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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. 

 

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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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.  

 

Figure 3: EIS Create New Account page. 
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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. 

 

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. 
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Figure 5: Signing in. 

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

Figure 6a: Welcome page. 

 

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

 

 

 

 

 

Capture all the details about your business structure and click next as shown in Figure 

6c below. 
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Figure 6c: 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. 

 

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.  

 

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. 
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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. 

Figure 9: Switch account and sign-out buttons. 

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.  
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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.  

 

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.  
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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.  

 

Figure 13: Initial inventory upload. 



15 
 

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).  

 

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. 

 

Figure 15: Excel file upload.  

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

save products.  
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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.  

 

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. 

 

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.  
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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.  

 

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.   
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Note: Once you enter the product code, the system will automatically indicate whether 

the product is standard rated, exempted or zero rated.  

 

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.  
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Figure 22a: Generating a barcode. 
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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. 
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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. 

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.  

Figure 24a: All suppliers. 
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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. 

 

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.  

 

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. 

 

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.  

 

Figure 28: Inventory Levels. 
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5.10 Warehouse Inventory 

5.10.1 Adding Inventory to Capital Items 

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. 

 

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.  

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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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. 

Figure 31a: Add Inventory to Raw Materials. 

 

 



28 
 

After selecting add to raw materials, a window will be displayed as shown in the below 

Figure 31b. Enter the quantity then click submit.  

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. 

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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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. 

 

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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Figure 34: Inventory transfer from warehouse to branch. 

A. Using Bulk Transfer Option 

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. 

 

Figure 34a: Inventory Bulk Transfer.  

Once you have entered the required product details you can finalize the transfer by 

clicking on Process Transfer.  
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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.  

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.  

Figure 34c: Excel bulk transfer. 

 

5.10.5 Adjustments (changing stock levels)  

It is possible to apply for stock adjustments under the following circumstances:  

 Theft 

 Capital item 

 Imported for home use 

 Obsolete  
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 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.  

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. 

Figure 35b: Apply for stock adjustment. 
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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, select inhouse 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.  

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.  

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. 

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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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. 

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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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. 

 

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.  

Figure 41: Add service from UNSPSC. 

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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Figure 42a: Available Services. 

 

Figure 42b: Introduce Services to Branch. 
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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.  

Figure 43a: Applying for a Terminal. 

 

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. 

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.  

  

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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Figure 44c: Point of Sales. 

Key 

 Exports tab: Check the tab for export sales 

 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. 

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

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

 Void transaction tab: Click to cancel a void transaction 

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

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

authorization code. 

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

 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 IOS 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.  

 

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.  

 

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.  

 

Figure 45c: Confirm terminal activation. 

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

 

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

password.  

 

Figure 45e: Sign in. 
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After signing in, the dashboard will be displayed as illustrated in figure 45f below. Select 

new transaction.  

 

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. 

 

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

 

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. 

 

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. 

 

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. 

 

Figure 45k: Transaction completed.  
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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.  

 

Figure 46a: Downloading desktop POS. 

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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Figure 46b: Activate terminal. 

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

as illustrated in figure 46c and 46d below.  

 

Figure 46c: Confirm activation.  
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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.  

 

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. 

 

Figure 46f: Desktop POS Dashboard.  

 

 

 

 

 

 

 

 

 

 

 

 



57 
 

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 46g below .  

 

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.  

 

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.  

 

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.  

 

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. 

 

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.  

 

 

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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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.  

Figure 49a: Get Authorization code.  

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

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. 

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.  

 

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.  

 

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.   

 

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. 

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: 

 B2B transactions: this shows a summary of the Business-to-Business purchases 

and sales report for a Taxpayer. 

 Sales reports: Contain sales reports, e.g. sales summary, sales by product, 

category sales, sales trends, discounts, recalled transactions, VAT reports and 

cancelled receipts.  

 Inventory reports: Contains a summary of all the quantities of stock existing in 

the warehouse inventory and the branches.  

 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.  

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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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.  

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.   

Figure 57b: Mapping imported item. 

Upon selecting map imported items a window as in figure 57c below will be displayed. Enter the 

product code and submit mapping. The status will change from Unsynchronized to Synchronized 

upon submission.  

 

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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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.  

Figure 58: Create request. 

The window in figure 59 below, allows you to view all requests pending MRA’s approval. 
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Figure 59: List of Previous Request. 
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