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1.0 INTRODUCTION.
The Electronic Invoicing System (EIS) is a comprehensive digital solution designed to

automate the sales, inventory management and reporting for taxpayers. It facilitates real-
time tracking of sales transactions and ensures accurate inventory adjustments,

improving compliance, transparency, and operational efficiency.

The EIS taxpayer portal is used to manage inventories, sales, suppliers, users and
generate reports.

This manual serves as a guide to taxpayers with basic functionalities of the system.

2.0 ACCESSING SYSTEM
The Electronic Invoicing System (EIS) taxpayer management portal is web-based and

can be accessed with a link on your computer and mobile devices' browsers (Firefox,

Microsoft Edge, Google Chrome, etc.).

Below is the link to access the system https://eis-portal.mra.mw/, as shown in Figure 1.

https://eis-portal.mra.mw/

Figure 1: EIS web link.

Type the link into your web browser and press Enter. The login page shown in Figure 2

will appear. Click Create Account.



https://eis-portal.mra.mw/
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POS Management Portal - Production

Welcome!

Please Sign In

Email Address/Phone Number*

Password*

Are you a POS developer?

I:l I'm not a robot e

reCAPTCHA
Privacy - Terms:

o @

+ Create Account A Forgot Password

Figure 2: EIS login Portal.

2.1 Create New Account
The Create New Account page will open, as illustrated in Figure 3. Follow the on-screen

instructions to enter your details and ensure that all mandatory fields marked with an
asterisk (*) are completed.

Note: All information entered must match the details in Msonkho Online.

£

Create New Account
We're excited to have you on board!

Bafore yeu continue:

- Iy e registansd in Mscokho Onling, s the TIN assccitad with your account.
- Your tha e

= Your aml sheuld match the caain Masekho Grling.

- o ginak in
L e
account withaut an el add b v TIH b il Ovding.
Pleass add your details
TN Bussincss Nume Traufing Hasne *
Mobils sl = Bl Acdeuss foptional)

Phugsical Addrss *

[— Fanswird Confirmation .

Figure 3: EIS Create New Account page.



After completing all required details, click Create Account. The Verification code
window will then appear, as shown in Figure 4 below. Enter the verification code received

via your email or phone number, and click Validate Code.

If the code expires or is not received, please call 672 or visit your nearest MRA office for

assistance.

POS Management Portal

Enter Email or Phone Number Verification Code

A Verification code was sent to your email address. Enter it

here

Email or Phone Number Verification Code*

?] Validate Code

Figure 4: Email Verification window.

2.2 Signing In
To sign in to the EIS, enter your email address or phone number and password, then click

Sign In, just below the credential tabs as shown in Figure 5 below.



POS Management Portal - Production

Welcomel!

~ Please Sign In

Email Address/Phone Number*

‘ 09997***+g ‘

Password*

sssessse @

reCAPTCHA

Privacy - Terms

\/ I'm not a robot
5] Signin

+ Create Account £ Forgot Password

Figure 5: Signing in.

After signing in, the page below will appear as in Figure 6a, click next.

Welcome! We're glad you’re here.

Here's what we'll do together right now.

®. 55

We will ask some questions ta get to know your business We will ask some questions to get to know your business structure We'll get started on what you're here for

=3

Figure 6a: Welcome page.

Enter all the details about your business and click next as shown in Figure 6b below.



Tell us more about your business

Here’s what we’ll do together right now.

1. Business Details 2. Business Structure 3. Levies

Tell us more about your business.

Business Sector* How do you keep your inventory*

Activities of extraterritorial organizations and bodies v Choose many..

Import Method:* Local Sourcing:*
Choose many.. Choose many..
In what business are you into:™

What is your main business. e.g selling of car parts

Business Type™®

Product Oriented Business Service Oriented Business Both (Service and Product Oriented)

Are you a manufacturing business™®

Yes No

< Previous Next >

Figure 6b: Capture business detalils.

Capture all the details about your business structure and click next as shown in Figure
6C below.



Tell us more about your business

Here’s what we'll do together right now.

1. Business Details 2. Business Structure 3. Levies

Tell us more about your business structure

Business Locations*

Please select

Distribution Method:*

Product transfer*

Please select

< Previous Next >

Figure 6¢: Business Structure.

To add levy type, select the levy type(s) that apply to your business from the drop-down
menu. Then click on submit to complete onboarding as shown in Figure 6d below.

Tell us more about your business

Here’s what we'll do together right now.

1. Business Details 2. Business Structure 3. Levies

Select the levies that apply to your business

Levy Types

< Previous ' Submit

Figure 6d: Levy type(s) selection.
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3.0 APPLICATION TOUR
This page will show you a step-by-step tutorial about the EIS taxpayer portal

management.

The page opens with a Tour as displayed in Figure 7 below.

I View Warehouse x

Your warehouse was automatically
created, you can view it here

Next —

Figure 7: Start Tour page.

3.1 MRA POS Portal Dashboard.
The Dashboard shows a summary of daily transactions, notifications and shortcuts as

illustrated in Figure 8 below. It is for reference purposes only.

55 Dashboard

) g °

TAXPAYER TA TERMINAL SITES TAX RECEIPTS PENDING STOCKS

Branches

Terminal Management ,
9 Today's Sales by Tax Rate

Purchase Authorization

Point Of Sales TOTAL SALES STANDARD RATE ZERO RATED EXEMPT

- 0.00 0.00 0.00

t1 Inventary Management ¥

Notifications ASYCUDA Imports

leitasks zero state

O

Shortcuts

11



Figure 8: MRA POS portal Dashboard.

3.2 Switch an Account and Sign Out.

The system allows you to operate with multiple business operating under the same TIN

(Taxpayer Identification Number). To move from one trading name to another, you will

select switch account and the system will direct you to a page listing all the trading

names available. Select the trading name you would like to transact from then click

continue.

To sign out, click on the username tab, then select the sign out button as shown in Figure

9 below.

1l
o

TAX (%

TERMINAL SITES

Today's Sales by Tax Rate

TOTAL SALES STANDARD RATE

0.00

Notifications

L)

382 Notification

ew All

Figure 9: Switch account and sign-out buttons.

TAX RECEIPTS

ZERO RATED

0.00

ASYCUDA Imports

21D Swich Account

|l#.tasks zero state

4 Backlog tasks

View all

& Account Security
() Change Password

£ Inbox

Sample Trader v

“

| Sign Out

After clicking on switch account, the system will redirect you to select the preferred

trading name then click continue as shown in figure 10 below.

12



Hello Taxpayer Business,

Multiple businesses found. Please Choose your business profile.

@ TOPWORKS ENGINEERING
@ BRABUS MOTORS

Figure 10: List of Trading names available for switching accounts.

4.0 BRANCHES
Once the inventory has been approved by MRA, branch creation should follow.

4.1 Adding a Branch
To add a branch, go to branches, select add branch and enter the details then click

submit as shown in Figure 11 below.
Note: Inventory must be transferred to a branch in order to make a transaction.

<+ Add Branch here.

Branch Details

Branch Name

LIMBE

Site Address

KAPENGA NEAR NBS BANK

+ Submit

Figure 11: Adding a Branch.

4.2 View Branches
You can view a list of all your branches by going to branches and select view

active/inactive branches as shown in Figure 12 below.

13



All Terminals

Show & entries Search:
# ! SITE IDENTIFIER SITE NAME SITE ADDRESS STATUS  ACTION

1 AP9dcf3a23-1312-4271-82¢f-89cFaddb2ack APPLE1 FARGO e
BR8B707686-949f-4241-bec0-ba007ed4d 150 BRANCHG MYBRANCH

3 MAObdaade?- 1f85-43e9-9bea-59f1b30d141b MALANGALANGA LILONGWE TOWN

4 MA2084e978-e862-4fc2-b951-7cfeddd 48512 MANGO Zomba Actions v
MSfcd1abd1-3771-438d-a9ce-ccda3688afea MSONKHO HOUSE MSONKHO prr—
PEA66c7030-82bf-4b19-8371-07837525¢a39 PEACHESBRANCH NKOLOKOSA
TOaDaf4b58-c43a-4211-865e-52200346273f TODAY Town Actions v

Showing 1 to 7 of 7 entries

E
3
z
o
2

previous [ wee

Figure 12: View Branches.

5.0 INVENTORY MANAGEMENT
After a user has successfully signed in, a virtual warehouse is auto-generated by the

system. This is where all inventory (from initial stock, B2B, imports and informal
purchases) of the business is stored.

5.1 Upload Initial Inventory
The first requirement is for you to upload all current stock (initial inventory) into the

system. To upload initial inventory, go to Inventory Management tab and click on
Upload Initial Inventory. Then download the sample Excel file to capture the details of

your current stock as illustrated in Figure 13 below.

NB: This is a once off process whereby all current stock is uploaded.

<+ Upload your current inventory excel file

This is subject to physical inspection and approval.

MAP
UPLOAD IMPORT
DATA
Upload your initial unsold Inventory in excel format

Choose file Browse

Download Sample Excel file Upload

Figure 13: Initial inventory upload.
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Figure 14 below shows the downloaded sample excel file. Enter the required data and
save the file. If a product does not have a barcode, firstly introduce the product in the
system and a barcode will be auto-generated. (Refer to 5.3, adding a product & 5.4,

generating a barcode).

Product Nam Product Descriptio Unit Price Quantity in StoclCost Price Date Bough

Minerals Mineral drink 330 mls 755.00 36.00 | 27180.00 2025-05-20 1. Please fill in the details of your products and raw materials according to the
Mineral Water Mineral Water 500mls 375.00 22.00 8250.00 2025-05-20 example provided.

2000000000001
2000000000002

2. If your products or raw materials do not have barcodes , log in to the EIS
Taxpayer Portal to search for your product. Refer to the instructios below:
If the product is not found,
Create it on the portal (inventory management -> Products -> add
product).
. A barcode will be generated from there.

3. Remove the two sample products as they are just examples
4. Add your real products

Figure 14: Sample Excel file.

After completing the excel file, click browse to select the file then click upload as shown

in figure 15 below.

*+ Upload your current inventory excel file

This is subject to physical inspection and approval

MAP

UPLOAD DATA IMPORT

@Please choose a file to upload 4

Upload your initial unsold Inventory in excel format

Upload_initial_Inventory_Template1.xlsx Browse

Download Sample Excel file Upload

Figure 15: Excel file upload.

Upon uploading the file, a window will be displayed as shown in Figure 16 below, click on

save products.

15



= Upload your current inventory excel file

You can upload all your data at once here

MAP

UPLOAD DATA IMPORT
SOURCE COLUMN TARGET COLUMN
Bar Code - BarCode ~
Product Mame v ProductName v
Product Description v Description w
Unit Price v UnitPrice ~
Quantity in Stock ~ Quantity -
Cost Price v CostPrice ~
Date Bought v DateBought w

Figure 16: Products saving.

If all the barcodes for the uploaded products are available in the master file, the system
will auto-map as shown in Figure 17 below, proceed by clicking on Synchronize now.

Synchronization Information

Your inventory is already mapped waiting for

synchronization. Click the link below.
Synchronize Now

Close

Figure 17: Synchronization.
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5.2 Manual Mapping
You will be required to manually map the products in the event that some barcodes are

not available in the system as demonstrated in Figure 18 below. Go to product code tab,
search by product name or description and select the product from the list then click

submit mapping.

Auto-Mapping Summary

apping Progre
@ Good news! 2 items were automatically mapped based on existing barcodes. Please manually map the remaining 1 items below.
Map Initial Inventories
Tip: Start typing to search for a product by product name or description. Results will appear after you enter at least four characters.
PRODUCT NAME PRODUCT DESCRIPTION QUANTITY PRODUCT CODE
Mug Cup Bllue Mug Cup 100.00 Search by a product name or description
Srevious n Mext

Figure 18: Manual mapping.
In the event that the product barcode is not found in the master file during manual

mapping, you will be required to introduce it in the system by clicking here as shown in

the Figure 19 below.

17



If you cannot find the product you are looking for, please click here to

introduce it in the system

Figure 19: Product not found.

5.3 Adding a Product

A product will be added to the master file through add product under inventory
management.

Figure 20 below displays a window for adding a product and searching products in the
master file.

Search.. m

PRODUCT PRODUCT LOCATION TAX UNIT OF UNIT
# BARCODE NAME DESCRIPTION TYPE RATE MEASURE PRICE ACTION

No products found in your inventory

Previous  Next

Figure 20: Adding a product.

Incase the product has a barcode but it is not available in the system, enter all the details
of the product and click submit. Then the product will be added as shown in Figure 21

below.

18



Note: Once you enter the product code, the system will automatically indicate whether
the product is standard rated, exempted or zero rated.

& Barcodic 17355530877
Add Products
Bl
prochsct has a Ba e plivacas T it e form
= & Bancodks b suppeed o b nunviarc with at least 10 digits and ubenct 1S digit
wour prockact does not haw ancoeck, thas systam will gane i
= On the HSOODE, vois havi b map b the corect HSCODE as this will invite penalties should vou i to the winong cie. Tou can guckly search HECODE

Product Summary

Product Name:

D e

Tax Rate 10k

Product Cee

Bt

Produd LmE

Product Ham HETOGRS -
Product Descript HOToGRA -
Uit =

Packia iz Kind

Lt

Figure 21: Adding a product.

5.4 Generating a Barcode
If the product does not have a barcode, you can generate a barcode by entering all the

other details and clicking the submit button. The system will auto generate a barcode as

illustrated in Figure 22b below.

19



dd Prociucs =

Before you continue:

# If your product has a Barcode please enter it on the form

» & Barcode is supposed to be numeric with at least 10 digits and utmost 15 digits

» If your product does not have a barcode, the system will generate one for you

» On the HSCODE, you have to map to the correct HSCODE as this will invite penalties should you map to the wrong one. You can quickly search HSCODE

here

Barcode

Product Code* ANIMAL OR VEGETABLE FERTILIZERS OTHER THAN GUANO x
This product is faxed at 0%

Product Name FERTILIZER

Product Description® MPK FERTILIZER

Unit of Measure® Kilagram/cubic decimeter

Package Kind

Unit Size® | 1

Submit

Figure 22a: Generating a barcode.

20



Aod Products

¥ t doas not hi arciscke, i vabain will i i
= O the HSODDE, yow have 0o map b the cored HSCODE as this will invite pemalties should wou map b0 the wioig e, Yo 2 kly search HECODE

Product Summary

Figure 22b: Barcode generated.

After adding all the products, go back to inventory management, select initial inventory
mapper and complete the mapping process by entering the product name or
description then select submit mapping. Upon submitting, Figure 22c below will

appear, click synchronize now to complete the process.

21



Synchronization Information

Your inventory is already mapped waiting for

synchronization. Click the link below.

Close

Figure 22c: Synchronization.

After synchronization is done, a window will appear as in Figure 23 below, displaying

inventory upload summary. The inventory quantities will not be reflected in the

warehouse inventory until MRA approves.

+ Inventory upload summary

This is subject to physical inspection and approval.

Your initial inventory has been successfully uploaded to the system. However, the inventory quantities will not be reflected in the active inventory records until a physical

inventory inspection has been completed.

UPLOAD
NAME DESCRIPTION BARCODE QUANTITY UNITPRICE COSTPRICE SELLINGPRICE STATUS

No products were found

Figure 23: Inventory upload summary.

5.5 Manage Suppliers

Before transacting with informal suppliers, you will be required to introduce the supplier

into the system. Go to Inventory management, click on manage suppliers then select

add supplier. This will redirect you to a window where you will enter the details of the

supplier as shown in Figures 24a and 24b below.

All Suppliers

# SUPPLIER NAME CONTACT PERSON EMAIL PHONE SUPPLIERTIN COUNTRY ACTION

Figure 24a: All suppliers.
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Supplier Details

Enter the details of the supplier Supplier Name* Contact Person®

Contact Email Contact Phone*
Address* City / Place of Business™
Region / State* Country*
Select Identifier Type* Supplier Identity*

Select Identifier Type v
Supplier TIN

+ Submit

Figure 24b: Adding a Supplier.

5.6 Informal Purchases
These are purchases made from informal suppliers who are not onboarded in EIS. To

access informal purchases, go to inventory management, select informal purchases

and a window will appear as shown in Figure 25 below.

+ Informal Purchases

Manage all incoming shipments and purchases, including those that are pending synchronization with the warehouse inventory

nformal Purchases Shortcuts

Sales

Sales :

Inventory Management | a I @
==

#* Informal Purchases

Figure 25: Informal Purchases.
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5.6.1 New Informal Purchases
This is where you will be required to enter details of the informal supplier and the purchase

details. Select new informal purchases, enter informal supplier's details and the
purchases details then click on submit request as shown in Figure 26 below. The request

will require MRA approval.

MNew Purchases

Receiving Details

Supsplier Marme * Received By

Starl zearching lor a Supplier EXHAYA FARM FOODS
Dhelivery Moke Mumber Starage Location

Enler delivery nole numiser APPLES al Blasyre

Receiving Date *
e dd ey =

Purchase Order Mumber

¢ PO rurmiber

ltem Details

ITEM CODE DESCRIFTION QUANTITY ORDERED QUANTITY RECEIVED UOM  UMIT PRICE TOTAL PRICE IE FINISHED FRODUCT ACTIONS

« . b

Summary
Total lems Total Value
Total Quantity Mates

Figure 26: New Informal Purchases.

Purchase status: Shows the current status on informal purchases awaiting MRA

approval.
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5.7 Inventory Status
The window in Figure 27 below shows the list of inventories awaiting MRA approval. Go

to inventory management and select inventory status. Upon approval, the inventory

will reflect in the warehouse inventory.

Warehouse Inventory Status

# T PRODUCT NAME PRODUCT DESCRIPTION UNIT MEASURE AVAILABLE STATUS
1 GreenCity Coffee Coffee G 20
Z Mulinga Salt table salt G 100
3 Ben soap laundry powder G 50

Previous Next

Figure 27: Warehouse Inventory Status.

5.8 Rejected Inventory

This contains a list of inventories that have been rejected by MRA.

5.9 Inventory Levels

This will show the Branch inventory levels. To access inventory levels, go to inventory
management and select inventory levels. Under the action tab, the system allows you
to edit the price of a product at a branch and make an adjustment in case of any changes

in inventory.

MRA POS Portal =E / AED  swichAccount  Sample Trader v

Drancn >tocK LEVELS

Dashboard

Search.

PRODUCT
PRODUCT PRODUCT TAX UNIT IN SELLING EXPIRY
BRANCH I NAME DESCRIPTION RATE MEASURE STOCK PRICE DATE ACTION

1111111111111 Aqua Mineral Agua Mineral A BT
Water 500mls ~ Water 500mls

n MK900.00 31 August25 m Adjust

another site air pump fanta A M3 MK3,826.62 m Adjust
another site aqua water water A BT m MK2,000.00 m Adjust
AREA 14 aqua water water A BT “ MK4,972.60 B3 s
Area 25 Puma ATFIl  Puma ATF Il A EA MK420928  20lanvary26 [ Adiust

Figure 28: Inventory Levels.
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5.10 Warehouse Inventory

5.10.1 Adding Inventory to Capital Iltems
Inventories can be allocated from the warehouse inventory to capital item. Go to

inventory management and click Warehouse Inventory. Select the item to transfer and

on the Action tab, select add to capital item as shown in figure below.

Warehouse Inventory

Search by barcode or product.. Search :l & Download

TAX UNIT

BARCODE T PRODUCT NAME PRODUCT DESCRIPTION RATE MEASURE AVAILABLE ACTION
2490893 Blockboard For construction A M3 2 m
2490894 cement For construction A KG Adjust

Transfer
55893456 ‘Water nyika the nyika water A ML

Add To Capital Item

WIRE BINDING STARLINE WIRE BINDING STARLINE Add To Raw Materials

0027077006803 2 0X250G 2 OX250G A Percentage

Allocate to Operations
811618842599 Mamba Crunch Snack product: Mamba Crunch A EA - [r—
2000000000001  Minerals Mineral drink 330 mls A Milligram/liter 36 m

Figure 29a: Add inventory to capital item.

After selecting, add to capital items a window will be displayed as shown in the Figure
29b below. Enter the quantity and click submit.

Transfer a Product to a Capital Item

ProductiD 84903
Product Name Water nyika
Product Description the nyika water
Quantity T Transfer -1

Purchase Price 0.00

Figure 29b: Transfer product to capital item.

To view a list of all capital items, go to inventory management, select capital items, the
page as in Figure 30 below will appear displaying a list of all the capital items in your

business.
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Capital ltems Add Capital ltem

Show 10 4 entries Search:
PRODUCT PURCHASE PURCHASE
BARCODE 1 CODE PRODUCT NAME DESCRIPTION PRICE QUANTITY DATE ACTIONS
Mineral drink 330
2000000000001 22029920 Minerals L 20 10/10/2025
mils
Personal Computer
6950676279087 84713000 HP 250 G5 MT PC 1 12/18/2025
Desktop
6161107260424 39249000 Plastic basin Round Plastic Basin 5 12/18/2025 ‘:

Previous Next

»

Showing 1 to 3 of 3 entries
]

Figure 30: List of Capital Items.

5.10.2 Adding Inventory to Raw Material
Inventories can be allocated from the warehouse inventory to raw materials for
manufacturing. Go to inventory management and click the Warehouse Inventory. On

the Action tab, select add to raw materials as shown in figure 31a below.

Warehouse Inventory

Search by barcode or product..

TAX UNIT

BARCODE T PRODUCT NAME PRODUCT DESCRIPTION RATE MEASURE AVAILABLE ACTION
2490893 Blockboard For construction A M3 2
2490894 cement For construction A KG Adjust

Transfer
55893456 Water nyika the nyika water A ML

Add To Capital ltem

WIRE BINDING STARLINE WIRE BINDING STARLINE \Add To Raw Materials

0027077006803 2 0X750G 3 0X250G A Percentage

Allocate to Operations
811618842599 Mamba Crunch Snack product: Mamba Crunch A EA -
2000000000001  Minerals Mineral drink 330 mls A Milligram/liter 36 m

Figure 31a: Add Inventory to Raw Materials.
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After selecting add to raw materials, a window will be displayed as shown in the below
Figure 31b. Enter the quantity then click submit.

= F a Swich Account Sample Trader v
Transfer a Product to a Rawmaterial Warehouse
ProductiD 93501
Product Name Amber Rose Fragrance
Product Description Amber Rose Fragrance 100ml
Available Quantity 99998.00
tity To Transf E!
0§ (e Quantity To Transfer 7
Purchase Price 0.00

Figure 31b: Transfer of raw materials to raw material warehouse.

5.10.3 Adding Inventory to Operations
You can allocate inventories from the warehouse inventory to operations. Go to

inventory management and click warehouse inventory. On the Action tab, select

allocate to operations as shown in figure 32a.

Warehouse Inventory

Search by barcode or product.. Search :l & Download

TAX UNIT

BARCODE T PRODUCT NAME PRODUCT DESCRIPTION RATE MEASURE AVAILABLE ACTION
2490893 Blockboard For construction A M3 2 m
2490894 cement For construction A KG Adjust

Transfer
55893456 Water nyika the nyika water A ML

Add To Capital ltem

WIRE BINDING STARLIME WIRE BINDING STARLINE Add To Raw Materials

0027077006803 2 0X250G 3 0X250G A Percentage

Allocate to Operations
811618842599 Mamba Crunch Snack product: Mamba Crunch A EA - e
2000000000001  Minerals Mineral drink 330 mls A Milligram/liter 36 m

Figure 32a: Allocating Inventory to Operations.

After selecting allocate to operations, a window will be displayed as shown in Figure 32b
below. Enter the quantity and the select the purpose from the drop-down menu then

click submit.
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Allocate Product for Business Use

Product Name Personal Computer Desktop
Description HP 250 G5 MT PC
Available Quantity 1589.00

Quantity to Allocate

Purpose

Staff Use / Allo

Testing / Quality Control

Other Reasons

Figure 32b: Allocating product for business use (operational stock).
Viewing Inventory for Operations

You can view a list of all operational stock used by the business. Go to inventory
management, select Operational Stock, the page below will appear displaying a list of

all the operational stock in your business.

Allocated Product Summaries

Search:

TOTAL LAST
# PRODUCT NAMES DESCRIPTIONS PURPOSES ALLOCATEDS UPDATEDS
22/10/2025

1 Dried Mango Fruit product: Dried Mango StaffAllowance 10.00 10:06
23/12/2025

LAUNDRY SOAF TABLET RABS 140G PACK LAUNDRY SOAP TABLET RABS 140G PACK InternalUse 200 09:02
23/12/2025

3 Plastic basin Round Plastic Basin InternalUse 5.00
09:00
—_—

Figure 33: List of operational stock.

5.10.4 Transferring Inventory to Branch

After a branch has been created, the inventory must be transferred to the branch from the
warehouse for resale. Go to inventory management and click warehouse inventory.
You can use excel bulk transfer, bulk transfer or single product transfer by selecting

transfer on the drop-down menu as shown in figure 34.
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Warehouse Inventory

Search by barcode or product..

BARCODE T PRODUCT NAME PRODUCT DESCRIPTION

2490893 Blockboard For construction

2490894 cement For construction

55893456 Water nyika the nyika water

0027077006803 WIRE BINDING STARLINE WIRE BINDING STARLINE
2.0X250G 2.0X250G

811618842599 Mamba Crunch Snack product: Mamba Crunch

2000000000001  Minerals Mineral drink 330 mls

Figure 34: Inventory transfer from warehouse to branch.

A. Using Bulk Transfer Option

TAX UNIT
RATE MEASURE AVAILABLE ACTION
A KG Adjust
Transfer
A ML
Add To Capital ltem
A Percentage Add To Raw Materials
Allocate to Operations
A FA B I
A Milligram/liter 36 m

Upon selecting bulk transfer (refer to Figure 34 above) a window will appear allowing

the transfer of products to several branches at a time as shown in Figure 34a below.

Bulk Inventory Transfer from Warehouse to Branches

Warehouse Name: APPLES
Woarehouse Location: Blantyre

Use single price for all transfers

VAT Exclusive On the Price

BRANCH PRODUCT CURRENT QUANTITY
APPLE1 v Plastic basin X 50
MANGO ~ bread X 30

Figure 34a: Inventory Bulk Transfer.

Once you have entered the required product details you

clicking on Process Transfer.

[$3

<3

QUANTITY TO TRANSFER SELLING PRICE
10 = 1000 =
30 - 5 -

can finalize the transfer by
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B. Using a Single Product Transfer

Upon selecting transfer (refer to figure 34 above) you can transfer a single product from
warehouse to branch as shown in the figure 34b below.

MRA POS FPortal

n
bl

AED  SwichAcount  Sample Trader v

Transfer Inventory To Branch

Product Description Amber Rose Fragrance 100ml

Transfer To BLANTYRE

Selling Price 2000 VAT Inclusive

Warehouse Quantity 99,998.00

Quantity To Transfer q =

|1 Inventory Management

Submit

Figure 34b: Transferring single product to branch.

C. Using Excel Bulk Transfer

Upon selecting excel bulk transfer (refer to figure 34 above) you will be required to
download an excel template, fill it with the products details, upload then click process
transfer to complete the process.

MRA POS Portal = 4 A€D  SwichAcount  Sample Trader ~
Bulk Transfer
Follow the simple steps to complete
® Download Template
pla Download Transfer Template
Get the Excel file with current warehouse inventory
) Tuson S
. Upload File
Inventory Management
Process Transfer
Upload Completed File
Or drag and drop file
‘ Choose File | BulkTransferT..23073022.xlsx
o

Figure34c: Excel bulk transfer.

5.10.5 Adjustments (changing stock levels)

It is possible to apply for stock adjustments under the following circumstances:
e Theft
e Capital item
e Imported for home use

e Obsolete
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e Accidental damage

Go to inventory management, select warehouse inventory, then click on actions for
the specific product requiring adjustments, and click adjust as shown in the Figure 35a

below.

MRA POS Portal

11}
)

AED  SwichAccount  Sample Trader v

Dashboard
Warehouse Inventory

Branches

& Download
Terminal Management TAX UNIT
BARCODE 1 PRODUCT NAME PRODUCT DESCRIPTION RATE MEASURE AVAILABLE ACTION
Purchase Authorization
Point Of Sales 0609613806889 Amber Rose Fragrance Amber Rose Fragrance 100ml A MGL 100,000
Sales 1000000020130 Avgas Avgas E L Adjust
Transfer
1t Inventory Management
1234567820125 Bread Family loaves A EA
Add To Capital ftem
1768453471042 Baobab Powder Organic product: Bacbab Powder A kos Add To Raw Materials
2000002150610 Puma ATF Ii Puma ATF Il A EA Allocate to Operations
2000002150812  Puma CVT Qil Puma CVT Oil 12X1L A CAR 200

Figure 35a: Stock adjustment.

Once you click adjust, a window as in the below Figure 35b will be displayed. Enter all
the required details and submit request.

A D

=  F Swich Account

Sample Trader v

Apply for stock adjustment

Product Description*

Branch *

Current Quantity*

Adjustment
Quantity*

Adjustment Reason *

Adjustment Type *

Evidence

Remarks*

Figure 35b: Apply for stock adjustment.

Amber Rose Fragrance 100ml
ZUZES WAREHOUSE
100000.00

10

(Oincrease (O)Decrease
Choose File | No file chosen
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5.11 Inhouse Inventory Transfer
The system allows transferring of products from one branch to another. To make a

transfer, go to inventory management, selectinhouse inventory transfer and enter all
the details required then click on process transfer as shown in figure 36 below. To add
another product, click on add row.

MRA POS Portal

3 @ Swich Account Sample Trader ~

n
e

Transfer Inventory Between Business Sites

Source Shop Destination Shop
Ginnery Corner 1 ~ Area 25 v
PRODUCT AVAILABLE QUANTITY QUANTITY TO TRANSFER
Nyika Premium Still Water - Nyika Premium 500r * 175 1

‘ ana Bread - Baked Good product: Banana Breadx % 177 1

= Inhouse Inventory
Transfer

Figure 36: Inhouse inventory transfer.

5.12 Transferred Inventory
This shows a history of all the transferred inventory. Go to inventory management, click

on transferred inventory, a window will be displayed as shown in figure 37 below.

MRA POS Portal = 5 . Swich Account Sample Trader v

Branches

Terminal Management Previous Stock Transfers List

Purchase Authorization

Point Of Sales # 1 TRANSFERRED FROM T D TO TR, D ON DBY QUANTITY TRANSFERRED

== 1 ZUZES WAREHOUSE Ginnery Comer 1 12/18/2025 1:34:39 PM 20202020-Gift Thomu 200

et oue et 2 ZUZES WAREHOUSE Ginnery Comer 1 12/18/2025 1:34:39 PM 20202020-Gift Thomu 1.00
3 ZUZES WAREHOUSE Ginnery Comer 1 12/18/2025 1:32:30 PM 20202020-Gift Thomu 3.00
4 ZUZES WAREHOUSE 12/16/2025 3:37:07 PM 20202020-Gift Thomu 1.00
5 ZUZES WAREHOUSE another site 12/15/2025 4:04:29 PM 20202020-Gift Thomu 10.00
6 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
7 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
8 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
9 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
10 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
11 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
12 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
13 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
14 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00

R — 15 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00
16 ZUZES WAREHOUSE another site 12/15/2025 3:16:53 PM 20202020-Gift Thomu 10.00

Imports

Figure 37: Transferred Products.
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6.0 MANUFACTURING
In the manufacturing environment, the system allows the conversion of the raw materials

to manufacture specific products. Conversion of raw materials in this case does not imply
disclosure of specific recipes but rather a general list of inputs.

6.1 Raw Material Warehouse

This displays all the raw materials that have been transferred from the warehouse
inventory to the raw material warehouse for manufacturing purposes. To view the list
of items in the raw materials warehouse go to Manufacturing, select raw material

warehouse, all the items will be displayed as shown in figure 38 below.

Dashboard
Warehouse Raw Material Inventory

TAXPAYER

2o m
Branches

Terminal Management
Purchase Authorization
Point Of Sales

Sales

Inventory Management

& Manufacturing

Raw Material Conversion

PRODUCT NAME ! PRODUCT DESCRIPTION

bread loaf of bread

Dried Mango Fruit product: Dried Mango

FROZEN FISH FRZ FISH CAKES CRUMBED BRECO 300G PACK

UNIT MEASURE

AVAILABLE

10

ACTION

Add To Warehouse

Add To Warehouse

Add To Warehouse

Add To Warehouse

Add To Warehouse

= Raw Material Warehouse

lastic basin
" Previous Next
Conversion History

Figure 38: Raw materials warehouse.

6.2 Raw Material Conversion

This allows you to declare the raw materials used to manufacture products. The raw
material conversion must be done after finalizing the production process. Go to
manufacturing then raw material conversion, enter the details as displayed in the

figure below and click process conversion as illustrated in figure 39 below.
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MRA POS Portal I AED  SwichAccount  Sample Trader v

Raw Material Conversion

Dashboard

Finished Products

2025-12-19

PRODUCT QUANTITY UNIT OF MEASURE ACTION
Purchase Authorization Smoked Beef Sausages x 5 Gram/liter n
Point Of Sales

Add Product

Sales

Inventory Management

Scan for the Inputs (Raw Materials) Used

e Manufacturing

INPUT USED AVAILABLE QUANTITY USED QUANTITY ACTION
== Raw Material Conversion

MEAL SOLUTIONS * 20 10 n
aqua water x 990 5 n
Imports

Figure 39: Raw material conversion.

6.3 Conversion History
This displays a summary of previous raw material conversions.

7.0 ADDING A SERVICE
A service must be added to the system before a transaction can be made. To add a

service, go to inventory management, click on services, the window in figure 40a below

will be displayed, then click Add service.

Your Services

SERVICE NAME SERVICE DESCRIPTION PRICE ACTION

No Services found or Your Services are pending approval.

Previous  Next

Figure 40a: Services.

Firstly, select service from master services (encompasses all services available in the

system). Select Add from master services as shown in figure 40b below.
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Add Services _‘

Service Code* Search UNSPC
Service Name™

Service Description®

Back To Services m

Figure 40b: Add Service.

On available services, type and search your service then select by clicking Add service
to inventory. A window will appear to add service description and price as shown in figure

40c below. After submitting the initial service application, approval from MRA is required.

Note: You can only add other services after MRA has approved the initial service.

Update Service Details

Service Name* PRESIDENT CATERING

Service
Description*

Price (VAT
Inclusive)*

Figure 40c: Adding Service from Master Services.

If the service is not available in the master services list, you will be required to introduce
it in the system. Navigate to Inventory Management, click on Services, and select Add

Service. A window will appear to enter the service details. To find the service, click on
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the information icon, the system will redirect you to United Nations Standard Procedures

Services Code. Copy the service description or code then navigate back to add the

service. Once completed, click Submit.

Add Services /

Service Code*
Service Name*
Service Description®

Back To Services

Figure 41: Add service from UNSPSC.

% | UNGM 5 ®
English Help Center 3

1

\

N\ /Y | United Nations
g

o © united Nations Standard Products And Services Code (UNSPSC)

Procurement Opportunities

Contract Awards

UNGM Pro [[77)

Supplier Code of Conduct

What are the UNSPSC codes?

The United Nations Standard Products and Services Code® (UNSPSC®) is a global classification system of products and services

UN Standard Products and These codes are used to classify products and services: in the case of suppliers, to classify the products and services of their company, and in the case of Staff Members, to
Services Code (UNSPSC) classify the products and services when publishing procurement opportunities.

Help Center & For more information, read this article from our Help Center:

Knowledge Center What are United Nations Standard Products and Services Code codes?

ices Code codes?

Search: | CATERING

48102107 - Catering gloves or glove dispensers
@ Help

Figure 41a: United Nations Standard Procedures Services Code.

7.1 Adding Service to Branch
In order to transact, you will be required to add a service to the branch. Go to inventory

management, services and select add service to branch as shown in figures 42a and

42b below.
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Your Services

Search Service

SERVICE NAME~ SERVICE DESCRIPTIONS
AC Gas Top Up AC Gas Top Up

AUTO MECHANIC TRANSPORT

Baby Sitter LOOKING AFTER BABIES
BABYSITTING BABY SITTING 1 HOUR

Figure 42a: Available Services.

Introduce Services to Branches

Select a service and a branch you would like to introduce that service to

Select Services: Select Branches:

BABYSITTING - BABY SITTING HALF DAY v MALANGALANGA
Add Service

Services Pending Confirmation

* AUTO MECHANIC - TRANSPORT to APPLE1 °
® AUTO MECHANIC - TRANSPORT to MSONKHO HOUSE °
* BABYSITTING - BABY SITTING HALF DAY to MSONKHO HOUSE °

* BABYSITTING - BABY SITTING HALF DAY to MALANGALANGA °

Figure 42b: Introduce Services to Branch.
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PRICES
MK100.00
MK100,000.00
MK1,000.00

MK100,000.00

Add Service to Branch

ACTIONS

@

@

@

@



8.0 APPLYING FOR A TERMINAL
A terminal is a physical or virtual device used to generate and transmit electronic invoices

in compliance with regulatory and business requirements.

To apply for a terminal, select apply for terminal under terminal management tab and
complete all the required fields then click submit application. An Activation code will pop
up and will be sent to your email and phone number as shown in Figure 43a below. This
code will be used to activate your terminal before use.

Note: You can apply for more than 6 terminals only if all the 6 are active.

Apply for a terminal

ADMIN
Business Name

Branches =
ect Trading Name

Terminal Management

Select Terminal Site(Location)

Select Terminal Site

Select Terminal Vendor

Select Vendor

Till Label

Applied By

31233951-Gift Thomu

Figure 43a: Applying for a Terminal.

Application Successful

This Terminal Activation Code

N19U-VRYV-F1I9-TNBH

has been sent to your email .

This code will be used to activate your terminal before use.

Figure 43b: Terminal Activation Code.
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9.0 POINT OF SALES (POS)
This is a device which is used to capture sales transactions of products or services. There

are three types of POS; Web, desktop and mobile.
POS allows you to make the following adjustments:

1. Quantity
2. Price (For services)
3. Discount

For Business to Business (B2B) transactions, you will be required to provide your
customer’s details including Buyer name, Buyer TIN, Authorization code (if available)
and indicate the transaction type from the list in the drop-down menu. Once all the
details are captured, you will then indicate the amount which is equal to or greater than

the grand total.

9.1 Web POS
This is accessed through the EIS taxpayer portal. To generate a transaction, go to the

Point of Sales and click For Products or For Services.

Once you select the type of transaction, you will be required to choose the trading name

you wish to operate under and click continue, as shown in figure 44a below.

MRA POS Portal

1]
A

.@ Swich Account Sample Trader v

Dashboard
Select the Trading Name you wish to operate under.

TAXPAYER

Branches SAMPLE TRADER

Terminal Management

Malawi Revenue Authority © 2025

Figure 44a: Selecting a trading name.
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Upon selecting the trading name, a window will be displayed as in figure 44b below,
prompting you to select the branch from which you will transact, then click continue.

L}
A

A@D  SwichAcount  Sample Trader ~

Select the branch you wish to operate under.

Chitakale Market 67dsfg

Chilomoni i
Chitakale Market 6732

Chigwiri

Chitakale Market 67

CHITUKUKO

Figure 44b: Selecting the branch.

Upon selecting a branch, the system will redirect you to the web POS which will enable

you to transact.

To process a transaction, you will be required to select the product or service from

available services/available products tab or enter details in the search tab.

The submit transaction button will be activated to green once the transaction type has
been selected and the correct amount is entered. Upon submitting the transaction, a

receipt will be generated.
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Operatingat 1111111111111111 Branch

| O Suspended Sales

O Exports [ Apply VAT Relief

Enter product code

PRODUCT
BARCODE DESCRIPTION PRICE QUANTITY

2000000000002  Mineral Water 5222.88 2

Sub Total: 8,966.32

Discount: 0
VAT: 1,479.44

No. of items: 2

Figure 44c: Point of Sales.

Key

15:56:40 pm Dec 18, 2025

DISCOUNT TOTAL ACTION

0.00 1044576 n

Grand Total

MWK 10,445.76

Change

MWK 0.00

e Exports tab: Check the tab for export sales

Find Product

{¥) Void Transaction

Buyer Name

Buy Name

Buyer TIN

20202020

Authorization Code

Autharisation Code

Transaction Type

Airtel Money v

Amount
10445.76

e Apply Vat relief tab: Check the tab to apply Vat relief on a transaction. A dialogue

box will prompt you to enter the project number, certificate number and quantity.

e Suspend tab: Click the tab to temporarily halt a transaction.

e Suspended sales tab: Recall suspended sales to finalize a transaction.

e Void transaction tab: Click to cancel a void transaction

e Change branch tab: Click to switch to a different branch

e Authorization code tab: Applicable only if the buyer has generated an

authorization code.

e Discount tab: You can apply discount by entering the discounted amount.

e Quantity tab: Adjust the purchase quantity accordingly.
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9.2 Mobile Point of Sale (P.O.S)

To use the mobile P.O.S, begin by applying for a terminal on the taxpayer portal
through the administrator’s account. You can download the mobile P.O.S application

from Playstore, for android users or Apple store, for I0S users. Once the application

is downloaded, install.

Upon successful installation, the window in figure 45a below will be displayed, click
on get started to initialize the process.

7

% Malawi

== Revenuc

<=1== Authority
Welcome to VIRA POS

Streamline your point of sale operations
with our powerful and intuitive platform.
Get ready to enhance your business
efficiency!

Get Started

@ 2025 Malawi Revenue Authority.

> |

Figure 45a: Welcome to MRA POS.

Enter the terminal activation code, agree to the terms and conditions by checking

the box then click on activate as shown in figure 45b below.

.

Malawl
2 Revenue
<=I= Authority

Activate Terminal
Enter the activation code provided
for your terminal to complete the setup

Enter activation code

927B-HPWJ-2XXL-3924

| agree to the Terms and Conditions

© 2025 Malawi Revenue Authority.

Figure 45b: Activate terminal.
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Review your terminal details then click on confirm to complete the setup as shown in

figure 45c below.

% Matawi
Revenue
<=1=== Authority

Confirm Terminal Activation
Review and confirm your terminal details
to complete the setup

TIN
70C—b7
Terminal Site

Lilongwe

Terminal Label

Lilongwe1

© 2025 Malawi Revenue Authority.

Figure 45c: Confirm terminal activation.

Create an account by filling in the details as shown in the figure 45d below.

P

(2

Create your Account

Set up your Admin account to get
started

First Name

Inno

Last Name

Cent

Username

innocent

Email

1linnocent@gmail.com

Password

Malawi@25 ©

Confirm Password

Malawi@25| 'Y

Figure 45d: Create account.
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As shown in figure 45e below, Sign in to your account with your username and

password.

o

Sign in to your Account

Enter your credentials to continue

Username

Innocent

Password

Malawi@25 @

Forgot Password?

©® 2025 Malawi Revenue Authority.

Figure 45e: Sign in.

45



After signing in, the dashboard will be displayed as illustrated in figure 45f below. Select
new transaction.

Good Morning
innocent

Sales Today Dashboard

K kkkkk =

1 Products Sold: O

GG )

Discounts Holds Invoices Reports

Recent Transactions View all

No transactions yet

W New Transaction

Fetching latest configurations...

=] =1 & o

Home Invoices Reports Manage

Figure 45f: Mobile POS dashboard.
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Upon selecting new transaction, a window will be displayed as shown in figure 45g

below. Click on Add item to select the type of transaction.

e Cart it + Add Item

O s O =X Discard

Subtotal MWK 0.00

Tax MWK 0.00

Discount MWK 0.00

Total Items o

Grand Total MWK 0.00
& Proceed -

Figure 45g: Add item.
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Select the item, whether products or services as illustrated in figure 45h below.

Select Item

Products Services

Q. Search products...

test

Code: 6007048002700 | o
Price: MWK 60000.00 |
Stock: 19.0

Last sync: Never

Figure 45h: Select item.
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Upon selecting the item, adjust the quantity and click on proceed as shown in figure
45i below.

+ Add Item

O O =
test MWK 60000.00
Price: MIWWK 60000.00 s
oty — 1 + Ese]|

Subtotal MWK 51502.15
Tax MWK 8497.85
Discount MWK 0.00
Total Items 1
Grand Total MWK 60000.00

& Proceed -

Figure 45i: Add quantity.
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As shown in figure 45j below, select the payment method from the drop-down menu and
enter the amount tendered then click on check out to complete the transaction.

For transactions with final consumer, you may complete transaction without capturing
buyer details including authorization code while as for B2B transactions, it is necessary
to capture the details of the buyer allowing the transaction to reflect in their inventory.

& Process Tr... &= Ping = Printers
Total Items 1
Tax MWK 8497.85
Total Cost MWK 60000.00
Change

Buyer TIN

Buyer Name

Authorization Code

Payment Method

Cash v

Amount Tendered

& Checkout

Figure 45j: Transacting.
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Once the transaction is completed, select download receipt or print receipt and click
done to make another transaction as shown in figure 45k below.

@

K 60000.00

Transaction Complete

X Offline

Invoice: CjD-E-JY1o0-D

@ Download Receipt (PDFD
< & Print Receipt >

Done

Figure 45k: Transaction completed.

51



9.3 Desktop Application Point of Sale (POS)

To use the desktop POS, begin by downloading the application from the taxpayer portal.

Navigate to downloads then click on Desktop POS as shown in figure 46a below.

MRA POS Portal

55 Dashboard

TAXPAYER
Branches
Terminal Management
Purchase Authorization
Point Of Sales
Sales
Inventory Management
Manufacturing
Imports
Customer Management
Reports
Settings
User Management

Taxpayer Requests

9 Downloads

Desktop POS

TAX % TERMINAL SITES

Today's Sales by Tax Rate

TOTAL SALES STANDARD RATE

0.00

Notifications

419 Notification
View All
Shortcuts

=

-0

Ho
=

=
Add Terminal Site Terminal Application

Figure 46a: Downloading desktop POS.

A€ED  Swich Account  Sample Trader v

TAX RECEIPTS Illl!li PENDING STOCKS

ZERO RATED EXEMPT

0.00 0.00

ASYCUDA Imports

[tasks zero state

3 Backlog tasks

View all

[CTT]

o

nventory Transfer Stock Adjustments

Once the application is successfully downloaded and installed, navigate to terminal

management tab and apply for a terminal on the taxpayer portal through the

administrator’s account.

Upon successful installation, the window below is displayed, enter the activation

code, agree to the terms and conditions by checking the box then click on activate

terminal as shown in figure 46b below.
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Activate Terminal

Enter the activation code provided

for your terminal to complete the setup

& | agree to the Temms and Conditions

Activate Teminal

Figure 46b: Activate terminal.

Review your terminal details then click on confirm activation to complete the setup

as illustrated in figure 46¢ and 46d below.

v

Confirm Terminal Activation
Review and confirm your terminal details

to complete the setup

Teminal Site

LUwWInga

Teminal Label

Tl

Figure 46c: Confirm activation.
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v

Confirm Terminal Activation
Review and confirm your terminal details
to complete the setup

TIN

Terminal is now fully activated and ready for use!

Figure 46d: Terminal activated and ready for use.
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Create your account by filling in the details then click on create account as shown in

figure 46e below.

€ CreateAccountForm — X

&

Create Your Account
Set up your admin account to ge started

martin@gmail.corn

Figure 46e: Create your account.
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Upon successful creation of the account, the POS dashboard is displayed as shown in
the figure 46f below, click on sales to transact.

Welcome to POS, click on a module to get started

g ©

Sale Reports Users Configurations

O 2025 Malawi Revenue Authority. All rights reserved

Figure 46f. Desktop POS Dashboard.
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Once you click on sales, the POS is displayed. To find the product, select find item, scan
or search the item in the add item tab as shown in figure 469 below .

martin | LT | 2025-12-22 | 11:12:56 |
Q Home ‘ OSuspended Sales ‘ (5 Last Submitted @ Transactions
I Apply VAT Relief I Export
‘ Add ltem
Invoice Details Find Item (F3) Suspend (F4)
Barcode Descriptio Price Quantity Discount Total Action
Amount
Buyer Tin
Buyer Authorization Code
Customer Name
Buyer Email
Cash v
Sub Total Grand Total
0.00 . .
Discount
0.00 0.00
1 2 3
VAT 0.00 CHANGE
‘ 0 ‘ Del ‘
No. of Items 0 0.00

Figure 46g: Find item.
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Upon finding the item, double click to select the product or service as shown in figure
46h below.

B Apply VAT Relief B Export
Add Item
roice Details Find Item (F3) Suspend (F4)
Bar‘“e -u- i i “ oun ots o 1-» .

Product Lookup

Product

Barcode Description Price Quantity Tax Rate ID
» test 55,000.00 |5.00 A
n Code
| ‘ 7 8 9
5ub Total 0.00 Grand Total ‘
B 4 5 6
Discount
0.00 0.00 ‘ 1 i .
VAT 0.00 CHANGE
‘ 0 Del

No. of Items 0 0.00

Figure 46h: Selecting items.
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Upon selecting the item, capture the transaction details including the correct amount then click on
checkout as shown in figure 46i below.

Q Home ‘ OSuspended Sales ‘ B Last Submitted “Transactions @ Checkout (F12)
2

B 2pply VAT Relief Il Bxport
Add Item
Invoice Details Find ltem (F3) Suspend (F4)
Barcode Descriptio Price Quantity Discount Total Action

» 600704800... f&=d 55,000.00 100 0.00 55,000.00 ‘ ®

Buyer Tin

Buyer Authorization Code

Customes Name
Buyer Emai
Cash A
L e
Sub Total 47,210.30 Grand Total ‘ . . . ‘
Discount MWK 0.00 MWK 55,000.00 . Z .|
VAT 7,789.70 CHANGE
No. of ltems 1 5,000.00 ‘ 0 |

Figure 46i: Capturing details.
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Complete the transaction by generating a receipt and choose print option as shown in figure 46j

below.
B Apply VAT Relief B export
Add Item
Invoice Details Find Item (F3) Suspend (F4)
Barcode Descriptio Price Quantity Discount Total Action

» 600704800... fi24 55,000.00 100 0.00 55,000.00 ‘ @

Buyer Tin

Print Receipt

o Choose print option:

YES - Generate A4 PDF receipt
NO - Proceed with thermal printing

Buyer Authorization Code

Customer Name
- Mo Buyer Email

Cash :

B | S

Slfb Total 47,210.30 grand Total ‘ ' : ‘ : ‘

_ MWK 0.00 MWK 55,000.00 B : | s

Figure 46j: Generation of receipt.

10.0 DISCOUNT SETTINGS
In this window, you can set discount values for specific items to selected branches. To

add a discount, go to Point of Sales, select discount settings and click on the Add

button as in figure 47a, below.

All Discounts m

Branches # BARCODE DESCRIPTION DISCOUNT VALUE DISCOUNTTYPE SITENAME STARTDATE ENDDATE CREATEDBY STATUS \ACTION

Terminal Management

Previous  Next

Purchase Authorization

Point Of Sales

For

ts

Discount Settings

Figure 47a: Discount Settings.
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Upon selecting add, the Add New Discount window will be displayed. Enter all required

details and save changes as illustrated in figure 47b below.

Add New Discount %

Select Branch

MOTO
YEBO

Barcode

6007048002700

Discount Type

Percentage ~

Discount Value

10000

Start Date & Time

12/19/2025 09:58 AM

End Date & Time

12/19/2025 09:59 AM

Figure 47b: Adding A New Discount.

11.0 PURCHASE AUTHORIZATION
To protect the buyer’'s Taxpayer Identification Number (TIN) from abuse of unauthorized

purchases, you can enable the use of Purchase Authorization Code (PAC) by clicking on
the toggle button and saving changes. This is a one-time code that can only be used
on a single transaction.

11.1 Activate one Time purchase Code

To generate an authorization code, go to Purchase authorization, select activate one-
time purchase code, click the button to enable then save changes as shown in figure
48 below.
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MRA POS Portal = 4, AE@D  swichAccount  Sample Trader v
Dashboard
Purchase Authorization Code
To protect your Taxpayer Identification Number (TIN) from fraudulent usage through unauthorised
nches purchases, please enable the use of Purchase Authorization Code (PAC).

Terminal Management i
bkl Ry C Enable Purchase Authorisation Code

Purchase Authorization

Figure 48: Purchase Authorization Code window.

11.2. Get Authorization Code
Once you activate the authorization code, go to get authorization code, select the

validation reasons from the drop-down menu and click on submit as shown in figure
49a below.

MRA POS Portal

n
S

3 Swich Account Sample Trader v

Dashboard

Genereate Authorization Code

TAXPAYER

Select Validation Reasons

Branches

Deligated Purchase v
Terminal Management

Generated By

Purchase Authorization 20202020-Gift Thomu

-Time

Purchase

Get Authorization Code

Figure 49a: Get Authorization code.

Upon submission, the authorization code will be displayed as in figure 49b below.

MRA POS Portal = F AED  Swich Account  Sample Trader
Bashboard Authorisation Code Generated Successfully
FDDF21998D5F

Branches

Use this code when making a purchase. This code expires in 2 days

Terminal Management

Purchase Authorization

-Time

Figure 49b: Authorization code generated.
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11.3. Authorization Codes List
You can generate as many codes as possible. To access all generated codes, click on

Authorization codes list, all previously generated codes will appear as shown in the
figure 50 below.

Authorization Codes

# AUTHORIZATION CODE GENERATED BY GENERATED ON EXPIRES ON USED ON

1  2B13B979CE97 70427375-Taxpayer Business 12/29/2025 11:53:31 AM 1/3/2026 11:53:31 AM 12/29/2025 11:55:02 AM
Purchase Authorization

1 C3DDBFA1B78F 70427375-Taxpayer Business 12/29/2025 11:51:57 AM 1/3/2026 11:51:57 AM 12/29/2025 11:56:56 AM

1 C4274DFE77CB 70427375-Taxpayer Business 12/29/2025 11:51:47 AM 1/3/2026 11:51:47 AM

previous [l Next

Figure 50: Authorization codes list.

12.0 SALES
This provides a summary of all receipts generated in the system and allows you to reprint,

adjust and recall a receipt.

12.1 Receipt Reprint
To reprint a receipt, select reprint and a copy of the original receipt will be generated.

All Tax Invoices

Invoice Number Start Date End Date

Search Invaice # mm/dd/yyyy 5] mm/dd/yyyy B

Export Excel ~ Export CSV  Expart PDF

Search:
7 Point Of Sales -
INVOICE # TOTAL ITEMS = VAT SITE DATE REPRINTS =~ BLACKLISTED =\ ACTION
WEBB10B9Ciw-A- MWK 100000 1 MWK 14135  APPLE1 12/29/2025, 0 No
N1v-B 11:57:00 AM
Cancel
WEBS51842Ciw-A. MWEK 1,000.00 1 MWK 141.35 APPLE1 12/29/2025, o] No
¥1v-B 11:55:00 AM Recall
WEBd782aCiw-A- MWK 1 MWK APPLE1 12/15/2025, 0 No m
1h-B 100,000.00 14,163.09 11:06:00 AM
gement

WEBafe96Ciw-A MWK 1 MWK APPLEL 12/15/2025, 0 No m

Manufacturing ¥1h-B 1,000,000.00 139,293.28 10:57:00 AM

Figure 51: Sales receipts
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12.2 Receipt Cancellation
To cancel a receipt, go to the action tab, click on the drop down and select cancel as

illustrated in figure 51 above. Then a window will be displayed as shown in figure 52
below. State the reason for cancellation then click submit cancellation request. This

process is subject to MRA approval.

Receipt Cancellation Request

@ This request is subject to physical investigation by our officers

= Receipt Line ltems

#  INVOICE NUMBER PRODUCT CODE UNIT PRICE  DESCRIPTION DISCOUNT  QTY TOTAL VAT  TAX RATE
1 100000  chemical 2,00 998.00 A

Point Of Sales

A Cancellation Request

A Important: Once submitted, this request will be reviewed by our team. Please provide a detailed reason for the cancellation.

Reason for Cancellation *

Goods were returned due to damage|

Manufacturing

P

€ Receipts + Submit Cancellation Request

Figure 52: Receipt cancellation

12.3 Receipt Recall
To recall a receipt, go to the action tab, click on the drop down and select recall as

illustrated in figure 51 above. Then a window will be displayed as shown in figure 53
below. State the reason for adjustment, adjust the new price, quantity and new discount

where applicable then click submit adjustment.

Adjust Invoice: WEB81089Ciw-A-JY1v-B

Review and modify lin

@ items. Increasing quantities will create a Debit Note, while decreasing quantities will create a Credit Note,

Orote:

Original Invoice Details

WEBB1089Ciw-A-I¥1v-B 29 Dec 2025 APPLEL

MK1,000.00 MK141.35 MK1,000.00
Line ltems
ORIGINAL
PRODUCT CODE DESCRIFTION UNIT PRICE qry DISCOUNT ACTION
6007048002700 chemical 1000.00 - 100 200

Figure 53: Recalling a receipt
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13.0. CUSTOMER MANAGEMENT
This allows for the management of customers. You can add customers and view the

customer list.

13.1 Add Customer
You can add a customer by going to Customer Management, select add customer and
fill in the information as guided by the page. Refer to figure 54 below.

MRA POS Portal = » AED  swichAccoumt  Sample Trader -

Dashboard

Figure 54: Adding customer.
13.2 Customer List
This is where you will be able to view the list all the added customers. Go to Customer

Management and select Customer List.

14.0 REPORTS
The following reports are available in the system:

e B2B transactions: this shows a summary of the Business-to-Business purchases
and sales report for a Taxpayer.

e Sales reports: Contain sales reports, e.g. sales summary, sales by product,
category sales, sales trends, discounts, recalled transactions, VAT reports and
cancelled receipts.

e Inventory reports: Contains a summary of all the quantities of stock existing in
the warehouse inventory and the branches.

e Supplier reports: contains informal suppliers' performance report, Purchase

orders, and supplier cost analysis.
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15.0 USER MANAGEMENT
This is where users are added, deactivated and roles assigned. Roles include cashier,

accountant, administrator, procurement, and inventory.

15.1 Add User
To add a user, go to user management, click on add users and enter all details required

then submit as shown in figure 55 below.

AED  SwichAccount  Sample Trader v

MRA POS Portal

n
S

Dashboard

Add New Users

First Name

Last Name

Email Address

Phone Number

Belongs To Select a role N

Confirm Passward

Submit

Malawi Revenue Authority ©

Figure 55: Adding new users.

15.2 Users
You can also view a list of all users by clicking on users under user management. Edit
and deactivate any changes in user information by selecting under the actions tab as

shown in figure 56 below.
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= K F X 10+ ] Swich Account. Sample Trader v
All Users
Show % entries Search
" T FULLNAME EMAIL ADDRESS PHONE NUMBER ROLE STATUS CREATED ON ACTH
1 Mischeck Zuze mzuze@mra.mw 0BB4636282 procurement Active 6/26/2024 1 Deactivat
2 Bright Phiri bphir@mra.mw 0993466937 accountant Active 6/26/2024 @ Deactivat
3 Macdonald Nkhata mnkhata@mra.mw 0997488832 taxpayer Active 6/27/2024 i Deactivat
4 brian Nkhata brkhata@mra.mw 0997486832 cashier Active 6/27/2024 B Deactivat
5 Sample Trader test@mra.mw 0999466931 taxpayer Active 6/27/2024 @ Deactivaty
& Gift Thomu gthomu@mra mw 0BB4506894 taxpayer Active 7/8/2024 i Deactivat
7 khumbolane Zimba kzimba@mramw 0993466931 cashier Active 9/19/2024 @ Deactivat
8 Napo Simkonda nsimkonda@mra.mw 0BB2747259 admin Active 10/29/2024 @ Deactivat
Showing 1 to 8 of 10 enries Previous - 2 Next

Previous 2 3 Next

User Management

Malawi Revenua Authority © 2025

Figure 56: List of added users.

16.0 IMPORTS
This window allows you to verify all your imports and add the consignment to your

warehouse inventory.

16.1 Imported Inventories
To view the list of imported items, select the imports tab, the system will display a list of

all your importations as shown in figure 57a below.

MRA POS Por

n
*

AED)  SwichAccount  Sample Trader v

Imparted Inventories List

Search:
JMBER
: IMPORT IMPORT DECLARATION
PORTED IMPORT TAXES VAT IMPORTER STATION SERIAL DECLARATION EXPORT
IMS VALUE AMOUNT AMOUNT REMARKS CODE NUMEBER YEAR COUNTRY ACTION
Point Of Sales
MK600,000.00 MK299,999.00 MK0.00 code-11 111-111 2025 ZA
Sales
MKE600,000.00 MK299,999.00 MK0.00 code-11 111-111 2025 FLy
Inventory Management
MK600,000.00 MK299,999.00 MKO0.00 code-11 111-111 2025 A
Manufacturing
MK600,000.00 MK299,999.00 MK0.00 code-333 333-333 2025 A
Imports
. >

Settings

Figure 57a: Imported inventories list.
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16.2 Mapping Imported Items
You will be required to map the imported items. Click view on the unsynchronized item and a

window below (figure 57b) will be displayed, click on Map imported items.

Pending Task

Task Information

Terminal Management

Task Type Status Description

Purchase Authorization
Imports Pending You have a pending import awaiting your approval

Point Of Sales

Sales .
Import Information

Inventory Management

Import Serial Number Imported Items Date of Import Country Of Export
Manufacturing

11-117 1 1212972025 A
Imports
P VE— year Cleared View Imported ftems Map Imported ltems

Reports 2025

Figure 57b: Mapping imported item.

Upon selecting map imported items a window as in figure 57¢ below will be displayed. Enter the
product code and submit mapping. The status will change from Unsynchronized to Synchronized

upon submission.

Map Imports Task

TA

Branches
Tip: Start typing to search for a product. Results will appear after you enter at least four characters.

Terminal Management
Purchase Authorization PRODUCT NAME QUANTITY UOM CODE

Point Of Sales Colgate 400 A | TOOTHPASTE HERBAL COLGATE mu(f x x

Sales Gan'tfind the product?

Inventory Management Previous Next

Manufacturing ——
ubmit Mapping

Imports

Figure 57c: mapping imported item.

16.3 Transferring of imported items to warehouse inventory

After successful mapping, an option add to warehouse inventory will appear requiring
you to transfer the items to warehouse inventory. Upon selecting view from the actions
tab (refer to figure 57a above), the system will display a window as shown in figure 57d

below.

Note: Imported items will only appear in warehouse inventory once they have been

transferred from the imported items list.
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MRA POS Portal

'Y 10+ ] Swich Account Sample Trader ~

[}
A}

Dashboard
Pending Task

Task Information
Task Type Status Description

Imports Pending You have a pending import awaiting your approval

Import Information

Import Serial Number Imported Items Date of Import Country Of Export
111-111 1 7/16/2025
year.Claarsd View Imported Items. Map Imported Items

2025

Figure 57d: Imported items.

14.0 TAXPAYER REQUESTS

14.1 Create Taxpayer Requests
From this window, you can select a type of request, and you will be redirected to the target

page as long as the type of request is not General Inquiry. If the request type is General

Inquiry, enter the request details and submit.

To make a request, go to taxpayer requests, select create request, a window will be
displayed as in figure 58 below. Enter all the required details and click submit request.

MRA POS Portal a Swich Account  Sample Trader ~

L1}
~

Submit Taxpayer Request

Request Type* General Inquiry v
Request Details* Pm,w'l fetails about your request.
Attachment * Choose File | No file chasen

Submit Request

Figure 58: Create request.

The window in figure 59 below, allows you to view all requests pending MRA’s approval.
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AED  SwichAccount  Sample Trader v

n
Al

All Taxpayer Request

TAXPAYER REQUEST ASSIGNED
# ToTN REQUESTED BY TYPE REQUEST DETAILS STaTUS © TO CREATED ON
1 20202020 20202020-Gift General-lnquiry bbb gehalira 10/31/2025 1552:58
Thomu M
2 20202020 20202020-Gift General-lnquiry  cancel receipt gehalira 9/3/2025 2
Thomu M
3 20202020 20202020-Gift General-inquiry  CANCEL RECEIPT NUMBER BX005  Pending gehalira 8/28/2025 82550
Thomu AM
4 20202020 20202020-Gift General-lnquiry  cancel receipt gensrated on 8 Pending gehalira 8/28/2025 3:27:20
mpart Thomu sugust AW
5 20202020 20202020-Gift General-inquiry  Cancel reciept number gehalira 8/28/2025 3:26:41
Thomu AW
3 20202020 20202020-Gift General-inquiry  Cancelled receipt numbe xx123 Pending gehalira 8/20/2025 9:56:22
Thomu Please take note AW
7 20202020 20202020-Gift General-inquiry  Globe Imatolera Pending gehalira 8/12/20257:01:21
Thomu AM
8 20202020 20202020-Gift General-inquiry  This is all gehalira 8/12/2025 6:55:54
Thomu AW
] 20202020 20202020-Gift General-inquiry  why didnt you work the first time gehalira 2/27/2025 6:17:11
Thomu we checked M

Show 10 & |entries

Previos

. Next

Figure 59: List of Previous Request.
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