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About This Document 
Purpose 

This User Manual is designed to guide the users in effecJvely using ITAS for the e-Services Portal – 
Withholding Tax Return funcJonality. It provides clear instrucJons and essenJal informaJon to help users 
navigate and use the funcJon. This User Manual aims to enhance user confidence and ensure a smooth 
experience with the soluJon. 

Intended Audience 

This document is intended to be used by the users of the ITAS soluJon of the Ghana Revenue Authority. 

Authorized Use Permission 

This is a controlled document. Unauthorized access, copying, replicaJon, or usage for a purpose other 
than for which it is intended, are prohibited. 
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Abbrevia9ons 
Table 1: Abbrevia-ons 

Abbrevia3on Descrip3on 
CSV Comma Separated Values 
TIN Taxpayer IdenJficaJon Number 
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1 File Withholding Tax Return 
The steps that need to be followed by you to file Withholding Tax Return are provided below: 

1.1 Step 1: eServices Portal Menu - Returns 

Aber login to eServices Portal, click on Menu to access the Returns menu.  

Figure 1: Returns Menu 
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1.2 Step 2: Returns – File Return Menu 

In this step, you will need to click on File Return to navigate to File Return page. 

Figure 2: File Return Menu 

 

 

  



Taxpayers Manual  e-Services Portal–Withholding Tax Return–V1.0 
 

 

1.3 Step 3: File Return Page 
In the step, you need to select the Return Form and Return Period.  

Figure 3: File Return Page 

 

1. Select the Tax Type for which you want to file the Return.  
2. Select the Withholding Tax Return to be filed  
3. Select the Return Type.   
4. Select the start date of the Return Period. End date of the return period will be auto calculated.  
5. Click on the Next bucon to navigate to the next step.  
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1.4 Step 4: Withholding Tax Return - Basic Details Tab 

In the Basic Details Tab, system will display the basic details of the Return that you are about to file. You 
can verify these details and click on the Next bucon to navigate to the next step if the basic details are 
okay.  

Figure 4: Basic Details tab 
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1.5 Step 5: Withholding Tax Return - Tax Details Tab 

In this step, you need to add the Withholding Tax details, 

Figure 5: Withholding Tax Details – Page 1 

 

 
1. Select the Mode of Entry as Manual Entry. Please refer to SecJon 1.6 for instrucJons on the CSV 

Upload opJon. 
2. Select the Resident Status of the Withholdee 
3. Enter the TIN or Ghana Card Number of the Withholdee. 
4. Enter the name of the Withholdee. 
5. Select the Country of Residence in case of Non-Resident Withholdee. In case of Resident 

Withholdee, Ghana will be automaJcally selected.  
6. Enter the Contract Amount 
7. Enter the Gross Amount of Payment 
8. Select the Withholding Type.  
9. System will auto populate the Withholding Tax Rate 
10. System will auto calculate the amount of Withholding Tax 
11. Click on Add Row bucon to add the Withholding Tax details in the Withholding Tax Schedule.  
12. Click on Interim Save bucon to save the details entered so far.  
13. Click on the Next bucon to navigate to the next page. 
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Figure 6: Withholding Tax Details - Page 2 

 

1. Click on the Edit icon to update the details in the Withholding Tax Return Schedule entry 
2. Click on the Delete icon to delete the entry from the Withholding Tax Return Schedule 
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1.6 Step 6: Withholding Tax Detail Tab – Upload CSV 
Figure 7: Withholding Tax Detail Tab – Upload CSV – Page 1 

 

1. Select CSV Upload as the Mode of Entry. 
2. Download the Withholding Tax Return Template to fill in the Withholding Tax Return and generate 

the CSV file for upload. Please refer to SecJon 1.6.1 for the instrucJons to use the Excel Template 
for generaJng the CSV file for uploading Schedule A of the Withholding Tax Return.  

3. Select and upload the CSV file generated from the Excel Template 
4. Click on Next bucon to navigate to the next step. 
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1.6.1 Step 6.1: Excel Template for Withholding Tax Return Schedule 

In this step, you need to use the Excel Template to generate the CSV file for imporJng the data in 
Withholding Tax Return Schedule. 

1.6.1.1 Step 6.1.1: Excel Template for Withholding Tax Return Schedule – Unblock Excel 
Template 

Aber downloading the Excel Template, right-click on the Excel file and open the properJes. In the General 
tab, select the Unblock checkbox to allow the Excel template to execute the Macro funcJons in Excel. 
Thereaber, click on the Apply bucon.  

Figure 8: Unblock Excel Template 
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1.6.1.2 Step 6.1.2: Excel Template for preparing CSV file for Withholding Tax Return – Page 1 
In this step, you need to fill in the Excel Template with the entries of the Withholding Tax Return Schedule 

Figure 9: Excel Template for preparing CSV file for Withholding Tax Return Schedule - Page 1 

 

1. Enter the Serial Number for each Withholding Tax Return Schedule entry 
2. Select the Resident Status of the Withholdee 
3. Enter the TIN / Ghana Card Number 
4. Enter the name of Withholdee 
5. Select the Country of Residence for the Non-Resident Withholdee. In case of Resident Withholdee, 

Ghana will be auto populated as Country of Residence  
6. Select the Withholding Type 
7. Enter the Contract Amount 
8. Enter the Gross Amount of payment. This amount should not be more than the Contract Amount. 
9. Withholding Tax Rate will be auto populated 
10. Withholding Tax withheld will be auto calculated 
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1.6.1.3 Step 6.1.3: Excel Template for preparing CSV file for Withholding Tax Return Schedule 
– Export CSV 

Once you are done with the entries of the Withholding Tax Return Schedule, you need to click on the 
Generate Upload File to generate the CSV File for upload.  

Figure 10: Excel Template for preparing CSV file for Withholding Tax Return Schedule – Export CSV 
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1.6.2 Step 6.2: Withholding Tax Return Schedule – Upload CSV – Page 2 

In this step, you need to upload the CSV file generated from the Excel Template. 

Figure 11: Withholding Tax Return Schedule – Upload CSV – Page 2 

 

1. Select the CSV file for uploading the Withholding Tax details in the Withholding Tax Return 
Schedule 

2. System will validate the data from the CSV file and display the status of the validaJons. 
3. Click on Save Data bucon to save the data and display it on the table.  
4. Click on Next bucon to navigate to the next step. 
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1.7 Step 7: Withholding Tax Return – Tax Summary Tab 

In this step, system will display the Tax Summary of the Withholding Tax Return. Click on Submit bucon to 
submit the Withholding Tax Return.  

Figure 12: Withholding Tax Return – Tax Summary Tab 
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1.8 Step 11: Success Message with Acknowledgement Number 

System will display the success message with Acknowledgement Number on submission of the 
Withholding Tax Return. Click on the View Acknowledgement Receipt to view the Acknowledgement 
Receipt. 

Figure 13: Success Message with Acknowledgement Number 
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Figure 14: Acknowledgement Receipt 

 

 


