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About This Document

Purpose

This User Manual is designed to guide the users in effectively using ITAS for the e-Services Portal — Tax Bill
Generation & Payment History functionality. It provides clear instructions and essential information to
help users navigate and use the function. This User Manual aims to enhance user confidence and ensure
a smooth experience with the solution.

Intended Audience
This document is intended to be used by the users of the ITAS solution of the Ghana Revenue Authority.
Authorized Use Permission

This is a controlled document. Unauthorized access, copying, replication, or usage for a purpose other
than for which it is intended, are prohibited.
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Abbreviations

Table 1: Abbreviations

Abbreviation Description

TBN Tax Bill Number
TIN Taxpayer Identification Number
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1 Tax Bill Generation

The steps that need to be followed by taxpayers to generate Tax Bill on the eServices Portal are provided
below:

1.1 Step 1: eServices Portal Menu — Pay Taxes Menu
After login to eServices Portal, click on Menu to access the Pay Taxes menu.

Figure 1: Pay Taxes Menu

Tax Statement/ Ledger Useful Links
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1.2 Step 2: Pay Taxes — Tax Bill Generation Menu

In this step, you will need to click on Tax Bill Generation to navigate to Tax Bill Generation page.

Figure 2: Tax Bill Generation Menu

Tax Bill Generation
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1.3 Step 3: Taxpayer Details Tab
In the step, system will show your details. Click on the next button to navigate to the next tab.

Figure 3: Taxpayer Details Tab

< eServices Portal 24/03/2026 &

GRA

Dashboard / Payment / Tax Bill Generation

= Menu Tax Bill Generation

Generate a tax bill based on assessed liabilities for payment processing.

M

@ Home
Taxpayer Details Inputs to Search Liabilities
TIN Taxpayer Name *
P0013543147 Mansa null Quartey

Next
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1.4 Step 4: Search Liabilities

In this step, you need to select the tax type and tax period to search for the liabilities from your Tax Type
Ledger. You can select and add the liabilities to the Tax Bill against which you intend to make the payment.

Figure 4: Search Liabilities tab — Page 1

P <« eServices Portal 27/04/2026 & K
@GRA |

= Menu Taxpayer Details Inputs to Search Liabilities

@ Home R -
Paymant Tpe o T Tox P from Dste

Q3 Help Cen Tax Payment Mithholding Tax (WHT) 01/12/2025 B
Tox Priod To Dute
31/12/2025 (=]

6 Tax Liability Details

——g

Withholding Tax (WHT) 01/12/2025 31/12/2025

1,000.00 1,34000 6428

240428 @ 0.00
ey 8 )
(oo JEE] -]

Select the Payment Type.

Select the Tax Types

Select the start date of the Tax Period in which the liabilities need to be searched
Select the end date of the Tax Period in which the liabilities need to be searched
Click on Search Liabilities to search liabilities based on the input parameters

The liability details will be displayed in the Tax Liability Details section.

Enter the amount that you want to pay against the liability.

O NV R WN PR

Click on Add to Tax Bill button to add the details of payment that you wish to make against the
liability.
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1.5 Step 5: Select Liabilities

In this step, you need to select the liabilities against which you wish to make the payment.

Figure 5: Select Liabilities

@
a

Menu

Home

Help Centre

<« eServices Portal
@ GRA v e

Tax Liability Details

Tax Type *

=)

Tax Period From Date * Tax Period To Date *

Add to Tax Bill

Liabilities Selected for Payment

OFF

B
Total Payment

[ hen | amenie To P From Dt | o e oDt | S s Pl | ety | s | Tl O At | At ooy

H H Tax Payment Withholding Tax (WHT)  01/12/2025 31/12/2025 1000.00 134000 64.28 240428 2404.28

Showing 1-1of 1 items,

@Q)

vk wnNe

Select the liabilities in case you wish to remove them from the Tax Bill
Click on the Edit button to update the details of the Tax Bill line item.
Click on the Delete button to delete the Tax Bill line item.

Click on Remove Liability to remove the selected Tax Bill line item
Click on Next button to navigate to the next tab.
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1.6 Step 6: Tax Bill Summary

In this step, you can view the summary of the Tax Bill and generate the Tax Bill if the summary is okay.

Figure 6: Tax Bill Summary

= Menu
@ Home

(3 Help Centre

<« eServices Portal
©cra

Dashboard / Payment / Tax Bill Generation
Tax Bill Generation
Generate a tax bill based on assessed liabilties for payment processing

Taxpayer Details Inputs to Search Liabilities Tax Bill Summary

Tax Bill Summary

T N

1 Total Amount To Pay GHS 2,404.28

Two Thousand Four Hundred Four Ghana Cedis And Twenty Eight Pesewas Only

et T

2 Total Amount To Pay (In Words)

1.
2.

System will display the Tax Bill Amount in digits and in words
If you are okay with the Tax Bill Summary, click on the Generate Tax Bill button to generate the Tax

Bill.
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1.7 Step 7: Success Message

In this step, system will display the success message with the Tax Bill Number. There will be a button for
viewing the Tax Bill.

Figure 7: Success Message

Tax Bill Generated sucessfully
Tax Bill Generated successfully with Tax Bill Number: ITAS260428987226

2 ' GoTo Dashboard Jll View Acknowiedgement Reciept @

1. System will show the message with the status of the transaction for generating the Tax Bill. Message will also provide
the Tax Bill Number

2. Click on Go To Dashboard button, to navigate to the Dashboard.
3. Click on View Acknowledgement Receipt button to view the Tax Bill.
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1.8 Step 8: Tax Bill

In this step, system will display the Tax Bill. You can print the Tax Bill for your records and proceed to making
the payment against the Tax Bill.

Figure 8: Tax Bill

Dashbard / Payment / Tax 8l
Ghana Revenue Authority

GRA

Greater Accra GA-14-3422

Tax Bill
TIN/Ghana Card Number: - P00S3084608 Tax Bill Number:  [TAS260428987226
Taxpayer Name: ~ Kofi Asare Tax Bill Date:  28/04/2026
Taxpayer Address: Tax Bill Currency:  GHS.
TAX Return Period Details
StNo TaxType Name. Tax Period From Date Tax Period To Date Amount Payable
1 | Valuz Added Tax (VAT) ‘ 01/11/2025 ‘ 3011172025 2895510
Total GHS 28,955.10

| Total Amount Payable in Words ‘ Twenty Eight Thousand Nine Hundred Fity Five Ghana Cedis And Ten Pesewas Only |

After paymant o the Ghana go Platform, you may track the status of your payment sither at any nearest tax office or our &-Senvices Portal at Link Here using the Tax 8ill Number ITAS260428987226 (TBN) above. This Tax 3il Receipt shall remain valid until May 12, 2026 . Afterits expiry, you will not be able to use it to affect
your payment at the Ghana gov platform. You wil be required to generate another Tax Bill Receipt. If this Tax 8ill Receipt is lost or defected, you may obtain 2 copy from your email inbox or 2 reprint from our e-Services Portal using the Tax Bill Number.




Taxpayers Manual e-Services Portal-Tax Bill Generation & Payment History-V1.0

2 Payment History

The steps that you need to follow to view Payment History on eServices Portal are provided below:
2.1 Step 1: Pay Taxes Menu

In this step, you need to click on the Pay Taxes Menu link

Figure 9: Pay Taxes Menu

Tax Statement/ Ledger Useful Links
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2.2 Step 2: Payment History Menu

In this step, click on the Payment History Menu to access the Payment History feature.

Figure 10: Payment History Menu

ess (CTRL + / to open Quick Menu

Tax Bill Gener:

Payments History
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2.3 Step 3: Payment History details

In this step, you will be able to search for the payment transactions completed on the system.

Figure 11: Payment Details

@ « eServices Portal /04208 §, (K
GRA

t S,
e
(3 Help Centgg ayer
P0057280370 Kiwame Mensah
Search Criteri
- o TaxType
ITAS26040939615; Pay As You Earn (PAYE) v Date From B

I B T T T

P0057280370 ITAS260409396157 70,193.93 Kwame Mensah Online Payment LAPAZ TSC ITAS260409396157

Showing 1- 1 of 1 items.

curr 1

1. Taxpayer Details — Shows the taxpayer’s TIN/Ghana Card Number and name.

2. Search Criteria — Enter details like Tax Bill Number, Tax Type, and Date Range to filter payment records.
3. Payment History Table — Displays all matching payment records based on the search.

4. Sr. No. - Shows the sequence number of each payment record.

5. Action — Provides options to view or download the Payment Receipt.

6. TIN/Ghana Card Number — Shows your Taxpayer’s Identification Number or Ghana Card Number.

7. TBN — Displays the Tax Bill Number linked to the payment.

8. Total Amount — Shows the total amount paid.

9. Payment Status — Indicates whether the payment status of the tax bill is paid, pending, or failed.

10. Taxpayer Name — Shows your name or the name of your company.

11. Payment Mode — Shows the mode for making payment (e.g., Online Payment, Bank).

12. Taxpayer Office — Displays the tax office where the taxpayer is registered.

13. Payment Ref Number — Shows the Transaction Reference Number received from the payment

platform.
14. Reset — Clears the search filters.
15. View — Retrieves and displays payment details based on the entered criteria.



