
 

ZOHO PAYROLL KENYA GUIDE 

 
This guide provides a step-by-step walkthrough on how to navigate through the Kenyan Payroll 

System. It is divided into two main sections: the Admin Guide and the User Guide. Both sections 

aim to provide clear instructions that will help admins and users understand and efficiently use 

the system. 

 
ADMIN GUIDE 
 

ORGANIZATION PROFILE 

In this payroll system, the Organization Profile module allows users to setup, manage, and 

customize the details of their organization. 

 

 
Users can perform the following actions: 

 
a. Add Organization details. 

b. Edit organization details. 



 

 

 

 
 
 
 

 

2. SETTINGS 

1.1. PAYROLL SETTINGS 

 
The Payroll Settings module enables users to manage various deductions and benefits 

applicable to their employees. This module helps in ensuring accurate payroll calculations and 

compliance with relevant regulations. 



 

Navigate to Settings > Payroll Settings. 

 

 

 
Here, you can add various “deductions” and “benefits” that will automatically be calculated during 

payroll processing. 

 
a. Add Deduction 

 
 
 

 



 

1. From the payroll settings page, navigate to the Deduction section. 

2. Fill in the necessary information. 

3. Click “Add Deduction” to create a new deduction type or Click “Reset” to clear the form. 

4. View new deduction in the “All deductions” table on the same page. 

 
b. Add Benefit 

 

 
1. From the payroll settings page, navigate to the Benefit section. 

2. Fill in the necessary information. 

3. Click “Add Benefit” to create a new benefit type or Click “Reset” to clear form and enter 

new information. 

4. View created benefit in the “All Benefits” table on the same page. 

 
1.2. NHIF 

 
●  The NHIF (National Hospital Insurance Fund) settings in the payroll system allow users 

to see the contribution rates and rules in accordance with the NHIF requirements. 



 

 

● The payroll system is configured to handle these calculations automatically. 

 
1.3. N.S.S.F 

This will display the current NSSF rates and rules that the system uses to calculate 

NSSF deductions. In our payroll system, the NSSF settings are pre-configured and 

automated to calculate the necessary deductions according to the rates set by the 

NSSF. 

 
1.4. N.I.T.A 

This will display the current NITA rates and rules that the system uses to calculate NITA 

deductions. In our payroll system, the NITA settings are pre-configured and automated 

to calculate the necessary deductions according to the rates set by the NITA. 

 

1.5. House Levy 

This will display the current House Levy rates and rules that the system uses to 

calculate House Levy deductions. In our payroll system, the House Levy settings are 

pre-configured and automated to calculate the necessary deductions according to 

the Kenyan Constitution. 

 

1.6. Reliefs 

This will display the current reliefs rates and rules that the system uses to calculate reliefs 

rates. In our payroll system, the reliefs settings are pre-configured and automated to 

calculate the necessary deductions according to the Kenyan Constitution. 

 
1.7. Withholding Tax. 

This will display the current withholding tax rates and rules that the system uses to 



 

calculate withholding tax rates. In our payroll system, the reliefs settings are pre-

configured and automated to calculate the necessary deductions according to the Kenyan 

Constitution. 

 

 
 

 
3. EMPLOYEE MANAGEMENT 

 
The Employee module in the system enables users to manage comprehensive employee 

information. 

The module provides users with the ability to view, add, and modify employee details, as well as 

manage employee deductions and benefits. 

 

 
a. View Employee 

Users can view a comprehensive list of all employees within the organization, along with 

their personal and professional details. 

Navigate to Employees > View Employee 

 
 
 

b. Add Employee 

Users can add new employees to the system, including their personal and professional information. 

 
Navigate to Employees > Add Employee 



 

 
The payroll system provides three methods to add employees: 

 
I. Manually Adding Employees: 

In this method, you manually input the employee's details into the system. 

 
1. Navigate to Employees > Add Employees 

2. Fill in employee information. 

3. Click the “Submit” button to save the information or click “Reset” to clear the 

form. 

 
 

II. Importing Employee Information: 

This method involves importing a file (often a CSV or Excel file) that contains the 

employee's details. This is often used when there are a large number of employees to add 

at once. 

 
1. Navigate to Employees > Add Employee 

2. Select the import option. 



 

 
3. Select the desired import option and provide the required details. 

 

4. The provided details are then displayed, where you are supposed to map them 

correctly with the Organization details fields. 

5. After correct mapping, click the “import” button to perform the import action. 



 

 

 
 

6. Progress of imports will then be shown on the window that pops up. 

7. 

 
III. Integrating with a Third-Party Source: 

This option involves setting up an integration with a third-party system, such as Zoho 

People, to fetch and sync employee data. 



 

c. Add Benefits 

Users can assign benefits to employees, such as health insurance, retirement plans, and 

other employee benefits that will be used when processing employee payroll. 

 

 
 

 

 
1. Navigate to Employees > Benefit. 

2. Select the employee from the drop-down list to apply the benefit. 

3. Select the benefit type from the drop-down list of existing benefits. 

4. The amount input field is automatically calculated and autofilled based on the 

plan selected. 



 

 
 

d. Add Deductions 

The module allows users to assign deductions to employees, which can include taxes, 

social security contributions, and other employee deductions which will be used during 

processing employee payroll. 

 
1. Navigate to Employees > Deductions. 

2. Select the employee from the drop-down list to apply the deduction. 

3. Select the deduction type from the drop-down list of existing deductions. 

4. The amount input field is automatically calculated and autofilled based on the 

plan selected. 

 



 

 
 
 
 

4. PAYROLL PROCESSING. 

 
The "Process Payroll" module helps streamline employee payroll processing. 

 



 

 
 

 

1. Navigate to Process Payroll 

2. Enter the payroll month start date and payroll month end date. 

● This determines the time frame for processing payroll for all employees. 

3. Click “Process” to proceed to processing employee’s pay or click “Reset” to clear the 

form and enter new values. 

 
5. REPORTS 

 
The Reports module provides a centralized location to generate various types of reports related 

to different aspects of payroll management. This module typically includes sub-modules or 

sections that cater to specific report types. 

 



 

 

a. Payroll Reports 

Navigate to Reports > Payroll Reports 

The Payroll Reports generate payment summaries/pay slips for each employee. 

for specific periods. Additionally, from the generated reports you can perform the following 

actions: 

● Send Pay slips via Email: This feature enables you to send pay slips directly to 

individual employees via email. 

● Print Pay slips: The system provides an option to print each individual pay slip. 

This allows you to generate a hard copy of the pay slip for record-keeping 

purposes or if an employee prefers a physical copy. 

 
b. KRA P9 Forms Reports 

 
The KRA P9 Form report displays employees’ earnings and a breakdown of the taxes 

deducted from their income. 

To view employee’s KRA P9 Form. 

1. Navigate to Report > KRA P9 Forms 

2. Provide an employee’s KRA Pin for which you want to view. 

3. Click “Generate” to generate the KRA P9 Form of the specific employee or 

“Reset” to clear the form and key in new details. 

4. To print the generated form, click on the “Print” button or if you need a PDF, click on the 

“PDF” button to download the form as PDF. 



 

 
 

c. KRA P10 Reports 

1. Navigate to Reports > KRA P10 Reports 

2. View all individual KRA P10 reports for the employees. 

3. To print, click on individual KRA P10, then click on the “Print” button. 

 
d. NHIF Reports 



 

 

 

e. NSSF Reports 

 



 

 
 
 
 

f. Payroll Headcount Report 

 
This metric basically shows how many people are engaged in the payroll process in comparison to 

the total number of employees. 

It is automatically generated by the system. 



 

 


