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Appointment of User (Declarant & Audit Firm) — User Manual Task Summary

1. Task Summary

This User Manual (UM) provides the information necessary for Taxpayer/Director/Entity
Admin to effectively use the Taxpayer portal to appoint/add declarant and Audit Firm to

their Companies/Entities in order to perform their relevant tasks.
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Appointment of User (Declarant & Audit Firm) — User Manual Getting Started

2. Getting Started

2.1 Part A: Register as A Director/Entity Admin (Existing User)

This is a process of which an entity admin, a director or an existing user able to register
and perform tasks on behalf of him/herself or of the entity.

STEP 01:
User: Director of the entity whose TIN is attached to Entity TIN

Action:
a) Go to the official TRA website then click “Taxpayer Portal” button

FNOTOS ana EVENTS STaTT VIISTONaUCT & Tax Evasion

Raoard Me Integrity Complaint
Form to Commissioner General
Due Date

News & Updates Calculators and Tools

Wew PUBLIC NOTICE - SCHEDULED SYSTEM UPGRADE PAYE Mainland

FROM 3 TO 5 FEBRUARY 2023 PAYE Zanzibar
Calculator & Tool for Motor
MW PUBLIC NOTICE - UPGRADED ELECTRONIC TAX SYSTEMS Vehicles

FOR RETURNS AND OTHER MODULES
New PUBLIC NOTICE FOR NON-RESIDENT REGISTRATION

Mr. Alphayo J. Kidata
Commissioner General ELETRONIC SERVICE PROVIDERS/SUPPLIERS

Customs & Excise

Tariff

Exchange rates

Import procedure

Clearing & Forwarding Agents
Pre-Arrival Declaration

Export procedures

User Manual

Do it online Single Customs Territory
A Customs Licenses
One Stop Border Post (OSBP
| New Taxpayer Portal (TRA Number of visitors Trading 2cross borders( )
Onl!ne Serv.lces) . ) ) Export Processing Zones (EPZ)
Online Auction Articles View Hits Returning residents
management 16258303 Temporary Importation
e
artal

Figure 1:Taxpayer Portal Link
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Appointment of User (Declarant & Audit Firm) — User Manual Getting Started

STEP 02:
User: Director of the entity

Action:
a) Taxpayer portal page will appear, proceed to click “Forgot password?” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

Login f >

ALL TR TIN
A SERVICES w £

Password

one PLACE ﬂ

EASY ACCESS 24/7 AVAILA Forgot Password?

BILITY
-

Don't Have an Account? Register Now

Figure 2:Forgot Password

b) Enter Director’s TIN then click “submit” button.

Welcome to Tanzania Revenue Authority Taxpayer Portal

Forgot Password — —

TIN

Click here to go to login page

INTEGRATED SERVICES
| ALL IN ONE

Figure 3:Submit TIN to Get OTP
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Appointment of User (Declarant & Audit Firm) — User Manual Getting Started

c) A one-time password (OTP) will be generated and sent to the Director’s phone
number that was updated in TRA information (Confirm with nearest TRA Office).

STEP 03:
User: Director of the entity
Action:

a) Enter the OTP received and proceed to reset the password (enter new password)
then click the “submit” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

OTP has been sent to your mobile number 0759xxx686

Reset Your Password £ v

One Time Password (OTP)

New Password

INTEGRATED SERVICES

ALL IN ONE

Confirm New Password

Figure 4:Enter OTP and New Password
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Appointment of User (Declarant & Audit Firm) — User Manual Getting Started

STEP 04:
User: Director of the entity

Action:
a) Upon logging in, click on “My Account” button at the top of the portal screen

_@_ TAXPAYER PORTAL e

150 9001 2015 CLRTIFIED

Hello, M

You have logged in with TIN 128(

( services )

Figure 5:Login into the System

b) The page showing entities managed/administered by Director will display as

below.
= 8 senvices TAXPAYER PORTAL I
ENTITY APPLICATIONS ENTITIES
Dashboard
TIN Details Liable Taxes
QEusiness TIN

Individual TIN Business Category

@& Download TIN Certificate
PRESUMPTIVE

Personal Information

Full Name: MUSA AMOS OTIENO

Figure 6:View My Account
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Appointment of User (Declarant & Audit Firm) — User Manual Getting Started

c) Click “Entities” button then the page showing a list of entities will appear as shown
below, proceed to click the blue colored “Action” button on the right side of the
entity of your choice.

= ## services TAXPAYER PORTAL ~
Entities
Name TIN Phone Email Status
100 o7 Active
1 2 null Active
Figure 7:Entities
6|Page
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Appointment of User (Declarant & Audit Firm) — User Manual

Appointment of Declarant/User

3. Appointment of Declarant/User

3.1 Part A: Appointment of Declarant/User

This is a tab in Entities menu in which an entity admin can add or edit users who are going

to perform tasks on behalf of the entity.

STEP 05:

User: Director of the entity

Action:

a) Click on the “View” button.
TAXPAYER PORTAL

= #8services

[

Home / Taxpayer Account / Other Entities

Entities

Name

Figure 8: View Entities Information

Email

null

null

Status
U i
Active (- sar

b) Click “Users” tab then proceed to click the blue colored “New User” button

§1E Services

TAXPAYER PORTAL

Home / Taxpayer Account / Other Entities / 91679

Company Details

Status : You are an Administrator to this entity.

Name
Email

Status

TIN Certificate

Users

Active

Resource Requests Audit Firm

Figure 9: Add User Tab

Enhanced Domestic Revenue System

Company Profile

TIN

Phone No

TIN Cancellation/Suspension
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Appointment of User (Declarant & Audit Firm) — User Manual

Appointment of Declarant/User

c) Proceed to enter the new user TIN, information of the new user will appear as

below

= & senvices TAXPAYER PORTAL

e

Home / Taxpayer Account / Other Entities / 91679

Enter TIN
[ 132°

User Details

Full Name

Taxpayer Number (TIN)
National ID (NIDA)
Phone Number

Email

Username

System Management
[ Entity Admin

EFilling Application

sample resource

[ Declarant

Figure 10:Add User TIN

SAID
1321

1321

d) Assign the new user with respective access such as ‘Entity Admin”, “Declarant” or
“‘PAYE declarant” by clicking the box next to each option then click the blue colored

“add user” button

NOTE: PAYE Declarant will be able to view and manage Company Payroll details. It is
therefore extremely important to appoint the appropriate individual for confidentiality

reason.

User Details

Full Name

Taxpayer Number (TIN)
National ID (NIDA)
Phone Number

Email

Username

System Management
[] Entity Admin

EFilling Application

sample resource

E-Filer Declarant PAYE Declarant

L} LI L}

Figure 11:User Details

Enhanced Domestic Revenue System

SAID
1321

ove

1321

Add User
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Declarant/User

e) The new user addition request will be submitted pending the user’s acceptance.

= i Services TAXPAYER PORTAL >,

L]

Home / Taxpayer Account / Other Entities / 91679

Users Resource Requests Audit Firm Company Profile Branches TIN Cancellation/Suspension

Full Name TIN Phone Status

128 07637 ACCEPTED 7
SAID 132 o7 PENDING rd n

Figure 12:Pending User Acceptance
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Appointment of User (Declarant & Audit Firm) — User Manual

Appointment of Declarant/User

3.2 Part B: Acceptance of Appointment by a Declarant

This menu directs whoever is appointed to represent a certain entity to accept or reject

their invitations.

STEP 01:

User: The newly added user

Action:

a) Go to the official TRA website then click “Taxpayer Portal” button

Mr. Alphayo J. Kidata

Commissioner General

Do it online
Haoo,

New Taxpayer Portal (TRA
Online Services)

Online Auction
management

ortal

Figure 13:Taxpayer Portal Link

PTIOTOS ana EVENts

Due Date

News & Updates
New PUBLIC NOTICE - SCHEDULED SYSTEM UPGRADE
FROM 3 TO 5 FEBRUARY 2023
New PUBLIC NOTICE - UPGRADED ELECTRONIC TAX SYSTEMS
FOR RETURNS AND OTHER MODULES
New PUBLIC NOTICE FOR NON-RESIDENT REGISTRATION
ELETRONIC SERVICE PROVIDERS/SUPPLIERS

User Manual

Number of visitors

Articles View Hits
16258303

Enhanced Domestic Revenue System

ST VITSCOTauCT & Tax Evasion

Rzar Me Integrity Complaint
Form to Commissioner General

Calculators and Tools

PAYE Mainland

PAYE Zanzibar

Calculator & Tool for Motor
Vehicles

Customs & Excise

Tariff

Exchange rates

Import procedure

Clearing & Forwarding Agents
Pre-Arrival Declaration

Export procedures

Single Customs Territory
Customs Licenses

One Stop Border Post (OSBP)
Trading across borders

Export Processing Zones (EPZ)
Returning residents
Temporary Importation
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Declarant/User

STEP 02:
User: The newly added user

Action:

a) Taxpayer portal page will appear, proceed to click “Forgot password?” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

Login £ -

aL TR ™
A SERVICES n =

Password

one PLACE ﬂ

EASY ACCESS 24/7 AVAILA I ForgotPassword?I

BILITY

Don't Have an Account? Register Now

Figure 14:Login Page

b) Enter newly added user TIN then click “Submit” button.

Welcome to Tanzania Revenue Authority Taxpayer Portal

Forgot Password — —

TIN

Click here to go to login page

INTEGRATED SERVICES

Figure 15:Submit OTP
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Declarant/User

c) A one-time password (OTP) will be generated and sent to the newly added user’s
phone number that was updated in TRA information (Confirm with nearest TRA
Office).

STEP 03:
User: The newly added user
Action:

a) Enter the OTP received and proceed to reset the password (enter new password)
then click the “submit” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

OTP has been sent to your mobile number 0759xxx686

Reset Your Password £ v

One Time Password (OTP)

New Password

INTEGRATED SERVICES

ALL IN ONE

Confirm New Password

Figure 16:Enter OTP and New Password
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Declarant/User

STEP 04:
User: Director of the entity
Action:

a) Upon logging in, click on “My account” button at the top of the portal screen

e TAXPAYER PORTAL My Account | [ Logout

150 9001: 2015 CERTIFIED

Hello, sA I

You have logged in with TIN 132_
=

Figure 17: Login into the system

STEP 05:

User: The newly added user
Action:

a) On the left side, click the “Invitations” button

@ = 3 services TAXPAYER PORTAL
Taxpayer account [N,
3 9
ENTITY APPLICATIONS ENTITIES
Dashboard

£ Dashboard

B  Entities ~

TIN Details Liable Taxes

2 TIN Amendment

o« Invitations

&  Change Password

@Business TIN

& Download TIN Certificate Individual TIN Business Category

No details found for taxpayer i
& My Access

B var ~ Personal Information

Full Name:
B TIN Cancellation

Figure 18:User Invitation
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Declarant/User

b) A list of invitations received will appear, proceed to either “accept” or “reject”

invitation from the respective entity.

Invitations
List of Invitations Received

Search

SN Entity Name: Entity TIN Invitation Date Status Actions
1 100 Feb 8, 2023 Pending Accept ; Reject
2 13 Feb 3, 2023 N/A

Figure 19:Invitation Acceptance

c) A notification will pop up, choose either “NO” or “YES”

Are you sure you want to accept invitation from

Figure 20:Confirmation

STEP 06:
User: Director of the entity
Action:

a) Log inthe e-filling account using TIN and password created then confirm if the new
user is successfully added

b) The Director may proceed to edit user information or delete the respective user by
clicking on a pen or bin signs respectively.

Name TIN 100
Email Phone No. 07"

Status Active

TIN Certificate

Users Resource Requests Audit Firm Company Profile Branches TIN Cancellation/Suspension

+ New User

Search

Full Name N Phone Status.

MU 12¢ o7e ACCEPTED

AN

sAll 13z o7~ ACCEPTED

Figure 21:Confirm User Added
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Enhanced Domestic Revenue System



Appointment of User (Declarant & Audit Firm) — User Manual

Appointment of Audit Firm on Behalf of an Entity

4. Appointment of Audit Firm on Behalf of an Entity

4.1 Part A: Appointment of an Audit Firm for an Entity

This is the menu that directs an entity admin or a director to appoint an audit firm whose

auditors are going to certify the tax returns on the behalf of entity.

STEP 01:

User: Director, Administrator of the entity whose TIN is attached to the Entity TIN

Action:

a) Go to the official TRA website then click “Taxpayer Portal” button

Mr. Alphayo J. Kidata

Commissioner General

Do it online

Home

New Taxpayer Portal (TRA
Online Services)

Online Auction
management

artal

PNOTOS ana EVENTS

Due Date

News & Updates
MW PUBLIC NOTICE - SCHEDULED SYSTEM UPGRADE
FROM 3 TO 5 FEBRUARY 2023
MW PUBLIC NOTICE - UPGRADED ELECTRONIC TAX SYSTEMS
FOR RETURNS AND OTHER MODULES
MW PUBLIC NOTICE FOR NON-RESIDENT REGISTRATION
ELETRONIC SERVICE PROVIDERS/SUPPLIERS

User Manual

Number of visitors

Articles View Hits
16258303

Figure 22:Taxpayer Portal Link

Enhanced Domestic Revenue System

STat MISTONauct & Tax evasion

Raar! Me Integrity Complaint
Form to Commissioner General

Calculators and Tools

PAYE Mainland

PAYE Zanzibar

Calculator & Tool for Motor
Vehicles

Customs & Excise

Tariff

Exchange rates

Import procedure

Clearing & Forwarding Agents
Pre-Arrival Declaration

Export procedures

Single Customs Territory
Customs Licenses

One Stop Border Post (OSBP)
Trading across borders

Export Processing Zones (EPZ)
Returning residents
Temporary Importation
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

b) Taxpayer portal page will appear, proceed to click “Login” button

—)— TAXPAYER PORTAL vz ) <]

Manage Your Tax Affairs Online

Together We Build Our Nation

SIGNUP ( SERVICES )

Figure 23:Home Page

c) A login page will appear, enter correct TIN and Password and proceed to click
“‘Login” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

Login f

aL TR ™
A SERVICES w 5l

Password

one PLACE ﬂ

EASY ACCESS 24/7 AVAILA Forgot Password?

BILITY

Don't Have an Account? Register Now

Figure 24: Login Page
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Enhanced Domestic Revenue System



Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

d) Upon logging in, click on “My Account” button at the top of the portal screen

—— TAXPAYER PORTAL Logot

TANZANIA REVENUE AUTHORITY
150 9001: 2015 CLRTIFIED

Hello, M I
You have logged in with TIN 12_

SERVICES |

Figure 25:Login into the System

e) The page showing entities managed/administered by Director will display as

below.
= i Services TAXPAYER PORTAL ~,
Home / Taxpayer Account / Dashboard
ENTITY APPLICATIONS ENTITIES
Dashboard
TIN Details Liable Taxes
QEusiness TIN
Individual TIN Business Category
@ Download TIN Certificate

PRESUMPTIVE

Personal Information

Full Name:

Figure 26:View My Account
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

f) Click “Entities” button then the page showing a list of entities will appear as shown
below, proceed to click the blue colored “Action” button on the right side of the
entity of your choice.

= i Services TAXPAYER PORTAL n,
Entities

Name TIN Phone Email Status.

i v

" ! e

1 2 null Active Action v
Figure 27:Entities
g) Click on the “View” button.
= i senices TAXPAYER PORTAL .
Entities
Se Refresh
Name TIN Phone Email Status
10c ore Active @
12 2557 nu Active |
100 25570 Active ( s oE
1264 06€ null Active @
Figure 28: View Entities Information
18| Page
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Appointment of User (Declarant & Audit Firm) — User Manual

Appointment of Audit Firm on Behalf of an Entity

h) Click “Audit Firm” then proceed to click the blue colored “New Audit Firm” button

= Senices TAXPAYER PORTAL

TANZANIA REVENUE AUTHORITY

Company Details

Status : You are an Administrator to this entity.

Name TANZANIA REVENUE AUTHORITY

Email @tragotz

Status Active

Auditors

Audit Firm Company Profile

< Users Resource Requests

v o

NO CURRENT FIRM

Tanzania Revenue Authority © 2021 - 2022 All rights reserved

Figure 29: Audit Firm Tab

10131
255
Clients Invitations Branches >
<+ New Audit Firm
Taxpayer Account

i) Proceed to enter the Audit Firm TIN, information of the Audit Firm will appear as

below

£82 Services

TAXPAYER PORTAL

esource Requests Audit Firm Company Profile

NO CURRENT FIRM

Firm Name Trading Name  Firm TIN Status Requested Date  Started Date
nul Pending Jan 20, 2023

Tanzania Revenue Authority © 2021 - 2022 All rights reserved

Figure 30:Add Audit Firm TIN

Enhanced Domestic Revenue System

Home / Taxpayer Account / Other Entities / 125460

Clients nvitations

Appoint Audit Firm e

Taxpayer Account
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

J) Click “Appoint Firm” then proceed to click the blue colored “Yes” button.

Confirmation !

Are You Sure you want to Appoint TRA AUDITOR with TIN No 15795 2 as your Audit Firm ?

Figure 31: Audit Firm Appointment Confirmation

k) The Audit Firm will be successfully appointed with the “Pending” status, waiting for
an Audit Firm administrator or director to either accept or reject.

= & Services TAXPAYER PORTAL “ape

Home / Taxpayer Account / Other Entities

TIN Certificate

< Users Resource Requests Audit Firm Company Profile Auditors Clients Invitations Branches >

NQ CURRENT FIRM

Search Appoint Audit Firm e
Firm Name Trading Name  Firm TIN Status Requested Date  Started Date  Deactivated Date Enter TIN®
1579%
TRAAUDITOR null 15795 Pending  Febs, 2023
null Pending  Jan 20, 2023 TRAAUDITOR
ltems perpage: 10 7 1-2072 £ >
Active

Appoint Firm

Tanzania Revenue Autherity © 2021 - 2022 All rights reserved Taxpayer Account

Figure 32:Appointment Status
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

STEP 02:

User: Director, Administrator of the entity whose TIN is attached to the Entity TIN
Action:

a) After Acceptance by an Audit firm, Repeat “4.1 Part A: STEP 01: Action: a—-h".

Audit firm information will be shown as below. For Cancellation click a “Revoke”
button.

TAXPAYER PORTAL

Home | Taxpayer Account /| Other Entities | 125460

Status : You are an Administrator to this entity

Name ANZANIA REVENUE AUTHORITY TIN 1013

Email lo@tra.go.tz Phone No. 2557
Status

urce Requests Audit Firm Company Profile

TRA AUDITOR ()

+ New Audit Firm

Tanzania Revenue Authority © 2021 - 2022 All rights reserved

Taxpayer Account

Figure 33: Audit Firm Information

21| Page
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

4.2 Part A: Appointment of an Audit Firm for Individual Business

This is the menu that directs an individual business to appoint an audit firm whose auditors
are going to certify the tax returns on his/her behalf.

STEP 01:

User: Individual conducting business with the liability of filing Return on Income

Action:
a) Go to the official TRA website then click “Taxpayer Portal” button
PIOTOS ana EVents STarm MISCONQUCT & TaxX Evasion
Raar! Me Integrity Complaint
Form to Commissioner General
Due Date
News & Updates Calculators and Tools
Mw PUBLIC NOTICE - SCHEDULED SYSTEM UPGRADE PAYE Mainland
FROM 3 TO 5 FEBRUARY 2023 PAYE Zanzibar
Calculator & Tool for Motor
MW PUBLIC NOTICE - UPGRADED ELECTRONIC TAX SYSTEMS Vehicles
FOR RETURNS AND OTHER MODULES
Mr. Alphayo J. Kidata MW PUBLIC NOTICE FOR NON-RESIDENT REGISTRATION .
Customs & Excise
Commissioner General ELETRONIC SERVICE PROVIDERS/SUPPLIERS e
ari
User Manual Exchange rates
Import procedure
Clearing & Forwarding Agents
Pre-Arrival Declaration
Export procedures
Dot online Single Customs Territory
Heme Customs Licenses
One Stop Border Post (OSBP)
T Portal (TRA isi
O..;'” Saxpgyer oral Number of visitors Trading across borders
n !ne erv.lces) i X i Export Processing Zones (EPZ)
Dine fucior Articles View Hits Returning residents
management 16258303 Temporary Importation
e
artal

Figure 34:Taxpayer Portal Link
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

b) Taxpayer portal page will appear, proceed to click “Login” button

—@_ TAXPAYER PORTAL §+255(022111222333  ( Login <:

Manage Your Tax Affairs Online

Together We Build Our Nation

SIGNUP ( SERVICES )

Figure 35:Home Page

c) A login page will appear, enter correct TIN and Password and proceed to click
“‘Login” button

Welcome to Tanzania Revenue Authority Taxpayer Portal

Login f

aL TR ™
A SERVICES w 5l

Password

one PLACE ﬂ

EASY ACCESS 24/7 AVAILA Forgot Password?

BILITY

Don't Have an Account? Register Now

Figure 36: Login Page

23| Page
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

d) Upon logging in, click on “My Account” button at the top of the portal screen

) — TAXPAYER PORTAL ogou

TANZANIA REVENUE AUTHORITY

150 9001: 2015 CLRTIFIED

Hello, M I
You have logged in with TIN _

SERVICES

Figure 37:Login into the System

e) Click “Audit Firm” menu then a list of audit firm will appear as shown below,
proceed to click the blue colored “Appoint Audit Firm” button.

— ,@— 5 services TAXPAYER PORTAL

Audit Firms
£ Dashboard SR kR R
] Entities ~
£# TIN Amendment
Firm Name Trading Name Firm TIN Resource status
& Invitaticns
No data found
B  Change Password
& MyAccess
= ovar ~
& TIN Cancellation
B 8ranch Registration
< Liable Taxes
I € AuditFirm I
& Manage Audit Firm ~  Tanzania Revenue Authority © 2021 - 2022 All rights reserved Taxpayer Account

Enhanced Domestic Revenue System



Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

f) Enter an Audit Firm TIN proceed with the selection of resource name (e.g. Efiling
Application...) then click the blue colored “Appoint Audit Firm” button.

—)@— = Bsoies TAXPAYER PORTAL

Audit Firms

B

Dashboard

Entities

15795
TIN Amendment

Invitations
EFilling Application

Change Password

My Access TRAAUDITOR

VAT

TIN Cancellation

Branch Registration

Liable Taxes

Audit Firm

@@ ¢ @ @ T @ @ &A % B

Manage Audit Firm ~ Tanzania Revenue Authority © 2021 - 2022 All rights reserved Taxpayer Account

g) The list of audit firm will appear as shown below, upon acceptance by a firm a
status will change to “Active”.

—@— 8 sevices TAXPAYER PORTAL

Audit Firms

<+ Appoint Audit Firm

.’E)

Dashboard
Entities

TIN Amendment
Firm Name Trading Name Firm TIN Resource Status

TRAAUDITOR null 15795 1 Pending n

Invitations

Change Password

My Access

VAT ~

TIN Cancellation

Branch Registration

Liable Taxes

Audit Firm

2@ © @ @ B @ @ A& N O

Manana Audit Firm ~ Tanwanis Reusniis Sutharing @ 094 - 3033 All dnhte racansd Tavesar Areiit

25| Page
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

STEP 02:
User: Individual conducting business with the liability of filing Return on Income

Action:
a) After Acceptance by an Audit firm, Repeat “4.2 Part A: STEP 01: Action: a—-g".
Audit firm information will be shown as below. For Cancellation click a “Bin” Icon.

—@— 5 senices TAXPAYER PORTAL

Audit Firms
Appoint Audit Firm

B Entities
£ TIN Amendment

Firm Name Trading Name Firm TN Resource Status
= Invitations

TRAAUDITOR il 15795 Active n
&  Change Password
B My Access
B var
T TIN Cancellation
@ Manage Audit Firm
F  Branch Registration
<& Liable Taxes

it Firm lanzania Revenue Authority @ 2021 - 2022 All rights reservex Taxpayer Account
Audit Fir T R hority I g d y

Figure 38: Audit Firm Information
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

4.3 Part A: Acceptance by an Audit Firm

This tab shows status of invitation to an audit firm entity admin or a director for accepting
or rejecting appointments.

STEP 01:
User: Director, Administrator of the Audit Firm Entity

Action:
a) Follow “Part C: STEP 01: Action: a—g”. Then click “Invitations” tab and proceed
to click either “Accept” or “Reject” button for agree or denial decision respectively.

= i services TAXPAYER PORTAL

Status : You are an Administrator to this entity.

Name TRA AUDITOR TIN 1579
Email sjnr@live.com Phone No. 07593
Status Active

TIN Certificate
< Users Resource Requests Audit Firm Company Profile Auditors Clients Invitations Branches >
Search
Appointment Date Client Name Client TIN
Feb 8. 2023 TANZANIA REVENUE AUTHORITY 1013:
Reject
Fen 1, 2023 TRAILALA LIMITED 15796
Tanzania Revenue Authority ® 2021 - 2022 All rights reserved Taxpayer Account

Figure 39:Audit Firm Acceptance Page

a) Click “Yes” to confirm the acceptance decision.

Are you sure you want to accept invitation from TANZANIA REVENUE AUTHORITY with TIN
10131 to be their Audit Firm?

Cancel

Figure 40:Confirm Acceptance
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Audit Firm on Behalf of an Entity

STEP 02:
User: Individual Business T/A Audit Firm Entity

Action:
a) Follow “Part C: STEP 01: Action: a—d”. Then click “Manage Audit Firm” Menu
to expand followed by “Invitations” Submenu and proceed to click either “Accept”
or “Reject” button for agree or denial decision respectively.

€D Dashboard
B3 Entities ~  Audit Firm Invitations
£ TIN Amendment
< Search
Invitations
6  Change Password Appeintment Date Client Name Client IN
T My Access
Feb 3, 2023 € 1579
B var = )
B TN Cancellation -
Refect
e Jan 24, 2023 oo 157
B Branch Registration -
Accept
& Liable Taxes
Repect
= penT Feb7, 2023 A 28
Feb 2, 2023 Moo 157¢
Tanzania Revenue Authority © 2021 - 2022 All rights reserved Taxpayer Account

Figure 41:Individual T/A Audit Firm Page

b) Click “Yes” to confirm the acceptance decision.

Are you sure you want to accept invitation from| [ with Tin [N to b their

Audit Firm?

-

Figure 42:Confirm Acceptance
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Auditor

5. Appointment of Auditor
5.1 Part A: Appointment of Auditors

This Tab allows only an audit firm entity admin to add auditors who are going to certify
tax returns for the clients of the firm.

STEP 01:
User: Director, Administrator of the entity whose TIN is attached to the Entity TIN

Action:
a) Follow “4.1 Part A: STEP 01: Action: a—g”. proceed to click “Auditors” Tab
then click blue colored “Appoint Auditor” button.

—@— i senees TAXPAYER PORTAL

Taxpayer Account

Nam
Email Phone No. 368
Stat
TN Certficate
ED Dasfiboard
Request: it Fi < Profil Audit [d Invit; B h >
B9 Entities
+ Appoint Auditor
£ TINAmendment
o Invitations
©  Change Passwerd
Appointza Date NEAA Number
@ iy Access
No data found
& o -
& TN Cancellation
@ Branch Registration
T ® Authority 1 righ a
o

Figure 43:Auditors Tab

b) Enter Auditor TIN and proceed to click “Add Auditor” button.

—@— 48 Services TAXPAYER PORTAL

Taxpayer Account

N TRA AUDITOR N 157957

Email r@live.com Phone No. 0759

Status Acti
£ Dashboard u R " Audit Firm b Auditors Clients nvitation: Branches >
B Entiti -

Appoint New Auditor e
Z2  TIN Amendment
< Invitatio Name ™ Appointed Date. NBAA Number status [ Enter TIN
& Change P: d ‘
No data found
T MyAccess
B3 VAT ~
W  Branch Registrati
Tanzania Revenue Authority © 2021 - 2022 All rights reserved Taxpayer Account

Figure 44:Add Auditor
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Appointment of User (Declarant & Audit Firm) — User Manual Appointment of Auditor

c) Then click “Appoint” button on the confirmation dialog box.

Confirmation !

Are You Sure you want to J‘Ppcim_wilh TN Nc- as your Auditor
2

Figure 45:Appoint Confirmation
d) The list of auditors will appear as shown below with a status of “Active”.

TAXPAYER PORTAL

raxpayer account |

Name TRA AUDITOR N 157977

Email Frtminrmiiim e Phone No. P

Status Active
£R Dashboard

< Users Resource Requests Audit Firm Company Profile Auditors Clients Invitations Branches >
B Entiies ~
£ TIN Amendment

Search
o8 Invitations
6  Change Password

Name TN Appointed Date NBAA Numbper Status
B MyAccess

] ik g 1262 Feb 3, 2023 ACPA3 Active n
B ovar v

Wems perpage 10 ¥ 1011 < >
T  TIN Cancellation
(B Branch Registation
Tanzania Revenue Authority @ 2021 - 2022 Al rights reserved Taxpayer Account

-

Figure 46: Auditors Information
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Appointment of User (Declarant & Audit Firm) — User Manual Role Description

6. Role Description

a) Director/Entity Admin — a person who is registered as a company/entity owner

that can add/appoint other users in the company profile to operate on behalf.

b) Declarant/User — a person who is appointed by Company/entity’s Director/Entity
Admin to perform tasks on behalf of a company/entity such as file return etc.

c) Audit Firm — an entity/company that is responsible to certify Return of Income

d) Audit Firm Admin — a person with the role of entity admin represents an Audit
Firm whose responsibilities are to appoint auditors and manages audit firm’s

profile.

e) Auditor — a person who is appointed by Audit Firm’s Entity Admin whose

responsibility is to certify Return Of Income.
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Appointment of User (Declarant & Audit Firm) — User Manual Support Point Of Contact
7. Support Point Of Contact
Contact Organization Phone Email
Call Center | TRA 0800 750 075 | service@tra.go.tz
0800 780 078 | huduma@tra.go.tz
0800 110 016
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