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PREFACE
The purpose of this user guide is to provide step-by-step instructions on how to perform
and execute various tasks through the developed system of electronic filing of tax returns
(E-filing). Specifically, this user guide provides guidance for the following processes and/or
activities;

1. Register as an electronic filer of tax returns (e-filer);

2. Update taxpayer’s information

3. Appoint declarants who will submit tax returns on behalf of an entity;

4. Appoint audit firm and auditors for certification of income tax returns prior to
submission to Tanzania Revenue Authority (TRA);

5. File tax returns;

6. Certification of income tax returns;

7. Application for extension of time to file tax returns;

8. Payment registration;

9. Request for remission of penalty and interest; and

10. Access and view filed returns, assessments and other relevant information.

This guide is provided for reference only and is subject to changes without prior notice.
The contents of this guide do not override the provisions of the respective tax laws.
Screenshots and associated information in this guide are intended for illustrations only.

Enquiry
Enquiries may be made to the Tanzania Revenue Authority by physically visiting nearby

TRA offices or using the following contacts;

i. Toll free Mobile numbers: 0800 750 075
0800 780 078

ii. e-mails: group.efilingsupport@tra.qo.tz
services@tra.go.tz
huduma@tra.go.tz
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1.0 Getting Started

You can access e-filing system by visiting TRA website (www.tra.go.tz) and click “Efiling
System” link from the “Do it online” menu of the website. The log-in screen will then
appear as depicted below.

e-Filing System

TIN / National ID MNo.

3
Password

[
Forgot Password? Log in
Don't have eFiling account? Register here.
f you dont have a TIN number Click here

Copyright ©2020 Tanzanla Revenue Autheorlty. Al Rights Reserved
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2.0Registration

Step 1: To register as an e-filer, click on the link “Register here” to initiate the process.

e-Filing System

TIN / National ID No.

Password

Forgot Password? Login

Copyright ©2020 Tanzanla Revenue Authorlty. All Rights Reserved

After you click the “Register here” link, you will be directed to the screen that prompts your
TIN as depicted on the following screen
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TIN

Register
Already have an account? Login here
Forgot password? Reset here

Copyright ©2020 Tanzanla Revenue Authorlty. All Rights Reserved

Step 2: Enter a valid TIN and then click “Register” link to proceed. After clicking Register
link, you will be directed to the next screen

Note

For Entities, the TIN of the Director/Representative will be required. The
Director/Representative required must be one of the persons registered in TRA TIN
Database as the Director/Representative of such an entity. The Screen for entities will be
as depicted below:
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Please enter company’s director’s or
representative’s TIN and click Next!

TIN

101-317-587

Director's or representative’s TIN

ve an account? Login here
ot password? Reset here

Copyright ©2020 Tanzanla Revenue Authorlty. All Rights Reserved

Following input of valid TIN, the system will automatically send a four-digit verification code
to the mobile number and the e-mail of the Individual or Director/Representative of the
entity. The verification code will be sent to the mobile number and the e-mail of the
Individual or Director/Representative that is maintained in the registration database by
TRA. Therefore, persons are required to ensure they have valid contact details and

undergone biometric registration prior to register as e-filers.

Once received, the verification code will be entered in the field as indicated on the following

screen:

Page 4 of 63
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Please enter a verification code sent to:
0717 *%%%86 and f**************@tra.go.tz

Verification Code will expire in 9:46 minutes.

TIN

101-317-587 j §

Verification Code

Re-start registration

&lready have an account? Login here
Forgot password? Reset here

Copyright ©22020 Tanzanla Revenue Authorlty. Al Rights Reserved

Step 3: After keying in the verification code, click “Submit” where you will be directed to
the next screen that will prompt you to create your own password as depicted on the
following screen:
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You can now provide password to finalise
registration for eFiling. Password should have
atleast one uppercase, lowercase letter,
special character, and a number with
minimum length of 8 characters.

Password

Confirm password

Re-start registration

Already have an account? Login here
Forgot password? Reset here

Copyright ©2020 Tanzanla Revenue Authorlty. All Rights Reserved

Step 4: After creating your password, click “Finish” to complete the e-filer registration
process. Upon successful registration, the following message will pop up on your screen.
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Success!

Congulatulation! you have successfully completed your
eFiling registration. Together We Build Our Nation.

Go To Login

At this point you will have completed the registration and hence you can start using TRA
e-filing services.
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3.0Log in

Step 1: Visit TRA official website (www.tra.go.tz) and click “Efiling System ” link from the
“Do it online” menu of the website. The log-in screen will then appear as depicted below

e-Filing System

TIN f Mational ID No.

2
Password

=
Forgot Password? Log in
Don't have eFiling account? Register here.
f you dont have a TIN number Click here

Copyright ©2020 Tanzanla Revenue Authorlty. All Rights Reserved

Step 2: Enter your registered TIN without including the hyphens i.e if TIN is 123-100-123
just enter 123100123 then enter password to log in to the e-filing system. After successful
log in, the following home screen will appear.
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()

# Home

& Appoint ] 3

) Filed Returns
Lizble Tax Returns

& Retums

= Assessments

B Payment Registration ¢ 2

Returns With Interests

& Download Forms

0 What's New
125 104,822 483.90

& Remission Total Interest Amount

© Important Links

3

Liable Returns

4.0Log out
In order to log out of the system,
click the button for sign out.

Tax Returns By Count

11

Unfiled Returns

Liable Returns, Interests and Penalties

1

Returns with penalties

125 93,264,260.76
Total Penalty Amount

click the name of the taxpayer as depicted below and

eFiling System

Tax Retumns By Percentage

a1 43 v 7847

Percentage Filed Percentage Unfiled

Submission due dates For menty reums

PAYEand SDL for: December, 2020
Time Left To Due date: January 07, 2021
2 11 4 5
Seconds

Days Hours Minutes

# VATfor; November, 2020
Time Left To Due date: December 20, 2020
3 A 4 57
Seconds

Days Hours Minutes

Page 9 of 63
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EFI|Ing System < ;'; Tanzania Revenue Authority :>

Tax Returns By Count Tax Returns By Pen .
Y
A % v \
Filed Retumns Unfiled Returns Percentage Filed pern  Tanzania Revenue Authority
TN 101-317-587
. VRN:  40022347-C
Liable Returns, Interests and Penalties Submission due dates For monthly retums

jssessments
1 PAYEandSDLfor: December, 2020 6 View Profile O Log Out >

Time Left To Due date: January 07, 2011

ayment Registration

ownload Forms Returns With Interests Returns with penalties

7 [ 1" L]

5.0Update Personal Information

This menu enables a taxpayer view the tax related information maintained in TRA as
regards to registration details. It has been built to enable a taxpayer update contact details
should they appear different from current contact details such as email address and
telephone/mobile numbers.

Step 1: Click the name of the taxpayer as depicted below and then click view profile

TRA E eFIIIng System q Tanzania Revenue Authority -’

lome Tax Returns By Count Tax Returns By Pen .

o,
ppoint < -~ %o v "‘

Filed Returns Unfiled Returns Percentage Filed Pery  Tanzania Revenue Authority

able Tax Returns
TIN: 101-317-587

etums VRN: 40022347-C

Liable Returns, Interests and Penalties Submission due dates For monthly re

fums
| PAYEandSDLfor: December, 2020 ‘ O View Profile ® Log Out

Time Left To Due date: January 07, 2021

ssessments

ayment Registration

ownload Forms Returns With Interests Returns with penalties
2 R " AQ

Step 2: View the contact details and click edit button for amending the contacts as depicted
below and thereafter click save so as to save the changes made.

Page 10 of 63 Version 1.0



TANZANIA REVENUE AUTHORITY

1ISO 9001:2015 CERTIFIED

E-Filing System User Guide- Back Office

# Home

& Appoint

Liable Tax Returns
& Retums

= Assessments

B5 Payment Registration
& Download Forms

© What's New

£ Remission

@ Important Links

6.0E-filing system Menu

Taxpayer Profile vou can edit your conta

Taxpayer Name
Department
TIN

VRN
Registered On
TRA Location
Tax Office

Plot No.

Block No.

Street / Area

Tanzania Revenue Authority

Large Taxpayer Department

Tanzania Revenue Authority
Large Taxpayer Department
101-317-587

40022347-C

01Jul 1996

Dar Es Salaam

Ltd Central

126

Edward Sokoine Drive

The menu for e-filing system is as depicted below

Contact Information

Email ; nfo@tragotz
Mobile No. ; 255782
Mobile No. » 2557!

Tel No.; n9sen4

Directors / Representatives

SN Full Name

1 Charles Edward Kichere

2 Alphayo Japan Kidata

TIN

101-876-403

103-800-706

b
g

Relationship
Managing Director

Managing Director

\
g

LY
g
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() Tra
Tax Retur

4

Filed Returns

o p 3

Liable Tax Returns

Retumms ]
Liable Returns, Interests ai

Assessments

Payment Registration < -1

Crownload Formms Returns With Interests

wWhat's MNew
TZzs 1,500,021.60

Remission ’ Total Interest A rmowunt

=
£33
o
L
L7

Important Links

The e-filing system menu and their functions are briefly described

i) Appoint
This menu enables the e-filer to appoint
a. Declarant(s) for submission of tax returns on behalf of an entity (this is
applicable for entities only); and
b. Audit Firm or individuals for certification of return of income (for all persons
except taxpayers under presumptive regime.

ii) Liable Tax Returns

This menu indicates tax type whose tax returns are to be submitted to TRA through
the e-filing system. The menu further enables the e-filer to select, by ticking, the
type of return or tax type that are applicable to his business in case one is missing.
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iii) Returns
This menu indicates a list of returns already filed and those not yet filed and provide
a link for the e-filer to effect filing of returns.

iv) Assessment
This menu provides a list of self-assessments for various filed returns as well as a
list of adjusted assessments issued by TRA.

v) Payment Registration
This menu saves for enabling taxpayers select assessments and make payments
directly without login into the separate RGS portal for payment. It also enables a
taxpayer view the registered order forms for payments.

vi) Download Forms
This menu enables the e-filer to download various return forms that are to be
submitted electronically which have been designed in excel format. Thus, being
excel forms they can be filled and later uploaded into the system during filing
process.

vii)Remission
This menu enables e-filer submit the application for remission of penalty and/or
interest following assessment by the TRA. It also enables e-filer view applied
remissions with respective status as to whether granted by TRA or not.

viii)lmportant Links
This menu provides links to the following documents and other systems that are
related to the process of return filing and processing;
e E-filing user guide
e Unser guide for filling return forms
e Online TIN registration system
e Revenue Gateway system
e Old e-filing system for VAT returns

7.0Appoint Declarant(s) (For entities only)
Step 1: In order to file tax returns, an entity must appoint a declarant who must be an
individual. Appointment of a declarant is done by clicking the “Appoint” menu.
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TRA E eFiling System & Tanzania Revenue Authority

e —

Declarants st of your curent active declarants for eFiing ‘ +New Declarant ’
# Home

No appointed declarants!

& Appoint
You have not appointed any dedlarant so far. If we could find any, a list of your declarants would be shown here. Why don't you appoint one? Appoint New Declarant.
O Dedarants

O Audit Firm

Liable Tax Returns
& Retums

1= Assessments

B Payment Registration

& Download Forms

0 What's New

& Remission

@ Important Links

Step 2: Click on the “New Declarant or Appoint New Declarant” to proceed to the next
screen that will prompt to enter TIN of the prospective declarant as depicted below. Enter
Declarant’s TIN, the system will retrieve the name of the individual selected, select position
of such a declarant and tick to agree to appoint such a declarant then click “Submit”.
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TRA E E-Filing System ‘% Tanzania Revenue Authority
# Home Appoint Declarant

&+ Appoint

Declarants

Declarant's TIN
Audit Firm

Liable Tax Retumns Position -- Select declarant’s position -- @

&5 Retums ql agree and want to appoint this TIN holder as my declarant.

E Assessments O

[E] Payment Registration
& Download forms

@ Important Links

Copyright ® 2020 TRA - eFiling System. Al rights reserved. Version 100
Appoint/AuditingFirm

Step 3: Following successful appointment, the following message will pop up on the
screen to indicate successful completion of the process.
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Success

Taxpayer with TIN: 108-068-469, has been successfully added
as your declarant.

i). The appointed declarant will receive notification message through his/her mobile
number and email address maintained in the database by TRA;

ii).  An appointed Declarant can be removed at the discretion of an Entity at any time;

iii).  More than one Declarant can be appointed by an e-filer;

iv).  An appointed Declarant must also be registered as an e-filer in order to execute his
duties of filing returns;

v). A declarant can continue with other filing functions as an individual taxpayer on top
of a duty of a declarant of an entity;

vi). A single declarant (an individual) can be appointed by more than one entity.
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8.0 Appoint an Audit Firm

Step 1: In order to fulfil the requirement of certification of Returns of income, an e-filer
must appoint an Audit Firm or an individual person who has been registered by NBAA
under the category Certified Public Accountant in Public Practice. Appointment of an
Audit Firm is done by Clicking “Appoint” then “Audit Firm” link on the log in
homepage where you will be directed to the following screen.

= e-Filing System & Tanzania Revenue Authority

—
( + New Auditing Firm '
~—  —

(> el You don't have Audit Firm!
Declarants Why don't you appoint one” Appoint New Audit Firm.

Audit Firm

# Home Auditmg Firm Gurrent appointed audit firm

Liable Tax Returns
& Returns

= Assessments

[@ Payment Registration

& Download forms

@ Important Links

Copyright ® 2020 TRA - eFiling System. All rights reserved. Version 1.00

Step 2: Click on the “New Audit Firm or Appoint New Audit Firm” as depicted on the
above screen to proceed to the next screen that will prompt TIN of the prospective Audit
Firm as depicted below:
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# Home Appoint Audit Firm

&+ Appoint

Declarants
Audit Firm's TIN
Audit Firm

Liable Tax Returns
B Returns

= Assessments

[8] Payment Registration
& Download forms

© Important Links

Copyright @ 2020 TRA - eFiling System. All rights reserved

e-Filing System

& Tanzania Revenue Authority

Version 100

Step 3: Enter a valid TIN of an Audit Firm and click “Submit” to verify existence of the
prospective Audit Firm. If the firm or individual selected is valid in terms of being pre-

uploaded in the TRA system, you will be directed to the following screen

# Home Appoint Audit Firm

&+ Appoint

Declarants
Audit Firm's TIN 129-727-101
Audit Firm

e-Filing System

Liable Tax Returns Audit Firm's name FLG COMPANY LIMITED

& Retumns

= Assessments

[@ Payment Registration

& pownload forms

© Important Links

Copyright ® 2020 TRA - eFiling System. All rights reserved.

& Tanzania Revenue Authority

Version 1.00
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Note: The audit firm or individual person registered must be registered by the National
Board of Accountants and Auditors of Tanzania in the category of Certified Public
Accountants in Public Practice. Should the system indicate that the audit firm or individual
person selected is not in the TRA database then that selected person must contact the
TRA for inclusion in the database upon satisfaction of his/her qualifications.

Step 4: Click “Submit” to complete appointment of an Audit Firm. Upon completion, the
following message will pop up on your screen

Success

Taxpayer with TIN: 129-727-101, has been successfully added
as your audit firm.

Upon appointment, the appointed audit firm will receive notification message to inform of
its appointment

9.0Filing of Returns (PAYE, SDL & SETPI Returns)

Step 1: Filing of returns is done after log in by an individual e-filer or appointed Declarant
of the entity. In order to file returns for Skills and Development Levy (SDL), Monthly
Statement of Withholding Taxes for Employees (PAYE) and Statement of Estimated Tax
Payable by Instalments (SETPI), click on “Returns” on the log in home screen where
you will select “Unfiled Returns” for individual e-filer or “Entity Unfiled Returns” for a
declarant of the entity. A list of unfiled will be displayed as shown on the screen below:
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Note: An entity cannot file its own return thus appointed declarants will be able log in and
access entity returns for filing.

TRA E e-Filing System & Beatus Mahende Nchota

# Home Tanzania Revenue Authority's Unfiled Returns

& Appoint
Show| 10 v entries Search;

Liable Tax Returns
YEAR MONTH / PERIOD RETURN TYPE + DUE DATE

E Retums v Statement and Payment of Tax Withheld for Employees (10)

Individual Unfiled Retums 2020 1 Statement and Payment of Tax Withheld for Employees February 7th 2020 0 efile
Individual Due Date Extension

Individual Filed Retums 2020 2 Statement and Payment of Tax Withheld for Employees March 7th 2020
102 days

]

Entity Unfiled Retums

Entity Due Date Extension 2020 3 Statement and Payment of Tax Withheld for Employees April 7th 2020 O efile

Entity Filed Retums

= Assessments 2020 4 Statement and Payment of Tax Withheld for Employees May 7th 2020 Q cfile

a

o

= b
g
g

{8 Payment Registration 2020 5 Statement and Payment of Tax Withheld for Employees June 7th 2020 © efile
10 days overdue

& Download forms
2020 6 Statement and Payment of Tax Withheld for Employees July 7th 2020 0 efile

@ Important Links i

Step 2: Select an appropriate return and click “e-file” in order to start filing of such a
return. For Returns other than returns of income, a screen like the following will appear
indicating return type, year of return and/or month of return and an option to choose a file
or download a return in the form of an excel template
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TRA E e_Filing System & Beatus Mahende Nchota
# Home Upload Excel File

&+ Appoint
Return type Statement and Payment of Tax Withheld for Employees

Liable Tax Returns P Y Py
B Retumns Year of return 2020

Individual Unfiled Retums Month of return f

Individual Due Date Extension

Individual Filed Returns Excel file for the return Choose File No file chosen

Entity Unfiled Retums & OR download an excel template from here

Entity Due Date Extension m

Entity Filed Returns
£ Assessments
[B] Payment Registration
& Download forms

. Copyright © 2020 - eFiling System. All rights reserve Version 1.00
@ Important Link Copyright © 2020 TRA - eFiling § Il righ d.
mportant Links.

Step 3: An e-filer/Declarant will be required to upload a return that has been already filled
and saved in the computer with all required information by clicking “Choose File”. Upon
selection of the return file, its name will appear as indicated on the screen below

TRA E e-Fi”ng System & Beatus Mahende Nchota
# bome Upload Excel File

&+ Appoint

5 Return type Statement and Payment of Tax Withheld for Employees
Liable Tax Returns YP G ploy
& Retums Year of return 2020

Individual Unfiled Retums Month of return q

Individual Due Date Extension

Individual Filed Returns Excel file for the retu 4‘ Choose File

Entity Unfiled Returns X OR download an excel template from here

Entity Due Date Extension
G

Entity Filed Returns —

£ Assessments
[@ payment Registration

& Download forms

Copyright @ 2020 TRA - eFiling System. Al rights reserved. Version 1.00

© Important Links

Step 4: Click “Upload” in order to upload the filled in excel return form for processing.
You will receive the message prompting to review the uploaded return before further
processing as indicated on the following screen
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Uploaded!

We have received your return. You can preview it before you
submit it to TRA.

Step 4: Click “Preview” in order to confirm the information contained in your uploaded

return. You will be directed to the screen as depicted below:

(&) ma

# Home

& Appoint

Liable Tax Returns
B Retumns

= Assessments

[8] Payment Registration
& Download forms

© Important Links

e-Filing System

PrevieW  in order to submit the return, click on submit button

- 4 Automalic Zoom *

a

& Beatus Mahende Nchota

# Go Back To Upload Excel File

Step 5: If there is any need to cancel the process after review of the return you can do
the same by clicking “Cancel” and you can upload another file. However, if the
information is correct click “Submit” to send your return for processing/assessment.
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Step 6: You will be prompted to make a declaration of return filing before you finally
submit. The Declaration Statement indicated in the screen below will pop up and you will
be required to click “Yes, Submit it” to complete submission of return, otherwise click
“No, Cancel” to decline filing of return.

Declaration

| Beatus Mahende Nchota (TIN: 108-068-469), hereby
declare that the information given on this return and
accompanying documents on behalf of Tanzania Revenue
Authority (TIN: 101-317-587) is complete and accurate to the
best of my knowledge and belief. | understand that giving
false information in the return or concealing any part of the
income or tax payable can lead myself and/or the entity be
prosecuted.

Do you wish to submit it?

Yes, Submit it! No, Cancel!

Step 7: After successful submission of return, the following message will pop up to
confirm completeness where a transaction reference number will be auto-generated

Submitted!

Return has been submitted successfully and assigned
reference no. 2020101317587117530984.
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Step 8: After processing the Return, the following screen will pop up indicating among

others, period,

return type, reference number and status. Status reading “Data

Successfully Processed” indicates completeness of processing of the return. If the
return is not processed the status will indicate accordingly with a clear message for the
anomaly noted and you will be required to select the button for action where you will be
able to download the rejected return as well as resubmit to TRA.

TRA

# Home
& Appoint
Liable Tax Retums

B Retums

Individual Unfiled Retumns
Individual Due Date Extension
Individual Filed Returns
Entity Unfiled Retumns

Entity Due Date Extension

Entity Filed Retums

E Assessments
[@ Payment Registration

& Download forms

© Important Links

E e-Fi”ng System & Beatus Mahende Nchota
Tanzania Revenue Authority's Filed Returns
Show 10 v entrias Search:
YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE REFERENCE NO. STATUS

v Statement and Payment of Tax Withheld for Employees (1)

2020 1 June 17th 2020 Statement and Payment  20201013175871753¢E84
of Tax Withheld for
Employees

Showing 1o 1of 1entries Previous ' Next

Copyright © 2020 TRA - eFiling System. All rights reserved. Version 100

Step 9: After successful processing of a return, click “Action” to view, save or print a
copy of Acknowledge of Receipt of a Return, Submitted Return and Assessment issued
against such a return. The options will pop up as indicated on the screen below:
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TRA E e-FiIing System 6 Beatus Mahende Nchota
# Home Tanzania Revenue Authority's Filed Returns
& Appoint ) )
Show 10 ~ entries Search:
Liable Tex Retums YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE REFERENCE NO. STATUS

& Retumns v Statement and Payment of Tax Withheld for Employees (1)

Individual Unfiled Retums 2020 1 June 17th 2020 Statement and Payment  2020101317587117530084 Data Processed

Individual Due Date Extension of Tax Withheld for succesfully

Employees Acknowledasmant
Individual Filed Returns @ Acknowledgeme

Entity Unfiled Retums showing 1to10f 1entries = —
Entity Due Date Extension
Entity Filed Returns ® view Submitted Return
£ Assessments
[@ Payment Registration
& Download forms
Copyright © 2020 TRA - eFiling System. All rights reserved. Version 1.00

@ Important Links

10.0 Filing of Returns (Revised SETPI)

Step 1: Filing of returns is done after log in by an individual e-filer or appointed Declarant
of the entity. In order to file returns for Revised Statement of Estimated Tax Payable by
Instalments (Revised SETPI), click on “Returns” on the log in home screen where you
will select “Filed Returns” for individual e-filer or “Entity filed Returns” for a declarant
of the entity. A list of filed returns will be displayed as shown on the screen below:

@ TRA = eFiling System & Beatus Mahende Nchota
Tanzania Revenue Authority's Filed Returns +Go Back
# Home
& Appoint Show 10 ~ entries Search:
Liable Tax Returns YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE REFERENCE NO STATUS
& Retums - “ Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)
O Individual Unfiled Returns 2015 Jan,2015 - Dec, 2015 June T7th 2020 Return of Income for Entity - All Businesses except Insurance, Banking, 2020101317587617450146  Data Processed
) R Mining or Petroleum succesfully

O Individual Due Date Extension|

; “w Statement and Payment of Tax Withheld for Employees (1)

O Individual Filed Retuns

O Entity Unfiled Retums 2020 1 lune T7th 2020 Statement and Payment of Tax Withheld for Employees 202010117567117530984  Data Processed
i succesfully

i

O Entity Due Date Extension

O Entity Filed Retums “ Statement of Estimate of Tax Payable by Instalments on Behalf of Entity (1)

2020 Jan,2020 - Dec,2020 December 17th 2020 Statement of Estimate of Tax Payable by Instalments on Behalf of Entity 20201013173871217351314  Data Processqg

= Assessments
succesfully

B3 Payment Registration

showing 1to 3 of 3 entries

& Download Forms

@ What's New

€ Remission
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Note:

e In case the system indicates the SETPI return as unfiled whereas the same return
has already been filed manually prior to commencement of the e-filing system kindly
contact TRA so as they can enable you view the already submitted return

e An entity cannot file its own return thus appointed declarants will be able log in and
access entity returns for filing.

e For entity returns, in case the declarant cannot be able to view the already submitted
SETPI whereas when log in into the entity portal the return is available then contact
to TRA to enable the selected declarant view the submitted SETPI so as to proceed
with the submission of revised SETPI.

Step 2: Under the already submitted SETPI or revised SETPI click Action and then select
revise statement so as to be able to see the link to access the submission of revised
SETPI as depicted on the screen below;

@)ma =

# Home
&+ Appoint

Liable Tax Returns

O Entity Due Date Extension

O Entity Filed Retumns

B Assessments

B Payment Registration

& Download Forms

@ What's New

€ Remission

eFiling System

Tanzania Revenue Authority's Filed Returns

Show 0 ~ entries

YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE

“ Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)
2015 1an, 2015 - Dec,2015

June T7th 2020 Return of Income for Entity - All Businesses except Insurance, Banking,

Mining or Petroleum
~ Statement and Payment of Tax Withheld for Employees (1)
2020 1

June T7th 2020 Statement and Payment of Tax Withheld for Employees

~ Statement of Estimate of Tax Payable by Instalments on Behalf of Entity (1)

& Beatus Mahende Nchota

4 Go Back

Search

REFERENCE NO. STATUS

2020101317587617450146  Data Processed
succesfully

2020101175687117530984  Data Processed
succesfully

2020 1an,2020 - Dec,2020 December 17th 2020

Statement of Estimate of Tax Payable by Instalments on Behalf of Entity

20201013175871217351314 DD
succesfully

showing 1to 3 of 3 entries
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After click revise statement, a screen like the following will appear indicating return type,
year of return and an option to choose a file or download a return in the form of an excel
template

= eFiling System & Beatus Mahende Nchota

Upload Excel File use the most curent excel tempiate from here " Go Back
# Home

& Appoint < A Reminder:
B s You are about to upload an excel file for: TANZANIA REVENUE AUTHORITY whose TIN is: 101-317-587. Please make sure it is the right file for the taxpayer.
Liable Tax Returns

= Uploading of false, forged excel file (data) and / or any files indicating fraudulent actions is strictly prohibited. If any of these files are uploaded, they will NOT be processed. We strongly advice
you te use only valid templates provided by Tanzania Revenue Authority.

Return type

Statement of Estimated Income and Tax Payable by Entity(Other than Mining or Petroleum Business)
Year of return

O Entity Filed Retums Excel file for the return Choose File Mo file chosen

B Assessments & OR download an excel template from here

B Payment Registration < & Upload

& Download Forms

@ What's New

€} Remission

Then follow steps 3 to 9 as documented under item 9 above when filing PAYE, SDL or
SETPI

11.0 Filing of Returns (Return of Income)

Step 1: Filing of returns is done after log in by an individual e-filer or appointed Declarant
of the entity. In order to file returns, click on “Returns” on the log in home screen where
you will select “Unfiled Returns” for individual e-filer and “Entity Unfiled Returns” for
a declarant of the entity. A list of unfiled returns will pop up as depicted on the screen
below:
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TRA E e-FiIing System & Beatus Mahende Nchota

# Home Tanzania Revenue Authority's Unfiled Returns

&+ Appoint
Show 10 ¥ entnes Search:

Liable Tax Retumns
YEAR MONTH / PERIOD RETURN TYPE + DUEDATE

- R v Statement and Payment of Tax Withheld for Employees (10)

Individual Unfiled Retums 2020 1 Statement and Payment of Tax Withheld for Employees February 7th 2020 O efile

Individual Due Date Extension

2

g
I
2
g

Individual Filed Returns 2020 2 Statement and Payment of Tax Withheld for Employees March 7th 2020 O efile

W2 days

Entity Unfiled Retums
Entity Due Date Extension 2020 3 Statement and Payment of Tax Withheld for Employees April 7th 2020 O efile
Entity Filed Returns

—_ 2020 4 Statement and Payment of Tax Withheld for Employees May 7th 2020 -
E Assessments - Atslicy ' Play = O erile

[8] Payment Registration 2020 5 Statement and Payment of Tax Withheld for Employees June 7th 2020 0 eile
10 days overdue

L. Download forms

2020 6 Statement and Payment of Tax Withheld for Employees July 7th 2020 O erile

© Important Links N

Step 2: Select an appropriate return and click “e-file” in order to start filing of such a
return. For returns of income, a screen like the following will appear indicating return type,
year of return, month of return and an option to choose a file or download a return in the
form of an excel template. Similarly, it will prompt mandatory uploading of Financial
Statement and Detailed Income Tax Computation and optional uploading of Transfer
Pricing Documentation (which is mandatory to eligible e-filers)

TRA = e-FiIing System & Beatus Mahende Nchota
# Home Upload Excel File

&+ Appoint
Return type Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum
Liable Tax Returns YP ¥ P g g
& Retumns Year of return 2020
Individual Unfiled Returns Excel file for the return Choose File No file chosen
Indivicual Due Date Extension & OR download an excel template from here

Individual Filed Returns
% Upload Attachments (.PDF) For Return Of Income (ROI)

Entity Unfiled Retums

Entity Due Date Extension Financial Statement Choose File Mo file chosen
Entity Filed Returns
Detailed Income Tax Computation Choose File Mo file chosen
i Assessments
Transfer Pricing Document (Optional) Choose File Ne file chosen
[@ Payment Registration
Upload
& Download forms
@ Important Links .
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Step 3: An e-filer/Declarant will be required to upload a return that has been filled with all
required information by clicking “Choose File”. Similarly, you will be required to upload
Financial Statements, Tax Computation and Transfer Pricing Contemporaneous
Documentation (for eligible taxpayers only). Upon selection of the file, its name will
appear as indicated on the screen below

TRA E e-FiIing System & Beatus Mahende Nchota
# Home Upload Excel File

&+ Appoint
. Return type Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum
Liable Tax Returns
REmme Year of return 2020
Individual Unfiled Retums Excel file for the return ChooseFile  ROIJUNE 2020:dsm

Vi ue Date i
Individual Due Date Extension & OR download an excel template from here

Individual Filed Returns
% Upload Attachments (.PDF) For Return Of Income (ROI)

Entity Unfiled Retumns
Emtity Due Date bxtension Financial Statement ChooseFile  FINANCIA. ENT pdf
Entity Filed Retums

Detailed Income Tax Computation Choose File  TAX COM...ION.pdf

E Assessments

Transfer Pricing Document (Optional) Choose File  transfer-...ation.pdf

[E] Payment Registration

Upload

& Download forms

© Important Links

Step 4: Click “Upload” in order to upload the return in excel format and accompanied
attachments for further processing. You will receive the message prompting you to review
the uploaded return before further processing as indicated below
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Uploaded!

We have received your return. You can preview it before you
submit it to TRA.

Step 4: Click “Preview” in order to confirm the information contained in your uploaded
return. You will be directed to the screen as depicted below:

@ TRA = e-Filing System & Beatus Mahende Nehota *

F ; ) * Go Back To Upload Excel Fil
# Home Preview in order to submit the return, click on submit button
&+ Appoint
=

Liable Tax Returns

— 4+ Automatic Zoom =
B Retumns

iE Assessments

8] Paymen

Important Links

Gross profitfrons SpeciS Tocsest (R £ it 5/

Oter Tncome

7 | Rara incoms

Step 5: If there is any need to cancel the process after review of the return you can do
the same by clicking “Cancel” and you can upload another file. However, if the
information is correct click “Submit” to send your return for processing/assessment.
Upon clicking “Submit” the return will be submitted to the Audit Firm for certification and
the following message shall pop up to confirm submission;
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Submitted!

Return has been submitted successfully and assigned
reference no. 2020101317587617450146.

Step 6: After certification by an Audit Firm, an e-filer will receive the certified returns and
be required to review and submit it to TRA. The Declarant will be able to view certified
returns from a list of filed returns. Certified return of income will have a status reading
“Certified by Auditors” as indicated on the screen below:

@ TRA = e-Fi”ng System & Beatus Mahende Nchota
# Home Tanzania Revenue Authority's Filed Returns
& Appoint X
Show 10 v entries Search:
Liable Tax Returns
YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE REFERENCE NO. STATUS

Retums “ Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)

2020 Jan2020 - Dec,2020  June 17th 2020 Retum of Income for Entity - All Businesses except 2020101317587617450146 / Certified by
Insurance, Banking, Mining or Petroleum Auditors

“ Statement and Payment of Tax Withheld for Employees (1)

2020 1 June 17th 2020 statement and Payment of Tax Withheld for Employees ~ 2020101217587117530984  Data
Processed
S succesfull
Entity Filed Retumns v
£ Assessments Showing 110 2 of 2 entries Previous - Next
0] Payment Registration
Download forms
Copyright ® 2020 TRA - eFiling System. All rights reserved. Version 1.00

Important Links
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Step 7: To view Auditor's remarks, click “Action” to obtain an option to view remarks
and submit to TRA as depicted on the screen below:

TRA E E-Filiﬂg System ‘% Beatus Mahende Nchota

# Home Tanzania Revenue Authority's Filed Returns

& Appoint
Show| 10 v entries Search:

Liable Tax Returns
YEAR MONTH / PERIOD SUBMISSION DATE RETURN TYPE REFERENCE NO. STATUS

= 3 3 c or
& Returns v Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)

Individual Unfiled Retumns

2020 1an,2020 - Dec,2020 June 17th 2020 Retum of Income for Entity - All Businesses except 2020101317587617450146  Certified by
Individual Due Date Extension Insurance, Banking, Mining or Petroleum Auditors
Individual Filed Returns v Statement and Payment of Tax Withheld for Employees (1)
Entity Unfiled Retums : o _

2020 1 June 17th 2020 Statement and Payment of Tax Withheld for Employees ~ 2020101317567117530984  Data
Entity Due Date Extension Processed

i succestully
Entity Filed Retums !
E Assessments 4 Showing 1to 2 of 2 entries Previous ' Next

[E] Payment Registration 3

4. Download forms

Step 8: You can review Returns together with all other attachments. If there is any need
to terminate the process, click “Cancel” as it appears on the screen below but if the
returns and attachments are correct, click “Submit” as it appears on the screen below to
submit the return to TRA for further processing

# Home Auditor Remarks ciick on submit button to submit certified retumn to TRA m -

& Appoint ‘ Submit | Cancel ’

Liable Tax Returns

I Return Details

B Retumns
Return Name Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum
i Assessments
Year 2020
{8 Payment Registration Submission Date 17 June 2020 16:04:50
& Download forms Certification Date 17 June 2020 16:59:57
. Taxpayer Name Tanzania Revenue Authority
@ Important Links Pay “ .
Taxpayer TIN 101-317-587
Return Attachments [# Return File (Excel) H & Financial Statement ” @ Detailed Calculations

& Audit Firm and Auditor Details

Audit Firm TIN 129-727-101
Auditor Name John Daudi Leiya
Auditor TIN 1M1-628-491
Remarks
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Step 9: After you clicking “Submit” you will be prompted to confirm your option as
indicated on the screen below where you will be required to click “Yes Submit it” to
confirm

Confirm Submission

Are you sure you want to submit the selected return after

being certified by auditor?

EEDE=R

Step 10: You will then receive a confirmation that your returns have been sent to TRA by
receiving the message depicted on the following screen (However, it should be noted
that, the message does not provide a confirmation of successful filing of return)

Submitted!

Return has been submitted successfully to TRA.
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Step 11: If the return has been filed and processed successfully, it will appear on the list
of submitted returns with a status reading “Data Processed Successfully” as indicated
on the following screen

# Home
& Appoint
Liable Tax Returns

B Retumns

Individual Unfiled Returns
Individual Due Date Extension
Individual Filed Returns
Entity Unfiled Retums

Entity Due Date Extension

Entity Filed Returns

Assessments
Payment Registration
Download forms

Important Links

e-Filing System

Tanzania Revenue Authority's Filed Returns

show 10 ~ entries

YEAR MONTH / PERIOD SUBMISSION DATE

RETURN TYPE

“ Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)

2020 Jan,2020 - Dec,2020 June 17th 2020

Return of Income for Entity - All Businesses except

Insurance, Banking, Mining or Petroleum

“ Statement and Payment of Tax Withheld for Employees (1)

2020 1 June 17th 2020

Showing 1to 2 of 2 entries

Copyright & 2020 TRA - eFiling System. All rights reserved.

Statement and Payment of Tax Withheld for Employees

& Beatus Mahende Nchota

Search

REFERENCE NO.

2020101317587617450146/ Data m
Processed
succesfully,

Previous Next

STATUS

2020101317587117530984  Data
Processed
succesfully

Version 1.00

Step 12: Following successful filing of return of income, you can view or save a copy of
TRA’s Acknowledgement of Return, Submitted Return, Assessment issued and all the
Attachments by clicking “Action” as indicated on the screen below

TRA

# Home
& Appoint
Liable Tax Returns

& Retumns

Individual Unfiled Retums
Individual Due Date Extension
Individual Filed Returns
Entity Unfiled Retumns

Entity Due Date Extension

Entity Filed Returns

= Assessments
[@ Payment Registration

& Download forms

@ Important Links

e-Filing System

Tanzania Revenue Authority's Filed Returns

Show 10 v entries

YEAR MONTH / PERIOD

SUBMISSION DATE

RETURN TYPE

% Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum (1)

2020 Jan,2020 - Dec,2020 June T7th 2020

Return of Income for Entity - All Businesses except

Insurance, Banking, Mining or Petroleum

v Statement and Payment of Tax Withheld for Employees (1)

2020 1 June 17th 2020

Showing 110 2 of 2 entries

Copyright @ 2020 TRA - eFiling System. All rights reserved.

Statement and Payment of Tax Withheld for Employees

& Beatus Mahende Nchota

Search:

REFERENCE NO.

2020101317587617430146  Data
Processed

STATUS

B View Assessmel
2020101317587117530
@ e nittes etur
& View Attachments
B

Version 1.00
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12.0

1. Appointment of Individual Auditors to Certify Returns

Certification of Return of Income by Auditors

Step 1: An audit firm appointed by an e-filer must be registered as an e-filer and assigned

audit firm role in the system.

An audit firm must appoint individual auditors who will certify returns on behalf of the firm.
To appoint an auditor, the firm will go through the link “List of Auditors” found under the
menu of “Audit Firm” on the log in screen as indicated on the following screen

TRA

# Home

& Appoint

Liable Tax Returns
B Returns

iE Assessments

Payment Registration

4, Audit Firm

Uncertified Retums

List of Auditors

& Download forms

@ Important Links

Copyright ® 2020 TRA - eFiling System. All rights reserved.

e-Filing System

& Flg Company Limited

e

‘ + New Auditor ’

There are no Auditors!
You have not added any auditor so far. Why don't you add one” Add New Auditor.

Version 1.00

Step 2: Click on the link “New Auditor or Add New Auditor” as depicted on the above
screen in order to start appointment of an auditor. You will be directed to a screen that
will prompt you to enter TIN of the prospective auditor as indicated on the following screen
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TRA = e-Filing System & Fig company Limited
# Home Add Auditor

&+ Appoint

B Liable Tax Returns
@ Liable Tax Return Auditor's TIN

B Retumns
| agree and want to appoint this TIN holder as my auditor.

= Assessments O

(@] payment Registration

4 Audit Firm

Uncertified Retumns
Certified Returns
List of Companies

List of Auditors

Download forms

Impartant Links Copyright © 2020 TRA - eFiling System. Al rights reserved. Version 100

Step 3: Enter TIN of the prospective auditor and tick to agree on the appointment then
click “Submit”. Following that, a screen with information of the prospective auditor will
populate as depicted on the following screen

TRA = e-Filing System & Flg company Limited
# Home Add Auditor

& Appoint

Liable Tax Returns

Auditor's TIN 111-628-491
& Retums
AuditorName JOHN DAUDI LEIYA
£ Assessments
NBAA Registration Number FCPAS008

[@] Payment Registration

1 agree and want to appoint this TIN holder as my auditor.

4, Audit Firm

Uncertified Retums @

Certified Returns

List of Companies

List of Auditors

Download forms.

Important Links Copyright © 2020 TRA - eFiling System. All rights reserved. Version 1.00
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Step 3: Upon successful appointment of an auditor, the following message will pop up to
confirm completeness of the process.

Success

Taxpayer with TIN: 111-628-491, has been successfully added

as your auditor.

Step 4: The details of the appointed auditor will be visible by an Audit Firm as indicted on
the following screen

TRA = e-Filing System & Flg company Limited

- + New Auditor
# Home All Auditors [ < ew auaior |
& Appoint .
show 10 v entries Search:
Liable Tax Retumns
sn T AUDITOR'S NAME AUDITOR'S TIN NBAA NUMBER STATUS ACTION
Returns
1 JOHN DAUDI LEIYA 111628491 FCPAS008 ACTIVE
E ents
showing 1to1of 1 entries Previous - Next
8] Payment Registration
Audit Firm
Download forms
Important Links Copyright © 2020 TRA - eFiling System. All rights reserved. Version 1.00

Note:
e An appointed Auditor can be deactivated at a point of time
e A firm can appoint more than one auditor to certify the returns
e An appointed Auditor must be registered as an e-filer in order to certify returns
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2. Certification of Income Tax Returns by an Appointed Auditor

Step 1. An appointed Auditor must log in as an e-filer in order to start certification of
returns. Upon log in the front screen with a menu “Certify Return” will appear as
indicated on the following screen

TRA E e-Fi"ng System & John Daudi Leiya

# Home Tax Returns By Count Tax Returns By Percentage
0 )
R 2 3 ~ 40.00% v 60.00%
Total Filed Returns Total Unfiled Returns Percentage Filed Percentage Unfiled
Liable Tax Retumns
& Retums . ) o
Liable Returns And Penalties Submission due dates For monthly retums
£ Assessments
[3 Payment Registration 1 0 E
. Liable Returns Returns with penalties
4 Certify Retum e Newr Time left to Jul 7, 2020
& Download forms
15 7 54 6
@ Important Links 1z$ 0.00
Days Hours Minutes Seconds

Total Penalty Amount Issued

for PAYE and SDL

Copyright @ 2020 TRA - eFiling System. Al rights reserved. Version 1.00

9090/Home/Index

Step 2: On the menu “Certify Return” there are two links indicating Uncertified Returns
and Certified Returns as indicated on the following screen

k) TRA = e-Filing System & ‘ohnDaudileiya -
# Home Tax Returns By Count Tax Returns By Percentage
0 0
&e Aprain 2 3 - 40.00% v 60.00%
Total Filed Returns Total Unfiled Returns Percentage Filed Percentage Unfiled
Liable Tax Retumns
& Retumns
Liable Returns And Penalties Submission due dates For monthly returns
iE Assessments
(@ Payment Registration 1 0 %
N Liable Returns Returns with penalties
€ EaiyEim e Hew + Time left to Jul 7, 2020
Uncertified Retums
Certified Retums 20 7 14 36
125 0.00
& Download forms Days Hours Minutes Seconds
Total Penalty Amount Issued
@ Important Links for PAYE and SDL
Copyright @ 2020 TRA - eFiling System. All rights reserved. Version 1.00
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Step 3: Click on the link “Uncertified Returns” to see details of uncertified returns by
taxpayers as indicated on the following screen

TRA E e-FiIing System & John Daudi Leiya

& Home Uncertified Returns

& Appoint
AUDIT FIRM NAME NUMBER OF RETURNS

& L 5
@ Liable Tex Retum FLG COMPANY LIMITED 1 @
& Retumns

£ Assessments
[@ Payment Registration

4, Certify Retum

Uncertified Retumns

Certified Returns

& Download forms

@ Important Links

Copyright © 2020 TRA - eFiling System. All rights reserved. Version 1.00

Step 4: Click “View” menu to see a list of uncertified returns of a particular company.
The details of individual returns will appear as indicated on the following screen

& H ELG COMPANY LIMITED = Go Back to Unverified Returns
lome FLG GUNVIFAIN LI ED

&+ Appoint

E-Fi”ng SyStem & John Daudi Leiya

Show | 10 w entries Search:
@ Liable Tax Returns
Company
YEAR | SUBMISSION DATE RETURN TYPE REFERENCE NO. Company Name TIN
E Retums
2020 June 17th 2020 Retumn of Income for Entity - All Businesses 2020101317587617450146  TANZANIA REVENUE 101317587
= Assessments except Insurance, Banking, Mining or Petroleum AUTHORITY
[0 Payment Registration Showing 1to 1of 1 entries Previous - Next
4, Certify Retum
Uncertified Retums
Certified Returns
& Download forms
©® Important Links
Copyright ® 2020 TRA - eFiling System. All rights reserved Version 1.00

Step 5: Click “Certify” to be able to see the details and copies of a return and its
attachments together with options of certification as depicted below:
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# Home Certification
& Appoint
Year

Liable Tax Returns submission Date

& Returns Return Type
Company Name
Company TIN
[@ Payment Registration

Return Details
4, Certify Retum

5 Action
Uncertified Retums

L. Download forms

© Important Links

Note

I). Returns and associated attachments are downloadable by an auditor

e-Filing System

2020

6/17/2020 4:04:50 PM

Return of Income for Entity - All Businesses except Insurance, Banking, Mining or Petroleum
TANZANIA REVENUE AUTHORITY

101317587

% Retumn File | % Financial Statement | % Detailed Calculations

Certify with qualification | Certify with ne qualification ’

Copyright ® 2020 TRA - eFiling System. All rights reserved.

& John Daudi Leiya

Version 1.00

i).  An auditor has room to reject, to certify with or without any qualification.

Step 6: Upon certification, a message prompting confirmation will pop up as indicated on
the following screen. Click “Yes Certify” to complete return certification process.

Confirm Certification

Are you sure you want to certify this return?

bt
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Step 7: Upon successful completion of the process, the following confirmation message
will pop up.

Success

Certification process completed successfully.

I).  Upon completion of certification process, certified return will be sent to the taxpayer

for further processing
if).  The Auditor/Audit Firm can access certified returns through the “Certified

Returns” link

13.0 Request for Extension of Time to file Tax Returns

Step 1: In order to submit an application or view the status of submitted application, click
on “Returns” menu where you will select “Individual Due Date Extension” for
individual e-filer or “Entity Due Date Extension” for a declarant of the entity.
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# TRA eFiling system has been updated! There are good things in this updated release. SRR} x
# Home

& Appoint Tax Returns For Individual (Self) By Count

Tax Returns For All Entities By Count

Liable Tax Returns 7 1 6 1 1 55

= Filed Returns Unfiled Returns Filed Returns Unfiled Returns
BE(TH ~

QO Individual Unfiled Returns
O Individual Due Date Extensionh Liable Returns, Interests and Penalties individual tax returns Submission due dates For menthly returns
O Individual Filed Returns

O Entity Unfiled Returns 0 0

O Entity Due Date Extension Time Left To Due date: March 07, 2021
Returns With Interests Returns with penalties

] PAYE and SDL for: February, 2021

O Entity Filed Returns

2 7 53 54

Step 2: Select between making a new application of extension through “Apply

Extension” submenu or viewing the status of your application through “Applied
Extensions” submenu

# TRA eFiling system has been updated! There are good things in this updated release. RGeS} x

# Home
& Appoint Tax Returns For Individual (Self) By Count Tax Returns For All Entities By Count
Liable Tax Returns 7 1 6 1 1 55

Filed Returns Unfiled Returns Filed Returns Unfiled Returns
B Returns ~

O Individual Unfiled Returns
Individual Due Date Extension Liable Returns, Interests and Penalties individual tax retums Submission due dates For monthly retums

o]

O Individual Filed Returns -
iz PAYE and SDL for: February, 2021

O

O

Entity Unfiled Returns 0 0

Entity Due Date Extension Time Left To Due date: March 07, 2021
Returns With Interests Returns with penalties

QO Apply Extension 2 7 55 34

O _Applied Extensions 125 0.00 1zs 0.00 Days Hours Minutes Seconds

Step 3: Click “Apply Remission” to view a list taxpayers and returns and select the
intended company (For Declarants) and then click “View Returns”

Apply Due Date Extension for Unfiled Returns Per Entity

# Home

Show 10 v entries Search:
& Appoint

SN T ENTITY NAME TIN TOTAL EXTENSION QUALIFIED RETURNS
Liable Tax Returns

1 0

B Returns ~

O Individual Unfiled Returns

O Individual Due Date Extension 5
O Individual Filed Returns

O Entity Unfiled Returns 4 anzania Revenue Authority 101-317-587 1 ‘m’
(o]

Entity Due Date Extension

Showing 1to 4 of 4 entries Previous - N
O Apply Extension

w

xt

™

O Applied Extensions

Page 42 of 63 Version 1.0



TANZANIA REVENUE AUTHORITY

IS0 9001:2015 CERTIFIED E-Filing System User Guide- Back Office

Note: For individual the list of returns eligible for request of extension of time to file will
populate right away after clicking “Apply Remission”

Step 4: Click “Request Extension” to initiate filling of information in respect of the
application

Tanzania Revenue Authority's Unfiled Extension Returns o Bacl
o tome y

& Appoint Show 10 ~ entries Search:

Liable Tax Returns YEAR MONTH / PERIOD RETURN TYPE " DUE DATE

~ Skills and Development Levy Monthly Return (1)
& Returns -

200 3 Skills and Development Levy Monthly Return April 7th 2011 “
Q Individual Unfiled Returns 1 Request Extension ’

Individual Due Date Extension
Showing 1to 10of 1entries Previous - Next
Individual Filed Returns

o]
[o]
O Entity Unfiled Returns
o

Entity Due Date Extension

O Apply Extension

O Applied Extensions

Step 5: Fill in information in respect of proposed new due date and reason(s) for
application

Due Date Extension

Return Name Skills and Development Levy Monthly Return
Year

Due Date April 7th 2021

Proposed due date

Reasons

Step 4: After keying in information, click “Send Request” button to submit an application
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Due Date Extension

Return Name Skills and Development Levy Monthly Return
Year 2021
Due Date April Tth 2021

Proposed due date

2021-04-30

An accountant will be out of the country for medical reasons unh\ 29th April 2021

P

Send Reguest

After successful completion of the application, the system will pop up the message
indicating successful submission of the request to TRA as depicted below

Success

Your due date extension request to has been completed

successfully.

L
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Step 5: View status of the request

Prior to being processed by TRA the system will indicate the status as “Submitted” as
depicted in the screen below whereas once “Approved/Rejected” the system will
indicate the status as appropriate.

Entity Processed Returns Extension for tanzania revenue Autnority

Show 10 v entries

YEAR T RETURN NAME

2020 skills and Development Levy Monthly
Return

2020 Return of Income for Entity - All Businesses
axcept Insurance, Banking, Mining or
Petroleum

2020 Statement and Payment of Tax Withheld for

Emnployees

2020 skills and Development Levy Monthly
Return

2021 skills and Development Levy Monithly
Return

2021 Statement and Payment of Tax Withheld for
Employees

2021 Statement of Estimate of Tax Payable by

Instalments on Behalf of Entity

2021 skills and Development Levy Monthly
Return

showing 1to 8 of 8 entries

SUBMISSION DATE

July 2nd 2020

June 23rd 2020

December 17th 2020

December 17th 2020

March 5th 2021

March 4th 2021

February 22nd 2021

February 2nd 2021

ORIGINAL DUE DATE

August 7th 2020

June 30th 2021

January 7th 2021

January 7th 2021

April 7th 2021

April 7th 2021

March 315t 2021

March 7th 2021

APPROVED DUE DATE

August 7th 2020

July 10th 2021

January 7th 2071

January 28th 2021

April 30th 2021

March 315t 2021

March 31st 2021

14.0 Request for Remission of penalty and Interest

9
9
B
E
[ =
E g g E a

Search:

DECLARANT

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

BEATUS MAHENDE

NCHOTA

1
e
[

‘
&
o

Step 1: Filing a request for remission of penalty or interest is done after log in by an
individual e-filer or appointed Declarant of the entity. In order to submit the application,
click on “Remission” on the log in home screen where you will select “Apply

Remission” and the system will be displayed as shown on the screen below;
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TRA

# Home
& Appoint
Liable Tax Returns
& Retumns
= Assessments

€3 Remission

O Apply New Remission
O Individual Applie

O Entity Applie

B3 Payment Registration
& Download Forms
@ Important Links

@ What's New

Note:

= eFiling System

TaxPayer Name TANZANIA REVENUE AUTHORITY ‘ ~ ’ Debit Number

& Beatus Mahende Nchota

L]

J

Remission Application
Return Type
Taxpayer Tin

TaxPayer Name

Debit Amount Case Type Due Date

Principle Amount

Next

Under Taxpayer Name, you must select name of individual taxpayer for individuals
while for declarant, you must select name of the entity whom you intend to apply for

remission

Step 2: Enter Tax Debit Number as depicted in the assessment notice and click
“Search” to retrieve details of assessment, penalty or interest that you intend to apply
for remission

Liable Tax Retums

k. Retums

= Assessments

= Payment Registration

Download Forms

O Apply Remission

© Important Links

eFiling System

& Beatus Mahende Nchota

TaxPayer Name TANZANIA REVENUE AUTHORITY v

Debit Number 4448509

Remission Application

@um Type
Statement of Estimate of Tax Payable by

Taxpayer Tin TaxPayer Name

TANZANIA REVENUE AUTHORITY

Debit Amount Case Type Due Date

Principle Amount

~N
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Step 3: Read the conditions and “Tick” the accept conditions and click “Next”

@ Uzt = eFiling System &, Beatus Mahende Nchota

TaxPayer Name TANZANIA REVENUE AUTHORITY v Debit Number 444850931 Search!

Remission Application
Liable Tax Retumns

Terms and Conditions
& Retums
= Voluntarily discloses your tax liability

= Assessments

+  No pending objections or appeals In relation to the tax debt whose interest or penalty is sought to be remitted

53 Payment Registration

= Takeninitiatives to dex

ur previous outstanding tax liabiliti emit

& Download Forms » Agreed to pay the whole of your principal tax liability on the due date bed by the Commissioner General in his decision granting the remission
@ what's New
Consequences of Breach

 Where a person, fraudulently or through misrepresentation acquires remission under these Regulations, the Commissioner General shall rescind his decision granting the remission and recover the principal tax and

nalty in full 25 if n

O Apply Remission . Whe

on has been gran penalty has failed to pay the principal tax on the due dat

ed by the Commissioner General or extension thereof, the Commissioner General shall

rescind hi

on granting the rer er the principal tax and interest or penalty in full as if no remis nted

@ Important Links
= The Commissioner General shall, by notice in writing immediately demand the principal tax together with remitted interest or penalty specifying the due date for payment of the same.

( all terms,conditlons and Consequences of Breach

Pren'uusl Next I

Step 4: The total amount of Penalty will automatically be displayed on the bar with
‘Amount applied for remission. If you want to apply part of the amount, please make
a change. It is mandatory to attach supporting document(s) and stating the reason for
imposition of penalty together with justification on the space provided. Thereafter click
“Next” to proceed to the next stage

eFiling System & Beatus Mahende Nchota
# Home TaxPayer Name Beatus Mahende Nchota v Debit Number 444850029 Search!
&+ Appoint
Remission Application

Liable Tax Returns
= Amount applied for remission.if you want to apply part of amount please change

Retums

[ 2,000,000.00) ]

= Assessments

© Remission Attach copies of evidence

I Choose File TRA Letterpdf l

Reason(s) for imposition of interest/penalty and justification for remission

ANormaltext~  Bold  [tafic  Underine &6 H= = E-

& Download Forms
applying

@ Important Links

© What's New

frene

Page 47 of 63 Version 1.0



TANZANIA REVENUE AUTHORITY
IS0 9001:2015 CERTIFIED E-Filing System User Guide- Back Office

Step 5: Read carefully the declarations and “put a tick” to signify acceptance of
conditions and click “Submit” to proceed as depicted in the picture below:

TRA = eFiling System & Bestus Mahende Nehota

TaxPayer Name TANZANIA REVENUE AUTHORITY ~ Debit Number 444850031

Remission Application
DECLARATION

@I hereby declare that the Information given on this form and any accompanying documents Is correct, complete and contains a full and true statement of tax llabllitles to the best of my knowledge
and bellef.] agree that Interest/penalty remission applied above Is subject to full payment of outstanding principal tax llabllity amounting to TZS 9300000 on the date to be prescribed by the
G General In his declsl ting the remisslon or any date as may be extended under the Act and fallure to pay the tax on such date shall entitle the Commissloner General to recover the
principal tax amount together with the Interest/penalty as If no remisslon was granted

-

Step 6: Upon declaration of remission request, a message prompting confirmation will
pop up as indicated hereunder. Click “Yes Request” to complete application for
remission process.

Confirm Request
Are you sure you want to request remission for PENALTY with Debit Number
444850931 to 2 taxpayer TANZANIA REVENUE AUTHORITY
Note: Failed to pay the principal tax on the due date specified by the
Commissioner General or extension thereof when remission of interest or

penalty granted, the Commissioner General shall rescind his decisicn granting
the remission and recover the principal tax and interest or penalty in full as if
no remission was granted.

e
( Yes,Request! ) N, Cancel!
———

Step 7: Upon successful completion of the process, the following confirmation message
will pop up.
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Success

Remission request for PENALTY with debit number: 444-
850-931, has been successfully sent.

Step 8: Submitted remission applications can be viewed on the submenu of “Applied

Remissions”, then you will proceed to print the application as depicted in the picture
below:

TRA = eFiling System & Beatus Mahende Nehota

Remission / All applied remission

228 TANZANIA REVENUE AUTHORITY Submitted Application Complete Appiication

Submitted application

Show| 1w |entries Search

DEBIT NUMBER T TAX AMOUNT(TZS) CASE TYPE YEAR OF INCOME ITAX TYPE ACTION

444850831 237000000 PENALTY 2020 e @

Showing 1to 1ot 1 entries Previous Next
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15.0 Payment Registration

Step 1: Select “Payment” menu then select between “Individual” and “Entity”

TRA

# Home

&+ Appoint

Lizble Tax Returns
& Retumns

B Assessments

£} Remission

B3 Payment Registration

(o] Entity

& Download Forms
@ Important Links

© What's New

& TRA eFiling system has been updated! There are good things in this updated refease.

Tax Returns For Individual (Self) By Count

7 16

Filed Returns Unfiled Returns

Liable Returns, Interests and Penalties individual tax retums

0 0

Returns With Interests Returns with penalties

1zs 0.00
Total Penalty Amount

1zs 0.00

Total Interest Amount

-~

eFiling System

Find out more!

& Beatus Mahende Ncho

Tax Returns For All Entities By Count

1" 55

Filed Returns Unfiled Returns

Submission due dates For monthly retums

[ PAYE and SDL for: February, 2021

Time Left To Due date: March 07, 2021
2 6 4 13
Seconds

Days Hours Minutes

™  VATfor: February, 2021

Time Left To Due date: March 20, 2021

Step 2: To register new order form, click “New Payment”

(@) a

# Home

& Appoint

Liable Tax Returns
& Retums

= A nents

& Remission

B3 Payment Registration

O Individual
O ForEntity

yments

red Payments

& Download Forms

eFiling System

@ TRA eFiling system has been updated! There are good things in this updated release. PRt Euers

Tax Returns For Individual (Self) By Count

7 16

Filed Returns Unfiled Returns

Liable Returns, Interests and Penalties individusl tax retums

0 0

Returns With Interests Returns with penalties

125 0.00

Total Interest Amount

1zs 0.00
Total Penalty Amount

Submission due dates rFor morthly retums

¥ PAYE and SDL for: February, 2021

& Beatus Mahende Nchota

Tax Returns For All Entities By Count

11 55

Filed Returns unfiled Returns

Time Left To Due date: March 07, 2021
2 6 0 38
Seconds

Days Hours Minutes

£ VATfor February, 2021

Step 3: Select an entity that you intend to make payment for and click “Action” button
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= eFi"ng System & Beatus Mahende Nchota
Regisier Payments For Eﬂtity New payments for entities with non zero (0) assessments I= Registered Payments Per Entity

Show| 10w entries Search:
SN 7. Entity Name Entity TIN Assessments
1 ’ ) + Suppliers Ltd. 100-196-565 0

2 rLimited 125-610-498 0
3 c Limited Company 100-159-937 0
4 Tanzania Revenus Authority 101-317-587 1

showing 1to 4 of 4 entries

Step 4: Select “Register New Payment” to

TRA = eFIIIng System a Beatus Mahende Nchota

aH Register Payments For Entity New payments for entities with non zero (0) assessments.
lome

& Appoint Show 10 ~ entries Search:
Liable Tax Returns SN T Entity Name Entity TIN Assessments
[o— 1 Khuzema Stationary Suppliers Ltd. 100-196-563 0 m
B Assessments 2 Nathex Company Limited 125-610-498 0 m
&€ Remission 3 Tanga Cement Public Limited Company 100-159-937 0 m
B9 Payment Registration 4 Tanzania Revenue Authority 101-317-587 1

O individual

O ForEntity ¢ showing 1to 4 of 4 entries

& Download Forms

@ Important Links

© What's New

Step 5: Review the Debit Numbers of the assessments that can be processed for
payment registration.
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= eF|I|ng System & Beatus Mahende Nchota
New Payments For: Tanzania Revenue Authority roiow inis ink o see their registered payments # GoBack

@ Selected Debit Numbers
= Click on the checkboxes on the left of table to add debit number for payment.

» Also be informed that for partial payments registration, kindly visit  TRA - RGS system <

Show w10 W entries Search:

Debit No. Amount (TZS) Bill Type Return Type Month / Peri
445699985 149,830,500.00 Principal ~ Statement And Payment Of Tax Withheld For Employees 8 No debit number added. Click checkbox on the table to add!
Showing 1to 10f 1 entries Previous - Next

In case you intend to make partial payment, follow the link “TRA- RGS system”,
otherwise proceed with the next step

Step 6: Select by ticking Debit Numbers of assessments that you intend to register for
payment. The details of Debit Numbers and Total Amount for payment will populate on
the right hand side

— eFIIIng System & Beatus Mahende Nchota
New Payments For: Tanzania Revenue Authority rFoiow tnis iink to see their registered payments. * Go Back
@ Selected Debit Numbers
« Click on the checkboxes on the left of table to add debit number for payment.
« Also be informed that for partial payments registration, kindly visit  TRA - RGS system 3 Debit Number Amount (TZ5)
445695985 149,830,500.00 &
Show | 10 w entries Search:
Total Amount 149,830,500.00
T Debit No. Amount (TZS) Bill Type Return Type Month / Peri.
a4 985 149,830,500.00 Principal ~ Statement And Payment Of Tax Withheld For Employees 8

Showing 1to 10f 1 entries Previous - Next

Step 7: Once selection of assessments by Debit Numbers is completed and total amount
confirmed, click “Register Payment” where you will be required to confirm the intention
as indicated by clicking “Yes, Proceed”
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Confirm

You are about to start full payment registration for the
selected debit number(s) on behalf of Tanzania Revenue
Authority whaose TIN: 101-317-587. Please confirm before you
proceed with the next steps.

Are you sure you want to proceed with the next payment
registration steps for the selected debit number(s)?

Yas, Proceed |; No, Cancel!

Step 8: Proceed with filling details for order forms to complete registration

= eFiling System & Beatus Mahende Nchota
F’ayment Registration Fill the form below to complete payment registration in a few steps.
Account Detalls
& Taxpayer Acount Details [3 Selected Debit Numbers
Payment Type Deblt Number Amount (TZ5)
Transfer From My Account v 445609985 149,630,500.00

Account Holder Name

Account Holder Name Total Amount 149,830,500.00

Bank Account Number

Bank Account Number

Taxpayer's Banker Name

-- Select a bank -- v

Check here if taxpayer's banker name is not listed above (Free Text)

® Cancel Registration
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Payment Registraticn Fill the form below to complete payment registration in a few steps

Account Detalls

& Taxpayer Acount Details [@ Selected Debit Numbers
Payment Type Debit Number Amount (TZ5)
Transfer From My Account b 4456 149,830,500.00

Account Holder Name

Tanzania Revenue AL'.'IO'II}‘ Total Amount 149,830,500.00

Bank Account Number
12344567
w Check here if taxpayer's banker name is not listed above (Free Text)

Taxpayer's Banker Name

ABC BANK LIMITEL) |

% Cancel Registration m

Payment Registration Fill the form below to complete payment registration in a few steps.

Account Detalls Payment Detalls

B Payment Details 3 Selected Debit Numbers

TRA Office Location Debit Number Amount (TZS)

Tanzania - Mainland ~ 4456

149,530,500.00

Payment Mode

SWIFT Transfer to Bank of Tanzania (TISS) v Total Amount 149,830,500.00

TRA's Banker Name

BANK OF TANZANIA hd

TRA's Bank Account

COMMISSIONER FOR LARGE TAXPAYERS DEPARTMENT ~ ‘
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Payment Registration Fill the form below to complete payment registration in a few steps.
O O o

Account Detalls

Payment Detalls Confirmation

& Confirm Payment Registration and Submit [ Selected Debit Numbers

You Are About to Register Domestic Payrment with Total Amount: TZS 149,830,500.00 on behalf of: TANZANIA REVENUE Deblt Number Amount (TZS)

AUTHORITY whose TIN is: 101-317-587.
445695985 149,630,500.00

MNOTE: By clicking "Confirm and Submit™ button, means that you are sure that you want to proceed registering payment for the
selected debit numbers. After confirmation, a control number for the total amount due will be requested from GePG. A tax
R . . . . - Total Amount 149,830,500.00
payment slip will be prepared for you to proceed with making payment through various banking institutions. !
You can go back to previous steps to see what you have filled before confirming this registration.

€ Back ® Cancel Registration Confirm and Submit

Completed! Payment registration on behalf of. Tanzania Revenue Authority is complete

v/

Payment has been registered!

‘fou have successfully registered full payment of the total amount associated with the debit number(s) as listed below and a control number has been
requested from GePG for this payment. A tax payment slip with reference number: EF20211078236 has been created for this payment registration which
holds control number for payment. You can view the payment slip to see the control number if it has been received yet from GePG and proceed with
payments on behalf of: Tanzania Revenue Authority whose TIN is: 101-317-587. You can find this payment slip in registered payments at all times
when inquired using the reference number.

SN Debit Number Amount (TZS)
1 445699985 149,330,500.00
TOTAL (TZS) 149,830,500.00

ered rayments

& View payment slip | + Go to prevoius reg

16.0 Accessing & Deregistration of Registered Payments
Step 1: Click “Payment Registration” menu where you will be prompted to select the

appropriate option between “Entity” and “Individual”
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& Beatus Mahende Nchota

eFiling System

# Home

& Appoint

Liable Tax Returns

& Retumns

= Assessments

B3 Payment Registration
O Individual
0 For Entity

& Download Forms

© Important Links

@ TRA eFiling system has been updated! There are good things in this updated release.

Tax Returns For Individual (Self) By Count

7 16

Filed Returns Unfiled Returns

Liable Returns, Interests and Penalties individual tax retums

0 0

Returns With Interests Returns with penalties

125 0.00 125 0.00

Total Interest Amount Total Penalty Amount

Step 2: Click “Registered Payment” submenu

TRA

# Home

& Appoint

Liable Tax Retumns

E Retums
Assessments

€} Remission

B3 Payment Registration

O Individual

QO ForEntity

& Download Forms

& TRAeFiling system has been updated! There are good things in this updated release.

Tax Returns For Individual (Self) By Count

7 16

Filed Returns Unfiled Returns

Liable Returns, Interests and Penalties indwidual tax returns

0 0

Returns With Interests Returns with penalties

Tzs 0.00 Tzs 0.00

Total Interest Amount Total Penalty Amount

eFiling System

Tax Returns For All Entities By Count

12 39

Filed Returns Unfiled Returns

Submission due dates For monthiy retums
#  PAYEand SDL for: March, 2021
Time Left To Due date: April 07, 2021

27 10 38 0

Days Hours Minutes seconds

#  VATfor: February, 2021

& Beatus Mahende Nchota

Tax Returns For All Entities By Count

12 39

Filed Returns Unfiled Returns

Submission due dates For monthly returns
4  PAYE and SDL for: March, 2021
Time Left To Due date: April 07, 2021

27 10 37 14

Days Hours Minutes Seconds

2 VATfor: February, 2021

Step 3: Select an entity for which you intend to view register payments by clicking “View”

action

Page 56 of 63

Version 1.0



TANZANIA REVENUE AUTHORITY

1ISO 9001:2015 CERTIFIED

E-Filing System User Guide- Back Office

eFiling System

Registered Payments Per Entlty View all previously registered payments per entity.

& Beatus Mahende Nchota

+ New Payments Per Entity

# Home

&+ Appoint v entries Search:

Liable Tax Returns Entity Name Entity TIN Entity VRN Action

[ — rary Suppliers Ltd. 1 36-565 3750-5 & View

= Assessments y Limited T 10-498 | m ® View

€ Remission ublic Limited Company 1 59-037 1530-A = view

E Ppayment Registration Tanzania Revenue Authority 101-317-587 40022347-C @
O Individual
O Forkntity showing1to 4 of 4 entries Previous . Next

& Download Forms

Step 4: Select the registered order form you intend to view or deregister

= eF|||ng System & Beatus Mahende Nchota
Tanzania Revenue Authority's Registered Payments # Go Back
Show 10 w entnes Search:

Reference No. Created On Amount (TZS) Control No. Status

EF20211078169 Mar 04, 2021 17:24:59 480,000.00 m E
EF20211078236 Mar 05, 202119:22:11 149,830,500.00 m m
EF20211079955 Mar 11, 202113:20:37 59,830,500.00 993080006416 Open @

a

Previous . Next

Showing 1to 3 of 3 entries

Step 5: Click “View” action to select between “Open Payment Slip” and “Deregister
Control Number”
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= eFiling System & Beatus Mahende Nchota
Tanzania Revenue Authority's Registered Payments

Show 10 v | entries Search:
Reference No. T created On Amount (TZS) Control Neo. Status

EF20211078169 Mar 04, 2021 17:24:59 430,000.00 -  Faliea |
EF20211078236 Mar 05, 202118:22:11 149,630,500.00 - =

EF20211079955 Mar 1, 202113:20:37 59,830,500.00 993080006416 Open

Action ~

® open Payment Slip
Showing 1to 3 of 3 entries

® De-Register Control Number

Step 6: Upon clicking “Open Payment Slip” an order form will populate where you can
take actions like save or print

= eFiling System & Beatus Mahende Nehota
Tanzania Revenue Authority's Tax Payment Slip 4 Go Back
S Print - [ save ~ f Q 100% ~ [E] Single Page ~

Control No: 993080006416

TANZANIA REVENUE AUTHORITY
COMMISSIONER FOR LARGE TAXPAYERS DEPARTMENT
TAX PAYMENT SLIP
Name of Account Holder(s):  Tanzania Revenue Authority
Bank Account Number: 1234
Name of Commercial Bank: COMMERCIAL BANK OF AFRICA (T) LTD
Mobile Phone: 255784707003

Please transfer from my/our account the amount of TZS. 59,830,500.00

Amount in Words Fifty Nine Million Eight Hundred Thirty Thousand Five Hundred

Step 7: Upon clicking “Deregister Control Number” you will be prompted to write
reasons for deregistration
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DE-REGISTER CONTROL NUMBER

Provide reason(s) in order to de-register the control number.

Payment Reference Number EF20211079955
Control Number 993080006416

Amount (TZS) 59,830,500.00

Write reasons for de-registering of the specified control number here...

Step 8: Write reason(s) for deregistration then click De-register

DE-REGISTER CONTROL NUMBER

Provide reason(s) in order to de-register the control number.

Payment Reference Number EF20211079955
Control Number 993080006416

Amount (TZS) 59,830,500.00

Wrongly createc1

A message indicating successful deregistration will pop up to signify accomplishment of
deregistration process
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4

Success!

A control number for a payment notice with reference
number: EF20211079955 was de-registered successfully.

-End-
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