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Annexure

The below are the list of User manuals that you can refer to

S.No ‘ User Manual Name Description

1 Register as Online User This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) website and create an
EmaraTax account with the FTA.

2 Manage online user profile This manual is prepared to provide you an understanding
on Login process, user types, forgot password and modify
online user profile functionalities.

3 User Authorisation This manual is prepared to provide you an understanding
on Account Admin, Online User, and Taxable Person
account definitions and functionalities.

4 Taxable person dashboard This manual is prepared to help the following ‘Taxable
person’ users to navigate through their dashboard in the
Federal Tax Authority (FTA) EmaraTax Portal:

e Registered for VAT

e Registered for Excise

* Non-registered Taxpayer

e Tax Group

e Warehouse Keeper

e Freight Forwarder/VAT Clearing Company (TINCO)

e Excise Tax Clearing Company (TINCE)

5 Link TRN to email address This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) website to Link TRN to New
Email Address.
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Navigating through EmaraTax v s

The Following Tabs and Buttons are available to help you navigate through this process
Button Description

In the Portal

This is used to toggle between various personas within the user
@ User types profile such as Taxable Person, Tax Agent, Tax Agency, Legal
Representative etc

::]}) This is used to enable the Text to Speech feature of the portal

This is used to toggle between the English and Arabic versions of the
portal

This is used to decrease, reset, and increase the screen resolution of
-A A +A the user interface of the portal
&)

English ke

8 This is used to manage the user profile details such as the Name,
Manage Account Registered Email address, Registered Mobile number, and password
This is used to log off from the portal
Log Out

In the Business Process application

This is used to go the Previous section of the Input Form
Previous Step

m This is used to go the Next section of the Input Form

This is used to save the application as draft, so that it can be
Save as Draft completed later

o This menu on the top gives an overview of the various sections within
o ° the. All the sections need to be completed in order to submit the
application for review. The Current section is highlighted in Blue and
the completed sections are highlighted in green with a check

The Federal Tax Authority offers a range of comprehensive and distinguished
electronic services in order to provide the opportunity for taxpayers to benefit from
these services in the best and simplest ways. To get more information on these
services Click Here
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This manual is prepared to help a registered Tax Agency to navigate through the
Federal Tax Authority EmaraTax portal to submit their amendment application.
The Tax Agency amendment application allows the Tax Agency to request FTA
to amend their registration — Amend applicant details such as Tax Agency trade
license and supporting documents; Amend identification details such as trade
license and business activities; Amend contact details; Amend Tax Agency
details (Pll); Add or modify authorized signatories. On approval of the
application by FTA, amendment will be reflected in your account. You will be
able to see the changes in your Tax Agency registration and an updated
certificate will be generated and can be downloaded for your account.
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United Arab Emirates
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Login to EmaraTax

) L i @E @
hrorren ey
@ eme

welcome to the new e-CTS ¥

United Arab Emirates

Login
Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
New Here? Emal Address
UAE Pass provides single trusted digits! identity solution for service providers

If you are not registered, please signup here.

up

2 diod)l Aol
(@ Uae pass

iyt L) & oLaill gl
FEOERAL TAX AUTHORITY

e  You can login into the EmaraTax account using your login credentials or using UAE Pass. If you
do not have an EmaraTax account, you can sign-up for an account by clicking the ‘sign up’
button. If you have forgotten your password, you can use the “forgot password” feature to
reset your password.

e If you login via your registered email and password, on successful login, the EmaraTax online
user dashboard will be displayed. If you had opted for 2 factor authentication, you will be
required to enter the OTP received in your registered email and mobile number to
successfully login.

e If you wish to login via UAE Pass, you will be redirected to UAE Pass. On successful UAE Pass
login, you will be redirected back to the EmaraTax online user dashboard.
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Tax Agency Tile

Q

ty@abe.com

vertype @) ouc [N

HOME

Required Actions Most Used Services
[ omHeR services
Oue Do Deseripion BB tinkn T Agort to Tax Agency >
% MY CORRESPONDENCE
No data Tax Agsncy Resistation >
. ~
Overview More Tax Types
Tax Agency Details Tax Agent Management Taxable Person Management

My Reports

QUICK LINKS OTHER LINKS
il d U @ glsidla iy g il
FEDERAL TAX AUTHORITY

What's New (2
2021 Copyright Federal Tax Authorlty. FAGs 21
This lewad in Microsoft ssary [ Comtact s B Contact Us

More Reparts

FOLLOW US

OmY s

Step Action

(1) Click on ‘Actions’ in the Tax Agency tile to get the option 'Amend'.

M_ﬂw‘w@
O noining_tymenc.com n vsertype ) ouc [N

= Home
HOME .

Required Actions Most Used Services
£ omerservices

Oue Do Deseripion BB tinkn T Agort to Tax Agency >
" MY CORRESPONDENCE

No data Tax Agsncy Resistation >
® view
. v
Overview

More Tax Tvpes

7 Amend

“\ Tax Agent Management Taxable Person Management
%, Derogistar
S Print Certificate

—
-9 - N -~

My Reports Mors Reports

@ QUICK LINKS OTHER LINKS FOLLOW US
il d U @ glsidla iy g il

FEDERAL TAX AUTHORITY i
- OmY s
‘What's New (&

© 2021 Copyright Federal Tax Authorhty. Fags 1B
iewed In Microsoft T Contact Us

Step Action

To start the amendment application, you are required to click on 'Amend'.

(1)
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Guidelines and Instructions

- Tax Agency Registration Amend

No. of form steps 5 Expected time to complete this application
Hro () s micues

= Expected fees for this service
Eres of charge

Tutorial Materials

Required Templates.
NA

Service Details

About the service

Eligibility Criteria

Service steps

FaGs

W | confirm that | have read the above instructions and guidelines

[ |

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to amending your Tax Agency registration, in the UAE. It also provides

guidance on what information you should have in hand when you are completing the Tax Agency
amendment application.

-, Tax Agency Registration Amend

@ :lghn:vomueps @ "E;:‘c‘::::hmelc:cmnleulms.\ppmmlan % ‘E:—p:’r::::umrm:mwlct
Aout the service -]
[ ]
Service steps -]
FAGs ‘

| confirm that | have read the above instructions and guidelines

Step Action

(1) You are requested to read through the terms and conditions carefully. Once satisfied, you are

requested to click checkbox to agree the terms and conditions.

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual
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- Tax Agency Registration Amend
= No. of form steps
Sstepe

Tutorial Materials

Required Templates.

Service Details
About the service
Eligibility Criteria
Service steps

FaGs

 Exected time o complte ths applcation
() s

W | confirm that | have read the above instructions and guidelines

%

Expected fees for this service
Eres of charge

ur online application:

Step Action

(1)

Click ‘Start’ to initiate the Tax Agency Amendment application.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual

Page9

,.‘9 (-
i =
AN
s

United Arab Emirates




il A 1 @ slailldsag I
FEDERAL TAX AUTHORITY

Applicant Details
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FEBERAL TAX AUTHORITY
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Dubal Department of Econamic Developmant

| [==

Business o Trade Licansa Expiry Date

Do you have a certificate of incorporation?

ovoa/2021

Upioad a 52an o the Business o Trade license

1 addiView2)

Orag ies here
M Tl size: 15 4B Formats: POF, BOC Mo No. of Files 33
| 1 AddiViewa) Drag ies nare.

Upload Reievont Supporting Documents
1 acpVremts -

Max e size: 15 MB Formars: 20F, DOC

Pravious Step

Max No. of Files :3: 3

M File size: 15 MB: Formats: PDF, DOC

Max No. of Files :3:3

entered.

e The application is divided into a number of short sections which deal with various aspects of
the amendment process. The progress bar displays the number of sections required to
complete the application. The section you are currently in, is highlighted as blue. Once you
progress to the next section successfully, the previous section will be highlighted as green.

e In order to move from one section to the next, all mandatory fields of the current section
must be completed. Any field that is not marked as ‘Optional’ is mandatory and must be

e Ensure that, the data you enter in the application, is identical to the relevant supporting
documents, in order to avoid rejection or resubmission of your application.

s | <B | e ﬂn

2 3 n
" Contect 0w savmey
W=
Upiona s sca e e o e e
B 2 sapviencn oro hes nere
IR Foreats: 2%, 0C Moxo.of Fils 3.3
Do you have o cerficate ofincorporation? :J
oR
[(ovosracar | 1 acapviemn [—
IR Fommats: 2o, boC Max o, o s 3.3
Uploaa Relevant Supporting Documents (]
L adipomas ora s e
[ Fomats: 20F, boc M o, o il 3.3
rovious step

(2) Amend Applicant details, if required.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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@ United Arab Emirates

2 3 4 5 & 7
o Conract et Agency o
Dusal Departmant of Excnamic Davslapmant | [
Gusness or Trads Licenss Expiry Oote Upload a scan of the Business or Trade icense.
ALoN2032 =] 1 addiView2) Drag files hare
Max il size: 15 MB Farmats: PDF, BOC Max No. of Files 3 :3
5v vou have »centificate of incorsoration? n
. ves "o
owoaszoz1 | 1 AddiViews) Drag fles nere
Mas il ize: 15 MB Farmats: PDF, DOC Max No. of Files :3:3
Uploaa Relevant Supporting Documents [i]
I Add/emzy Drag files here
Max il size: 15 MB Formats: 3O, DOC Max Ho. of Files :3:3

Provieus Step

Step Action

(2) Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual Page 11
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Identification Details

United Arab Emirates

Identification Details

Main License Details

Trade Li stherity

[T ousar napartmant ot Ezonomic Devetopmant

Licansa Issue date

i

[ ovoarzon

Lagal Nama in Englsh

[ecrmmres ST

5 Trata Hame i Engisn @ Tacevame A e

Upiosd copy of Trads License

T Adc/Viewtn) Drag fies nare

Ma) Y Formats : POFDOC Mas Mo, of fies : 3

Business Activity Details

Provieus Step

Step Action

(1) Amend Identification details such as License Expiry Date, Business Activity details, Owner's
details, Local Branch details, if required.

= Home » ToxAgency- Amend

Tax Agency Registration Amend

s Contact Datads ax

Identification Details
Main License Details

Trade Li uthority

(o

License issus dae

[ovonon

Legal Name in English

Trade Hame In English

Upiasd copy of Trage License

1 Adc/Viewtn) Drag fies nare

Max File siz6 15 M Formats : BDFDOC Ma o, of fies : 3

Business Activity Details

Provieus Step

Step Action

(1) Click ‘Next Step’ to save and proceed to the next section.
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Contact Details
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s
0 e - [

= Home » TexAgency- Amend

Tax Agency Registration Amend

5 (-] o
e ° °

s | <B | e ﬂn

(] Landiting Number
\®
Step Action
(1) Amend contact details, if required.

© i ~ [ e | [N
= Hame » Tox Agency - Amend

Tax Agency Registration Amend
B N o’ ) . ‘ '
- Applicant Datail Identification Detait Contact Detadls Tax Agency Details ? Authorized ns

Contact Details

Country

street

Al Dhabs

Mot Number

Provieus Step

Bubing Name & Number

Step Action

(1) Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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Tax Agency Details

Tax Agency Registration Amend

- Aoolicant Details Iaentification Detais

o° o

Gontact Details

Tax Agency Details

Tax Ageney Detais

]
[a [

UssrType ) | wne
s 5 7
Aumonzed Declanation & review
Signatory

Please select he date your Business was established of cemmenced oparations in the UAE?

ovos/2021

Is your Business registared with any professional bady?

o ves no

inchcate which tax related professional body

Please estimste the percentagers) of your empioyees who are, ingividually members of 3 professionsl body

o oy ersons e you comeny e
0
st

f

Provious Siep

Step Action

Amend Tax Agency details, if required.

(1)

Tax Agency Registration Amend

- Aoolicant Details Iaentification Detais

o° o

Gontact Details

Tax Agency Details

Please select he date your Business was established of cemmenced oparations in the UAE?

Tax Ageney Detais

UssrType ) | wne

5 7
Aumonzed Declanation & review
Signatory

How many persons do you currently empioy?

ovos/2021

0

Is your Business registared with any professional bady?

o ves no

1 yes. please incicate which tax related professional body

Please estimste the percentagers) of your empioyees who are, ingividually members of 3 professionsl body

Provious Siep

Step Action

(1)

Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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Tax Agent Details

S

S %)

ST
0 meeirem— - [

= Home » TexAgency- Amend

Tax Agency Registration Amend

Tax Agent Details
Linked Tax Agents List

1| Customize Calumas

Tasn agent gent

Pravious Step

° ° °
e @ (-] - ] C

i Detats Contact Datads o Agency Detalls

ot Inking Das Do you have Pil spacially linked 1o -
o o s Indiual Tax Agent? S

No data

Step Action

s | <B | e ﬂn

(1) .

You will find Tax Agent details in this screen.
Click 'Next Step' to save and proceed to the next section.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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Authorized Signatory Details

ST
0 e - [

= Home » TexAgency- Amend
Tax Agency Registration Amend
° 9° e°

Appicant Desaits \aentitication Detaits

Authorized Signatory

Authorized Signatory list

o Agency Detal

s | <B | e ﬂn

+ Add Auth

Name In English

ABE Agency Co

Hame in Arsbic

Email Actions

Training_ty@abe.com

Pravious Step

®

Step Action

(1) Click 'Actions' to amend the Authorized Signatory details, if required.

ST
Q reesreme - I

= Home » ToxAgency- Amend

Tax Agency Registration Amend

Authorized Signatery

Authorized Signatory list
Neme i Engiisn

ABC Agency Co

Pravious Step

Contact Datads

Hame n Arabic

e | =B | v ﬂu

Tax Agant Datalls Authorized Dectaration 6 review
signatary

Eman Actions

Training_ty=abe cor o

Step Action

(1) Click ‘Add Authorized Signatory’ to add a new Authorized Signatory details.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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Step Action

e  You can add one or more authorized signatory.
e After completing all mandatory fields, click ‘Add’ button to save and proceed.

@ouernoe ) ouc [0 ISR

= e° o° o° o° o° o ,

4 Add Authorized Signatory

Appicant Derails \aentitication Detaits Contact Datads o Agency Detalls Tax Agant Detatts

Authorized Signatory
Authorized Signatory list

Name in English Hame in Arsbic Email Actions

ABE Agency Co NREY N Tesiing_tysbe.com

Provieus Step

Step Action

(1) Click ‘Next Step’ to save and proceed to the next section.

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual
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Review and Declaration
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United Arab Emirates

Tax Agency Registration Amend

- Aoolicant Details Iaentification Detais

Review & Declaration

Step 1: About the Applicant

Plsass snter tax agency trade licenss details that sllows you 15 Sperats & & tax sgency

Issuing Authority of Business or Tracse icanse

Business or Trada Liconse Expiry Date

o you have a cortificate of incorporation”

.

Date of Incorporation

Tax Ageney Detais

e
o

Busimes: or Trade Liconss Number

@® View Attachments

® View Sttachments

Provious Siep

Declanation & review

Expand 41 / Collapse A1

This section will help you to make sure that you have completed the application correctly and

included the documents we have asked you to send.
e The section provides a comparison of the old and the newly updated information.

O v sesccon v I

= Home » Tax Agency- Amend
Tax Agency Registration Amend
o° 0°

Aoolicant Details

Review & Declaration

Step 1: About the Applicant

Plsass snter tax agency trade licenss details that sllows you 15 Sperats & & tax sgency

Issuing Authority of Business or Tracse icanse

Business or Trada Liconse Expiry Date

o you have a cortificate of incorporation”

.

Date of Incorporation

Relevant Supporting Documents

Iaentification Detais

e
o

Tax Ageney Detais

Busimes: or Trade Liconss Number

@® View Attachments

® View Sttachments

Provious Siep

Declanation & review

Expand 41 / Collapse A1

~:

Step Action

(1)

Click Edit, on the section where you want to do the amendment or changes any further.

Federal Tax Authority

Amend Tax Agency - Taxpayer User Manual
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TivERaL Tax &
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= Home » TexAgency- Amend

Tax Agency Registration Amend

= Aapplicant Details Identification Detalts Contact Detadts Tax Agency Datalls Tax Agant Datarts Dectaration & review
prye— R pr——
ontunton
[ | B \
\ =] — &
[ | [oermsarn | [[emins_eyasocom |

Date of Submission

[[1ovoarzoz ]

[m oecsemn R— wava |
Provieus Step

Step Action

After carefully reviewing all of the information entered on the application, mark the checkbox to
declare the correctness of the information provided in the application

(1)

i il g b @
:  pvee | SH | gue ﬂm

= Home » ToxAgency- Amend

Tax Agency Registration Amend

- Applicant Details Identification Detaits Contact Datadls Tax Agency Details Tax Agant Datails Authorized Dectaration & review
——— pres— —
sac genc co gt gt -
securston
e — JE—— ﬂ
= | = \
[ I
[ =] | e [ * |
Courtry Code - .
[= | [oweeam | e \
[ —
== |
M) 1 Declare that 8 true, accurate. and bebef

Provieus Step

Step Action

(1) Click ‘Submit’ to submit the application to FTA

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual
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Post Application Submission

Tax Agency - Amend

Application Submitted Successfully

e information required from you.

# Panaing Appraval

e Read the “What Next” and “Important Notes”.

e After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future purposes.

e  The status of your request on the Dashboard will change to “In Review” and you will receive
an email from us to confirm receipt of your application.

e  FTA may request for additional clarification. In case of the approval from FTA, the Amendment
will be reflected in your account. You will be able to see the changes in your Tax Agency
registration and a new certificate will be generated and sent to your registered email ID.

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual
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Correspondences
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Tax Agency receives the following correspondences:

¢ Application submission acknowledgment.

¢ Additional information notification (only if FTA requires more
information to assist with their review of your application).

e Application approval or rejection notification.

Federal Tax Authority Amend Tax Agency - Taxpayer User Manual Page 21
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Thank you
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