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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
Q Log Out

In the Business Process application

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

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

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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Introduction
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This manual is prepared to help a registered Warehouse Keeper to navigate through
the Federal Tax Authority EmaraTax portal to submit their Warehouse Keeper
amendment application. The amendment application allows the Warehouse Keeper
to request FTA to amend their registration details, including changes to their excise
goods categories and activities in the Designated Zones under your supervision.

On approval of the application by FTA, the requested changes will be reflected in their
Warehouse Keeper account and an updated Warehouse Keeper registration
certificate will be issued. If the Warehouse Keeper is registered for Excise Tax, any
additions or changes to the Trade licenses should be done through an Excise Tax
registration amendment application. The trade license details will get reflected in the
Warehouse Keeper registration after FTA's approval of the Excise Tax registration
amendment application.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 5
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Login to EmaraTax
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welcome to the new e-CTS ¥
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United Arab Emirates

Login

Welcome to the Federal Tax Autharity

Login with FTA account Login with your Emirates ID
New Here?

If you are not e signup here. UAE Pass provides single trusted digital identity solution for service praviders

2N diosyl Al
1@ uae pass

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.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 6
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Taxable person Tile
=

£ omerservices

Home

0 Create New Taxable Person Profile

Profile Name in English
£ MY CORRESPONDENCE

Proforred Longuage

Upload Taxsble Berson Loge (Optional)
e Orag fles here

Max File Size : 5 MB Formats : JPEG, JPG, PNG

= Taxable Person List

Profile Name in Arabic

Proforred communication Channel

Masimum number of files

TS
)=
"ll'/ \‘\ \
%, I N

United Arab Emirates

G ousertype @) wuc [0 ISR

Step Action

(1)

Click ‘View’ on the Taxable Person tile to view the Taxable Person dashboard.

Federal Tax Authority

Amend Warehouse Keeper - Taxpayer User Manual
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Warehouse keeper Tile

dpuuu-w\@
FEDERAL TAX AUTHORITY
e ——————

=  Home b AbdulRehman
HOME Required Actions Most Used Services
= ABDUL REMMAN s Due Date Description 2] Esxcise Tax - New Registration >

+15/07/2022 Exclse Tax - Return submission pending for the period June 2022

@ VAT BBl warenouse keeper - New Registration >
+15/08/2022 Excise Tax - Return submission cending for the peried July 2022

T ExcISE TAX e . o - o — e

£ WAREWOUSE KEEPER

PAYMENTS
Registration Overview Customize View
£ MY CORRESPONDENCE
T TED Value Added Tax Tax Group Excise Tax

%] OTHER SERVICES TRM :100632298400007

& Active

[ — 5 Warehouse Keeper Designated Zone Management
i

Not registered

WHK No : 1000103

A
G actve .

Step Action

(1) Select the “Actions” button in the Warehouse Keeper tile.

@Muu-w\@
FEDERAL TAX AUTHORITY
e ——————

=  Home b AbdulRehman
HOME Required Actions Most Used Services
i ABDUL REHMAN ~ Due Date Description 2] Esxcise Tax - New Registration >
+15/07/2022 Exclse Tax - Return submission pending for the period June 2022
@ VAT BBl warenouse keeper - New Registration >
+15/08/2022 Excise Tax - Return submission cending for the peried July 2022
2 ERIEER -15/09/2022 Exsise Tax - Return submissien cending for the Reriod Auoust 2022

£ WAREWOUSE KEEPER

£ PAYMENTS

Registration Overview Customize View >
i MY CORRESPONDENCE
£ USER AUTHORIZATION Value Added Tax Tax Group Excise Tax

%] OTHER SERVICES TRM :100632298400007

Not registered

& Active
m “
@ View

—_Edit —

| P | Designated Zone Management
(r Amend

S ennt Certticate

-
I Active

Step Action
(1) Click ‘Amend' to initiate the Warehouse Keeper amendment application.
Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 8
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Guidelines and Instructions

Keaper

No. of form section . Expected time to complete this application =,
i (&) ommse Froorcrarge

Required Templates

Service Details

About the service

Eligibility Criteria

Service steps

FAGs

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

Expected foos for this service

Required Documents
" < itin your online applicatian

‘copy of the author
5 copy of the entr
# SUPPOTTIng BCUMENS FElated T0 excise GOOGS OF BCIIVILES I YO have Made any relsted cnanges.
Accepted file types are POF, JPG, PNG, DOC and JPEG. The individual ile size limit s 15 MB.

Back

“

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to amending your Warehouse Keeper registration, in the UAE. It also provides
guidance on what information you should have in hand when you are completing the Warehouse

Keeper amendment application.

= Home » AboulBebman »

Warehouse Keeper Registration - Amend

Keeper

No. of form section
7 sections

Required Templates

Service Details

About the service

Eligibility Criteria

Service steps

FAQs

5 Expected time to complete this application

=3 Expocted fees for this service
Fras of Chargs

Required Documents

* Emirates 1D copy of the authansed signatary.
s copy of the enti
‘documents related to excise Goods or CUVItes If you have Made any related CHanges.
5 aré PDF, JPG, PNG, DOC and JPEG.. The ndividual e size lient & 15

| confirm that | have read the above instructions and guidalines

Back

Step

Action

(1)

Read the instructions and guidelines carefully before starting the application. Mark the checkbox to

confirm.

Federal Tax

Authority Amend Warehouse Keeper - Taxpayer User Manual
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= Home » AbdulBehoan » War

Keeper
No. of form section  Expected time to complete this application =3 Expocted foos for this service
7 sactons () ommm Fr o Charge
Required Documents
Required Templates " inyour

py of the authorised signatory.
nses copy of the entry.

 GOCUMENS Felated tD excise G00TS OF SCTVTNES If you have Made any relatsd changes.
Accepted file types are POF, JPG, PNG, DOC and JPEG. The individual ile size limit s 15 MB.

Service Details

About the service

Eligibility Criteria

Service steps

FAGs

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

Step Action

Click ‘Start’ to initiate the Warehouse Keeper amendment application.

(1)

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 10
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Drag files here u
Max Mo, of Files : 3

Formats: PDF, DOC

The application is divided into a number of short sections which deal with various aspects of
the registration 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.
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
entered.

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.

Entity Details

Entity Type

Lagal Person - Incorporated

D9 vou have a certficate of Incorporation”

. v

Uplosd CertifcateofIncorsertion
(i)
2 asaeway Drac fls here

Max file si26: 15 MB: Formats: PDF, DOC

Max Mo, of Files : 3

Step

Action

(1)

Select “Enable Editing”, to amend entity details, if required. Upon selection, the fields in the
section will become editable.

If you do not want to edit the section, select ‘Disable Editing’ so that the fields become non
editable.

Federal Tax Authority

Amend Warehouse Keeper - Taxpayer User Manual
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Entity Details

Contact Detalls

— °
Ty |
Do you have a certificate of Incorparation? ) Upload Certificate of Incorporativn

. v no

I asarewny

Max file si26: 15 MB:

enaie g (@ ) oisa

Drag files here

Formats: PDF, DOC

Max Mo, of Files : 3

Action

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

Federal Tax Authority

Amend Warehouse Keeper - Taxpayer User Manual
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Identification Details
b

Step Action

(1) section will become editable.

Select “Enable Editing”, to amend Identification details, if required. Upon selection, the fields in the

Ldentification Details

Step Action

(1)

e Upload update copy of trade license document for evidence.

e Add new Trade License details or modify the trade license expiry date.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual
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Note that additions or changes to the Trade license will be allowed in the Warehouse Keeper
amendment application only if the Warehouse Keeper is not registered for Excise Tax.

Ep——-

Ieenufication Details

e  Generally, your Trade License should cover the relevant descriptions of your business
activities as a Warehouse Keeper.

e Any field that is not marked as ‘Optional’ is mandatory and must be filled out in order to move
to the next section.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 14
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Warehouse Keeper Registration - Amendment

Business ACUVIy Detals e

L r— Han s fr—

Local ranch Dstass \(D
v s Y

Step Action

(1) Add or modify business activities and owners’ details.

Warehouse Keeper Registration - Amendment

(]
o o
o L]

L r— Han s fr—

Cocal Sranch Datarts

o

Step Action

Add or modify branch details, related business activities and owner details. Upload updated trade
license documents for evidence.

(1)

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 15



cofly a1 d pslaiall @ fygll .
1) e

FEDERAL TAX AUTHORITY |
. S
- g United Arab Emirates

e ]

Branches are not legally distinct from the wider entity to which they belong. Therefore, registration
will not be made in the name of a branch but in the name of the head office where it meets the
relevant criteria. Even if you are operating via branches in more than one Emirate, only one
Warehouse Keeper registration is required.

Step Action

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

(1)

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 16
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Contact Details

| — e

Step Action

Select “Enable Editing”, to amend Contact details, if required. Upon selection, the fields in the section
will become editable.

(1)

SEi nﬁ

|~ e

Step Action

(1) Update the required information and enter the Address amendment date.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 17
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Do not use another company’s address (for example, your accountant). If you have multiple
addresses, provide details of the place where most of the day-today activities of the warehouse
keeping business are carried out.

SEi nﬁ

Step Action

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

(1)

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 18



(A,/s.
) '\-/' iy
M ="M

1 \

M
UAINN
il

United Arab Emirates

il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

Business Relationships

Step Action

Select “Enable Editing”, to amend Business Relationships details, if required. Upon selection, the fields
in the section will become editable.

Step Action

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

(1)
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Warehouse keeper Details

Warehouse Kesper Details

[ 1
\ |
\ | a
[ I [ ]
\ |
[ |
oo o . — e -
[ o ] == 1
Step Action
(1) e Select “Enable Editing”, to amend Warehouse Keeper details, if required.
e Answer the questions based on the excisable activities you may be, or are, involved in. Add or
update the Excise goods that you would be engaged with and their commencement dates.

-

Warehouse Kesper Details

= =1

Note that you are not allowed to remove excisable activities and excise goods that may impact your
registered Designated Zones. If you want to remove existing excisable activities or excise goods at the
Warehouse Keeper level, ensure none of your registered Designated Zones are linked to those
excisable activities or excise goods. If they are linked, you need to first submit amend Designated
Zone applications to the FTA requesting to remove them.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual
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Warenouse Keeper Details

Step Action

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

(1)
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Authorized Signatory
,,

United Arab Emirates

Step Action

Select “Enable Editing”, to amend Authorized Signatory details, if required. Upon selection, the fields
in the section will become editable.

Ep——-

Authorized Signator
anaent srsigaie | @ bicsbie g

Authorzed Sgnatory st

Step Action

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

(1)
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Review and Declaration
]

o o o o o
- [ — .
=
Ja=n
= o]
[ +]
-]
=1
[ — D — |

e  This section will help you to make sure that you have completed the registration 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.

S

—.
0]
[ +]
=]
=]
l
[ - e - |

Step Action
After carefully reviewing all of the information entered on the application, mark the checkbox to
(1) declare the correctness of the information provided in the application.
Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual
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Step Action

Click ‘Submit’ to submit the application to FTA.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 24



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY \

IIN=Z
AN
g

S

United Arab Emirates

Post Application Submission

e After your application is submitted successfully, a Reference Number is generated for
your submitted application. Note this reference number for future purposes. 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  Your application will be reviewed by the FTA. If we require more information to assist
with our review, we will contact you by email. You will need to provide the information
requested for us to continue processing your application.

e  Once we have completed our review, we will either approve or, in some cases, may have
to reject the application. You will be notified by email of our decision.

e Where we reject an application, we will provide you with the reasons for doing so. You
may re-apply but only once you have resolved the matters brought to your attention.

o After approval of your Warehouse Keeper registration, you will receive an email and an
SMS notification informing you of the application approval. You can download the
updated Warehouse Keeper registration certificate from your account.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 25
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Step Action
(1) o Click 'Download' to download a pdf copy of the acknowledgement screen.
e Click 'Back to Dashboard' to navigate back to the Taxable Person dashboard.

Federal Tax Authority Amend Warehouse Keeper - Taxpayer User Manual Page 26
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Correspondences
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.

e 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 Warehouse Keeper - Taxpayer User Manual Page 27
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Thank you
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