicates - Transactions
that have been repeated.

Nicole Achieng 352346858 07352346858 12TH JAN 2024

Nicole Achieng 352346858 07352346858 12TH JAN 2024
Green - represents
submitted transactions.
Kayle Chepkemoi 34576788 0734576788 12TH JAN 2024

The tab under batch shows the E
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.

Submitted

HHHH

Gunia of Sugar

Gunia of Sugar

Guni

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia

ia of Sugar

of Sugar

@ ncorrect Data

Save Draft

Duplicate item

ity Unit Price(

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

Total

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Submitted
7

7 ®

7 ®

7 ©

7 ®

7

7 ®

©

7 ®
1,909

KES 216,000
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Cancel Save Draft

Batch Invoices Preview

Edit Invoice

D l i I All 4000  Errors 138 Duplicates 12 @ ncorrect Data Duplicate item Submitted
Group by Seller ID v Q, search ID
Seller Name 1D Number Phone Number  Invoice Date Item Name Quantity  Unit Price(KES)  Discount(KES) ~ Total Amount(KES)

Jam 0724651371 12TH JAN 2024 10 0 0 30,000

1D number does not match name

Julia Nyawira 26713378 0767634832 12TH JAN 2024 HHHH 10 30,000 1,000 30,000

TO ed it the trG nsqctionsl Muna Muthoni 27427472 0727427472 12TH JAN 2024 P 10 30,000 1,000 30,000
C I iC k on t h (=) ed it iC on Nicole Achieng 352346858 07352346858  14TH JAN 2024 Gunia of Sugar 10 30,000 1,000 Hny

Nicole Achieng 352346858 07352346858 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000

E d it th e Ce I I th Ot Jane Auma 54325734 0754325734 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000

h ig h I ig hted to COrreCt it Ashley Korir 12543657 071254365 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 o
Kayle Chepkemoi 34576788 0734576788 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 7 &
John Mwangi 34576788 0733768585 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 7
Andrew Mutua 32985985 0732985985 12TH JAN 2024 Gunia of Sugar 0 30,000 1,000 30,000 7 @

Number of sellers 1,909



(‘ KENYA REVENUE
}“ AUTHORITY

Acknowledgment
Delete Draft Save Draft mit

the purchase orders will be sent to the named sellers for approval.

Batch No: 00000 PyoR o sbmit

Submit
Invoice

All 4000  Errors 138  Duplicates 12 Cancel Sub srrect Data Duplicate item Submitted

Delete selected

Groupby Sellerd v Q Search D

6 Seller Name 1D Number Phone Number Invoice Date Item Name Quantity  Unit Pri Di Total

After making all the

James Kimani 24851371 0724651371 12TH JAN 2024 Gunia of Sugar 10 30,000 0 30,000 / @
necessary changes, mark all
Julia Nyawira 37643879 0767634832 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 / @
the purch dersy t
€ purcha S.e oraers you wan MunaMuthoni 27427472 0727427472 12THJAN2024  Gunia of Sugar 10 30000 1000 0000 2 W
to be su b mit. NicoleAchieng 352346858 07352346858  12THJAN2024  Gunia of Sugar 10 30000 1,000 0000 2 W
Nicole Achieng 352346858 07352346858  12THJAN2024  Gunia of Sugar 10 30000 1000 0000 2 W
. .
C | I C k t h e S u b m It b u tto n Jane Auma 54325734 0754325734 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 f @
Ashley Korir 12543657 0712543657 12TH JAN 2024 Gunia of Sugar 10 30,000 1,000 30,000 7 @
Ma k t h (S I itt I e bOX on th e Kayle Chepkemoi ~ 34576788 0734576788 12THJAN2024  Gunia of Sugar 10 30000 1,000 00 2 W
ac k now | ed g ement to JohnMwangi 33768585 0733768585  12THJAN2024  Gunia of Sugar 10 30000 1000 000 2 W
CcO nf i rm. AndrewMutua 32985985 0732085085  12THJAN2024  Guniaof Sugar 10 30,000 1,000 000 £ ®



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.

KENYA REVENUE
AUTHORITY

Cancel

Delete Draft

Batch No: 00000

Al

4000 Errors

Group by Seller

Seller Name

James Kimani

Julia Nyawira

Muna Muthoni

Nicole Achieng

Nicole Achieng

Jane Auma

Ashley Korir

Kayle Chepken

John Mwangi

Andrew Mutua

Number of sellers

Total Amount

138 Duplicates 12 Submitted

D v Q Ssearch D

1D Number

24651371

27456472

27427472

352346858

352346858

54325734

12543657

34576788

33768585

32985985

Phone Number

0724651371

0767634832

0727427472

07352346858

07352346858

0754325734

0712543657

0734576788

0733768585

0732985985

Invoice Date

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

12TH JAN 2024

Item Name

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Gunia of Sugar

Quantity  Unit Price(KES)

10

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

@ incorrect Data

Discount(KES)

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

Save Draft

Total Amount(KES)

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Duplicate item

Status

Pending

Pending

Declined

Pending

Pending

Pending

Approved

Approved

Pending

Pending

Submitted

View

View

View

View

View

View

View

View

View

View

1,909

KES 40,000



o a
I nvoice s

o
P rev I ew Order No: 00000

Pending xpir y = INV000000

Seller Details

Mauro Sicard

Click the View button to o PURCHASE ORDER
preview the purchase order. ==

Mombasa, Kenya
Mauro Sicard N°: 000027

Invoice Details 23/03/2023

Non-VAT

Web design KES 5,250.00

00/00/0000
Brand book design KEs2,750.00

UI/UX app design KES 752000

v Subtotal
KES. 15,750.00 y Discount (special

Invoice total KES15,750.00
Attachments

doc-sample.CSV
200 KB

doc-sample.CSV ‘Y eCitizen
200 k8 W




(jbklx\,\ REVENUE Individual ¥ Checkers M Q ﬂ Manaja James
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AUTHORITY

Buyer

DOMESTIC Pending Invoices

o ® Single invoices ~
@ Home .
n I n fratte ks
View

) File Returns

Pending Date Created Batch No

B Payments

oct 05, 2021 00000
Complete

Tax Compliance

o Oct 05, 2021 00000 View
Batch invoices ~
Amnesty Dstts, Oct 05, 2021 00000 View
Click on Pending to see the 2 o
4 Pending
Oct 05, 2021 00000 View

list of pending invoices.

[Eh Rental Management Complete

(5) Organisations

You can search for a
pending invoice either by © swee
date or batch number. & punaase

5 Bueriitiated A
Click on View for more
information on the invoice.

B3 item Management

cusToms

@ Licenses

& Declaration checker

<
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AUTHORITY

Buyer

DOMESTLS Complete Invoices

® B ® single invoices
Invoices Q s
) FileReturns

Pending Date Created Batch No
B Payments
Gampista Oct 05, 2021 00000 View
@ Tax Compiiance e y— Oct 05, 2021 00000 View
atchinvoices A
. Amnesty e Oct 05, 2021 00000 View
Click on Completed to "
. |. f p” I d 2 Tumover Tax — Oct 05, 2021 00000 View
view a list of all complete w08, 202 -
p Eh Rental Management Complete . ! e

invoices.

(%) Organisations

INVOICING

Click View to see more & ssis
information on the e
invoices. L

Seller

B3 item Management

cusToms

@ Licenses

@ Declaration checker



Completed
Invoices

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

Click on View to see more
invoice details.

A

Discount(KES)

KENYA REVENUE
AUTHORITY

Back

Batch No: 00000

GroupbySellerD v Q SearchiD

Seller Name 1D Number

James Kimani 2851371

Total Amount(KES)

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Phone Number  Invoice Date item Name

0724651371 12TH JAN 2024 Gunia of Sugar

12THJAN 2024 Gunia of sugar

Status

Approved

Approved

Declined

Approved

Declined

Approved

Approved

Approved

Approved

Approved

12024 Gunia of Sugar

Gunia of Sugar

€ Sugar

View X

View

View

View

View

View

View

View

View

View

Quantity

Unit Price(KES)

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Discount(KES)

0

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

1,000

Total Amount(KES)

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

30,000

Status
Approved  View
Approved  View
Declined  View
Approved  View
Declined  View
Approved  View
Approved  View
Approved  View
Approved Ve
Approved  View

1,909
KES 216,000
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