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1.INTRODUCTION 

1.1.Overview 
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: 

● Efficiently Navigate the Taxpayer Portal 

● Apply for a Smart Invoice solution 

● Create a New Sales receipt 

● Monitor and Generate reports for Sales transactions 

● Monitor and Generate reports for Purchase transactions 

● 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.) 
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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 the Taxpayer portal in your browser by visiting www.zra.org.zm and click Smart 
Invoice then Smart Invoice Portal. The Login page below will be displayed: 

   
FIGURE  SEQ FIGURE \* ARABIC 1 – 
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Step 2: Click on Sign Up button   
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Step 3: Type in your TPIN and then click the verify Button 

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. 

 

 

 

FIGURE SEQ FIGURE \* ARABIC 3 – TPIN VERIFICATION 
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Step 6: Click the Sign-Up button to Submit. 

    
FIGURE 5 - TAXPAYER SIGN UP 
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2.2 Initiate and Send an application for Smart Invoice Online 
 

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

 

 

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

 

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.  
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1.Choose solution type as <online solution>  

2. Attach commitment form and tick commitments below  

3. Click <send > button  

    

 

 

Step 10: The Zambia Revenue Authority will process the service request.  

a) Approval of the request is received via SMS.  

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

Below are the steps to update the Business name  

1.     Go to Device management 
2.     Select branch you want to change the Business name 
3.     Select Business name you want 

FIGURE SEQ FIGURE \* ARABIC 8 SERVICE REQUEST FORM 



 

9 | Page  

4.     Click save 
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4. REPORT  
In this part of the system , the taxpayer can browse different reports  

The numbers below show different section where reports are found 

1. Stock management related reports  
2. Transaction management related reports 
3. Tax annexure related report  
4. Other reports  

 

5.ITEM MANAGEMENT  

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

5.1 Search Item Classification 

5.1.1 Item Classification Hierarchy 
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The items are classified in a hierarchy of Segment, Family, Class, Commodity respectively. 

                                    

5.1.2 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 
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5.2 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: 

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

2. Click on ‘Register’ button 

3. Fill in the form to register a new item 

4. Click ‘Save’ button 

This taxpayer is registered for both the tourism levy and VAT so the default tax categories will be 
those two. 

The numbers below show where you will click following the steps  

1. Click tourism levy  

2. Choose VAT category  

3. Select item type  

4. Select package unit  

5. Select unit of measure  

6. Click save  

FIGURE SEQ FIGURE \* ARABIC 11 - REGISTERING A NEW ITEM 
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The image illustrates the process of setting up an item for a taxpayer who is registered on both rental 
and VAT. 
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5.3 Accessing the Manufacturer Taxable Value Excel template  

A manufacturer can access the Manufacturer Taxable Value Excel template from an external portal. 

After logging in to the external portal, below are the steps to access the template  

1. Go to the user support tab 

2. Click on template  

3. Select the MTV template  

4. Click on the attached Excel template to download it 
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5.4 Uploading the completed MTV Excel template and updating the uploaded item  
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The manufacturers can upload their products with the Recommended retail price using the MTV Excel 
template  

5.4.1 Steps to upload the completed template 

1. Go to the Item Management tab 

2. Click on the Recommended Retail Price 

3. Click on Upload Excel Button  

4. Browser the filled template to upload  

5. Click the excel upload button  
 

The uploaded items with their details will be displayed  

 

 

 

5.4.2 The Image illustrates the process of updating the MTV item  

1. Select an item to update  

2. A pop-up window is displayed  

3. Fill the pop-up window and then click the update button 
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5.5 Registering MTV item 

The image illustrates the process of registering an MTV item for a taxpayer who is registered on any 
tax category 

1.  Select MTV as a tax category 

2. Select the manufacture item with the manufacture name 

3. The Recommended retailed price from manufacturer is displayed  

4. Set your selling price and fil other required filled  

5. Click save button 
 

 

 

 
5.6 Registering an RVAT item for a taxpayer who is registered on RVAT tax category 
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FIGURE 18 – REGISTERING RVAT ITEM 
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5.7 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 

 

                                            

6.STOCK MANAGEMENT 

6.1. 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 
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6.2 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 

                                                      

FIGURE 20 - STOCK 
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6.3. 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 

6.4. Imported Item List 

The user can view the list of all imported items 

1. The list of imported items is 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 

                                                   

FIGURE 22 - STOCK BY CLIENT/SUPPLIER 
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6.5. 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 

 

6.6. Stock-Out 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 

 

 

 

 

6.7. Stock Movement 

FIGURE 24 - STOCK-IN HISTORY 
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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 

 

 

6.8. 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 

 

                                                    

7.TRANSACTION MANAGEMENT 

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

1. The list of sales 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: 

 

FIGURE 28- SALES BY INVOICE 
 

7.2 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: 

 

                                                         

7.3 Sales by Buyer 

Sales transactions performed can be accessed and filtered by BUYER: 

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

 

FIGURE 30- SALES BY BUYER 
7.4 Purchase by Invoice 

Purchase transactions performed can be accessed and filtered by INVOICE: 

1. The list of purchases is 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. 

 

 

 

7.5 Purchase by Item 

Purchase transactions performed can be accessed and filtered by ITEM: 

1. The list of purchases is listed in area indicated by (1) categorized by Item 
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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. 

 

FIGURE 30- SALES BY BUYER 
7.4 Purchase by Invoice 

Purchase transactions performed can be accessed and filtered by INVOICE: 

1. The list of purchases is 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. 

 

 

 

7.5 Purchase by Item 

Purchase transactions performed can be accessed and filtered by ITEM: 

1. The list of purchases is listed in area indicated by (1) categorized by Item 
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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: 

 

 

FIGURE 32 - PURCHASE BY ITEM    
       

7.6 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. 

8.TAX ANNEXURE 
8.1 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: 

 

FIGURE 33 - SALES REPORT 
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8.2. 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: 

 

8.3 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: 
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9.USER SUPPORT 
 
9.1 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: 

 

9.2 Manual 

The taxpayer can access a list of released manuals: 

 

FIGURE 37 – MANUALS 
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10.SALES INVOICING  

 A user can generate a new invoice for a new sale transaction. To create a new Invoice 

1. Click on ‘Sales Invoicing’ 

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 

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

The list of sales invoices will be listed in area below after search  

 

 

 

 

10.1 Making a sale 

Below is a sale made by a tax payer registered on Tourism levy (TL) and tan over tax (TOT) 

1. Choose sale category 

2. choose payment type  

3. select currency to use  

4. In put the exchange rate  

5. Choose item to be sold  

6. Put number of quantities other information will auto populate  

7. Input the value/cash discount  

8. Click <Save>  

FIGURE 38– ADDING A NEW INVOICE    
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FIGURE 39– MAKING A SALE     
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Upon saving a sale, it will be displayed in the sales section as depicted below.   

 

 

10.2 Export  

Exports refer to goods or services produced domestically in one country and sold to customers or 
businesses located in another country. It involves the transfer of goods and services across 
international borders, typically for commercial purposes.  

How to make an export sale: 

1.Select <export> as a sale category  

2.Select <country of destination > 

3.Select <payment type > 

4.Select <currency>  

5.Put <exchange rate > 

6.Select <service name  

7.Put quantity  

8.Click < save> 

 

FIGURE 40– AFTER MAKING A SALE     
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After a sale is made go to sales invoicing then click on invoice number you will see client details 
below:  

1.Export is denoted as C1(1) 

2. Click< print invoice >to print the invoice (2)  

FIGURE 41– MAKING EXPORT SALE     
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10.3 Local Purchase order (LPO) 

This sales method is utilized by diplomats or individuals exempted from taxes, who, upon receiving 
LPO numbers, are relieved from tax obligations. 

How to make an export sale: 

1.Select <LPO> as a sale category  

2.Put <LPO number > 

3.Select <payment type > 

4.Select <currency>  

5.Put <exchange rate > 

6.Select <service name > 

7.Put quantity  

8.Click < save> 

 

FIGURE 42– EXPORT SALE INVOICE PREVIEW 
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Following a completed sale, navigate to the sales invoicing section, then select the invoice number. 
Below, you'll find the client details displayed. 

1.LPO is denoted as C2(1) 

2. Click< print invoice >to print the invoice (2)  

FIGURE 43– LPO SALE     



 

35 | Page  

 

Note: When processing an LPO sale, ensure that you sell to a registered customer with a valid LPO 
number. The system will verify the validity of the LPO number against the sellers. The details of the 
sale item list will vary based on the tax category to which a taxpayer is registered. However, the 
process for making a sale remains the same across different tax categories. 

 

 

 

 

10.4 Reverse Value Added Tax (RVAT) 
 

This sales method Applies to transactions involving imported services. (For both Appointed Tax 
Agent and Self-invoicing).  

How to make RVAT sale: 

1.Select <RVAT> as a sale category  

2.Select <Principal Name> 

3.Fill other required information  

 

FIGURE 44– LPO SALE INVOICE PREVIEW     
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10.5 Issuing Debit note 

Sometimes, additional charges may arise after the initial transaction, such as additional goods, taxes, 
or other fees. In such cases, a debit note is issued to inform the buyer of the additional amount owed. 

Procedures to create a debit note:  

1). Click <Adjust invoice > 

2). Click <debit Note > 

 

FIGURE 45– RVAT SALE     
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After clicking on debit note you will land on the page below  

1). You will see same TPIN as the original invoice. 

2.) Debit note Invoice will reference the original invoice. 

3.) Choose a debit note reason then make a sale as normal.  

4)Select the item to be debited and fill the required information 

5). Click <save > button to save the debit note  

 

 

FIGURE 46– CREATING A DEBIT NOTE    
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After clicking on debit note you will land on the page below  

1). You will see same TPIN as the original invoice. 

2.) Debit note Invoice will reference the original invoice. 

3.) Choose a debit note reason then make a sale as normal.  

4)Select the item to be debited and fill the required information 

5). Click <save > button to save the debit note  

 

 

FIGURE 46– CREATING A DEBIT NOTE    
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FIGURE 46.1 – CREATING A DEBIT NOTE    
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After creating a debit note it will appear in sales as depicted below. 

                                              

   NOTE: When creating a debit note, the taxpayer’s information remains consistent and does not 
alter. 

10.6 Issuing Partial/Full Credit Note 

A credit note is a financial record provided by a seller to a buyer, signifying that a specific sum has been 
credited back to the buyer's account. This adjustment is made due to various reasons, such as damaged 
or missing items. It is commonly issued when there is a requirement to reimburse or balance out a 
previously invoiced amount. 

10.6.1. Steps to create a full credit note: 
 

 Click on ‘Sales invoicing’ to open the list of sales 

1.On the invoice to be credited click <Adjust invoice > 

2.On the invoice to be credited click ‘Credit Note’ 

3.Choose< credit note reason> 

4. Click <full credit notes Button> 

5.Click <Yes> button  

FIGURE 46.2 – CREATED DEBIT NOTE   
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After clicking yes button, you will land on the page below and you will have a credit note invoice 
created in sales. 

FIGURE 47– CREATING A FULL CREDIT NOTE    
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10.6.2. Steps to create a Partial credit note: 
 

Click on ‘Sales invoicing’ to open the list of sales 

1. On the invoice to be credited click <Adjust invoice > 

2. On the invoice to be credited click ‘Credit Note’ 

3.Choose< credit note reason> 

4. Click <Partial credit note Button> 

FIGURE 48 – CREATED CREDIT NOTE   
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After clicking on partial credit note you will land on the page below  

1)You will see same TPIN as the original invoice. 

2)Partial credit note Invoice will reference the original invoice. 

3)Choose a debit note reason then make a sale as normal.  

4)Select the item to be credited and fill other required information  

5) Click save button 

 

FIGURE 49– CREATING A PARTIAL CREDIT NOTE    
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After clicking yes button, you will land on the page below and you will have a credit note invoice 
created in sales. 

FIGURE 50– CREATING A PARTIAL CREDIT NOTE    
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10.7 Commercial invoice  

For all exports of goods and incidental services (e.g. Transport and Insurance), suppliers will be 
required to issue a commercial invoice using Smart Invoice. 

10.7.1. Making Commercial Invoice  

 To create a new commercial invoice, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Select “Commercial Invoice” 
3. Click “add invoice “ 
4. Fill in the displayed form  
5. Once the information is filled, click “save “button  
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10.8. Provisional Invoice  

A provisional invoice allows the seller to receive partial payments without waiting for the final 
transaction details, thus avoiding cash flow issues and business disruptions. 

10.8.1. Making provisional Invoice through one specific commercial invoice  

 To create a new provisional invoice, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Select “Commercial Invoice” 
3. Open the selected commercial invoice   
4. Click provisional invoice button 
5. Fill in the displayed form  
6. Once the information is filled, click “save “button  
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10.8.2. Making provisional Invoice linked to multiple commercial invoices 

 To create a new provisional invoice, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Click on “provisional & final invoice”  
3. Click add provisional invoice button 
4. Fill in the displayed form  
5. Once the information is filled, click “save “button  
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10.9. Final invoice  

A final invoice allows the seller to receive full payments after the final transaction details. 

10.9.1. Making a final Invoice through one specific provision invoice 

 To create a new a final invoice, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Click on “provisional invoice”  
3. Click on “Adjust invoice” of the selected provision invoice  
4. Click “final invoice” button on the displayed window 
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5. Fill in the displayed form  
6. Once the information is filled, click “save “button  
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10.9.2. Making a final credit note through one specific provision invoice  

 To create a final credit note, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Click on “provisional invoice”  
3. Click on “Adjust invoice” of the selected provision invoice  
4. Click “final credit note” button on the displayed window 
5. Fill in the displayed form  
6. Once the information is filled, click “save “button  
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10.9.3. Making a final combined through one specific provision invoice  

 To create a final credit note, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Click on “provisional invoice”  
3. Click on “Adjust invoice” of the selected provision invoice  
4. Click “Final combined” button on the displayed window 
5. Fill in the displayed form  
6. Once the information is filled, click “save “button  
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10.9.4. Making a credit note through one specific provision invoice  

 To create a final credit note, follow the following steps 

7. Click on ‘Sales Invoicing’ 
8. Click on “provisional invoice”  
9. Click on “Adjust invoice” of the selected provision invoice  
10. Click “credit note” button on the displayed window 
11. Select credit note reason 
12. Confirm  
13. The credit not is displayed on the list  

 

 

 

 



 

63 | Page  

 

 

 

 

10.9.5. Making a final invoice linked to multiple provision invoice  

 To create a final credit note, follow the following steps 
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1. Click on ‘Sales Invoicing’ 
2. Click on “provisional & final invoice”  
3. Click on “Any final invoice” button 
4. Fill a displayed form  
5. Click on save 
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10.10. Value credit note  
 Value credit note to adjust the monetary value of a transaction without altering quantity or taxes, 
typically for corrections, discounts, or returns 

 To issue a value credit note, follow the following steps 

1. Click on ‘Sales Invoicing’ 
2. Click on “sales invoicing”  
3. Click on “Adjust invoice” button 
4. Click “value credit note” button on the displayed window 
5. input the value  
6. click save button 
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