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Introduction

This document consists of three guides to describe step by stpptess required to

complete a Taxpayer Registration using the online serviagable from KRA.

Depending on User profile, the user should follow a certain sequehsteps to

complete their registration and/or submit a query after ragish in the system.
NOTE: The relation actor — functionality has to be reré by business

Registration
Taxpayer Generate TaxReturn
Agent Upload TaxReturn

Registration
Taxpayer Consult Declaration

Officer Consult of Payment
Agent Generate E-Slip
/Registration

Register Alternative Address
TaxPayer without Obligations
Consult Access Log
Maintain Generic Tables
Maintain Countries

Maintain Taxes
Officer < Maintain Type Errors

Empty Application Cache
Maintain Periodicities
Maintain Fields of the Forms
Maintain Sections Forms
Maintain Types of Forms
Maintain Forms Versions
Maintain Forms
Maintain Relationship Taxes Form
Applications
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Officer
CCRS <

[TaxPayer Information Enquiry

Process File Enquiry

Download Generated Files
Resend one e-slip (contingency)
Upload Contingency Payments file
Obtain one payment (contingency)
Load Payment File

Obtain no send e-slip File
Regenerated e-slip File

Execute Expiration Process
Execute Purge Process

Execute Reconciliation File

User Profiles (system players)

Taxpayer- The profile of any single taxpayer, either individualompany.

Agent — A system profile for a player who is authorized yxpayer to complete
tax returns on their behalf, and see their related infoomal he system requires the
taxpayer’s consent to be registered.
Officer — A system profile for a KRA officer who can contplesystem operations
using their access Login and Password.
Registration Officer
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What do | need to access KRA Online Services?

Accessing the system on the Internet requires:
1. One of the following browsers installed in your computer:

Internet Explorer 7 or higher
Mozilla FireFox 3.0.3
2. Internet connection

Logging in the System

Visit the KRA website (www.kra.go.ke), click on KRA Onligervices.

KBAWebsiig oWind rnet Explorer

v“, X ‘

[ ] htp:fiomw.bea.go e

- B - @ - [ Pagie - G Hemamientas ~

( ) KENYA REVENUE
/)Y AUTHORITY

& |Recent Events. | Resources.

’ b _KR/ 277

Land Rent Checker o Highiights

* KRA SUPPLEMENT (PDF)

> 2008 DISTINQUISHED
TAXPAYERS LIST (PDF)

VAT REFUNDS AT A GLANCE

B

> KRA SERVICE DELIVERY
SURVEY FOR THE FINANCIAL
YEAR 2006/07

& |Forex Rates

@ Staff eMail

Click KRA Online
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Click Taxpayer Registration
You will see the Welcome Page

What are User Nam¢, Password and Security Stamp?

A Identificatjon,|is a unique identifier assigned by KRA to each taxpayer upon
registration/as a taxpayer.

A Passwordis the access password provided by KRA Online for taxpayers to
use the availaljle services.

A Security Stampis an image to protect the system from automatic
registrations.
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Login is the option to access the system services provided by KRA&@onsult
Registration, Officer, Consult, etc.), depending on useilerdihis feature is available
to users who have previously received a password.

The Welcome Page has three options:
New Taxpayer. This option allows register a new Taxpayer.
Get Password Existing Taxpayer This option allows obtain the password
for an existing Taxpayer.
Forgot Password This option allows retrieve the password.

How can | register as a taxpayer? (New User)

Select option New User, from the welcome page. In AssignriéNt for New
Taxpayer, select an option (Resident, Non Resident and Company)

For Residentoption.
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Fill the next information:

ID number, Date of birth of Applicant, District of Birth of ApgAnt, Mother's Last
Name, Father's Last Name and Year of Birth of Applicant

Press “Validate”

For Non Residentoption

Non resident, must go to a KRA Office, to obtain the PIN.

For Company option
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Fill the next information:
Company's Certificate of Registration and Date Businessn@mced.
Press “Validate”

After to fill the information in Assignment PIN for New Taxpaye¢he “Request
Registration” form will be displayed in order to complete ymgistration.

If you need help, pressfelp” in the right corner of the screen.

Registration Application
The registration form is focused
1. Individual Kenyan Citizen

2. Company

the following Taxpayee@ates:

The form consists of six sections:

Section 1 - Particular for an individual
Section 2 — Partnertship/Companies/Oths(s
Section 3 — Taxpayer Pin, name an addres
Section 4 — Taxpayer Obligations

Section 5 — Business Deatails

Section 6 — Detall of person submitting the applic
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> Section :

Section 2
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Section .

> Section 4

Section 5
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> Section 6

Filling the Registration Application Form

Some of the boxes are mandatory (*) and other boxes are inaccéssibkrs because
they are retrieved by the system (gray fields) from alistems or databases.

Please review the required information by section, andffileast all the mandatory
boxes.

Query Information - Request Inscription
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SelectRegistration option from Type of Request.
Select Type of Taxpayer (Individual or Company)

Section 1-Particular for an individual Taxpayer
(Available only to Individual Taxpayer
Select type of Citizen (Kenyan Citizen or Non-Kenyan Citizen)
Enter identification number as follows:
1. National Id Numbeif the Taxpayer is an Individual Kenyan Citizen
Passport Numbeif the Taxpayer is an Individual Non Kenyan
Citizen

If you enter thddentification Number (National Id or Passport Number) and press
in any place outside the Identification Number box, the systdirautomatically
search for that identification number in the internal records of KRldase wait
online while the information is being retrieved.

Note “Internal Records of KRA” means the National RegistratiameBu (NBR),
the Immigration Registry (IMM) or the Company Registry (C&pending on the
taxpayer category being registered.

If the ldentification Number is found in the above internal recaatisnformation
found will be retrieved on gray color boxes.

If the Identification Number is not found, the system shows aageserror: “There
were no matches for your Id Number”. Please visit your neKiR&tDTD Officer
for further clarification”

Continue to review each section and enter information as negesdeere at least
the following mandatory items should be found:

Section 2- Partnertship/Companies/Others
(Available only to Company Taxpayer
Registration Certificate/Incorporation Number

Section 3- Taxpayer Pin, name and Address
Physical Address: City/Town, Street, Building, Area.
Postal Address: Po.Box, Postal Code.
Email Address to submit PIN and Password upon registration etiompl
Main Business Activity — Your main economic activity asugpayer.

Section 4 - Taxpayer Obligations
No mandatory fields.

Section 5- Business Details
No mandatory fields.
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If you enter a value for the “Legal Representative Dét&llsl number, please
bear in mind that the PIN must exist in the system records Usdgayer and
Third Parties.

If you enter a value for the “Tax Agent’s Details” PIN numlgease bear in
mind that the PIN must exist in the system records under Taxpay

The system will reject any attempts to enter a value owd in the system
records under “Tax Agent PIN” or “Legal Representative PIN.”

Section 6- Details of person submitting the application
No mandatory fields.

Before submitting the form, click on the bb&onfirm correctness of the Details.

Submit the form once the required and mandatory information iseelniby pressing the
“Submit Form” button. If any mandatory fields remain to be dillthe system will
prompt you and you will not be able to complete the registration. Will be able to
submit your registration once at least all the mandatolgsfire filled.

The registration may be Approved or be subject to Verificatn.

If the registration is approved by the system, the PINsWwasl and Security Stamp
data will be submitted to the email address provided during yoistnagn. Thereafter
you will be able to use said PIN, Password and SecurityStatog in the system.

Your registration may be subject to Verification due to possible reasons:
The new taxpayer could not be found in any of the related registitR; QR
and/or IMM depending on taxpayer category.
The system will randomly place taxpayer registrations stitgecerification.

If the registration is subject to verification, the taxpawdl be given notice of it by
means of a procedure identification number popped on screen or “Ré&aber”
that the taxpayer may use to enquire about their request inustener help desk at
KRA stations.

On the other hand, if a taxpayer registration is attempted asindentification number
(NRB ID, Company Registry ID or Passport) that is alreadystered with KRA or that
is already labeled for verification; such related redistmawill be disregarded.
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To log in the system, please follow the steps listed below:

Go to User ID and enter your User Id (PIN) sent to you bylemai

Go to Password and enter your password sent through your email.

Go to Security Stamp, click the little box and enter the alphanuat code
received in the email attachment.

Presd_ogin.

Upon successful data entry, the system you will display theri@hpassword” option.
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- Enter your new desired password your new password must have 6detle?s
numbers.
Go toConfirm New Password
Enter your new desired password.
PressChange Password

If the information completed is correct, a new Passwordbegiljenerated.
KRA Online services will be now available to you.

How can | get password, if | am an existing taxpaye r and
already have User Id (PIN)?

From the welcome page, select the optiGet Password Existing Taxpayet

The following window will be displayed:

Follow the Instructions displayed. Enter your User Id (PIN) andlclifeyou are
resident.
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If you are a Resident Individual Taxpayer, select Mother'st Name.

If you are a No Resident Individual Taxpayer, enter Passporisr.

If your pin is of Company, enter Certificate Registration.

PressGet Signature

The registration form will be displayed
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What if | forget my password?
To retrieve your password, please select ;Forgot Passwordtfemelcome page.

Shows “Reset Password”

Enter theusernamefor the user PIN.

Enter your email address It must be the same email provided during your
registration (case sensitive.)

PressReset Password

If this email address matches the email address provided degiggration, your new
Password and Security Stamp will be sent to that address. NoPassword and
Security Stamp may be generated otherwise, and you willdagred to go to a KRA
station in person.
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Taxpayer Guide
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Menu Options for a Taxpayer Profile:
As taxpayer, you will be able to run the following operations:

In Electronic Signature
» Change password

In Registration Application
» Individuals and Companies
» Registration Certificate

In Enquire Registration

» General Taxpayer Information
» Tax Obligation Report

» Search Taxpayer

How can | get my Registration Certificate?

To get your Registration Certificate, please go to “Logirstfto log in the system and
then select “Registration Certificate” from the menu.

As Taxpayer, you can only query your own User Id (PIN). TherefwdJser Id will
remember the previously authenticated value, which cannot bdiedodi

PressEnquiry .

The certificate contains general information on TaxPayer, Edys#hddress and
Obligations, as well as Branches and Directors if any.

If you need to print the Certificate, please press the piicerin the upper right corner
of the screen.

How can | enquire about my registered Taxpayer Obli  gations?

To get details about your Tax Obligations as a Taxpayer, pleage“godin” first to
log in the system and then select “Report Obligation Vectorhfthe menu.

As a Taxpayer, you can only query your own PIN. Therefore the RN Wwill
remember the previously authenticated PIN value, which cannmiodédied. You can
optionally apply specific obligations as search filters.

Press Enquiry.

A list of your obligations as a taxpayer will be displayed witle trelated basic
information.

If you need to print the document, please press the primterincthe upper right corner
of the screen.
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How can | get general information on a taxpayer?

To get basic information on a taxpayer, please go to “Logint’ tiréog in the system
and then select “Taxpayer General Information” from the menu

As a Taxpayer, you can only query your own User Id (PIN). Tohezehe PIN field
will remember the previously authenticated PIN value, which camnatodified. Press
Enquiry.

The document will contain general information on “Individual IdentifmatData” if
the taxpayer is an individual or “Companies Identification Dat&pmpanies
Representative Data” and “Localization Data” if the tayguas a company.

Additionally, once the information is retrieved, further infation can be accessed
through the following queries:

Partners and Related Third Parties Enquiry
It will display a list of individuals and companies conneatéth the Taxpayer through
some form of relation (e.g., Taxpayer Agent.)

Economic Activities Enquiry
It will display a list of primary and secondary economic \aibéis registered by the
Taxpayer.

Consult Branches
It will display the branches registered by the taxpayer and tla¢edelocations,
including type and serial number.

Alternative Address Enquiry
It will display details on addresses registered by thpager as alternative addresses.
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How can | search for taxpayers?

To find one taxpayer in particular, please go to “Login”tficslog in the system and
then select “Search Taxpayer” from the menu.

This feature is focused on searches for several Taxpaydrsugth the “Taxpayer” is
only entitled to query their own data.

As a Taxpayer, you can only query your own PIN. Therefore the RN Wwill
remember the previously authenticated PIN value, which cannmibdédied. You can
optionally apply other search filters, including PIN. Press Egqui

The search will return a table with one single registraiorhe queried PIN. Clicking
on it will provide access to the Taxpayer General Querychvisan provide more
detailed information.
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How can | change my password?

If you want to change your password for any reason you must:

Log in the system by selecting Login in the main screen.

From the main menu, go to the optiGhange Password

Enter your new desired password (six letters and two nuinbers
Go toConfirm New Password

Enter your new desired password.

Press Change Password”

If the information completed is correct, a new Passwordbeilgjenerated.
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Agent Guide
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Logging in the System as an Agent

You will have your taxpayer PIN and Password assigned asearsyAgent.”

To log in the system, in the welcome page follow the stetellibelow:
Go to Identification and enter your PIN.
Go to Password and enter your password for the KRA Onlirierays
Press “Login.”

Upon successful data entry, you will access the main menu, thathoptions and
services provided to agents by the KRA Online and the market

Menu Options for an Agent Profile

As an Agent, you will be able to run the following operations:

In Electronic Signature
» Change Password

In Registration Application
» Individuals and Companies
» Registration Certificate

In Inquire Registration
» General Taxpayer Information
» Tax Obligation Report
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Steps in a Taxpayer Registration Submitted by an Ag  ent

Requesting a taxpayer registration as an agent

To complete a registration, please go to “Login” in the systed enter your PIN and
Password.

If you are an Agent, you will be entitled to complete a tagpaggistration on behalf of
a taxpayer.

Select “Individuals and Companies” in the main menu to requesipayer registration.
The “Request Registration” form will be displayed in order domplete your
registration.

If you need help, press “Help” in the right corner of thesor

Registration Application

The registration form is focused on the following Taxpayee@ates:
1. Individual Kenyan Citizen

2. Company

The form consists of six sections:

Section 1 - Particular for an individual Taxpayer
Section 2 — Partnership/Companies/Others

Section 3 — Taxpayer Pin, name and address

Section 4 — Taxpayer Obligations

Section 5 — Business Details

Section 6 — Detail of person submitting the application

File name: User-Guide-Registration-0.3.0.6-Taxpayer 27



ITMS Phase |
Kenya Revenue Authority

Section :
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> Section :
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> Section 5
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Section 5

Section 6

Filling the Registration Application Form
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Some of the boxes are mandatory (*) and other boxes are inaccéssibErs because
they are retrieved by the system (gray fields) from atlgstems or databases.

Please review the required information by section, and tfileast all the mandatory
boxes.

Query Information - Request Inscription

SelectRegistration option from Type of Request.
Select Type of Taxpayer (Individual or Company)

Section 1-Particular for an individual Taxpayer
(Available only to Individual Taxpaygr
Select type of Citizen (Kenyan Citizen or Non-Kenyan Citizen)
Enter identification number as follows:
2. National Id Numbeif the Taxpayer is an Individual Kenyan Citizen
Passport Numbeif the Taxpayer is an Individual Non Kenyan
Citizen

If you enter thddentification Number (National Id or Passport Number) and press
in any place outside the Identification Number box, the systéhautomatically
search for that identification number in the internal records of KRlAase wait
online while the information is being retrieved.

Note “Internal Records of KRA” means the National RegistratiameBu (NBR),
the Immigration Registry (IMM) or the Company Registry (C&pending on the
taxpayer category being registered.

If the ldentification Number is found in the above internal recaatisnformation
found will be retrieved on gray color boxes.

If the Identification Number is not found, the system shows aageserror: “There
were no matches for your Id Number. Please visit your se&RA-DTD Officer
for further clarification”

Continue to review each section and enter information as negesdeere at least
the following mandatory items should be found:

Section 2- Partnertship/Companies/Others
(Available only to Company Taxpayer
Registration Certificate/Incorporation Number

Section 3- Taxpayer Pin, name and Address
Physical Address: City/Town, Street, Building, Area.
Postal Address: Po.Box, Postal Code.
Email Address to submit PIN and Password upon registration etiompl
Main Business Activity — Your main economic activity asugpayer.
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Section 4 - Taxpayer Obligations
No mandatory fields.

Section 5- Business Details
No mandatory fields.

If you enter a value for the “Legal Representative Dét&lIsl number, please
bear in mind that the PIN must exist in the system records Usdgayer and
Third Parties.

If you enter a value for the “Tax Agent's Details” PIN humk@ease bear in
mind that the PIN must exist in the system records under Taxpay

The system will reject any attempts to enter a value not fauride system
records under “Tax Agent PIN” or “Legal Representative PIN.”

Section 6- Details of person submitting the application
No mandatory fields.

Before submitting the form, click on the bb&onfirm correctness of the Details.

Submit the form once the required and mandatory information iseelnby pressing the
“Submit Form” button. If any mandatory fields remain to be dillthe system will
prompt you and you will not be able to complete the registration. Will be able to
submit your registration once at least all the mandatolgsfigre filled.

The registration may be Approved or be subject to Verificatn.

If the registration is approved by the system, the PINsWwasl and Security Stamp
data will be submitted to the email address provided during yoistnagn. Thereafter
you will be able to use said PIN, Password and SecurityStahog in the system.

Your registration may be subject to Verification due to possible reasons:
The new taxpayer could not be found in any of the related registitR; QR
and/or IMM depending on taxpayer category.
The system will randomly place taxpayer registrations sttgegerification.

If the registration is subject to verification, the ageiit e given notice of this by
means of a popped message, the application identification and ‘Rédquaber” with
it the Taxpayer or Agent will be entitled to approach the cust@ee/ice desk and
guery their request.

On the other hand, if you try to register a registered nuraber number subject to
verification, such registration will not be considered.
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How can | get a Taxpayer’'s Registration Certificate  ?

To get a Taxpayer's Registration Certificate, pleaseogtlLogin” first to log in the
system and then select “Registration Certificate” ftbemmenu.

To receive the certificate, please enter your PIN ands gEasquiry”.

The certificate will contain general information on Taxpayehysical Address and
Obligations, as well as Branches and Directors if any.

As an Agent, you can retrieve a certificate for taxpaydrs uploaded said certificate
using section 5 in the form, under “Tax Agent's Details” whempleting their
registration with KRA.

If you need to print the Certificate, please press the pricarin the upper right corner
of the screen.
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How can | get detailed information on a taxpayer’s obligations?

To get details about a Taxpayer's Obligations, please go torfLéigst to log in the
system and then select “Tax Obligation Report” from tle@um

To receive information please enter your PIN and press “Enqufigtl. can optionally
apply specific obligations as search filters.

The document will contain general information on a taxpayer, adrtdated
obligations (if reported during registration.)

As an Agent, you can retrieve information on obligations by teeqsaywho associated
you with their registration in section 5, under “Tax AgeDg&gails.”

If you need to print the document, please press the primterincthe upper right corner
of the screen.

How can | get general information on a taxpayer?

To get basic information on a taxpayer, please go to “Logint’ tiréog in the system
and then select “General Taxpayer Information” from the menu.

To receive information please enter your PIN and press “Byiquir
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The document will contain general information on “Individual IdentifmatData” if
the taxpayer is an individual or “Companies Identification Dat&pmpanies
Representative Data” and “Localization Data” if the tayguas a company.

As an Agent, you can retrieve information on the taxpayers whaxiagsd you with
their registration in section 5, under “Tax Agent's Dstail
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Additionally, once the information is retrieved, further imh@tion on a taxpayer can be
accessed through the following queries:

Partners and Related Third Parties Enquiry
It will display a list of individuals and companies connectéith the Taxpayer through

some form of relation (e.g., Taxpayer Agent.)

Economic Activities Enquiry
It will display a list of primary and secondary economic \aibéis registered by the

Taxpayer.

Consult Branches
It will display the branches registered by the taxpayer and tlagedelocations,

including type and serial number.
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Alternative Address Enquiry
It will display details on addresses registered by thpager as alternative addresses.
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