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Intended Audience 
The intended audience of this document is the end user who will use this platform for their business 
needs.  Before project launch, it will be used as a document that will be enhanced by the stakeholders 
periodically until it is perfected.  It will outline the step-by-step process from the beginning (onboarding) 
to the end (generate human readable e-invoices).   

Platform Overview 
The purpose of this platform is to allow end users to generate e-invoices.  To accomplish the user must 
be registered on the Government of Jordan web portal known as ISTD, with a URL istd.gov.jo.  That 



process is handled by the ISTD authority utilizing their process and due diligence.  A section of this user 
manual may be devoted to that process in the near future. 

Upon registering on the ISTD web e-service, it automatically redirects the user to the Registration 
module on our JoFotara portal.  After completing this simple register screen it proceeds to the login 
screen in which the user can login and access the features of our platform.  

A central theme to our platform is being able to create users that can also access and benefit the 
functionality.  The Admin (first user) must validate the authenticity of their account by entering their 
phone number and getting a secret code via OTP.  OTP refers to “Over The Top” which is another way of 
saying getting an SMS with a code” that can be entered into the OTP screen to validate that the phone 
number entered is actually belongs to that taxpayer. 

Admin (first user) can create sub admins.  Sub admins have slightly limited access to features as is 
outlined later in this manual.  The main Admin can activate or deactivate sub admins and perform other 
administrative tasks. 

What begins by a Registration module, then login, then creating sub admins.  Once the user who is the 
Admin registers, they can proceed to login to the portal.  This is the onboarding to the e-Invoicing 
platform.  The admin can then proceed to add sub admins, create devices, make new e-invoices, and 
modify them.  Following that, the admin(s) can generate the invoice which come as a human readable 
format (PDF). 

The platform will include a mobile application for Android and iPhone that mainly allows users login and 
produce e-invoices.  The apps are native, which is another way of saying they are done in the best 
format to ensure high performance and best security.  The apps will be downloadable from Google Play 
and Apple App Store, respectively.  Technically speaking, the Android app can be downloaded outside 
Google Play, such as on the ISTD website.  iPhone apps can only be downloaded from the App Store. 

There are three kinds of invoices that exist on this platform.  The type of invoice is dependent the type 
of taxpayer.  The income tax taxpayer pays no taxes.  The general tax taxpayer pays the general tax such 
as 15% or 16%, and finally the special tax has “special tax” field. 

The platform allows for integration via an API (Application Programming Interface), it is a way for 
different systems to speak together without human intervention.  This happens on the platform by 
creating and using special devices.  Each device has its properties such as a secret key and current ID.  
Devices can be disabled and enabled easily. 

 
Validations are done using UBL 2.1 standards.  Validations are present to ensure data integrity.  For 
example, it can be a limitation on how long an address can be or the structure of date and time. 

This User Manual will highlight the process of creating a General Tax invoice.  Special and Income Tax 
invoices are defined and clear in this document nonetheless. 

Registration and Login 
Flow is below followed by screenshots and step-by-step process to register and to login. 



 

 

As we can see the conclusion is either an account created or it fails because of a non-valid token. 

For the first time Admin (not sub admin), an OTP will be used to verify your phone number. See 
below how to enter and submit the code received in the SMS. 

 

Register 
The process begins by Registration on the ISTD e-service and it redirects to the JoFotara portal.  Fill in 
the required information.  The below screen will be translated to English in the next update. 



 

1. To start, you, the taxpayer, must have a valid username and password on e-service system. 
2. By accessing the ISTD portal, you can register and add an account 
3. All information related to Taxpayer should be returned using API from e-service system 
4. Taxpayer can edit selected Taxpayer information 
5. Admin can create account/accounts, revoke and can integrate new device (Secret key and 

Current ID). 
6. Admin can be able to add all accounts based on the activity for taxpayer. 
7. All accounts should be reference to the same Tax number. 
8. The sub admin account should be able to create, revoke and view invoice only. 

 
 
Information you will need: 
Information related to taxpayer (once integrate with e-service) 

9. Tax number 
10. Name 
11. Mobile number 
12. Location 
13. Income Serial Number 

Information needs to add it for an account 
14. Username and password 
15. Id 
16. Name of the user 
17. Activities 

Registering on the ISTD web portal will redirect the user to the JoFotara web portal to complete the 
registration.  See below: 



 

 

Login 
With a Taxpayer Number, a User Name, and a Password ready you can login to the portal.  Should you 
have your password forgotten you can reset it.  See below: 

 

 



 

Admin Portal Page 

 

This is the portal for Admins (not sub admins).  Let us begin with View Invoices so we can understand 
what they are, how they are accessed, stored, and downloaded.  Then we will look at adding users, 
integrating devices, and creating/modifying invoices. 

 

View Invoice List 

 



This is a screen that shows all the invoices that have been created.  Below is the flow of how to go from 
start to end.  Below chart will be amended to exclude canceling an invoice.

 

To view the list of invoices that are in your account you must login to JoFotara with a valid account, click 
on view list of invoices, which will show you the list, as below: 



 

At any moment you can view the invoice by clicking the download button.  You will see an invoice as per 
the document below.  It includes all the information about the invoice but adds a QR Code. 

 You will see the invoice as per the screen below: 



 

The invoice can be printed as well as seen above.  The platform also offers a robust searching feature. 
You can enter a keyword into the text box near the search icon, or you can click the filter icon which will 



show the popup below: 

  

 

Edit Invoices 

 

By entering into the Create\Modify Invoices screen you are able to modify financial fields.  New invoices 
will be covered later as we create General Tax invoices. 

 



 

Add User 

 

To create a new user, click the respective button above (on the main landing page) which will take you 
to the following screen.   At the top right, click the “Add User” button as per the picture below. 



 

While there enter the below required information.   Then click Save. 

 

User Information 
A list of users is provided as an Admin page to handle everything related to creating, disabling, and 
modifying users. 

 

 



 

Integrate Device 

 

This feature is for allowing the platform to be integrated with the Taxpayers and their tax department 
using an API.   The term API refers to a way of connecting a platform with another platform using 
technology itself, that is, without manual work of humans.  The API is for authentication, and creates a 
secret key and client id.  It can also be used to disable a device using their secret key and client id.   

 

Flow below: 

 

As we can see the result is either to disable a secret key and client id OR to create a secret key and client 
id. 

Steps to the device integration feature: 

1. Click on Integrate device from e-invoicing portal 
a. Create secret key and ID 

2. List includes all generated secret key and IDs. 

 
Note:   



 Only Admins can create secret keys and IDs. 
 Admin can create more than one secret key and current id (each sub admin have secret key and 

current id) 
 Taxpayers use secret key and current id for authorization while using API  
 Taxpayer will integrate with API to send invoice and validate it  
 Taxpayer can disable any of secret key and current id from list 

 

 

List of Devices 
View list of devices.  It shows Current ID and Secret Key as well disable/enable switch: 

 

 

 

 

Create a device  
To create a new device, click on the “New Integrate” button at the top-right corner of the Integrate 
Device list.  It requests the user name and Income Serial Number. 



 

 

Sub Admin – Portal 
They have only two features of the platform that they can utilize.  They are: 

 

Like the Admin, a sub admin user can create or modify an Invoice or view Invoices.  They do not have 
access to devices or administrative tasks like managing users. 

 



Choose type of invoice 
 

 

Different users will have a custom invoice screen.  These different invoices have some different fields to 
be entered.   

There are three types of invoices 
1. Income Tax 
2. General Tax 
3. Special Tax 

The differences between the three invoices 
For General Tax: 

- Has all fields 
- Drop down list to choose the tax 

o Does calculations related to tax 
- Such as 15% or 16% 

 

For Special: 

- Adds to general: has field “Special Tax value” 

 

For Income Tax:  2 things: 



- No tax charge 
- Does not have an income serial number (drop down list) 
- No taxes in the calculation 

 

 

All invoices have six sections: 

 Invoice Information (including Date of invoice) 
 Seller Information (name, tax number, etc) 
 Buyer Information (name, postal code, etc) 
 Line Items (product name, price, disount, tax, etc) 
 Total breakdown (tax, discount) 
 Notes (anything that should be mentioned) 

 

General Tax 
General Tax has all the fields.  Choose invoice type.  Below is a tiny image to take a quick glance and 
below we will go into more detail. 

 

 

Seller Information is automatically entered into the form.  This is because the seller’s information is 
already saved when they registered onto the JoFotara platform.  Invoice Issue date is defaulted to today’s 
date but can be changed to a previous date. 



 

 

The below are mandatory fields (data entry information), they are marked by an asterisks (*): 

 

 

Buyer information is entered each time but is not required for cash.  It is required for receivable: 

 

Line Items are the Goods or Services that are being purchased.  The type specifies if it normal vs. a service 
allowance.  Then there is a description of the item.  Followed by that is the quantity and the Unit price in 
JOD.  A discount amount is optional.  Finally, a General tax rate can be selected from hard-coded values 
in the drop down list. 

If the Line type is Service allowance then you fill in just two values: Amount and General tax rate. 



 

 

When the line item is ready, click the Add button below.  This will add the item to the table below it.  You 
can add many items (is there a limit) in a single invoice.  At the bottom of the screen are the total values 
breakdown incorporating tax, discount, and the Total Invoice amount in JOD. 

 

 

Special Invoice 
Adds to general: Special Tax Value 

 



Income Tax 
- Does not have an income serial number (drop down list) 
- No taxes in the calculation 

References 

This User Manual has been prepared for taxpayers to benefit from a streamlined digitized platform 
that allows the users to benefit from top tier software technology utilizing Cloud, as well as Native 
Smartphone apps. It uses secure end-to-end communication and the best in industry standards. 

 


