STEP-BY-STEP GUIDE FOR eCitie TRADE LICENSE SELF SERVICE

a. Type/ input www.kcca.go.ug in the url address.
b. Select eCitie Online Payment.

e i/

#KCCAatWArk,

soxcellence

Select “eCitie
online payment”

& (2

ONLINE BUSINESSES
IN THE CITY



http://www.kcca.go.ug/

c. Select Login to input COIN and PIN, then select Login to Submit.

#lalogin

(7 Avply: COIN forindividual

(7 Apoly: COINfor non

Select
“Login”

individual

(7 Track Applcation

@ Register Payment
@ ONTR Payments

@ Track Payment

October 2019
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Downloads

) Trading License
FAQS pdf

CITY OPERATOR LOGIN

Please note that for security reasons the eCitie system has been implemented with a timed session expiry mechanism, If you do not use the system for a
prolonged period of time, you will receive a "Session Expired" notice and you will automatically be logged out, This time period has been set for 30 minutes, If
you expect to be away from your desk, it is adviceble that you please ensure that you save your current work, You should, however, once you have logged in,
should ot [eave this system unattended for your own safety,

Input “COIN
SIGN IN & PIN”

Username (COIN)
0000000777

Password (PIN) —

e

Logn

Select “Login” to
submit




2.* Trade License Application Guide*

a. Upon successful login, select Trading License Application to apply for renewal of
Trade License.

REVENUE SOURCES

Welcome!
EDWARD SENTONGO

COIN: 0000000777

(@ Change PIN

[¢ Logout

LOCAL HOTEL BUSINESS LICENSES LOCAL SERVICE TAX MARKETS

§ Application for Additional
" Branches

@ COIN Deactivation

Trading License
Application

Trading License
Application List

Select “Trading

COIN Reactivation License App/ication”

List Payments
List Hotel Branches
Register Payment

File Return

= ¥ & & =

*m

Add LST filing
LST Filing List

@ SMS Communication

& Email Communication




b. Select Save & Go Next.

A

LAMALE AT VT ARhen 1Y
bor nbonve (g

COIN (CITY OPERATOR IDENTIFICATION NUMBER)

"COIN: 5000000777

Save & Go Next

Select “Save &
Go Next”




c. Select Add Business Applications so as to apply for Trade License for a particular
year.

TRADING LICENSE APPLICATION

COIN: 0000000777 Mobile Number: 2567723
Title: Mr Email Address: - sen

Firstname: EDWARD Sex: Male
SurName: SErsT:|ruGC Date of Birth: 1357-07
TIN: 1002013779 Mother's Maiden NANTEZ,

Name:
ADD TRADING LICENSE APPLICATION
o s I No Business Branches added

Trat e Appiicat [

Qg . .
o=

No business branch record(s)

Select “Add Business
Applications”




d. Fill Eorm to completion, then select Add A Business to submit.

ADD TRADING LICENSE APPLICATION
“Business Name:

Trade License Updztes

“Business type:

=ole

Business Registration Number:

“Division:
Nakzws Division
“Parish:
MUTUNGO
“Grade:

2

“Business Category:
GENERAL

“Nature of Business:
Retailers

“Business grade amount:
78750.00

“Trading License year:
2020

“Montly Turn-Over:

qqqqqq

Excesding 5.000,000/= but not exceeding §,000,000/=

“Local Service Tax:
100000.00 Select ”AddA

Business”
Registered Date:

2018-10-22

Add A Business




e. Repeat procedures ¢ and d if there are other branches on the same COIN for which

you intend to apply for Trade License renewal.

f. Select Next upon filling details of the business branch(es) of choice.

TRADING LICENSE APPLICATION

Title: Mr
Firstname: EDWARD
SurName: SENTONGO

TIN: 1002013779

Mobile Number: 2567
Email Address: i |
Sex: Male

Date of Birth: 1557

Mother's Maiden NANT
Name:

ADD TRADING LICENSE APPLICATION

Iraing - .
Trade License Updates x

Select “Next”

- Trade License Updateq

Business Name:

Business type:
Division:

Parish:

Grade:

Business Category:

Nature of Business:

Business grade 787

| o

G

Trade L
Sole 2ry
Nakawa

MUTUN

m
v
m
1
-

Retadler

TR750.4




g. Select Submit Application to complete the application process.

COIN: OCOODD00777
Title: Mr
Firstname: SEDWARD

SurName: SENTONGO

v COIN

TRADING LICENSE APPLICATION

Mobile Number
Email Address
Sex

Date of Birth

Mother's Maider
Name

All fields have been validated and all the required fields have been co

Please note that all forms go through final validation, logical checks a]
approval for the purpose of data integrity.

View form details of this section

Trading license applications - UGX 178750

All fields have been validated and all the required fields have been co

Please note that all forms go through final validation, logical checks a'l
approval for the purpose of data integrity.

View forrn details of this section

Select “Submit
Application”




3.*Generation of Payment Advise Form Guide*
a. Upon successful login, select Register Payment to obtain Payment Registration Slip.

REVENUE SOURCES

Welcome!
EDWARD SENTONGO

COIN: 0000000777

(M, Change PIN

[¢ Logout

§ Application for Additional
" Branches

LOCAL HOTEL BUSINESS LICENSES LOCAL SERVICE TAX MARKETS

@ COIN Deactivation

Trading License
Application

Trading License
Application List

COIN Reactivation " ,
Select “Register

List Payments Payment”

List Hotel Branches
Register Paymen

File Return

= m W OO O =

Add LST filing
LST Filing List

SMS Communication

(b

] Email Communication




b. Input COIN, then select Save & Go Next to proceed.

REGISTER PAYMENT

Plezsz= have your City Operator Identification Number{(COIN) r==cv.
When you have completed this payment registration,. you will be =ble 1o mzke = paymer
Pleasze cross check with the Payment Registration Slip for correct particulars before mzak
Be awars that the Payment Registration Slip that will be generated for this payment will

the registration.

CHOOSE COIN FOR PAYMENT

REGISTRATION
"COIN: 6000000777

Save & Go Next
Input “COIN”

Select “Save &
Go Next”

10



c. Select/ Tick the Check-Box for the Trade License branch of choice, then select Save
& Go Next to proceed.

REGISTER PAYMENT

COIN: 0000000777 Trading Center: GANGU
Title: Mr District: WAKISO
Firstname: EDWARD County: KYADONDO COUNTY SOUTH 161
SurName: SENTONGO Sub County: MAKINDYE
TIN: 1002013775 Parish: BUSAZALA 02
e Village: ZIRANUMBL

Date of Birth: 1557-07-12 12:00:00

Mother's Maiden NANTEZA
Name:

Mobile Number: 256772366883

Email Address: [l sentongoedward321@yahoo.com
Revenue Source(s) |eEe RIS Wiyl

B List Of Businesses (1)

Desscriptio Lucation/T . Subsceiptaons Dafance FTEArS

9246 - Boutique Central Division On- UGX 310000.00 UGX 0.00

100000

Select/ Tick Check-
Box

PAYMENT ADVICE FORM

TOTAL: UGX 0.00

Select “Save
& Go Next”

11



d. Select OK to continue to submit registration for Payment Registration Slip.

¥ Downloads

ecitie2.kcca.go.ug says

UAJA36R - Taxis

B List Of Businesses

Do you want to continue with selecting Revenue Scurce(s)?

Cancel

Select “OK” to
continue

e. Input the Collecting Agent Details, then select Save & Go Next.

IREGISTER PAYMENT

COIN: C000200777
Title: M
Firstname: EDWARD
SurName: SENTONGO
TIN:
Sex:

Date of Birth:

1002013779
Male
1957-07-12 12:00:00

Mother's Maiden NANTEZA
Name:

Mobile Number: 256772366883

Email Address: [l sentongoedwardS23Eyaboo.con

Collecting Agent

Revenue Source(s)

Trading Center: GANGU

District: \WAKISD
County: KYADONDO COUNTY SOUTH 161
Sub County: MAKINDYE

o7

BUSABALA 02

Parish:

Village: ZIRANUMBU

OLLECTING AGENT DETAILS
*Payment Type: panp

FOR EFT,RTGS,SWIFT TRANSFER AND
DEMAND DRAFT ONLY

v

T Collection Agent: NECU Bank v Customer Bank

¢ Name:

ShEjent Nade Cash M Customer Bank

Account Name:

Customer Bank

Account Number:

o
Input Input other details hereif
7"
“Collecting Select “Save & ) _
Agent Details” Go Next” 12 payment is by EFT, RTGS, Swift
en etalis

9 Transfer, and Demand Draft




f. Select OK to continue/ proceed to submit.

¥ Downloads

COIN:

Title:
Firstname:
SurName:
TIN:

Sex:

Date of Birth:

Mother's Maiden
Name:

Mobile Number:

©00000d

Mr

ecitie2.kcca.go.ug says

EDOWARD
SENTONI
1002013

Do you want to continue with selecting collecting agent?

Male

1957-07-12 12:00:00

NANTEZA

256772386883

Collecting Agent

Email Address: i} sentongoedwardS23@yaboo.com

Revenue Source(s)

COLLECTING AGENT DETAILS
*Payment Type: | Bank

Collection Agent: | DFCU Bank
*Payment Mode: Ca-h

Select “OK” to
continue

<
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FOR EFT,RTGS,SWIFT TRANSFER
DEMAND DRAFT ONLY

Customer Bank
Name:

Customer Bank
Account Name:
Customer Bank
Account Number:



g. Select Register Payment to submit registration.

REGISTER PAYMENT

COIN: 0000000777 Trading Center: GANGU
Title: Mr District: WAKISO
Firstname: EDVWARD County: KYADONDO COUNTY SOUTH 161
SurName: SENTONGO Sub County: MAKINDYE
TIN: 1002013778 Parish: SUSABALA 02
Sex: Male Village: ZIRANUMBL

Date of Birth: 1957-07-12 12:00:00

Mother's Maiden NANTEZA
Name:

Mobile Number: 256772366883

Email Address: [l sentongoedward523@yahoo.com

=
"

Revenue Source(s) | Collecting Agent |eGLTTEIETTT

¥ Choose COIN

All fields have been validated and all the required fields have been completed as expectad.

Please note that all forms go through final validation, logical checks and duplicate check prior to submitting for approval
for the purpose of data integrity.

View form details of this section

¥ Revenue Source(s) - UGX 310000.00

All fields have been validated and all the required fields have been completed as expectad.

Please note that all forms go through final validation, logical checks and duplicate check prior to submitting for approval
for the purpose of data integrity.

View form details of this section

¥ Collecting Agent

All fields have been validated and zll the required fields have been completed as expected.

Please note that all forms go through final validation, logical checks and duplicate check priar to submitting for approval
for the purpose of data integrity.

View form details of this section

Ragister Payment
Select “Register

Payment” to submit

14



Select “OK” to

) ) continue
h. Select OK to continue to submit. ,
¥ Downloads 5
| ecitie2.kcca.go.ug says
¥ Choose COI Are you sure you want to continue to register this payment?
All fields have beg¢
Please note that 3 Cancel

for the purpose ol

View form details of this section

¥ Revenue Source(s) - UGX 310000.00

All fields have been validated and all the regquired fields have been completed as expectad.

Please note that all forms go through final validation, logical checks and duplicate check prior to submitting
for the purpose of data integrity.

View form details of this section

¥ Collecting Agent

All fields have been validated and all the required fields have been completed as expected.

15



i. System generates a printable Payment Registration Slip/ Payment Reference
Number (PRN)

PRINT PAF / EDWARD SENTONGO (0000000777) - 2200002372164

“Payment Reference
Number”
‘ Payment Registration Sk
LURA 19/11/2019 KCCA
oroe Meveus Autrorn [FTLT) ml(‘ﬂlﬂ'\ﬂ'n
v : Forn ot
For General Questions
City Operator Information Call our General Line
Customer  Tax P EDWARD SENTONGO R e
ustomer | Tax Payer s
COIN 0000000777 " .
T gl TR
Contact Number 256772366883 Paymdnt-Rofoerence-Numbor
[TOTAL | 31000000UGX | ‘"I“‘“IIWI“I“'I“I
2200002372164
Collecting Agent Details
| Collecting Agent Name: DFCU Bank |
t
g Payment Registration Details
@ {Tax Head: KAMPALA CAPITAL CITY AUTHORITY:BUSINESS LICENSE -> GENERAL -» BOUTIQUE |
E SR | Description / Category Revenue Source Location/District Amount
R [T [TLS3200246:GENERAL |Boutique Cenral Dvison 310,000.00 UGX
TOTAL 310,000.00 UGX
| CHEQUE ONLY |

16



4. *Generation of Trade License Certificate Guide*

a. Upon making payment, and the successful login, select Trading License Application

List so as to obtain/ print the Trade License Certificate.

ISAAC KAYOMTHO

REVENUE SOURCES

Wwelcome!

(¢

nm'm Wb V@

L P

COIN: 0011192831 I
¢\ Change PIN

Logout

Application for Additional LOCAL HOTEL BUSINESS LICENSES
Branches

COIN Deactivation
Trading License Application

Trading License Application
List

COIN Reactivation
Select “Trading License

Application List”

List Payments

List Hotel Branches

Register Payment
File Return

Add LST filing
LST Filing List

SMS Communication

Email Communication

17



b. Select the Trade License Certificate of choice and print.

TRADING LICENSE APPLICATION LIST

Viewing 3 Payment(s).

Enter TL Code: _ Search
192831

Addit Ts T E T
jation
i i 1 KAYOMTHOISAAC 201863072  Amount UGX 6300000 0 Gr 103000 20184002 Adi
COMN: 0011197824 1
o Anolication List AR i 2%S Local Service ~ UGX 50000.00 :
o Tax: 2
on
KAYOMTHO ISAAC 2017470867 Amount: UGX 112500.00 Tl 017 Grad 162500
nches COIN: 0011192831 # A
Local Service UGX 50000,00
ent Tax:
KAYOMTHO ISAAC 2017383479 Amount: 017 Grad 113000
COIN: 0011192831 Local Service
Tax:
ication

Select “Trade
License Certificate”

18



)

01208011765

180293518

Business Name

COIN

. Sample Trade License Certificate.

TLC:

TRADE LICENCE CERTIFICATE
05/12/2019

COMFORT ALUMINIUM
WORKS
0011192831
2120001129127
Section A. Pay detalls

2013690792

ISAAC KAYOMTHO

256772972627

Nature of Business:

2048-10-04 1200:00

Mezal ‘Wonshop Kkng Paymen
AN

Amount (Ugx): 63000.00 TLS11150248
Amocunt in words: Sisty-Throe Thousand @Wincs oy
7
Section 3. Location Detalls
Sudding Name: b Division: Makinaye Division
Shop Number: Parish: WABIGALO
ZonwVillage: WAENGALO LOWER Grada: z
Section C. Officlal KCCA Representativ /2 :
/'qv{J R LAY
Designation of he Divecior Reverwe Collecton Authoazed Signature
Zashadzed Signatory
Issued By ISAAC KAYOMTHO

This Certificate has boen issued on behalf of the Executive Director

The above COIN must appear on all your correspondences with Kampala Capital City Authority (KCCA).
Picase note that this certificate shall remain valid for 12 Months from the date of payment unless revoked.
License Expiry Date: 2019-10-04 12-:00-00

Copyoght Karpas Capits Oy Aurorty aCiSe. A ngits masrved Page 41
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