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ETIMS PAYPOINT – (WINDOWS )USER GUIDE. 
 

Software download Process 
 

Step 1:On browser of choice Visit KRA website /via the link below and click on 
the publications menu on the available dashboard. https://www.kra.go.ke/ 

 

 

 
 
 
 

 

https://www.kra.go.ke/
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Step 2:The downloads solution will auto populate as shown. Download the 
ETIMS PAYPOINT – (WINDOWS). 
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Step 3:The below window will pop up ,select where you would like the 
software to be insatalled by click on the brows button as shown. 

 

Step 4:Once selected click on the install button as shown. 
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Step 5:Once the software has successfully been installed the following 
information will be shown. 
Click on the close button and open the software from the place you had 
selected to house the software. 

 
 
 
 
 
 
 
 
 
 
 
 

 
End of installation 

 
 

Step 6: Open the software and the below window will show. 
Once the requested task has been approved by the relevant officer, the 
taxpayer can now proceed with adding the 

 
1. KRA PIN 
2. BRANCH ID 
3. SERIAL NUMBER OF THE DEVICE 
4. SELECT THE BUSINESS TYPE(GROCERY STORE/PHARMARCY 
STORE/RESTAURANT ) as shown on the drop down. 
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Step 7:Once completed feeding in all the details click on the initialise button 
and the below window will pop up. 
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Step 8: Click on the management module as directed by the arrow on the 
snippet shown below. 

 

 

Step 9: Once clicked you will be directed to the following page where you are 
guided to fill in the KRA PIN,USER ID and your password for the created 
profile and click Login once all the details are captured as shown below. 
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Step 10: Click on the user model to create a user for the system as shown 
below. 

 
 
 

Step 11: Fill in your preferred details as shown on the screen to create a user 
and assign an authorization for that user by ticking the box that is relevant to 
the nature of your business as shown on the authorization module. 
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Step 12: Click on the save button after confirming the details. 

 

A confirmation will be sent to show the user created has been saved 
successfully as shown. 

 
 
 

Step 13: The creating of a user is now successful ,click on the BACK module as 
shown below to log in to the created user .(The created user will appear at the 
bottom of the page as shown by the arrow) 
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A confirmation will be sent to grant permissiom of closing the window. 
The user is guided to click yes . 

 

 

End of user creation. 

 
 

USER GUIDE ON ITEM MANAGEMENT MODULE 

 

Step 14: Once on the home page logout and log in with the details of the user created 

above. 
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Step 15:Click on the management module and you will be redirected to the 
login page as shown below. 

 

 

Fill in the details of the created user to login in as shown below and click the login 

button. 
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Step 16: Once logged in the below environments will exist on user profile . 

Click on the item management module to start the process of regitsering an 

item. 
 

 

Step 17: Fill in the required details on the items the trader will be trading on 
paying keen interest on the drop downs provided on the window as shown 
below. 
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Step 18: Click on the circle appearing on the class code window and an item 
class pop up will be displayed. Fill in the class item name to be registered and 
allocate the item class code as shown on the drop down below. 

 
 

Step 19:once done with item class allocation, click on the search button for the 
item to be displayed on the yellow line as shown. 
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Step 20: Click on the item as shown on the arrow below and click on the 
confirm button to save the registered item as shown below. 

 
 

END OF ITEM REGISTRATION PROCESS 

 
 
 
 
 
 
 
 
 
 

CUSTOMER MANAGEMENT MODULE 
 

The Steps below gives a process of registering a Customer. 

 

Step 21:On the home page,click on the customer management module as shown 

below and select  the customer window. 

 
 

 

 

 

 



PUBLIC 
 

 

 
ISO 9001:2015 CERTIFIED 

 
 

Step 22:Fill in the details of the customer as simulated below. 

 
Step 23: Click on the search button on the nationality window shown below to 
register the nationality of the customer. 
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Step 24: Fill in the nationality of the trader and search. 

 
 
 

Step 24:Select the results of the search and click on the confirm button to 
save. 
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Step 25:Once completed click on the save button to register the details of the 

customer. 

 

 

Step 26: Click YES to save the customer account. 
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Step 27: Customer account successfully registered. 

 

END OF CUSTOMER REGISTRATION 
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SALES MANAGEMENT MODULE 
 

 

This Procedure gives guidelines of making a sale/generating an invoice. 

 

Step 28: On the home page ,click on the sales management button as shown by the 

arrow. 

 

 

 
Step 29: :Select the customer interested in making a sale to and click the 
NEW button as shown. 
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Step 30: Click YES to register a new invoice for the sale. 

 
 

Step 31: A sales registration window will pop up as shown.Click on the search 
button displayed on the customer ID window 
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Step 32: :Select a customer to trade with and click the confirm button. 

 
 

Step 33: Proceed by Clicking on the search button displayed on the ITEM 
CODE ID window as shown by the arrow. 
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Step 34: Click on the item the user is interested in selling as show and 
click on the CONFIRM button as shown below. 

 
 

Step 35: Fill in the remaining details as shown and click on the CONFIRM 

Button then save as shown. 
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Step 36:Select the item waiting approval on the list and click the DETAIL 

button to proceed with invoicing as shown. 
 

 

STEP 37:Select the item for approval at the bottom of the page and click on 
the Approve button as shown to proceed. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 



PUBLIC 
 

 

 
ISO 9001:2015 CERTIFIED 

 

Step 38:Click YES to process the approved invoice 
 

 

 

Step 39:The user is required to choose the mode of payment for their customer as 

displayed that suits their business. 
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Step 40:Print Receipt and the data will be saved . 
 

 

Step 41. Process of making a sale is successful. 
 

 

 

END OF SALE TRANSACTION PROCESS. 
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PURCHASE MANAGEMENT MODULE. 

Step 42:At the home page,select the Purchase management module as shown. 
 

Step 43:select the purchase the user made that is waiting approval as shown 
and click DETAIL button. 
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Step 44:Select the purchased item at the bottom of the page and click on the confirm 

button after confirming the details. 
 

 

 

Step 45:Click on the ACCEPT button at the far left of the screen and click YES 
as shown. 
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Step 46:The approval of the purchase made by the user is successful. 
 
 
 
 
 

 
 
 

END OF PURCHASE APPROVAL 
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STOCK MANAGEMENT MODULE 

Step 47:select the stock management module as shown. 

Select stock in history/Stock out history 
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Step 48:The module will be able to display the stock in history as shown below.Click 

on ADJUST button as shown 
 

 

 

Step 49:click YES to grant permission to adjust stock in. 
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Step 50:Fill in the required details to adjust the stock as illustrated by the 
arrows below then click SAVE. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 51:Repeat the same process for stock out viewing and adjustments as 
illustrated. 
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STOCK STATUS GUIDE 
 

Step 52:Select the stock status module as shown below. 
 

 

Step 53:Click on the dates to view the stock for as shown below. 
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Step 54:Click Search button and the required stock will be populated for 
viewing as shown. 

 

 

END OF USER GUIDE 
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