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USER GUIDE FOR eTIMS PAYPOINT [ WINDOWS]

Below is a step by step guide on how to install and use eTIMS Paypoint
Windows.

Step 1: Software download

On a browser of your choice,
e Visit the ‘KRA website’ or click the link below www.kra.go.ke.

e Select the ‘eTIMS’ option (indicated by the arrow) at the
bottom of the page.
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Step 2:
e You should be able to see the eTIMS webpage.

& EN BE SW
f/)é KA REVENUE HOME INDIVIDUAL BUSINESS INVESTORS ~ AGENTS Online Services
A

What is eTIMS Who Should Use eTIMS?

All persons engaged in business are required to on-board eTIMS and issue electronic tax invoices.
Types of eTIMS Solutions

Why is it not just for VAT registered taxpayers?
How to Onboard on eTIMS

The law requires that for any person to claim their business expense, the expense must be supported by an electronic tax
Install 6TIMS invoice. Therefore, all persons engaged in business are required to issue electronic tax invoices, whether registered for VAT
nstall &

or not (non-VAT taxpayers).

Onboarding for Non-VAT
Why eTIMS?

How to Onboard On eTIMS Lite 1. It aids in reducing compliance costs as the solutions are provided free of charge;
2. eTIMS offers flexibility in the solutions available and is accessible on various computing devices;
3

. . The stock management module assists taxpayers maintain their own inventory;
How to generate Invoice on eTIMS

Lite (e-Citizen)

IS

. eTIMS allows taxpayers to a maintain record of invoices issued on the taxpayer portal;

o

eTIMS facilitates simplified return filing for taxpayers.

eTIMS Contact and Support Details

FAQs?

e Scroll down until you get to the ‘download and install’
option as in the image below.

o Select the ‘eTIMS Paypoint (Windows)’ option.
e Download and install the software to your device

5 EN EESW
613 A REVENUE HOME INDIVIDUAL BUSINESS INVESTORS  AGENTS Online Services
b

What is eTIMS Web Invoicing (eCitizen) Step by Step Guide
USSD Step by Step Guide
User guides for eTIMS
How to Onboard on eTIMS
1. eTIMS Online portal User guide
2. eTIMS Paypoint User Guide (Android)
Install eTIMS 3. eTIMS Lite (VAT) User Guide
4. eTIMS Multi-Paypoint User Guide (Windows)
Onboarding for Non-VAT 5. eTIMS PayPoint User Guide (Windows)
How to Onboard On eTIMS Lite Download and install eTIMS using any of the links below based on the device applicable to

you.

How to generate Invoice on eTIMS
Lt (o-Cizen) -

eTIMS Contact and Support Details

. 6TIMS Multi Paypoint (Windows) Tooltip text
eTIMS Paypoint (Windows) Tooltip text.

&TIMS Paypoint (Android) Tooltip text.

. €TIMS Lite (VAT)

eTIMS Lite (Non VAT) Tooltip text

. You can also access the Online portal. Tooltip text

wo»

SN

@
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Step 4:

The application should begin downloading as shown on the image below:

eTIMS-Paypoint-Win-1.0.38 (1).exe

From https://www.kra.go.ke

654 KB/s - 29.4 MB of 58.2 MB, 44 secs left

Step 5:

Access the downloaded application on the Download folder of your
device and open the application as shown on the image below:

B Name Date modified
»* Quick access

Today (2
I Desktop ey e

Type

9/4/2024 4:32 PM

E 9/4/2024 2:18 PM
Documents ¢
_ Yesterday (7)

e- eTIMS-Paypoint-Win-1.0.38 (1) Application 59,550 KB
Downloads .

Microsoft Word Doc... 873 KB

Step 6:

Click on ‘More Info See image below

Windows protected your PC

Microsoft Defender SmartScreen prevented an unrecognized app from

starting. Running this app might put your PC at risk.
More info

Tulipe Ushuru, Tujitegemee!
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Step 7:
Then click on ‘Run anyway’

Windows protected your PC
Microsoft Defender SmartScreen prevented an unrecognized app from
starting. Running this app might put your PC at risk

App: eTIMS-Paypoint-Win-1.0.38 (1).exe
Publisher: Unknown publisher

T

Step 8:

e The below pop up should appear on your screen,
e Click ‘Yes’to proceed

User Account Control X

Do you want to allow this app from an
unknown publisher to make changes to your
device?

EBM2xLauncher.exe

Publisher: Unknown
File origin: Hard drive on this computer

Show more details

- Yes No

Tulipe Ushuru, Tujitegemee!
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Step 9:

The below window pops up:
¢ Ensure that the destination folder for the install is “C: \eTIMS-
Paypoint- Win’
e Click on ‘Install’
e The application will be installed on the local disk C folder

L7 eTIMS-Paypoint-Win Setup — >

Choose Install Location P
Choose the folder in which to install eTIMS -Paypoint-win. f\ w» y 4

Setup will install eTIMS Paypoint-Win in the following folder. To install in a different folder,
dick Browse and select another folder. Click Install to start the installation.

Destination Folder

I \eTiMs -Paypoint-win Browse. ..

Space reguired: 269, 7 MB
Space available: 53.4 GB

Step 10:

Access the recently downloaded application
i) Access the Folders Application by clicking on this icon usually
located at the bottom of the screen.

<« v 4 & ThispC > v o Search This PC

"
# Quick access ~ Folders (7)

OneDrive 3D Objects Desktop i Documents ‘ Downloads
+ [ ThisPC
3 20 Ojects J\ Music Pictures Videos
E 8
1B Desktop
| Documents ~ Devices and drives (4)
4 Downloads [ Flopay Disk Drive (4) = foclDERE) Local Disk (D7) €D Drive ()
I

b Music L .y 14,5 GB free of 99.4 GB Ty bl
=] Pictures Network locations (5)
B videos

~ i Local Disk (C)
FAWinlnstallerLog
HdpLog
Perflogs
Program Files
Program Files (x86)
Screen Saver
Users
Windows

= Local Disk (D)
v

16items 1 item selected

16:42

P Type here to search t ! N 24/02/2025 B

Tulipe Ushuru, Tujitegemee!




( D KENYA REVENUE PUBLIC
J)N AUTHORITY

ISO 9001:2015 CERTIFIED

ii. Click on “This PC”
iii. Access the ‘Local disk C/Windows C folder’ on the newly opened window

&« v~ 4 s ThiskC » v o O Search This PC

"
# Quick access ~ Folders (7)

30 Object: Deskt
OneDrive Jeets esop

- ™
3 This PC
= Pictures

M Vidl
20 Objects J’ usic - ﬁ ideos
[ =

Documents Downloads

1 Deskiop

4 Documents ~ Devices and drives (4)

& Downloads [ Flopy Disk Drive (&) - CocallDelieE) Local Disk (D) CD Drive (E
B Music L) b 14.5 GB free of 99.4 GB - b

=] Pictures Netwaork locations (5)

B videos

<

%, Local Disk (C3)
FAWinlnstallerLog
HdplLog
Perflogs
Program Files
Program Files (x86)
Screen Saver
Users
Windows

= Local Disk (D7)
v

16items 1 item selected - E

16:42

£ Type here to search N DD P s B

iv. Access the ‘eTIMS-Paypoint —Win’ folder

W €TIVS-Paypoint-Win 90412024 337 M File folder

v. The Folder should open up to this and Click on
‘EBM2xLauncher’ to start the updated application

his PC » Local Disk (C)) » eTIMS-Paypoint-Win

W Name

H R bin

m EBM2xLauncher
. EBM2xLauncher.exe

Date modified

8/5/2024 12:56 PM
4/11/2024 8:14 PM
11/27/2018 8:26 AM

Type

File folder
Application

XML Configuration Fi...

Tulipe Ushuru, Tujitegemee!




( N\ KENYA REVENUE pUBLIC
/A AUTHORITY

ISO 9001:2015 CERTIFIED

Step 11: The below window will pop up.
¢ Fill in the required details, i.e. ‘KRA PIN, Branch ID, Device
(laptop/computer) Serial Number’
e Click ‘confirm’

il FINLAND

Imfarmation

ellN Distribution Server URL
https:/fetims-api.kra.go keletims-api

Working directory
C:/leTIMS-Paypoint-Win/bin

Executable file name

EBMZ2x WPF exe

The authertication key

PIN B. ID Senal Mo.

=) (0000000000 00
- Cordirm Cancel l
e

Please Note: Use the correct PIN number and Serial
number as submitted during the first installation of eTIMS Client.
Using the incorrect PIN number or Serial number will result in an
unsuccessful update of the application

Tulipe Ushuru, Tujitegemee!
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Step 12:

Once you have filled in the details correctly and clicked “Confirm” the
update will run as demonstrated in the following images:

EBM2xLauncher

“" oTIMS Cliont Launcher v1.0 Download the program

C 9 KENYA REVENUE =
G I
> e

G

eTzMS

EveryN_v20240829 N

13130 kbvtes

Ensure you have a stable internet connection for this process

Tulipe Ushuru, Tujitegemee!
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Step 13: The window below should appear. You will then be
required to provide the details required in the fields below.

ETIMS1.0 - =

System setting

Initialize

<RA PIN

3ranch ID

serial Number

Susiness T Grocery Store

i
anguage English

NB: For the first installation the branch (HQ) is always 00. The
only time that changes is when you are adding additional
branches and its sequential meaning the next branch will be o1...
02 and so on.

The serial number inputted here should correspond to the one
filled while applying for an eTIMS EClient solution.

Step 14:
e Input the details in the fields accordingly
e Click the ‘Initialize’ button. (Top Right).

System setting

Initialize

ETMASID TEST IOCAL 1/ \TESBIEMEN DTS

KRA PIN eos[ IR t

Branch ID 00

Serial Number |

Business Type Specialty Store

— English

Tulipe Ushuru, Tujitegemee!
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Step 14:
e The taxpayer should be able to see the application’s User Interface.
e Click ‘Receive’

Store Menu

eTIMS G

i

@ Please select a function.

Management
Module Grocery Store

Waiting for upload

Count Amount

2,800

e Receive all system updates through the ‘Receive’ button.

ETIMS1.0

Ei

|
mport tem stock Movement

e Select each feature e.g. Branch and ensure all the operations are called
asynchronously then press the ‘OK’ button

ReceiveBhf

This operation was called asynchronously.

-—)

Tulipe Ushuru, Tujitegemee!
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Step 15: Click on the ‘Management Module’.

=L

Store Menu @
Ms G9

,

SPER veannt T %Please select a function.

Management
Module

|

Grocery Store

Waiting for upload

Count Amount

2,800

Step 16:

e Key in ‘UserID & password’ that were initially sent on a
text message during registration

e Enter these credentials in the relevant fields and login.

ETIMS1.0

eTIMS

ETIMS1.0 Client

KRAPIN

oo
User ID

99999
Password

Tulipe Ushuru, Tujitegemee!
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Step 17: Click the ‘User’button to create your user.

ETIMS1.0

EBM2.1

@ User

20/01/2023 16:09:53
Waiting for Approval
Sales Purchase Import

0 O 0

Step 18:
e Appropriately fill all the fields
e Check/Tick all the boxes in ‘Authorization’ to allow the user
all rights
e Click the ‘Save’button once done.

User Management

Upload Download

UserID eos S Password eres
User Name TESTLTD Phone Number ozol N
o Manager . Active
Address

UseMgt Refund ZReport Price Customer Stack
Authorization

SaleRpt Setting Adjust Profarma Import Purchase

Upload Photo
Search UserCode or UserName At M
s m Z ress

P052164125Z  TEST LTD 19-12-2023 15:52:22

Tulipe Ushuru, Tujitegemee!
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Step 19:
e Thenewlycreated user should appear at the bottom of the
page.
e Click on the ‘Back’button to exit the ‘User Management’
module.

User Management
Upload Download New Save Back

User ID Password
User Name: Phone Number
- Manager . . Active .
Address
O UseMgt [ Refund O ZReport [ Price O Customer [J Stock
Authorization
(] SaleRpt [ Setting ] Adjust ] Proforma [ Import O Purchase

Upload Photo
Search UserCode or UserName Aote s Search
e

m 2 irecs sable
- P052164125Z  TESTLTD 19-12-2023 15:52:22 ¥

Step 20: Click the ‘Logout’ button.

ETIMS1.0

EBM2.1

- User

21/01/2023 15:31:00
Waiting for Approval

Sales Purchase

End of User Creation.

Tulipe Ushuru, Tujitegemee!
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Step 21: On the homepage click on the ‘Management Module’.

ETIMS1.C - L) x

& Store Menu @
eTiM G

A

o Please select a function.

) [5

Waiting for upload

Count Amount

2,800

Step 22:
e Log in
e Use the user credentials you created i.e. ‘UserID’ and
¢ Password’.

ETIMS1.0 - -] x

eTIMS

ETIMS1.0 Client

Tulipe Ushuru, Tujitegemee!
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ENVIRONMENT MODULE

Step 23: You can modify your user details (password and
system settings) by simply clicking the ‘Environment’ module.

ETIMS1.0

Environment >> Environment

User

Change Password 23 1 61 401

System Setting 9 O Approva

Item Management

Customer Management

Sales Management ale D ase NO

Purchase Management O O O

Import Management

@ Stock Management

A

eTZMS

NB: Under System Setting, the taxpayer should configure the
bluetooth printer they intend to use to print out the invoices
generated by manually filling in the printer model number on the
Port Or Printer name field and set paper size to read 58mm. Save
once done.

3:43 W R all @

System setting
® Save ® Close

P _ |muun Headquarter
s sy — —
Email Address lg Address INairobi Westlands District Westlands
AR | —
PORT or Printer name More Information
s 19200 P —
Papersize 8mm SUD
Branch Code 00
MRCNo.
VAT Flag Data Changed E7072023 03:27

Tulipe Ushuru, Tujitegemee!
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ITEM MANAGEMENT MODULE

Step 24:

e Under ‘Item Management Module’
e Click ‘item’, which should land the taxpayer on the page
for item registration.

ETIMS1.0 [

Environment

Item Management >> |ltem Management

23 16:17:07
Waiting for Approval

.v~ Customer Management

Sales Management

Sales Purchase

Purchase Management

Import Management

Stock Management

ETIMS1.0
Item Management [ ) ) )
# Import ® Save
r

Itam Code ] duto Numbering | Class Code @
Item Name. Use Barcode b= ~ | Bar Code
Batch Num Origin @ Insurance Y/N Inactive ~ | L1 sale Price(incl) 0
Item Type + | Pkg Unit - | aty unit
Purchase Price{incl) 0 Sale Price(incl) 0 Tax Type
Beginning Stock 0 Current Stock 0 Safety Stock 0
Use Expiration stz ~ | Expiration Date Status RERE
Description

Item Code, Barcode, Item Name

PadcUrit  QtyUnic

- T

Beginning Stock

Purchase Price(inc]) Sale Pricefincl)

Step 25: To create the item/service, start by clicking the black ‘search’button
next to the ‘class code’.

ETIMS1.0

Item Management

i Import

A Export

Item Code, Barcode, Item Name

4 New

) o

Item Code ] | futo Numbering | Class Code

Item Name Use Barcode st * | Bar Code

Batch Num Origin @ | Insurance /N lhesisa ~ | L1 Sale Price(incl) 0
ltem Type + | Pkg Unit - | aty unit

PBurchase Price(incl) 0 sale Price(incl) 0 Tax Type

Beginning Stock 0 Current Stock 0 Safety Stock 0

Use Expiration lizeinz - | Expiration Date Status e

Description

PadUrit  QryUnit

Purchase Price(incl) Sale Pricefincl) Beginning Stock

Tulipe Ushuru, Tujitegemee!
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Step 26:
e Search for items by name or code.

e Manually key in the name/code of the product or service
in the space provided and
e Click the ‘Search’button.

ETIMS1.0

Item Class Popup

Cancel Confirm

ItemClass Code, temClass Name L3 ¥ | beer Status Active
n Class Code » ne

ItemClass Information

Item Class Code

Item Class Name:

NB: There are 5 levels to the Item Class. If the item does not feature in one
of the levels, you can search in the other levels.

ETIMS1.0

Item Class Popup

Cancel Confirm

ItemClass Code, ltemClass Name i ) Status. bk Search
em Closs Cod . L1 ItemClass Information
vl 2
Lvl3 Item Class Code
Lvl 4
Ll 5 Item Class Name

Tulipe Ushuru, Tujitegemee!
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Step 27: After identifying the item,
e Select the item.
e Data populates on the fields on the right-hand side
e Click ‘Confirm’.

ETIMS1.0

[] Mtem Class Popup

Cancel Confirm

ItemClass Code, ftemClass Name wiE v | beer Status (i Sear:

ItemClass Information

50202201 Item Class Code 50202201

Item Class Name Beer

Step 28: Provide the required information in the various fields
i.e. item name, origin, item type, packaging unit, quantity unit,
purchase price, sale price, tax type, beginning stock and
expiration date if applicable.

ETIMS1.0

i ltem Management

@ Import A Export + New @ Save

Item Code Auto Numbering [ (Class Code 50202201 Beer
lemcode | e e

Item Name Tusker Use Barcode Ractus - | Bar Code

Fofi Inactive = 5

Batch Num Origin KENYA @ Insurance Y/N L1 Sale Price(Incl) 0

i T Finished Product - | Pkg unit Bottle, protected cylind . ey g Pieces/itern [Number]

Purchase Price(Incl) 100 Sale Price(lncl) 150 Tax Type B-16.00%

Beginning Stock 25 Current Stock 0 Safety Stock 0

Use Expiration HEE ~ | Expiration Date MR Status GERR

Description

Active .
Item Code, Barcode, ltem Name Search
n Code igin Pack Uit Gty Unit Purchase Price(lne) Sale Price{in) Beginning Stock

NB: For a taxpayer registered for VAT, both the purchase price
and the sale price should be VAT inclusive.

Tulipe Ushuru, Tujitegemee!
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For a Non-VAT taxpayer the Tax Type will display ‘Non VAT".

ETIMS1.0

(5] ttem Management

@ Import @A Export 4+ New ® save

Item Code o auto tumeerng | Class Code: =]

Item Name Use Barcode nadtive - | Barcode

Batch Num Origin @ | nsurance ¥/ Inactive - | L1 sale Frice(incl) 0

Item Type - | Pkg unit - | aty unit -

Purchase Prica(incl) 0 Sale Price(inel) 0 Twpe‘ D-Nen VAT v

Beginning Stock 0 Current Stock 0 Safety Stack N

Use Expiration e - | Expiration Date Status SERE -

Description

Itam Code, Barcode, Itam Name Active v

Htem Name e Type PadcUnit  QryUnit Purchase Price{incl) Sale Pricefincl)

Step 29:
e Click on the black button labelled NEW to autogenerate
the item code then
e Click ‘Save’.

ETIMS1.0

: ltem Management

@ Import A Export 4+ New ® Save

Item Code KE-2BQXU00-00001 @ Auto Numbering Class Code 50202201 @ Beer
Item Name Tusker Use Barcode e ~ | Bar Code
m Qrigin KENYA @ | Insurance v/N Inactive ~ | L1 sale Price(ind]) 0
ltemype | Finished Product « [ Prg unit Bottl, protected cylind . |‘ gy e Piccesfitem [Number]
Purchase Price(Incl) 100 Sale Price(Incl) 150 Tax Type B-16.00% ¥
Beginning Stock 25 Current Stock 0 Safety Stock 0
Use Expiration ey ~ | Expiration Date Loy Status (IS5 v
Description
Item Code, Barcode, Item Name Active v
Item Mame Hem Type PackUnit  QtyUnit Purchase Price{lncl) Sale Price(inc) Beginring Stock

End of Item Registration Process

Tulipe Ushuru, Tujitegemee!
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CUSTOMER MANAGEMENT MODULE

Step 30: Click on the ‘Customer Management’ module and select
‘ Customer.

ETIMS1.0

ETIMS1.0

Environment

Item Management

Customer Management >> Customer Management

Sales Management Customer -

Insurer

Purchase

Purchase Management

Import Management

Stock Management

63

eT:MS

Step 31: Fill in the details of the customer in the various fields and ‘Save’.

ETIMS1.0

Customer Management

Upload Download

Type thonindiast ~ | Delegator Phone 1 ozodN

KRA PIN ] @ | Nationality KENVA @ | Phone 2 ozoc N

Name ETIMS TEST LTD E-Mail FAX NO.

Bank ——— Account 3456700 Depositor

Address [ ] Remark REPEAT CUSTOMER Status st

Group Defaut .

Search by Customer Code or Customer Name bz v
= et Nationaiity ] o 3 ‘

End of Customer Registration

Tulipe Ushuru, Tujitegemee!
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SALES MANAGEMENT MODULE

Step 32: Click on the ‘Sales Management’ button.

ETIMS1.0

Environment

Item Management

19/12/2023 19:36:11
Waiting for Approval

Customer Management
Sales Management

Sales Purchase

Purchase Management

Import Management

£
@ Stock Management

Step 33: Select ‘New’to create a new invoice.

ETIMS1.0

Sales Management

Total VAT ! Total

Date 12/12/2023 - 12/19/2023 ‘ Invoice
= e o

CreditNote Date

Detail list

Status Invoice ID Customer Modify
Sales Amount Delete
e n o

Total Amount

VAT

Tulipe Ushuru, Tujitegemee!
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Step 34: Click ‘Yes’ on the dialogue box that appears.

ETIMS1.0

Confirm

Do you want to proceed to New Invoice?

Step 35: On the ‘Sale Registration’ form click on the search button on
the ‘Customer ID’ field.

ETIMS1.0

Sale Type Sale
Invoice ID 5 Item Code * @
Customer ID * @ Class Code

Customer Name

Unit Price(Incl) o 0 Sales Qty = o0

Sale Date 20231218

Release Date Tax Type * Vat 0.00
Total Amount(ind) 0.00 D/C Rate (%) 0 D/C Amount 0.00
VAT 0.00 Sales Price(ncl) 0.00 Total Price(Incl) 0.00

Unic Pricefincl)

Sales Pricefinc)

VAT

Tulipe Ushuru, Tujitegemee!
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Step 36: Select the customer you intend to invoice then click the ‘ Confirm’
button.

ETIMS1.0

Patels]
*ustomer Cancel

Status it St th

Customer Information

Customer Code, Customer Name

) : Customer Name ETIMS TESTLTD
Delegate
Nationality KENYA
Phone 0700 N
FAX
Address -

NB: You need to have created the customer(s) in the ‘Customer
Management’
module prior in order to access them in the ‘Sales Management’ module.

Step 37: Click on the search button on the ‘Item Code’ field.

ETIMS1.0
@ Save ¥ Close

Sale Type Sale
Invoice ID 5 Item Code * @ _
Customer ID & ool Class Code
Customer Name ETIMS TEST LTD
Sale Date 20231219 Unit Price(Incl) 0 Sales Qty 0
Release Date Tax Type Vat 0.00
Total Amount(incl) 0.00 D/C Rate (%) 0 D/C Amount 0.00
VAT 0.00 Sales Price(incl) 0.00 Total Price(Incl) 0.00
tem Code Unit Pricefincl) Sales Priceflnl)

VAT n Total Pricefind)

Tulipe Ushuru, Tujitegemee!
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Step 38: Select the item you intend to include in your invoice then click the
‘Confirm’button.

ETIMS1.0

Cancel @ Confirm

Item

Item Popup [
+* Add

CodeName Barcode Status Active Se

Item Information

KE2BGXU000000T Mandazi KENYA Finished Proc Bag Pices/item [ ltem Code KE2BOXNGEX0000001

[tem Name Tusker
KE2BOXNOX000000T  Tusker KENVA  Finished Proc Bottle, prote: Number

Origin KENYA
KE2VXNOX0000001 Porridge KENVA  Finished Proc Jemry CAN Cy Number

Item Type Finished Produst

Pkg Unit Bottle, protected cylindrical

Qty Unit Number

Purchase Unit Price 0

Sale Unit Price 350
Current Stock 0
Safety Stock 100

Step 39: Provide the quantity being supplied then click the ‘Confirm’button.

ETIMS1.0
¥ Close
Sale Type Sale
Invoice ID 5 Item Code k| KE2BOXNOX000DDD1 @ Tusker
Customer ID | P000DO00D0Z @ Class Code 50202201 Beer
Customer Name ETIMS TESTLTD
Sale Date 20231219 Unit Price(Incl) W 350 Sales Qty *
Release Date Tax Type A B-1600% ~ | vat 0.00
Total Amount(lnel) 0.00 D/C Rate (%) 0 D/C Amount 0.00
VAT 0.00 Sales Price(Incl) 0.00 Total Price(lncl) 0.00
‘Unit Price(incl) Sakes Qty Sales Price(ind)

VAT D/C Amount Total Pricefind)

Tulipe Ushuru, Tujitegemee!
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Step 40: Click ‘save’

ETIMS1.0
B | f
® Save ¥ Close
Sale Type Sal
Invoice ID 5 Item Code * @
Customer ID k| P000000000Z Class Code
Customer Name ETIMS TESTLTD
Sale Date 20231220 Unit Price(Incl) * 0 Sales Qty 0
Release Date Tax Type Vvat 0.00
Total Amount(incl) 3,500.00 D/C Rate (%) 0 D/C Amount 0.00
VAT 482,76 Sales Price(lIncl) 0.00 Total Price(Inc) 0.00

Unit Price(incl) Sales Pricefincl)

VAT e Total Pricelind)

KE2BOXNOX0000001 350 10 3,500

Tusker 43276 (] 3,500

Step 41:
e The saved transaction should appear under the ‘Sales
Management’ tab with the status ‘Wait for Approval’.
e Select the saved transaction then click on the ‘Details’
button.

ETIMS1.0

2] sales Management

Total VAT

Date 12/13/2023
a

Wait for Approval 5

‘ Invoice

20-12-2023 48276 3,500 3,500

~ 12/20/2023
Custom

ETIMS TESTLTD

CreditNote Date

Detail list

Status Invoice ID

Customer

VAT Total Amount Sales Amount
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Step 42: Click on the ‘Approve’ button

ETIMS1.0

@A Export bREEi;:)t ¥ Close

Current Status Wait for Approval

oo
Inv 5 Sale Date 20231220 Class Code
Customer Name ETIMS TEST LTD Current Stock
Validate Unit Price(Incl) 0.00 Sales Qty 0
Cancel Request Tax Type Vat 0.00
D/C Amount 0.00 Cancel D/C Rate (%) L] D/C Amount 0.00
Supply Amount(Incl) 3,500.00 Credit Nate Sales Price(Incl) 0.00 Total Price(Incl) 0.00
em Code Unit Price(incl) Salls Qry Sales Pricefinc)
tem Mame VAT DAC Amount Total Pricefind)
KE2BQXNOX0000001 0 350 10 3,500
Tusker 482.76 0 3,500

Step 43: Confirm by clicking ‘Yes’.

ETIMS1.0

Confirm

Do you want to process the invoiceApproved?

Tulipe Ushuru, Tujitegemee!
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Step 44: The taxpayer is to select the mode in which they will
be receiving payment.

ETIMS1.0

¥ Close

The Customer Phone or KRA PIN

PO
Payment mode

@  Credit & Cash/Credit
& Bank Check Dgbit/Credit Cardlj @Mobile Money B & Bank Slip

Step 45:
e If connected to a thermal printer click on the ‘Print Receipt’ button.

e If not connected to a printer ‘Print A4’ to save invoice as a PDF

ETIMS1.0

h pint A

Invoi 5
Customer PODODDDOODZ

ETIMS TESTLTD

Normal Sales

End of Creating an Invoice
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HOW TO GENERATE A CREDIT NOTE

Step 46:
e Select the transaction you wish to issue a credit note for

e C(Click on the ‘Detail’ button.

ETIMS1.0

=] Sales Management

A E)\‘}XEFT A Export Close

Total VAT 48276

Date 1241342023 R 12/20/2023 Status Z Report Sales Rpt
e

Release Date CreditNote Date Total Amount Sales Amourt

tatus Invaice ID

ETIMS TEST LTD 20-12-2023

Detail list
Status Approved Invoice ID 5 Customer ETIMS TESTLTD Modify
e ——— New PEET
VAT 482.76 Total Amount 3,500.00 Sales Amount 3,500.00 Delete
q Item Code Item Name Quantity Unit Price Amount Sales Amourt VAT
1 KE2BQXLI0000001 Tusker 10 350 3500 3500 48276

Step 47:
e Click the ‘CancelRequest’ button

e Confirm by selecting ‘Yes’.

ETIMS1.0

A Dxport bRE::igi:)t ¥ Close

Current Status Approved

o
Invoice ID 5 Sale Date 20231220 Class Code

Customer ID POOD0ODDD0Z Customer Name ETIMS TESTLTD Current Stock

Total Amountilncl) 3,500.00 Valicdate 2023122012121 Unit Price(Inel) 0.00 Sales Qty 0
VAT 48276 Cancel Reguest Tax Type Vat 0.00
D/C Amount 0.00 Cancel D/C Rate (%) 0 D/C Amount 0.00
Supply Amount(incl) 3,500.00 Credit Note Sales Price(incl) 0.00 Total Price(lncl) 0.00

rem Code Current Stack Unit Pricefincl) Sales Ory Sales Price{incl)

rem Name VAT D/C Amount Toral Pricefind)

KE2BQXU0000001 0 330 1o 3,500

Tusker 482.76 0 3500
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Step 48:
e Note that the status of the transaction reads
‘CancelRequested’
e Select the transaction again then click the Detail button.

ETIMS1.0

\_Z_'\ Sales Management

A Ev}&'t A Bport

Total VAT 82.76 3,500.00

Date 121372023 (2] (R 12/20/2023 &= invsiea Status @ Z Report Sales Rpt

tatus Invoice ID Sake Date Release Date Total Amount Sales Amourtt

Cancel Requested El ETIMS TESTLTD 20-12-2023 20-12-2023 121211 48270 3,500 3,500

Detail list

Status Cancel Requested Invoice ID 5 Customer ETIMS TESTLTD
VAT 48276 Total Amount 3,500.00 Sales Amount 3,500.00 Delete

q ttem Code Item Name Quartity Unit Price Amount

1 KE2BQX 0000001 Tusker 10 350 3,500

Step 49:
e Click on the ‘Credit Note’ button
e Confirm by clicking ‘Yes’.

ETIMS1.0
A Export ' Rzgi:;i:)t ¥ Close

Current Status Cancel Requested
oo

Invoice ID 5 20231220 Class Code

Customer ID PO0DODO0OOZ ETIMS TEST LTD Current Stock

Total Amount(inc)) 3,500.00 2023122012121 Uniit Price(Incl) 0.00 Sales Qty 0
VAT 482.76 20231220122404 Tax Type Vat 0.00
D/C Amount 0.00 Cancel D/C Rate (%) 0 D/C Amount 0.00
Supply Amount(Incl) 3,500.00 Credit Note Sales Price(incl) 0.00 Total Price(Incl) 0.00
tem Cade Unit Price(incl) Salls Qty Salles Priceflnl)
rem Mame VAT D/C Amount Total Pricefind)

KE2BQX 0000001 0 250 10 3,500

Tusker 48276 0 3,500
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Step 50: Confirm the mode of payment for the reversal.

ETIMS1.0

The Customer Phone or KRA PIN
Poc

Payment mode

@ Credit & Cash/Credit

& Bank Check Mebit/Credit Cardlj @Mobile Money B & Bank Slip

Step 51: Click the ‘Print Receipt’ button.

ETIMS1.0

b print A

Invoice 1D 6
Customer PODD00DO00Z
ETIMS TEST LTD

Credit Notes

End of Sale Management Module.
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PURCHASE MANAGEMENT MODULE.

Step 52: At the home page, select the ‘ Purchase Management’ module
as shown below.

ETIMS1.0

@ Environment

‘ Item Management
21/01/2023 18:06:54

Waiting for Approval

: Customer Management

$ Sales Management

@ Purchase Management

Import Management

Sales Purchase Import

a0 1

‘

@ Stock Management

eTIMS

Step 53:
e Select the purchase the taxpayer made that is awaiting
approval

e C(Click the ‘Detail’ button.

ETIMS1.0

Purchase Management

) Receive - | Emﬁrt A Export

Total VAT

Wait for Approval 1 ZEIN CUSTOMER 20230120 500 0

1

Detail list

Status Wait for Approval Invoice 1D 1 ZEIN CUSTOMER
e——
ay Unit Price PR

1 KE2BQXLTRO000001 BEER 1 500 500 500 500 0
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Step 54:
« Click the ‘Accept’ button
» Confirm by clicking ‘Yes’.

ETIMS1.0

Detail Information Of Purchase
A Export

Wait for Approval

Item Code KE2BQXLTRO000001 BEER
1 Purchase Date 20230120 Class Code 5020220100 Beer
AD00123456X Supplier Name ZEIN CUSTOMER Expire Date gj 0
500.00 mpﬂ)aﬁ Unit Price 500.00 mm 1
0.00 Cancel Request Tax Type D vat 0.00
0.00 CancelDate D/C Rate (%) 0 D/C Amount 000
00.00 Refund Purchase Price 500.00 Total Price 500.00

KE2BQXLTRO000001 500 1 500

BEER 0 0 500

End of Purchase Management Module.
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STOCK MANAGEMENT MODULE

Step 55: In the case the taxpayer has exhausted the stock they
had inputted in the system the taxpayer can adjust the stock by
simply clicking ‘Stock status’.

20/12/2023 16:48:48

Waiting for Approval
g€ Sales Purchase
Cm P g
0 g
0 anageme >> Stock Management

Opening/Closing T (‘13 Ms
Stock In History

Stock Out History

Step 56:

» Select the specific line item you want to adjust
« Click the ‘Adjust’button.

ETIMS1.0

Stock Status ... Stock
Date

Date 12/20/2023 i ‘ 1272072023 B2 [ item Code or Name, Barcode Search
[rem Code tem ne rat ateri; Cun S

A Export @ Adjust Close

KE2BQX 0000001
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Step 57: Click ‘Yes’to grant permission to adjust the stock.

ETIMS1.0

Confirm

Do you want to adjust the stock?

Step 58:

e Fillin the required details to adjust the stock i.e. the adjust
type, reason and adjust quantity.
e Click the ‘Save’button.

ETIMS1.0

¥ Close

Item Code KE-2BOXUD0-00001 Class Code 50202201 Beer
Item Name Tusker Use Barcode Insctive Bar Code

Origin KENYA Insurance Y/N lnacine L1 Sale Price 0
[ — Finished Product Picg Unit Bottle, protected cylind . [y o Pieces/item [Number] L2 Sale Price 0
Purchase Price [ Sale Price 350 Tax Type G=ITED L3 Sale Price 0

Curren k 150 Safety Stock 0 L4 Sale Price 0

Status S L5 Sale Price )

Adjust Type l\i Reason
pdiistmentiy | Purchase of new stock
Current Qty | Adjust Qty 4‘ Qty After Adjust Date
150 1o 150 12/20/2023
Before Location | After Location |
HQ

END OF USER GUIDE
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