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1. INTRODUCTION

1.1.0verview
Welcome to the Smart Invoice Online User Manual. This comprehensive guide has been designed to

provide you with all the information you need to make the most of the Smart Invoice Online solution.

Whether you are a seasoned professional or a first-time user, this document will provide guidance and
information on the features, functionalities, and best practices on using the Online solution.

1.2. Goal of the User Manual
The primary goal of this User Manual is to empower the user with the knowledge and skills required
to effectively utilize the Smart Invoice Online Solution. By the end of this document, you should be

able to:
o Efficiently Navigate the Taxpayer Portal
o Apply for a Smart Invoice solution
¢+ Create a New Sale receipt
* Monitor and Generate reports for Sales transactions
* Monitor and Generate reports for Purchase transactions
o Monitor and Generate reports for Stock and Product Items
* Review Tax annexures

» Access resources for user support

1.3. Management Module
The Management Module has the following menus:

1. Item Management: Users can search item classifications and view registered items information
by filtering with different parameters.

2. Stock Management: Monitoring of stock (inventory, stock history, etc.)
3. Transaction Management: Monitoring of sales and/or purchase transactions
4. Tax Annexure: View previously submitted reports.

5. User Support: Access support resources



2. APPLY FOR SMART INVOICE ONLINE SOLUTION

2.1 Sign Up
Step 1: Navigate to Taxpayer portal in your browser

At

TAXPAYER LOGIN
TPIN

LOGIN

SignupP

Forgot your password ?

Are you new on this system? Learn More

Figure 1 - Login Page

Step 2: Click on Sign Up button

o
v | e
vt T

Taxpayer Information

* Addross{Location information)

User Information

Figure 2 - Sign Up Form



Step 3: Type in your TPIN and then click the verify Button

S
—
S A

Taxpayer Information

User Information

* Member

Figure 3 TPIN verification

After clicking the Verify button, Taxpayer information will be auto-populated into the input fields.
Step 4: Set up your password. Ensure to adhere to the password policy.
Step 5: Click the Send Button to authorize the sign-up.

a. A One-Time-Password (OTP) will be sent to the registered taxpayer phone number.

b. You will then receive an SMS on your Mobile phone.

c. Type in the OTP. For example: SMS says “Request security code is [579086]”. You will type
in 579086.



g
i

Taxpayer Information

*TPIN Taxpayer name
Pleane Input Taxpayes deatifi ation number then cick o Verify busen
Taxpayer type * Telephone number *E-Mail
Address{Provinge) Address{Jurisdictiction) Address{Town)

* Address(Location Information)

User Information

* Momber name * Mobile £-Mail

* Password * Confirm Password Verification

VAW -

Figure 4 - Taxpayer Information Verification

Step 6: Click the Sign-Up button to Submit.

Sign up(TPIN)
Sign up Is completed

Figure 5 - Taxpayer Sign Up



2.2 Initiate and Send application for Smart Invoice Online

Step 7: Browse the Taxpayer portal in your browser. Enter User ID and Password you provided in
Step 4

ZAMEILA nTy Terx
REVEMUE Yourr Toax
AUTHORITY Oasr DDestiny

TAXPAYER LOGIN

S 1000000000
= | 1-1-;--] * - \

LOGIMN

Forgot yvour password?

Are yvou new on this system? Learm More

Figure 6 Login Page

Then click Login button.

Step 8: Upon successful Login click Apply button located at the top right area, then click Smart Invoice
button.

Service request

Figure 7 - Service Request



Step 9: Fill in the service information. On Smart Invoice Type choose ONLINE and attach the required
document. And then click Send button.

*Noce Vol

TaxPayer Portal INVOICE °
ZAMBIA oy

VINUE
AUTHORITY

Service Request (Smart Invoice)

Taxpayer Information

TPIN WPIYEr N2

1000000002 KATWE INOVATIONS LTD VAT

Kitwe HOUSE NO 4 2 NESEM| - WUSANILE AMAAAAA

Service Information

Figure 8 Service Request form

Step 10: Zambia Revenue Authority will process the service request.
a) Approval to the request is received via sms.

b) Login in as instructed in STEP 7 and Start using the Smart Invoice Online.

3. ITEM MANAGEMENT

In this part of the system, the taxpayer can browse items by standardized classification hierarchy and
also search registered items.

3.1. Search Item Classification

3.1.1. Item Classification Hierarchy



The items are classified in a hierarchy of Segment, Family, Class, Commodity respectively.
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Figure 9 - Items Classification Hierarchy

3.1.2 Search United Nations Standard Products and Services Code (UNSPSC)
The items can also be searched using the UNSPSC classification:

1. Click the Search UNSPSC button

2. Enter any preferred search parameter(s)

3. Click the Search button

(1] Q search UNSPSC

Category code

2

Category name

Level -All--

3
34| Q Search

Code
10000000
10100000
10101500
10101502
10101504
10101506
10101507
10101510
10101511

10101512

Name

Live Plant and Animal Material and Access:

Live animals

Mink
Horses
Sheep

Mice

Swine

Rabbits

ories and Supplies

Total Data

Level
Sagement
Family
Class
Commodity
Commodity
Commodity
Commodity
Commodity
Commodity
Commodity

2520 / Total page : 1252

Figure 10 - Searching Item by UNSPSC code



3.2. Registering a New Item
A user can register a new item to be used later in stock or even during sale and/or purchase
transactions. To add an item:

Search reglstered Item [HOME > Smartinvoice > Item Management > Search registered item |

- Search registered item
Item Management . ;
: Item code v | ftem cod "1 ZRA Changed

» Search item classification ;
Item code

» Searchregistered item 0 _ltemName Classification code Item classific Item classific
ation code ation name
+ 1015160100{Wheat seeds)
+ 2312161400{Sewing machines) e Rt B
n [ Total Data: 2/ Total page: 1] Quangity ait Eachage ol
Item type Tax type
Orlgin nation item standar
d name
Additional inf
ormation
Registrant 1D Registration d
ale

B Excel Download | B Register e

Figure 11 - Registering a New Item

1.  Click on ‘Search Registered Items’ menu on the left pane
Click on ‘Register’ button

Fill in the form to register a new item

Cal

Click ‘Save’ button

Item registration

=Item
* fem classification 101015 1E00(C attlel * Tam category Stancard Rated (169
code

* em Hame

Item standard nam
e

* Mem type Finishad Product * Drigin nation ETHIORLA

* Package unit Mt * Unit of measure Nisbes

Barcode ® Whether to use Used
Salety quantity Whether it is availa Select
ble i spoy insuran
o

Basic unit price Additional informa
ton

Figure 3.2: New Item Registration Form



3.3. Search Registered Item
A user can search items registered in their Smart Invoice Client application:

1. Enter any preferred search parameter(s) - Item code OR Item Name and Click Search
2. The search results are filtered and displayed in area numbered (2)
3. Click a specific item in the results and The Item Information are displayed in area numbered (3)

4. You can export the list of items in excel file

Search reglstel’ed Item [HOME > Smartinvoice > Item Management > Search registered item

* Search registered item
Item Management
| o

» Search item classification

Item code

tams N . - e " i i
Item Name Classlfication code Htem classific Hem classific

3> Searchregistered item

ation code ation name
+ 1015160100 Wheat seeds)

+ 2312161400 Sewing machines) Q llem code Hem Name

\ ity t Package
Total Data: 2/ Total page Quantity Uni ackage unit
Item type Tax type
‘
Orlgin nation Item standar a
d name

Additional inf

ormation

Reglstrant 1D Registration d

ale

T O

Figure 12 - Searching Registered Item
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4. STOCK MANAGEMENT

4.1. Stock Inventory

Items in stock inventory can be accessed and filtered:

1. The list of items in the stock are listed in area numbered (1)

2. Filter the stock inventory items by entering item classification code or item code and click

Search.

3. The stock inventory list can be exported by clicking the Excel Download button

StOCklnventory [HOME > Smarflnvoice > Stock Management > Stack Inventory |

+ Stock Inventory
Stock Management
Item classification code

> Stock Inventory

Item code

> Stock by item Branch code
> Stock by Client/Supplier
> Imported item list

» Stock-in history 9
> Stock-out history

» Stock movement

» Opening/Closing stock

Item classification code  Item classification name

Item code Item Name

There Is no search result

UL

Residue gquantity

Quantity Unit

Figure 13 - Stock Inventory

4.2. Stock by Item

Items in stock inventory can be accessed and filtered by item:

1. The list of items in the stock are listed in area numbered (1)

2. Filter the list by entering Reported Date or Item Code and click Search.

3. The items list can be exported by clicking the Excel Download button

Yook by mem

Stock by item  1mow

m e

(81t [

Figure 14 - Stock by Item
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4.3. Stock by Client/Supplier
Items in stock inventory can be accessed and filtered by Client OR Supplier:

1. The list of items in the stock are listed in area numbered (1)
2. Filter the list by entering Reported Date, item name/code OR CUSTOMER and click
Search.

3. The items list can be exported by clicking the Excel Download button

Stock by Client/Supplier u e . sk Managemart > Saack by Clinne/Supplier

m Stock by Client/Supplier

[ o

Figure 15 - Stock by Client/Supplier

4.4. Imported Item List
The user can view the list of all imported items

1. The list of imported items are listed in area numbered (1)
2. Filter the list by entering Reported Date, item name OR Supplier Name and click Search.

3. The items list can be exported by clicking the Excel Download button

Imported item list [HOME > Smartinvoice > Stock Management > Imported item list |

+ Imported item list
Stock Management
Report Date Day v 07/12/202z 07/12/2023 Supplier's name Item Name 2

> Stock Inventory

> Stock by item Declaration Date Operation Code Supplier's name HS Code Item Name Country Code of Origin - Quantity Quantity Unit Code Invoice Foreign Currency Amount |
“ There Is no search result

» Stock by Client/Supplier

> Imported item list »

> Stock-in history B Excel Download e

> Stack-out history

> Stock movement

> Opening /Closing stock

Figure 16 - Imported Items List
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4.5. Stock-In History

The user can view the Stock-In history:

1. The list of items added in the stock are listed in area numbered (1)

2. Filter the list Reported Date, Item Code/Name and click Search.

3. The items list can be exported by clicking the Excel Download button

Smart Invoice

Stock-in history [HomF

+ Stock-in history

Stack Management

Stock-In history |

Stock Management

> Stock Inventory

Report Date Day v

07/12/2023 07/12/2023 Item code

(2B QSearch

» Stack by item

Branch code  Item code  Item Name

» Stock by Client/Supplier
> Imported item list

> Stock-in history

> Stock-out history 9

» Stock movement

» Opening/Closing stack

Purchase

Quantity Price Total Amount  Quantity Price

o There is no search result

Importation

Adjustment In  Processing In = Shipment Received

Total Amount Quantity Quantity Quantity

4.6. Stock-Out History

Figure 17 - Stock-In History

The user can view the Stock-Out history:

1. The list of items deducted from the stock are listed in area numbered (1)

2. Filter the list Reported Date, Item Code/Name and click Search.

3. The items list can be exported by clicking the Excel Download button

Stock-out history [Houe

Smart Invoice

- Stock-out history

Stock Management

> Stock-out history |

Stock Management

> Stock Inventory

Report Date Day

~

07/12/2023 07/12/2023 Item code

2]

Q Search

> Stock by itern

Branch code Item code

3 Stock by Client/Suppller
> imported item list

» Stack-in history

> Stock-out history e

» Stock movement

> Opening/Closing stock

Sales

ftem Name

Quantity Price Total Amount

€) Thereis no search result

Shipment Out  Adjustment Out Damaged Expired Processing Out

Quantity Quantity Quantity Quantity

Figure 18 - Stock-Out History
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4.7. Stock Movement
The user can view the Stock movement:

1. The list of items is listed in area numbered (1)
2. Filter the list Reported Date, item Code/Name and click Search.

3. The items list can be exported by clicking the Excel Download button

Stock movement o " Mpnage Sanch manement

m R
» i e bory ’

Figure 19 - Stock Movement

4.8. Opening/Closing Stock
The user can view the Opening & Closing Stock:

1. The list of items is listed in area numbered (1)
2. Filter the list Reported Date, Item Code/Name and click Search.

3. The items list can be exported by clicking the Excel Download button

Opening/Closing StOCK 11oME 5 Smamievoke > Stock Management > Opesing/Closing stock

m Opening/Closing stock
’ Report Da Day

===

o=

Figure 20 - Opening & Closing
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5.  TRANSACTION MANAGEMENT

5.1. Register a New Sale Transaction
A user can generate a new invoice for a new sale transaction. To create a new Invoice:

Sales Involce i v T " Sates lrvoice

Sales Invoice
Transaction Manageme
nt Sate d »

» Purchane by wpphe
DA Irrvoice

Figure 21 - Adding a new invoice

1. Click on ‘Sales Receipts’

2. Click ‘Add Invoice’

3. Fill in Buyer information & Payment methods

4. Add an item by searching, then record quantity and unit price
5. You may add another item by clicking the + button

6. Once all items are added, click ‘Save’ then Confirm the invoice

15



sale Information

L H
v ¢ Ty
o
R Pa
i Invoice
Py F

Sale ltem list

=i

5.2. Issuing a Credit Note

A sale can be refunded/cancelled by issuing a credit note:

Figure 22 - New Invoice Details

Sales Invoice [Home > Smart o Trams u

+ Sales Invoice

» Sales by .
» Parchy y -
? tha Yy

Transaction Manageme
nt Sale date Day v 06127202
5 Sales, by invelce Invoice type A
? Sales by e
Iovosce pamder  Buyer Name Sale date

Sales Invoice

Tot Taxable Amount

QIAdd fvoloe

Figure 23 - Selecting a Sale to be Refunded/Cancelled

1. Click on “Sales Receipts’ to open the list of sales

2. On the sale to be refunded/cancelled click ‘Credit Note’

16



Now the Sale information is displayed in a pop-up:
1. Click on ‘Credit Note’
2. Choose refund reason

3. Click ‘Save’

Invoice Information Credit Note reason X “
e O Save
, Q@
N » Bu “ \

Figure 24 - Credit Note

5.3. Sales by Invoice
Sales transactions performed can be accessed and filtered by INVOICE:

1. The list of sales are listed in area indicated by (1) categorized by Invoice

2. Filter the sales transaction by entering: Report Date, Invoice Number, SDC ID or Invoice Type
then click Search.

3. The sales transactions can be exported by clicking either the Excel Invoices button to download
an aggregated report OR the Excel Details button to download details of a single invoice:

Sales by invoice [HOME > Smartinvoice > Transaction Management > Salesbyinvoice
e T Sales by invoice

» Sales by invoice Report Date Day v 07/12/2023 07/12/2023 Invoice number 0

» Sales by item SDCID Invoicetype  --All-- v
» Sales by buyer

Invoice number Receiptnumber SDCID BuyerName Date User Type Totalltem Tot Taxable Amount Tot Non-Taxable Amount TAX Summary Amount Brancl

» Purchase by invoice o There is no search result

» Purchase by item

» Purchase by supplier

| TR ) SN EETEE ¢ Download a single invoice details

» Sales Receipt l

# Download a report combining all invoices

Figure 25 - Sales by Invoice
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5.4. Sales by Item
Sales transactions performed can be accessed and filtered by ITEM:

1. The list of sales are listed in area indicated by (1) categorized by Item

2. Filter the sales transaction by entering: Report Date, Item Code or Invoice Type then click
Search.

3. The sales transactions can be exported by clicking either the Excel Report button to download
an aggregated report OR the Excel Details button to download a detail of a single invoice:

Figure 26 - Sales by Item

5.5. Sales by Buyer
Sales transactions performed can be accessed and filtered by BUYER:

1. The list of sales are listed in area indicated by (1) categorized by Buyer

2. Filter the sales transaction by entering: Report Date, Item Code, Buyer Name or Invoice Type
then click Search.

3. The sales transactions can be exported by clicking the Excel Report button.

Sales by buyer " Tt v ction Mamager Sales by buyer
. Sales
Transaction Management Sates by buyer
Roport Date Day “  01712/202 07/12/2023 Hem code - o 1
» Salos by invoics
N '
» Sales by buyer ( . To . . -
e @
*i r
» Purchase by supplier B Excel Repont - Download excel report

m—. Download excel report

Figure 27 - Sales by Buyer
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5.6. Purchase by Invoice
Purchase transactions performed can be accessed and filtered by INVOICE:

1. The list of purchases are listed in area indicated by (1) categorized by Invoice

2. Filter the Purchase transactions by entering: Report Date, Invoice Number or Invoice Type then
click Search.

3. The Purchase transactions can be exported by clicking the Excel Download button.

Purchase by invoice [HoME > saartivoice > T tion Management > Purchase by invoice

- Purchase by invoice

Transaction Management

Report Date Day v W 12/2023 07/12/2023 Invoice number
> Sales Dy lnwoie

MR YR " = m
? Sales by Item

3 Sales by buyer

Invoice number  Receipt number  Supplier name Date nvoice Lype Total ltem Tot Taxable Amount  Tot Non-Taxable Amount TAX Summary Amount
» Purchase by Imvoice o There is no search result

> Purchase by item

3 Purchase by supplier
B Excel Download S Export excel Report

» Sales Receipt

Figure 28 - : Purchase by Invoice

5.7. Purchase by Item
Purchase transactions performed can be accessed and filtered by ITEM:

1. The list of purchases are listed in area indicated by (1) categorized by Item
2. Filter the Purchase transactions by entering: Report Date, Item Code or Invoice Type
then click Search.

3. The sales transactions can be exported by clicking either the Excel Report button to download
an aggregated report OR the Excel Details button to download an details of a single invoice:

Purchase by item [wom: mart involc rarsacion Management > Purchase by item
* Purchase by item
Transaction Management y
b Seles by koice Report Date Day v  01/12/2023 )7/12/2023 Item code v o
» by item
> Sales by Leen codedltem nan Tot Taxable Amoun Tot N xable Am TAX Sums
»Pu ave by Ir ° The t

» Purchase by itern

» Purchase by supplier
’ B Excel Report m ——o Download a single invoice details

> Sales Recw Pt
& Downdoad a report combining all invoices

Figure 29 - Purchase by Item

19



5.8. Purchase by Supplier
Purchase transactions performed can be accessed and filtered by SUPPLIER:

1. The list of purchases are listed categorized by Supplier

2. Filter the purchase transaction by entering: Report Date, Item Code, Supplier Name or Invoice
Type then click Search.

3. The purchase transactions can be exported by clicking the Excel Report button.

Sales Receipt

Purchase by supplier 1] man e evion Mamag t ) Purchase by supplier
. 5 s Li
Transaction Man ¢ Purchase by supplier
Report Date Day - 1 v
» Sales by involce

hase by item
» Purchase by wpolier B Lxcel Report

» Sales Receipt

Figure 30 - Purchase by Supplier

Sales Receipts can be accessed and filtered by INVOICE:
1. The list of sales receipts are listed in area indicated by (1)

2. Filter the sales Receipts by entering: Sale Date, Invoice Number OR Invoice Type then click
Search.

Sales Recelpt IME Smart Invoice Transaction Manapement Sales Receipt

Transaction Management - Sales Receipt

Sale date Day v 30/11/2023 07/12/2023 nvoice number
> Sales by invoice

? Sales by item

» Sales by buyer
3 Purchase by invosce o There is no search result
» Purchase by item

> Purchase by supplier

3 Sales Receipt

Invoice number Receiptnumber  Buyer Name Sale date Invoice type Total item Count  Tot Taxable Amount TAX Summary Amoun

Figure 31 - Sales Receipts
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6. TAX ANNEXURE

7.1. Sales report

Sales Reports can be accessed:

1. Filter the sales reports by entering: Report Date, Invoice Number OR Invoice Type then click
Search.

2. You may download the generated list of sales reports:

Sales report [HOME > Smartiwoice > TAXAnnexure > Salesreport
- Sales report 0o
TAX Annexure
‘ ReportDate  Day v 07/12/2027  07/12/2023 Invoice number Invoice type All v
) Sales report |
> Purchase report

B Excel Downlosd [ 2]

» TAX importation

Figure 32 - Sales Report

7.2. Purchase report
Purchase Reports can be accessed:

1. Filter the purchase reports by entering: Report Date, Invoice Number OR Invoice Type
then click Search.

2. You may download the generated list of purchase report:

Purchase report [HoME > Smartirvoice > TAXAnnesure > Purchase report |
* Purchase report
. u
‘ Report Date Day - OT/1272022  O7/1272033 Irvolce numb.ors Inwaice type All b
¥ Sales report

¥ Purchase repon n

» TAX impartation

Figure 33 - Purchase Reports

7.3. Tax Importation
Tax Importation Reports can be accessed:

1. Filter the Tax importation reports by entering: Declaration Date, Declaration Number or Nature
of goods then click Search.

2. You may download the generated list of Tax Importation report:

21




TAX importation [wome > Smartinvoice 3 TAXAnnexsre > TAXimportation |

m —
Declaration Date  Day w  OT/142023 07/12/2023 Declaration Number
¥ Sales report
Nature of Goods m (1]

* Purchase report
» TAX importstion Declaration Tax Office Code Declaration Humber Declaration Date Hature of Goods Comntry Code of Origin Tarifi Amcuni TAX

There is mo search resul

=== o

Figure 34 - Tax Importations

6. USER SUPPORT

8.1. Notice
The user can access a list of notices sent by the Authority and is able to filter/search using the notice
title or content:

Notice [HOME > Smartinvoice > UserSupport > Notice]

* Notice
User Support
» Notice
* Manual Tithe Attached file View count Hegistrant name Registration date

There is no search result

Figure 35 - Notices

8.2. Manual
The taxpayer can access a list of released manuals:

22



Manual [HoME > Smartinveice User Support » Manual]

- Manual
User Support
Manual name
¥ Newice
» Manual Manual name

Attached file

There is no search result

o

Registrant name  Registration date

Figure 36 - Manuals
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