
Step by step guide for VAT Refund Process  
 
 
Step 1: 
 
Go to https://ura.go.ug 
 

 
 
 

Step 2: 
Point on e-returns to select the type of return to be filed  

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Enter TIN, pass 

word log in 

Select VAT 

monthly 

return 

https://ura.go.ug/


Step 3: 
 
Download the return template 

 
 

Step 4: 
Save the template to your preferred location on your computer, you are not supposed to change the 
default file name, instead where it ends you can use space or an under score and provide your preferred 
name. 

 
 

 

Step 5: 
 
Open the template, before filling out the template; enable macros by following the instructions on the 
sheet labeled help, on the form you have downloaded, after enabling macros, close the file and open it 
again,  you should get a pop up message that” Please DO NOT cut and paste any values in the sheet ” 

 

Add preferred file 
name  

Click here 



 
 
This is the pop up message you should get when you open a return template when the macros are 
enabled. 

 

 
 

 

Step 6: 

Fill in all the required details, and under Section H, select cash refund as below. 

 

Make use of this 

guide to enable 

macros. 

Click Ok 

Select cash refund from 

down drop if your claim is 

5million and above 



After filling in all the required information, validate the form by clicking the VALIDATE button on the last 
page of the return. 

 
 

In case of no errors, click on yes to generate an upload file, in case there are errors click on the error 
sheet, correct the errors, save and validate a gain, click on yes to generate an upload file 

 

Save the uploaded version at the desired location. 

 

It is better not to rename the upload file, when you are renaming, you are not supposed to leave space 

or use any unique character (`! $ %^*()@\&’”#;:{}/\) i.e.Monthly_VAT_Return02 or 

Monthly_VAT_Return_2014 

Click here to 
Validate 

Click here 
 



 
 
Go back to the home page and log in to your account using TIN and pass word as seen below; 

 
After logging in, under e-services on left side, place your cursor on E-Returns and select the monthly VAT 
return. 

 
 
Enter the period for which the return is being filed and click check. 
Enter all the details required and Upload the return. 
a. If the form fails online validation, correct the specified errors on the saved template (from which 

you generated the upload file), save the file, validate and re-generate another upload file  

Enter TIN, pass word and 
log in. 

Add 
preferred file 
name. 

Select VAT 
return  



b. Try to upload the file again. 
 

 
 
If the upload is successful, click Submit, to submit your return.  
 

 
 
 

Click here 



An e-Acknowledgement receipt will be generated and a copy sent to the email address provided at 
registration and the TIN account. 
 

-5,040,000 

Click to print 

acknowledgement 

receipt 

Click to print 

submitted form 


