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1 Task Summary

This User Manual (UM) provides the information necessary for Taxpayer/Director/Entity
Admin to effectively use the Taxpayer portal to apply for VAT Refund for their business
(sole proprietor), Companies/Entities through the new VAT Refund module in the
Taxpayer portal.
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Getting Started

In order to perform actions as per instructions outlined in this user guide, the user must
have an active Taxpayer Portal Account as a Director/Administrator or Declarant or
Individual Taxpayer. Among important things to note when using VAT Refund Module
includes the following:

i. A taxpayer must have a VAT net negative amount.
ii. A taxpayer must appoint Registered Tax consultant by TRA.

ii. A tax consultto be appointed by taxpayer to provide certificate of genuineness for VAT

refund application purpose must also be registered by NBAA.

iv. The applied amount of VAT refund will not be carried forward to the next VAT return

during filing.
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HOW TO ACCESS VAT REFUND MODULE?
By following these steps, the Declarant will be able access the Taxpayer portal and apply
for VAT Refund.

Step 1: Login into the system

Entity’s Admin/Entity declarant, an individual with either Business or non-Business TIN
can log into Taxpayer’s portal.

i). Open Taxpayer Portal

ii). Click Login link.

—_—— TAXPAYER PORTAL wosmmmam SRR <]

Manage Your Tax Affairs Online

Together We Build Our Mation

SOHLIF

Step 2: Enter “TIN” and “Password” and click Login button.
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Weloome to Tanzania Revenue Authority Taxpayer Portal

INTEGRATED BERVICES
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Step 3: Click “Services” link.

—— TAXPAYER PORTAL Pe—

Hello, DESMOUND

You hivee logged Inowith TIM 157962 744

AN

Appointing of Tax consultant

Step 4: After logging in into taxpayer portal click “My account”
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Hello, DESMOUND

¥ou have logoged nwith TIN 157962 760
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Step 5: After clicking my account then click “Entities”

Taxpayer Accouint
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TAXPAYER PORTAL
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Step 6: After clicking “Entities” a list of entity will appear and select entity for
appointment of tax consultant by clicking “Action” on specific entity
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Tanpayer Account

R Entities

157-G62-T60
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TAXPAYER PORTAL
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Step 7: Then click “View”

_H.— - TAXPAYER PORTAL o e
Taxpayer Account
R Entities
157-962- T
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Step 8: Then select “Consultants” option.

R TANZANIA REVENUE AUTHORITY (TRA) D

Company Details

157-962-Tq0
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Step 9: Click “Appoint Tax Consultant” option.

R TANZANIA REVENUE AUTHORITY (TRA) D

Company Details

157-962-1
DEsAOUND I

Step 10: After clicking Appoint “Tax Consultant” option, enter Consultant TIN and then
click “Search”
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Step 11: After clicking search button system will populate Tax consultant information
and the click “Appoint” button
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Step 12: After click “Appoint” button system will send the invitation to tax consultant for
acceptance and system will issue notification

S TAXPAYER PORTAL R oo

rapeyer accoun. |
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[ Apposntmarnt has been made socoesshally ]

157 B&T 760
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2 Procedure of accepting appointment to be Tax consultant

Step 13: Tax consultant login into taxpayer portal then click “My account” option.

L 4 L
- it

—ﬂ-— TAXPAYER PORTAL

T

Hello, DESMOUND ’

You have logged wnwith TIN 157962760

ST

Step 14: Then click “Tax Consultant” option

—Eﬂ— i Serwien TAXPAYER PORTAL ‘... MOUNL
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Step 15: Then select “Invitation” option.

= InvaannnG
INTITY APPLICATIONS

B Change Passweed

F My deccen
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o Dowriond TIN Cariificaie

INTITIES

Linksle Tawes

Individual TIN Business Cotegory

Step 16: After selection of “Invitation” option system will populate the list of invitation
from taxpayer pending for acceptance then click “Action” button

b
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Chamge Password
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New Invitation
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Step 17: Then click “Accept Invitation” to accept appointment or “Reject Invitation”
to reject the appointment.

e e TAXPAVERPORTAL R ceswoutor |
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Ste 18: Upon clicking of “Accept Invitation” system will populate confirmation message
then click “Yes” to confirm or “No”
After accepting the invitation taxpayer can proceed with the application of the refund.

ACCEFT DESMOUND ! o h INVITATION

i you e you et scoepl e invitationT
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3 Refund application procedure

Step 19: Entity’s Admin/Entity declarant, an individual with either Business or non-
Business TIN can log into Taxpayer’s portal.

i). Open Taxpayer Portal

ii). Click Login link.

iii). Enter TIN and Password: and click login button.

iv). Click “Services” link.

v). Then click “Refund Service” to accessing refund module.

Do it Online

- ' o'
il
@ @ = Refund Service
Apply for Entity TIN File Tax Returns Electronic Cargo Tracking
System (ECTS)
- o 3 ol
= A A T g
Tax Payments Diriving License Maotar Vehicle VFD & EFD Management
Services
o @ ' o
Remission Repart Tax Evasion
Mon resident Returns A lom o vapon Tae Evsdaon | Fomi ya
bt Baarila a ukwepai wa kedi
Step 20: Select preferred session for VAT refund application.
—H_ TAXPAYER PORTAL [Por——

Please Select Session to continue

EENART TR (DE LMD

HEISTPAAT  EARLIARRA REWE RLUE A1 TRICERITY
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Step 21: Select “VAT Refund Request” the select “New application”

—ﬁ— B i TAXPAYER PORTAL R""' ATk TyTRaLE
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List af Rafund Apg
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T7-285-548
TAMIANIA AEVIMUE AUTHORTY
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Step 22: After selecting new application system will populate template to be filled

—— @— o TAXPAYER PORTAL =}
s |
t" :' VAT Bafund Request
W
@ i
N7-289-648
TAMIANA REVLRUL AUTHDRITY | n Fard

B ] e
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Step 23: Select VAT refund category.

_@—  esvice TAXPAYER PORTAL P._ '
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& VAT Relund Request
"‘"
o
17- 280-640
TAMZANGA REVENUE AUTHORITY | i o 3 =
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Step 24: After selecting refund category, a dropdown arrow showing “Regular Trader”

“‘Exporter or Regula Repayment Position” then select type of refund category based
on nature of your business.

—ﬁ— 1} tarre TAXPAYER PORTAL R" N I
e |
’ :" WAT Refurd Reguest
+ 4 b
0 -
W17-289-648
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Step 25: After selecting Refund category system will populate eligible amount for refund
application and you are required to select coverage of the refund you are applying for
and fill in the applied refund amount

_@_ - TAXPAYER PORTAL A -
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TARZANA BEVERLIE ALTHORITY
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Step 26: After filling all required information click “Next” button to proceed to next stage

_Q-— - TAXPAYER PORTAL R
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Step 27: Fill in Bank Information then click “Next” button to proceed to next stage.

177-209-648
TABLCANIA FEWIRLE & LTHOR TS

B i e el Rpeds
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STEP 28: System will populate summary of refund amount application and click “Back”
if you want to go back and edit some information, click “Submit Application” to submit
the refund application to tax consultant for review and processing of Certificate of

Genuineness

17289648

TAMTAMIA RE'WEMUT ALTHEAITY

B A el g
T

E  ywemis b

G
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TAXPAYER PORTAL

Enhanced Domestic Revenue System

IR

AN AN TELTY "

TAXPAYER PORTAL

WAT Refund Request

dad  ADE 000 350

e——)
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STEP 29: After clicking “Submit Application” system will send the application to tax
consultant for providing certificate of genuineness and the application can be viewed in
application list with status “Submitted to Tax Consultant”

_a_ e TAXPAYER PORTAL R

o !
List of Refurd Applications

117-289-548
TAMIANEA REVENUE AUTHORITY

T Tisaw TR AL marr i [T ] RanH AEmam

B W e fuguen
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Step 30: After review and provision of certificate of genuineness by tax consultant, the
refund application will be available to respective entity admin/declarant for final
submission to Tanzania Revenue Authority

@ B e TAXPAYER PORTAL R o
eins [ s

L
d* List of Refund Applications
-
117-289-648
TANZAMIA REVENLUE AUTHORITY s
L — Tampaysi Hams Wy Wligpbie Aol Apgied Amaussl Thatas
Changa Sessszn - ™
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--: VAT Refund Requesty

= Igw Conwaltant
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Step 31: Click “Action” button then click “Submit Final” for final submission of refund
application to Tanzania Revenue Authority

—ﬁ— = Hseees TAXPAYER PORTAL R esmomo:
o I T

ﬁ_ " List of Refund Applications
¥ 5
5 W
117-289-648
TANZANLA REVENUE AUTHORITY e
(-] mﬂﬁ:‘m ;:m aronn  ssmen s ol
VAT Refund Regoests
B B St e
- §
£ Tar Consultant '

Step 32: Click “Yes, submit” to make final submission to Tanzania Revenue Authority,
or Click “No, Cancel” to cancel submission process.

Caonfirm Submission

You are about o St VAT Refund of TAMZAMIA
REVENLIE ALTTHORITY whoe TIN: 157962 T
Plaase confirm belore you Suibenil

HAre you sure you want 1o St VAT refund?
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4 Procedure for provision of Certificate of Genuineness by Tax Consultant
Step 33: Tax Consultants log in into the taxpayer portal.

— TAXPAYER PORTAL My Acooust

Hello, DESMOUND

Yoou hivee ingged n with TIM 157962 744

Step 34: Click “Services” button then select “Refund Services.”

e ! TAXPAYER PORTAL My Account | I8g0ut

Tasis% ikl 150K a8 THAERITY
TR Y 2T CART

Do it Online

E} ) [; . 1:& ) Refund Service

Apply for Entity TIN File Tax Returns Electrenic Cargo
Tracking System (ECTS)

Tax Payments Driving License Maotar Vehicle VFD & EFD
Management Services

21
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STEP 35: Select Tax Consultant Session

— - TAXPAYER PORTAL

Please Select Session to continue

15Toa e SAD
TGTHEITIE  TAAZANLA REVEMUE ALITHORITY

TSTHT42. 1anzANIA REVENUE AUTHORITY (TRA

15TH6ETES: TRA

Step 36: Select “Tax Consultant” option, list of refund application will appear waiting
for certification

_@—' B e TAXPAYER PORTAL Q ales

List of Refund Request Per Consultant

AL HASSAN

Trayayw hae Tapoaw T o} L Egom ket Appler Arourd ppicar] Taly B
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Step 37: Click “View Details” system will populate refund application details as per
taxpayer application

TAXPAYER PORTAL .

wrrs |
. Lisa of REfund Becuirt Per Coisaan

LAy AL
[r—— — w . —— R st ———

—_—— ; TANBAYER PORTAL .

. Application Detsils m
0 L

SEI H ALY resL ooy Tmze w Tin p— o =
WHE i i P Appime Arraas
- P ——— IETHEITAO
= AT Ak L
Cartficate of Gemaness
List of Aftachrres
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Step 38: Then click “View Certificate” to view generated certificate of genuineness

] ZAN
ISO 9001: 2015 CERTIFIED

CERTIFICATE OF GENUINENESS
(Under Regularion 29(1)(b) of Value Added Tax (General) Regulations, 20135)

NAME OF REGISTERED PERSON: TANZANIA REVENUE AUTHORITY
TAXPAYER IDENTIFICATION NUMBER: 101317587
VAT REGISTRATION NUMBER.: 40022347C

I'We have examined the genuineness of the attached claim for the refund of VAT amounting to TZS TSh
3,456,789.00 (figures) Thirty Four Hundred Thousand Fifty Six Thousand Seven Hundred And Eighty
Nine Only. made by the Taxable person for the Tax penod of 02/10/2023 To 15/10/2023 to ensure
compliance with the provisions of the Value Added Tax No.5 of 2014 and the Value Added tax (General)
Regulations 2015, and have obtained all possible information and explanations necessary for the purpose of

my/our examination.

My/Our examination was designed to enable me/us to obtain reasonable assurance that the claim 1s, to the

Step 39: Click “Approval” to provide certificate of genuineness for refund application or
“Send Back” option to return the application to taxpayer for rectification of error

—— — S @ -

. Application Details m
] APl Aialiy T Jiil AL THOE 1

S SERAE Appazanen Tima [T— - arm [ r——
N - vy i i vam FHrary W——
Wil Tia Cintdiimant) T 1ETREITES
AT Faturnl Aansem
Cefifcale of Ganumess
L=t o Alfachumangs
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Step 40: After clicking “Approval or Send back” option, enter the remark to provide
certificate of genuineness or to send back to taxpayer for rectification of error

H e TAXPAYER PORTAL .
oo I T e
List of &tachmons

I ]

SAID HERRAN

Mo dala found

Al O St Buinh

(oe>

Step 41: After remarks click “Certify” to provide certificate of genuineness and to allow
taxpayer to proceed with final submission or “Send Back” option to send back to taxpayer
the application for rectification of error

s, (1] e - TAXPAYER PORTAL .
o | et

. : ' Qchiral)

List of Aftachmants

SRID PEERAN
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Mo data found
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i). Certify Option

ii). Send Back option.

Cerdem Cany
Wl WE it b Dl W etag o TAMERNLL

PR AUTHORITY miiar 174 1111 PEAT
gy corviaw tghom gu ik

i e e T Carrey AT et

Confirm Send Back

o are about 1o Send Back VAT Refund of
REVENUE AUTHORITY whote TIl

TANZANIA
101317587, Please condmn before you Send Back.

Are you sure you want to Send Back VAT refund?
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STEP 42: After tax consultant have provided certificate of genuineness then entity
admin/declarant/individual login into the taxpayer portal and go to the refund services
then select “VAT Refund Requests” then select “Application Lists” the list of all
application will appear

_@— Hi Services TAXPAYER PORTAL p\‘ DESMOUND
Refund
.:/; List of Refund Applications
-
101-317-587
TAMZANIA REVENUE AUTHORITY
- —: Taxpayer Hame Taxpayer TIN VRM Montn  Year Engitiie Amaunt Appbec Amount S
Change Sesyian =
& i . ‘ . =D [ Actonv ]
-] AHEZANLA REVENUE ALITHORSTY 101317587 HOZIIATC 5 HEy 27507244 3,45 189,00 m

= Tax Consultant

Step 43: Entity admin/declarant/individual click “Action” button

—@— = o TAXPAYER PORTAL R, oo

enns [

l‘ g List of Refund Applications
o
-
-~

¥01-317-567
TRNZAKEA REVEMUE AUTHORITY
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Step 44: Click “Submit Final” to submit the refund application to TRA

List af Retund Apphcaton
T e — L W T g S s —— By
B U TR LI LR T 8 B DELEPIE R -
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