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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
Ledger & Payment Allocation 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.



Taxpayers Manual e-Services Portal-Tax Ledger & Payment Allocation—V1.0

Contents

1 VIBW TaX LEOAZET ceeeieeie ettt e e e e e e e e e e s bttt e e e e e eeeaeeess st s teaaasaeaaaeeeesaaanstsaseaaeeaaaesessannnsnes
1.1 Step 1: Tax Statement / LEAZEr MBNU.......ococvee et eetee et eeree et eeteeeeteeeereeeereeesvee s
1.2 Y =] oI = W Te F= T gl 1T o T USSR
13 Step 3: Input Parameters to generate Tax LEAEr ........uuvviiieieeiii e e e

2 VieW Payment AllOCAtION ......uuvieiiii et e e e e e e rere e e e e e e e e e e s s asbraeeaeeeeeaeeeeeannnnnns
2.1 Step 1: View Payment AlloCation IMENU .....ceeiiiiiii ittt e e e e e e e aae e e e e e e e e e

2.2 Step 2: Payment AlloCation Page........uuiiiiiiiiie ettt e e e e e e e e e e e e e e e e e



Taxpayers Manual e-Services Portal-Tax Ledger & Payment Allocation—V1.0

List of Tables

R o] (2 Y o] o T =LY/ = 8 (o] o T



Taxpayers Manual e-Services Portal-Tax Ledger & Payment Allocation—V1.0

List of Figures

Figure 1: Tax Statement / Ledger Menu

TN R A o) =Y F= LT gl Y/ 1= o TV USSR

Figure 3: Input Parameters to generate Tax Ledger
Figure 4: View Payment Allocation Menu

Figure 5: Payment Allocation Details



Taxpayers Manual e-Services Portal-Tax Ledger & Payment Allocation—V1.0

Abbreviations

Table 1: Abbreviations

Abbreviation Description

TBN Tax Bill Number
TIN Taxpayer Identification Number
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1 View Tax Ledger

The steps that need to be followed by taxpayers to view Tax Ledger on eServices Portal are provided below:

1.1 Step 1: Tax Statement / Ledger Menu
In this step, you need to click on Tax Statement / Ledger Menu to view the Tax Ledger.

Figure 1: Tax Statement / Ledger Menu

Search here

Tax Consultant Management Registration Returns

To manage the services of associated tax c.. Manage user and tax type registration det.. File, view, and manage tax returns

Pay Taxes Tax Statement/ Ledger Useful Links
Register, view, and correct payments Access ledgers reports Useful Links
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1.2 Step 2: Tax Ledger Menu
In this step, you need to click on the Tax Ledger Menu option

Figure 2: Tax Ledger Menu

Search here

< Tax Statement/ Ledger

D)
Tax Ledger View Payment Allocation

View your tax ledger and track all your transactions. View Payment Allocation
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1.3 Step 3: Input Parameters to generate Tax Ledger

In this step, you need to provide the input parameters to generate the Tax Ledger.

Figure 3: Input Parameters to generate Tax Ledger

&« eServices Portal
©cra ..

= Menu

@ Home Search Criteria
TaxType *

DO/MMAYYY

25/03/2026 @ P
Taxpayer Name *
P0000002402 PP TAX W KK
@ Period Date From * @ Period Date To *
Pay As You Earn (PAYE) 01/02/2026 28/02/2026 [&]

01/02/2026 - 28/02/2026

1 528 11/03/2026
2 529 11/03/2026
3 690 23/03/2026
4 691 23/03/2026

7 Period Balance: 0.00
Tax Ledger Closing Balance: 0.00

Self Assessment
Payment

Payment

Interest

Olx

For original return filed for Pay As You Eam (PAYE) for 01/02/2026 to 28/02/2026 120000001850
Payment reconciled ITAS260311118322
Payment reconciled ITAS260323698624
For interest charged on Pay As You Earn (PAYE) account for the period 01/02/2026 to 120000001850

28/02/2026 .

Showing 1 - 4 of 4 items.

1. Select the tax type for which you wish to see the Tax Ledger
2. Select the start date of the period for which you wish to see the Tax Ledger
3. Select the end date of the period for which you wish to see the Tax Ledger
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2 View Payment Allocation

In this step, you can view the payment allocation details for the payment made against the Tax Bill.

2.1 Step 1: View Payment Allocation Menu

Figure 4: View Payment Allocation Menu

Search here

< Tax Statement/ Ledger

©) €

Tax Ledger View Payment Allocation
View your tax ledger and track all your transactions. View Payment Allocation
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2.2 Step 2: Payment Allocation Page
In this step, you need to provide parameters for viewing the details of payment allocation.

Figure 5: Payment Allocation Details

> <« eServices Portal 17/04/2026 @
GRA

Dashboard / Accounting / View Pa,

= Menu View Payment Allocation
Review how your tax payments have been allocated against liabilities.
@ Home

€3 Help Centre Basic Details

N Tax Payer Name Tyee
P0057280370

Kwame Mensah Tax Bill Number

Search Criteria

*You can either search with one of any Tax Bill Number or dates or Both
Tax Bill Number

Date From Date To

ITAS260409396157 8

Tax Bill Number Tax Bill Number Date ‘ Return Period From | Return Period To Liability Type Payment/Credit Allocated Amount

®
Om

1 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Penalty on late retum 25000
2 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Penalty on late retum 1650

3 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Interest on Principal 2700

4 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Interest on Principal 359277
5 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Interest on Principal 152,68
6 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Self assessed liability 35000
7 ITAS260409396157 09/04/2026 Pay As You Eam (PAYE) 01/11/2025 30/11/2025 Self assessed liability 209848

1. Enter the Tax Bill Number for you need to see the payment allocation details
Click on Search button to display the payment allocation details for the payment received
against a Tax Bill Number

3. This table displays the details of the liability against which the payment is allocated. The
liability details include the Tax Type, Tax Period, Liability Type and Liability Amount.



