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Navigating through EmaraTax
The following Tabs and Buttons are available to help you navigate through this process:

In the Portal

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

<)

English oJ)e

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

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 manage the user profile details such as the Name, Registered
8 Manage Account 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 to the Previous section of the Input Form
Previous Step

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

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

o This menu at the top gives an overview of the various sections within the
o ° application form. 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 Tax Agents to benefit from these services in the best and simplest ways.
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Introduction

This manual is prepared to help the applicant to navigate through the Federal Tax Authority
EmaraTax portal to submit their Natural Person Tax Agent Registration application.

You are required to be a UAE resident to perform the Natural Person Tax Agent Registration. Note
that this application will be reviewed by the FTA and will be approved only once all the
preconditions are met and requisite exams are cleared and Tax Registration payment is
completed.
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Login to EmaraTax
85 el ) it g oo
“MARATAX m:ﬁu} ...r::.*“nw @
o <) e
e Are you an existing e-Services user?
Login with your E-mail
Don't have an account? im0z gmacom 7@ Login with UAE PASS
G¥0ICd it alrsaiay.fisve.an account with the FTA please Passward UAE Pass is a single trusted digital identity for all
N e Welcome@izs citizens, residents to United Arab Emirates
Forgot passwerd?
Enter Security Code
cansor “eda803 0
Read the FAGs
. o ﬁ QUICK LINKS OTHER LINKS OUR LOCATION
R ST FR o |
EEOERAL TaX taxgovae & What's New () B Eoical Sulnasen: Buildica 20,
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.
. Tax Agent User Manual - Register Natural Person Tax
Federal Tax Authority g g Page 5
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User Profile

Please select the relevant purpose(s) for using EmaraTax portal

ity a L i gl
FEDERAL TAX AUTHORITY

5} User Type ) sue |-

A

o

Taxable Person

Any Person registered or obligated to

register for Tax purposes under the Decree-

Law.

o

Legal Representative

The manager of a company or a guardian or
custodian of a minor or an incapacitated
person, or the bankruptcy, or any other
Person legally appointed to represent.

Bead More

®

Natural Person Tax Agent

Any Person registered with the Authority in
the Register, who is appeinted on behalf of
another Person to represent him before the
Authority and assist him in the fulfillment

Read More

Tax Agency

A legal entity which is licensed to operate
as a Tax Agency and has registered with the
FTA as a Tax Agency.

o

©

+A

Step

Action

(1)

Select the checkbox for ‘Natural Person Tax Agent’ to choose the User Profile.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax

Agent with Exam Schedule

|l"! '{.\‘_ / !::'l
i =

AN
S

United Arab Emirates

Page 6



il aa L dslaidlasag 1l

FEDERAL TAX AUTHORITY

s cilyLol

=MARATAX

e e a

User Profile

Please select the relevant purpose(s) for using EmaraTax portal

{5} User Type ) e m

o

Taxable Person

Any Person registered or obligated to
register for Tax purposes under the Decree
Law.

o

Legal Representative

The manager of a company or a guardian or
custodian of a minor or an incapacitated
person, or the bankruptcy, or any other
Person legally appointed to represent.

Read More

e

Natural Person Tax Agent

Any Person registered with the Authority in
the Register, who is appoeinted on behalf of
another Person to represent him before the
Authority and assist him in the fulfillment

Read More

Tax Agency

A legal entity which is licensed to operate
as a Tax Agency and has registered with the
FTA as a Tax Agency.

Step

Action

(1)

Click ‘Proceed’ to continue to the home page.

Federal Tax Authority
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= Natural Person Tax Agent
HoME _
Required Actions

] OTHER SERVICES
Due Date Description

£ MY CORRESPONDENCE

Overview

No data

Assigned Tax Agents

= Taxable Person/Tax Group List

rch by TRN Number or Tax

able

. Natural Person Tax Agent

Person

Most Used Services

No data

The Taxable Person who appointed the Natural Person Tax Agent bears the ultimate legal
responsibility for the dealings with the FTA by the Natural Person Tax Agent on their behalf.
However, professional due care must be observed throughout the practice to prevent
malpractice/negligence and consequential liabilities. The FTA may de-list you as a Tax Agent if it
is satisfied that continuing to list you would adversely affect the integrity of the Tax System or
you have committed a significant violation of the relevant laws.
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{5} User Type ) e m A A +A
rome Required Actions Most Used Services
OTHER SERVICES Due Date Description No data
5 MY CORRESPONDENCE No data
Overview >
. Natural Person Tax Agent
(11 ]
—
Assigned Tax Agents o e
= Taxable Person/Tax Group List
Step Action
(1) Click ‘Register’ on the Natural Person Tax Agent tile to initiate the Natural Person Tax Agent
Registration application.
. Tax Agent User Manual - Register Natural Person Tax
Federal Tax Authority g g
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and Guidelines
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B Video: Click here (TBP)

4 User Manuali Click her (TBP)

Required Templates
NA

Service Details

About the service

Eligibility Criteria
Service steps

FAQs

Natural Person Tax Agent-Registration

List of documents that are required for making an application to register as a Natural Person Tax Agent are provided below:

f requested

by FTA to prove yo

Accepted . DOC and DOCX. The

individual file size limit is 15 MB.

] 1 confirm that | have read the above instructions and guidelines

ou have already successtully com

foervee | 59| [

The ‘instructions and guidelines’ page is designed to help you understand certain important
requirements relating to Natural Person Tax Agent Registration in the UAE. It also provides
guidance on what information you should have in hand when you are completing the
registration application.

Federal Tax Authority
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User Manual; Click here (TEP)

Required Templates
NA

Service Details
About the service

Use this service to register as a Tax Ag F

e e

TA. You can
Eligibility Criteria
Service steps

FAQs

gent ® Natural Person Tax Agent-Registration

nt degress

5 User Type

List of documents that are reguired for making an application te register as a Natural Person Tax Agent are provided below:

nstitutes

gent exam results (f requestsd by FTA to prove yeu have already successfully complet
Accepted file types are PDF, DOC and DOCX. The individual fils size limit is 15 MB.

operate as a Tax Agent anly if you are

[®] 1 confirm that | have read the above instructions and guidelines

o

Back

d the exam)

=)

P (| A A +A

- r

Step Action

(1)

Read the instructions and guidelines for Natural Person Tax Agent Registration and mark the
checkbox to confirm.

Federal Tax Authority
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gent » Natural Person Tax Agent-Registration

Ol

B Video: Click here (TBP)

User Manual; Click here (TBP)

Required Templates
NA

Service Details
About the service

Jse this service to register as a Tax Agent with the

Eligibility Criteria
Service steps

FAQs

n to register as a Natural Person Tax Agent are provided below.

List of documents that are required for making an app!

nt d

 raquested by FTA to prove you have already

t exam resuits

Accepted file types are POF, DOC and DOCX. The individual file size limit is 15 MB.

[®] | confirm that | have read the above instructions and guidelines

Back

Step Action

(1)

Click ‘Start’ to initiate the Natural Person Tax Agent Registration application.

Federal Tax Authority
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Basis of Registration

Basis of Registration

Corporate Tax ()

® Yes No

Educational Certificate

Deares

x Agent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

Select the following tax type you want to apply to be a Tax Agent for?

Do you have a certified bachelors's degree?

j
@l@wumw\@ ‘ @
User Type ) e m A A +A

2 3 4

Applicant Detalls Contact Details Review &
Declaration

4+ Add Relevant Degrees

Name of Educational
Institutions/internationally  Start Year End year Medium of language of

Educational degree Certificate Issuance Date Attachment Actions
Known Tax Institutes

No data

Previous Step

“ i ml

The registration application has been divided into four short sections, each section being
represented in the progress bar. The current section will get highlighted in blue color on
the progress bar. As you move to the next steps, the completed sections will get
highlighted in green color.

In order to move from one section to the next, all mandatory fields of the current section
must be entered. The fields which are optional are marked as optional next to the field
name.

You are requested to ensure that the documents submitted, support the information
entered by you in the application and the document and details are up-to-date. This
would help to avoid any rejection or resubmission of the application later.

Federal Tax Authority
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gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

2
Basis of Registration

Applicant Details

Basis of Registration

Select the following tax type you want to apply to be a Tax Agent for?

Corporate Tax (X)

Do you have a certified bachelors's degree? \D
® ves No

Educational Certificate

Name of Educational
Deares Institutions/internationally  Start Year End year
Known Tax Institutes

Previous Step

Medium of language of
Educational segree

No data

3

Contact Details

Certificate Issuance Date Attachment

e

m|A a

+ Add Relevant Degrees

Actions

© UserType )

+A

Step Action

i ml

(1)

Select the tax type from the dropdown list.

Federal Tax Authority

Agent with Exam Schedule
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gent ® Natural Person Tax Agent-Registration

Basis of Registration

Basis of Registration

Natural Person Tax Agent-Registration

2 3
Applicant Details

Contact Details

Select the following tax type you want to apply to be a Tax Agent for?

Corporate Tax (X)

Do you have a certified bachelors's degree?

® Yes No

Educational Cerl\'ﬂ(aw@

Deares

Previous Step

Name of Educational
Institutions/internationally
Known Tax Institutes

start Year

Medium of language of
Encires: Educational segree

No data

Certificate Issuance Date

Attachment

e

m|A a

+ Add Relevant Degrees

Actions

Step

© UserType )

+A

Action

i ml

(1)

Select 'Yes' to proceed with the application.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule

Page 15

i {\‘9 !::u
i \

AN
()
United Arab Emirates



il aa L dslaidlasag 1l
FEDERAL TAX AUTHORITY

s cilyLol

=MARATAX

R — ﬂ

Basis of Registration

Basis of Registration
Corporate Tax (X)

Do you have a certified bachelors's degree?

® Yes No

Educational Certificate

Name of Educational
Deares

Known Tax Institutes

Previous Step

Institutions/internationally

gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

2 3
Applicant Details

Contact Details

Select the following tax type you want to apply to be  Tax Agent foi

start Year

Medium of language of
Encires: Educational segree

No data

Certificate Issuance Date

© UserType )

Attachment

Y m | A A

+ Add Relevant Degrees

Actions o

+A

Step Action

i ml

(1)

Click ‘Add Relevant Degrees’ to upload your Educational Certificates.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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Add Relevant Degrees

Known Tax Institute

Salect Relevant Degress From Institutions And/Or

Bachelor's / Ma tax ~

Provide Name of Educational Institutions/Internationally Known Tax Institutes

cneck

Start vear

ovoi20m =

Certificate Issuance Date

14/12/2023

United Arab Emirates

Medium of language of Educational degree

English

End year

Upload Your Educational Certificates.

T add/view) Drag files here

Man: fila size: 15 MB Farmats: PDF, DOC Max No, of Files: 3

Step Action

1
) e C(Click ‘Add’ to save the details.

e Enter your Educational Certificate related details and upload supporting documents.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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Natural Person Tax Agent-Registration

Known Tax Institutes
Bachelor's / Master's intax  check

Are you 8 member of a professional body?

® ves No.

Provide the name of professional bady

cheek

Additional Document Details

Select your Year of Experience

Professional Experience Certificate

Document Name

Previous Step

Egucanonal aegres
o1/01/2021 1812/2023 English

14/12/2023

Provide valid professional Certificate

sl

Add/View(T)

Max file size: 15 MB

Issuance Date

Attachment

5 User Type

@ view attachment

Drag files here

Formats: PDF, DOC

Actions

IR (W A A +A

Max No. of Files: 3

+ Add Certificate

Save as Draft

Certificate.

Enter details regarding your professional body membership and upload the professional

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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Natural Person Tax Agent-Registration

® Yes No.

Provide the name of professional body

professional body name

Additional Document Details

Select your Year of Experience

gent ® Natural Person Tax Agent-Registration

Provide valid professional Certificate
T Add/viewTy

Max file size: 15 MB

3 years or more during the previous 5 years

Professional Experience Certificate

Document Name

Yes No

Previous Step

Have you passed any tests to meet gualification standards as these may have been specified by the Federal Tax Autharity?

RO

Issuance Date

Attachment

No data

{5} User Type ) e m A A +A

Drag files here

Farmats: PDF, DOC Max No. of Files: 3

+ Add Certificate n
Actions

“ i

Step Action

(1)

Select your 'Year of Experience' from the dropdown list.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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Natural Person Tax Agent-Registration

® Yes No.

Provide the name of professional body

professional body name

Additional Document Details
Select your Year of Experience
3 years or more during the previous 5 years

Professional Experience Certificate

Document Name

Yes No

Previous Step

Have you passed any tests to meet gualification standards as these may have been specified by the Federal Tax Autharity?

gent ® Natural Person Tax Agent-Registration

Provide valid professional Certificate

T Add/viewTy

Max file size: 15 MB

Issuance Date

Attachment

No data

5 User Type

Drag files here

Farmats: PDF, DOC

Actions

IR (W A A +A

Max No. of Files: 3

Save as Draft

Step Action

(1)

Click 'Add Certificate' to add your Professional Experience Certificate.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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Add Certificate

Certificate name

Certificate name

Certificate Issuance Date Upload your Prafessional Gertificate

0712/2004 1 addjviewa Drag files here

Max file size: 15 MB Formats: PDF, DOC Max No. of Files: 3

Step Action

e Enter your Professional Certificate related details and upload support documents.

1
) e C(Click ‘Add’ to save the details.

Tax Agent User Manual - Register Natural Person Tax

Federal Tax Authority Agent with Exam Schedule

Page 21



il aa L dslaidlasag 1l
FEDERAL TAX AUTHORITY

s cilyLol

=MARATAX

R — m

® Yes No

gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

Provide the name of professional body

I add/viewc) Drag files here
Max file size: 15 MB Farmats: POF, DOC Max No. of Files: 3
Additional Document Details
Select your Year of Experience
5 years or more during the previous 5 years “
Professional Experience Certificate + Add Certificate n
Document Name Issuance Date Attachment Actions
chack 14/12/2023 @ view attachment

{5} User Type ) e m A A +A

Provide valid professional Certificate

Yes (@) No

Have you passed any tests to meet qualification standards as these may have been spacified by the Federal Tax Authority?

Previous Step

N 5

Step Action

(1)

If you have already successfully completed and passed the Tax Agent Qualification
Standards Tests, select 'Yes' and upload supporting documents as evidence.

If you have not taken any Tax Agent Qualification Standards Tests or have not passed the
Tests, select 'No'.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
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gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

® Yes No

Provide the name of professional Body T Add/view())
check

Max file size: 15 MB

Additional Document Details
Select your Year of Experience

3 years or more during the pravious 5 years

Professional Experience Certificate
Document Name Issuance Date Attachment
chack 14/12/2023 @ view atrscnment

Have you passed any tests to meet qualification standards as these may have been spacified by the Federal Tax Authority?

Yes (@) No

{5} User Type ) e m A A +A

Provide valid professional Certificate

Drag files here

Formats: PDF, DOC Max No. of Files: 3

+ Add Certificate H

Actions

Previous Step

“ i

Step Action

next section.

(1) After completing all mandatory fields, click the ‘Next Step’

button to save and proceed to the

Federal Tax Authority Tax Agent User Manual - Register Natural Person Tax

Agent with Exam Schedule
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& -A
e

Natural Person Tax Agent-Registration

-] : :
Basis of Registration Aapplicant Detalls Contact Details Review &
Declaration
Applicant Information
First Name in English [ ] Last Name in English (i ]
thanu prakash
First Name in Arabic @  osthamein Arsbic o
Busiid ldiisdian
Do you have & valid residence permit for the UAE?
Yos (® No
Police Clearence Certificates/Good Conduct Certificates \\®
i “

Step Action
(1)

Enter the Applicant Information.

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax
Agent with Exam Schedule
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{5} User Type ) e m A A +A
@ent » Natural Person Tax Agent-Registration
Natural Person Tax Agent-Registration
Uplead scanned copy of passport
I Add/viewtn Drag files here
Max file size: 15 MB Formats: PDF, DOC. Max No. of Files: 3
Police Clearence Certificates/Good Conduct Certificates
Centificate Issuance Date Gertificate Expiry Date
ovoN/202 B ovo1/2025 =
Please upload Police Clearance Certificate
I add/views Drag files here H
Max file size: 15 MB Formats: PDF, DOC Max No. of Files: 3
Language Proficiency \®
Ploase provids language proficiency
o ]
English 1

Step Action

(1)

e Enter details regarding Police Clearence Certificates/Good Conduct Certificates.
e Upload supporting documents.

Federal Tax Authority
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{5} User Type ) e m A A +A
= gent * Natural Parson Tax Agent-Registration
Natural Person Tax Agent-Registration
: Upload scanned copy of passport
I Add/viewtn Drag files here
M il size: 15 M8 Formats PBF, DOC Max No. o Fies: 3
Palice Clearence Certificates/Good Conduct Certificates
Centicate tssusnce Date Gertincate Expiry Date
ovoN/202 B o1/01/2025 =
2 add/viewc Drag files here H
M e size: 15 MB Formats: POF, DOC Max o, of Fiess 3
Language Proficiency
Plaase provids language proficioncy
Arabic (%) “
Step Action
(1) Select Arabic as Language Proficiency.
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FEDERAL TAX AUTHORITY

Information

You need to schedule and appear for the "Tax Agent Reading and Writing Arabic
Exam"” as part of Tax Agent registration process

Step Action

(1) Click 'OK' to close the Information pop-up box.
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Natural Perso

ovo1/202

Arabic (X

Certificate Issuance Date

~ ﬂ {5} User Type ) e m -A

gent ® Natural Person Tax Agent-Registration

n Tax Agent-Registration

Upload scanned copy of passport
I add/viewt Drag fiies here

Max file size: 15 MB Formats: PDF, DOC Max No. of Files: 3

Police Clearence Certificates/Good Conduct Certificates

Certificat Expiry Date

2 o025 =)

Please upload Folice Clearance Certificate
I add/views Drag files here

Max file size: 15 MB Formats: PDF, DOC Max No. of Files: 3

Language Proficiency

Plaase provide language praficiency

Previous Step

“ i

A

+A

Step

Action

(1)

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the
next section.
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Contact Details Section

s cilyLol

=MARATAX RERRTTORI @ @

e

| S

gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

1] 2] o .

Contact Details

Country Building Name & Number
United Arab Emirates

o | [ culeing Narme & Number
strent area
- e
G{ oy Emirates n
p Shark

Country Code Mabile Number Country Code Landline Number
+871 € United Arab Emirates ) v 23456789 4971 United Arab Emirates ) v 12345678

Email ID

P.0. Box(Optional)

Previous Step

“ i ml

Step Action

(1) Enter the Contact Details of the Natural Person Tax Agent.

. Tax Agent User Manual - Register Natural Person Tax
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gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

Declaration
Contact Details

Country Building Name & Number
United Arab Emirates

Street

Area
Strest Are
city Emirates

Country Code . 9

Country Code
+871 { United Arab Emirates )

4971 United Arab Emirates )

Email ID P.0. Box(Optional)
contactgnp.com

Step Action
(1) After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the
next section.
Federal Tax Authority Tax Agent User Manual - Register Natural Person Tax
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Review and Declaration Section

O troiningo2mgmaitcom ﬂ Guservoe ) ouc [0 RS SETY

x Agent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

(] (] [}
o -] o o

Basis of Registration Applicant Details Contact Details

Review &
Declaration

Review & Declaration Expand All / Collapse All

Step 1: Basis of Registration

Step 2: Applicant Details B

Step 3: Contact Details B
Declaration | |
First Name in English Last Name in English
= | [oman \
First Name in Arabic Last Name in Arabic
\ o2 | | o |
Country Code Phone Number Email

Frevious stem “

This section highlights all the details entered by you across the application. You are required to
review and submit the application.
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i sUiSlyLol ekl el L gt @ ‘ @
=MARATAX FEDERAL TAX AUTHORITY
9 training02@gmailcom v ﬂ Susertioe &) one [0 IIESEEE

gent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

...................... -
Step 3: Contact Details [ ]
Declaration
First Name in English Last Name in English
(= | [omn
First Name in Arabic Last Name in Arabic
‘ oz | | oz |
Country Code Phone Number Email
4971 C United Arab Emirates ) | [ ocoo0aces | [ rrammcozacmancon |
Date of Submission H
[rare |
[ 1 nereby deciare the beiow
« I hereby declayr the information provided abeve is correct
« 1acknowledge Tax agent registration fee of AED 3000 Is payable after approval of this applieation

« lacknowledge that | will not be able to practice as a Tax agent unless | am listed in the Register of Tax Agents and my TAAN is linked te a Registered Tax Agency or Juridical Person Tax Agent.

Frevious stem “ “I

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)

Tax Agent User Manual - Register Natural Person Tax Page 32
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i {\‘9 !::u
1 A\
M/ NN
Jw 5 ),
United Arab Emirates

Step 3: Contact Details

Declaration
First Name in English

=

First Name in Arabic

Country Code

Natural Person Tax Agent-Registration

Last Name in English

prakash

Last Name in Arabic

5 User Type

=)

N

A A A

+871 ( United Arab Emirates )

Date of Submission

Phone Number

oz | |

Email
| [ ocoo0aces

‘ 14/12/2023

[ rrammcozasmancom

[ 1 nereby deciare the beiow

o Ihereby declare that the information provided abeve is carrect

« 1acknowlzdge that a Tax Agent registration fee of AED 3000 is payable after approval af this application

« lacknowledge that | will not be able to practice as a Tax agent unless | am listed in the Register of Tax Agents and my TAAN is linked to a Registered Tax Agency or Juridical Person Tax Agent.
Previous Step

Step Action

(1)

Click ‘Submit’ to submit the Natural Person Tax Agent Registration application.

Federal Tax Authority
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United Arab Emirates
Post Application Submission
i sUiSlyLol e gl et Lt o
=MARATAX etz G | 8
[ p— m UerTipe | @) wus
Natural Person Tax Agent-Registration
Application Submitted Successfully ® submitted
|/| —
After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future communication with the FTA. Once
the FTA receives your application, a Tax Agent Arabic Exam will be scheduled for you and an
appointment will be sent by the FTA.
Federal Tax Authority Tax Agent User Manual - Register Natural Person Tax Page 34
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Hatural Person Tax Agent ® Natural Person Tax Agent-Registration

) Where wa reject an application, we will provids you with th reasons for d0ing so. Vau may re-apply Bt snly ORCa you have Fesolvad the matters brought ta your attention

2. FTA Natural Person Tax Agent exams:

a) Once the FTA has verified your Natural Person Tax Agent registration application, you may be notified to schedule an appaintment for the FTA Tax Agent Arabic Reading and Writing Exam from your EmaraTax account. You may register with our approved vendor
for the FTA Tax Agent Qualification

b} On completing both the Natural Berson Tax Agent Arabic Exam and the FTA approved Natural Person Tax Agent Gualification Standards Test, attach both the exam results to your application in your EmaraTax account and submit

© Your application will now be reviewed by us. If we require more information to assist with our review, we will contact you by email

You will need ta provide the information requested for us to continue processing your application.

3. Paying the registration fee:
) Once the FTA has verified your Natural Person Tax Agent registratien application and exam results, you will be notified to make the required payment. You can pay the registration fee from your EmaraTax account, On payment, you will réceive an email and an
$M3 hotifiation Iforeming you of the S1atus f the ABGECALIGN & payment cakis. Gce i FTA Confithe ACCRIEACe of Your anmikcation, you wil ba noiiied on the decition.

4. Tax Agent T Whom It May Conee” letter :
2) Once the FTA confirms your payment, You will be issued a "Tax Agent To Whom It May Concern” letter and notified via email and SMS. You can downioad this Istter from your EmaraTax account. Please note that this an initial approval of Natural Person Tax Agent,
and you cannat operate as a Natural Person Tax Agent at this stage until you complate step 5.

5. Listing in the Natural Person Tax Agent Register:

a) The ragistered Tax Agency/Juridical Berson Tax Agent with which you wish to work should apply to the FTA requesting to link you as a » Natest Barean Tax agent to the Tax Agency/Juridical Person Tax Agent. Once the request to link to the Natural Parson Tax
Agent is sent to the FTA, the FTA will review this. If the FTA approves the linkage, your Natural Persen Tax Agent Approval Number (TA, issued and linked to the Tax Agency/Juridical Person Tax Agent. A Natural Person Tax Agent registration certificate wi
be issued by us and notified to you via email and SMS. You can download this letter from your EmaraTax account. You will be listed in the o PTA Tax. Agent Register and published in the FTA website (hitp://www.taxgov.ae)

Important Notes:

1. The status af your application will be Updated In the dashboard of yeur EmaraTax Portal. You £an cheek it at any time by lag in to your EmaraTax portal.

2. Successful completion of the FTA Natural Person Tax Agent exams is mandatory (as per discretion of FTA) for completing the Natural Person Tax Agent registration process.

3. The Natural Person Tax Agent registration payment of AED 3,000 is mandatory for completing the Tax Agent registration process

4. The “Natural Person Tax Agent to whom It May Concern latter” doss nat Grant you to perform the auties of  Tax Agent and does not ertify listing you in the Tax Agents Register at the Federal Tax Authority. You should satisfy the last condition for listing in the
register, which is linking to a Registered Tax Agency/Juridical Ferson Tax Agent

5. Your Natural Person Tax Agent registration with the FTA Is valid for a period of 36 manths from the date of first-time registration o the date of renewal of the registration as a Tax Agent with FTA.

6. The Taxable Person who appointed the Natural Person Tax Agent/Agency/Juridical Person Tax Agent bears the ultimate legal respensibility for the dealings with the FTA by the Natural Persen Tax Agent/Agency/Juridieal Person Tax Agent on their benalt. However,
professional due care must be observed throughout the practice to pravent malpractice/negligence and consequential liabilities. The FTA may de-list you as a Tax Agent if it is sa
or you have committed a significant violation of the relevant laws.

fied that continuing to list you would adversely affect the integrity of the tax system

For any inquiry or assistance, please contact us an: Within UA!

00509994 | Outside UAE: 4971 600509994 Email us at info@tax.gov.se
Back to Dashboard Download

Step Action

e Click 'Download' to download a pdf copy of the acknowledgement screen.

1
@) e Click 'Back to Dashboard' to navigate back to the Natural Person Tax Agent dashboard.

Tax Agent User Manual - Register Natural Person Tax

Federal Tax Authority Agent with Exam Schedule

Page 35



i '\qﬁf::u
U

ity a1 @ ysLaiall & fy g I i
AN

FEDERAL TAX AUTHORITY

Correspondences

Natural Person Tax Agent receives the following correspondences:

* Application submission acknowledgment.

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

* Awaiting appointment confirmation.

* Reschedule requested for exam appointment.

* Appointment confirmed.

* Awaiting payment.

* Application approval or rejection notification.
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United Arab Emirates

Natural Person Tax Agent Arabic Exam
Scheduling

Once the FTA accepts your application, an appointment for the Arabic Exam and/or Qualification Standards

Tests is scheduled by the FTA and sent to you.
You have the option to ‘Accept Exam Appointment’ or request for a reschedule of the appointment.

This manual will address the process for ‘Accept Exam Appointment’.

5L SlyLo] I @ ‘ @
=MARATAX lllllllllllllllll
© triningozmgmaiicom ﬂ UorTys | Q) o

= Natural Person Tax Agent

5 HOME

Required Actions Most Used Services

OTHER SERVICES
Due Date Description No data

£ MY CORRESPONDENCE
- No data

Overview

Natural Person Tax Agent
Application Number 109000026741

[l ere-approvea

Accept Exam Appointment.

Assigned Tax Agents

= Taxable Person/Tax Group List

rch by TRN Number or Taxable Person “

e Once the FTA receives your application, a Tax Agent Arabic Exam will be scheduled for
you depending on the examination status that you entered in the registration application.
e You would receive an exam appointment notification from the FTA.

. Tax Agent User Manual - Register Natural Person Tax
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United Arab Emirates

s cilyLol

=MARATAX

© triningozegmaicom ﬂ

= Natural Person Tax Agent
HoME _
Required Actions

] OTHER SERVICES

Due Date Description

£ MY CORRESPONDENCE

Overview

No data

Aalb

Application Number

[l fre-approves

Assigned Tax Agents

= Taxable Person/Tax Group List

. Natural Person Tax Agent

109000026741

rch by TRN Number or Taxabla Person

Most Used Services

r
@l@qumw\@ ‘ @

No data

Step Action

(1) Click ‘Accept Exam Appointment’ on the Natural Person Tax Agent tile.

Federal Tax Authority
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Previous Step

Step

@ent » Natural Person Tax Agent-Registration
Natural Person Tax Agent-Registration

o° o°
sis of Reglstration Applicant Details

Exam Certificate

|| customize Columns &, search
Exam Type Date Time
TAX AGENT READING AND

WRITING ARABIC EXAM

Action

Lacation

Mode

Offline Assessment

@l@qumw\@ ‘ @
) User Type

Exam Certificate

Appointment Status

Action

(1)

Reschedule the exam appointment.

Click '..." and 'Select Exam Slot' to check the slot provided by the FTA. You also have an option to

Federal Tax Authority

Tax Agent User Manual - Register Natural Person Tax

Agent with Exam Schedule

Page 39

o

f
j
4
i
&

N )
MY
Ay

United Arab Emirates



N
|l"' \-/ "'M

i/,, //mm

g
United Arab Emirates

il aa L dslaidlasag 1l

FEDERAL TAX AUTHORITY

Select Exam Slot

Available Slots

|1] Customize Columns

Day Time. Location

18/12/2025 10:50:29 ABU DHABI

Select Exam Siot

Step Action

(1) Choose from the Available Slots and 'Select Exam Slot' to accept the exam appointment.
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wusU SljLo]
=MARATAX
[

gent ® Natural Person Tax Agent-Registration

{5} User Type ) e m A A +A

Natural Person Tax Agent-Registration

0° o° o° o

Applicant Details

Exam Certificate
Exam Certificate

|| customiza Cotumns

Exam Type Date Time Lacation Mode Appointment Status Action
TAX AGENT READING AND
WRITRIG ARABIC GXAM 1512/2023 10:50:29 ABU DHABI

Offline Assessment Appointment Confirmed

Previous Step

Step Action

Click 'Submit'.

Your appointment for the Natural Person Tax Agent Arabic exam is now confirmed. Please visit
the exam venue at the mentioned time and date and attend the exam.

(1)

. Tax Agent User Manual - Register Natural Person Tax
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United Arab Emirates

Upload Exam Result

Once the Natural Person Tax Agent successfully completes both Arabic Exam and Qualification Standards
Tests, the next step is to ‘Upload Exam Result’.

ic 5
wuSLi Lol e U g

=MARATAX
elrgun.ngm.“m.m.egm ﬂ Suseree ) e [0 RIESERELD

= Natural Person Tax Agent

Y HOME

Required Actions Most Used Services

| OTHER SERVICES
Due Date Description No data

£ MY CORRESPONDENCE
- No data

Overview

@ Natural Person Tax Agent

Application Number 109000025741

[ appointment confirmea

Upload Exam Result

Assigned Tax Agents o

= Taxable Person/Tax Group List

Search by TRN Numb

Step Action

(1) Once you have successfully completed your Tax Agent Arabic exam and Tax Agent Qualification
Standards Test, click ‘Upload Exam Result’ to upload the results.

. Tax Agent User Manual - Register Natural Person Tax
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© UserType )

P (| A A +A

Natural Person Tax Agent-Registration

0° o° o°

Exam Certificate
Exam Certificate

|| customize Columns &, search

Exam Type

Date Time Location Mode Exam Status Exam Result Date Exhy Ressiy Appointment Status Action
Attachment

TAX AGENT READING

AND WRITING 15/12/2023 10:50:29 ABU DHABI

ARABIC EXAM

. Appointment
a @ view attachment
Offline Assessment view sttachment  BFC

1 Upload Exam Result B

Reseheduld

Previous Step

Step Action

(1)

Click '..." and select 'Upload Exam Result' to upload your exam results. You also have an option
to Reschedule the exam appointment.

Federal Tax Authority Tax Agent User Manual - Register Natural Person Tax
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Update Test Results

| TAX AGENT READING AND WRITING ARABIC EXAM | 15/12/202%

Time. Loeation

[osom [[rswora

Mode

| Offline Assessment

Result Details

Exam Result Exam Result Date

pass 6/12/2023

Please Upload Exam Result

2 add/viewqy Drag files here

Max file size: 15 MB Formats: PDF, DOC Max No. of Files: 3

Step Action
(1) Enter your Exam Result, Exam Result Date and upload supporting documents.
Click ‘Save’ to save the details.
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Basis of Registration
Exam Certificate

Exam Type

AND WRITING
ARABIC EXAM

Natural Person Tax Agent-Registration

|| customiza Cotumns

Date

TAX AGENT READING
15/12/2023

gent ® Natural Person Tax Agent-Registration

Applicant Details

L Search
Time Locatien Mode

Exam Status

10:50:29 ABU DHABI Offline Assessment pass

Contact Details

Exam Result Date

16/12/2023

© UserType )

Exam Result

e Appointment Status

Appointment
Confirmed

@ view attachment

Exam Certificate

Action

M| A A +A

Previous Step

>
D
[

Step

Action

(1) Click ‘Submit’ to submit your Exam Results to the FTA for review.

Federal Tax Authority
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Post Submission of Exam Results

i sUiSlyLol @l@wumw\@ ‘ @
=M/\RATI\X nnnnnnnnnnnnnnnnn o
© toiingozagmaiieom m Gertios | @) e

x Agent ® Natural Person Tax Agent-Registration

Natural Person Tax Agent-Registration

Application Submitted Successfully ® submitted

Applicant Name bhanu prakasn

nee Number : 108000026741

Submission Date & Time : 14 December 2023, 09:23 GST

our applicaticn:

After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future communication with the FTA.

What'’s next?

e  Once the application is submitted, the FTA shall approve, reject or resubmit for additional
information and notify the applicant accordingly.

e [f the FTA requires any further details from you in order to assist with the verification of
your application, you will receive an email notification setting out the information
required from you.

e Once the FTA confirms acceptance of your application, you will be notified on the
decision.

e The status of your application in the dashboard will be updated accordingly. You may
check your application status in the dashboard from time to time.

. Tax Agent User Manual - Register Natural Person Tax
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Application History - Awaiting Payment

Once the FTA approves your application, you will be informed to make the payment for your Natural
Person Tax Agent Registration.

5L lylo e @um.-,.‘@ ‘ @‘
=MARATAX FEDERAL TAX AUTHORITY

training02@gmail.com 5 UserType ) wae A A A
o ES m

= Natural Person Tax Agent
Y HOME ) )
Required Actions Most Used Services
OTHER SERVICES
Due Date Descrintion Nodata
£1 MY CORRESPONDENCE -19/12/2025 Tax Agent Fees - Payment pending for 5000.00 AED
Overview -
@ Natural Person Tax Agent
Application Number 109000026741
[  awaiting Payment
Assigned Tax Agents e
= Taxable Person/Tax Group List

Step Action

(2) Click 'Pay Now’ on the Natural Person Tax Agent tile.

Tax Agent User Manual - Register Natural Person Tax
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HOME
] OTHER SERVICES

£ MY CORRESPONDENCE

m

Natural Person Tax Agent

Select a Payment Method

Payment Summary

Tax Agent - New Registration

Tax Agent Registration Fees

Total

Back

AED 3,000.0

AED 3,000.00

Choose Payment Method

” ' FAB(

Magnati Pay

Proceed to payment (&

Step

Action

(1)

Choose the preferred Payment Method.

Federal Tax Authority
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Natural Person Tax Agent

HOME Select a Payment Method

OTHER SERVICES Payment Summary
. Choose Payment Method
Tax Agent - New Registration
MY CORRESPONDENCE

Tax Agent Reaistration Fees AED 3,000.00 A sl T
Magnati Pay
Total AED 3,000.00

Back

5 User Type

=)

e

Step Action

(1) Click ‘Proceed to payment’.
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Confirmation

You are about te leave Federal Tax Authority EmaraTax. Do you want to proceed?

Step

Action

(1)

Click 'Yes' to continue.

Federal Tax Authority
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FEDERAL TAX AUTHORITY A jal

Select payment method

I

(= Credit / Debit / Prepaid Card Federal Tax Authority

CARDHOLDER NAME CARD EXPIRY RANEACTION Al T
AED 3000.00
challenge |1 v 2028 v
CARD NUMBER CVV/Cve
5204740000001002 Poe —
= ” L
AED 3021.42
o @ samsuns Ppay
o] Pay
e tion o refresh the page r close the window, while the transaction is processir
This ng 128-bit encryption Canc

Ponersc by FAB‘( magnatl

Step

Action

(1)

Enter the payment details and click 'Pay'.

Federal Tax Authority
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Post Successful Payment

s o]

=MARATAX ——

9 trainingO2@gmail.com v m User Type <) e m A A +A

Payment Acknowledgment

Payment Successful

\y Submission Date (UAE) : 14/12/2023
N
Time (UAE) 1 09:32:03
Legal Name : bhanu prakash

Amount paid to FTA

O,

What Next :

1) Your account will be updated with the payment received

2) You will receive a notification via your preferred means of correspondence confirming this payment
3) The application shall be approved and you will be sent a correspon+

e After your payment is completed successfully, the status of your Natural Person Tax
Agent Registration application on the dashboard will change to 'Awaiting Linking' and
you will receive a confirmation email from the FTA.

e You will be issued a Provisional Certificate by the FTA.
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Hatural Person Tax Agent ® Natural Person Tax Agent-Registration

) Where wa reject an application, we will provids you with th reasons for d0ing so. Vau may re-apply Bt snly ORCa you have Fesolvad the matters brought ta your attention

2. FTA Natural Person Tax Agent exams:

a) Once the FTA has verified your Natural Person Tax Agent registration application, you may be notified to schedule an appaintment for the FTA Tax Agent Arabic Reading and Writing Exam from your EmaraTax account. You may register with our approved vendor
for the FTA Tax Agent Qualification

b} On completing both the Natural Berson Tax Agent Arabic Exam and the FTA approved Natural Person Tax Agent Gualification Standards Test, attach both the exam results to your application in your EmaraTax account and submit

© Your application will now be reviewed by us. If we require more information to assist with our review, we will contact you by email

You will need ta provide the information requested for us to continue processing your application.

3. Paying the registration fee:
) Once the FTA has verified your Natural Person Tax Agent registratien application and exam results, you will be notified to make the required payment. You can pay the registration fee from your EmaraTax account, On payment, you will réceive an email and an
$M3 hotifiation Iforeming you of the S1atus f the ABGECALIGN & payment cakis. Gce i FTA Confithe ACCRIEACe of Your anmikcation, you wil ba noiiied on the decition.

4. Tax Agent T Whom It May Conee” letter :
2) Once the FTA confirms your payment, You will be issued a "Tax Agent To Whom It May Concern” letter and notified via email and SMS. You can downioad this Istter from your EmaraTax account. Please note that this an initial approval of Natural Person Tax Agent,
and you cannat operate as a Natural Person Tax Agent at this stage until you complate step 5.

5. Listing in the Natural Person Tax Agent Register:

a) The ragistered Tax Agency/Juridical Berson Tax Agent with which you wish to work should apply to the FTA requesting to link you as a » Natest Barean Tax agent to the Tax Agency/Juridical Person Tax Agent. Once the request to link to the Natural Parson Tax
Agent is sent to the FTA, the FTA will review this. If the FTA approves the linkage, your Natural Persen Tax Agent Approval Number (TA, issued and linked to the Tax Agency/Juridical Person Tax Agent. A Natural Person Tax Agent registration certificate wi
be issued by us and notified to you via email and SMS. You can download this letter from your EmaraTax account. You will be listed in the o PTA Tax. Agent Register and published in the FTA website (hitp://www.taxgov.ae)

Important Notes:

1. The status af your application will be Updated In the dashboard of yeur EmaraTax Portal. You £an cheek it at any time by lag in to your EmaraTax portal.

2. Successful completion of the FTA Natural Person Tax Agent exams is mandatory (as per discretion of FTA) for completing the Natural Person Tax Agent registration process.

3. The Natural Person Tax Agent registration payment of AED 3,000 is mandatory for completing the Tax Agent registration process

4. The “Natural Person Tax Agent to whom It May Concern latter” doss nat Grant you to perform the auties of  Tax Agent and does not ertify listing you in the Tax Agents Register at the Federal Tax Authority. You should satisfy the last condition for listing in the
register, which is linking to a Registered Tax Agency/Juridical Ferson Tax Agent

5. Your Natural Person Tax Agent registration with the FTA Is valid for a period of 36 manths from the date of first-time registration o the date of renewal of the registration as a Tax Agent with FTA.

6. The Taxable Person who appointed the Natural Person Tax Agent/Agency/Juridical Person Tax Agent bears the ultimate legal respensibility for the dealings with the FTA by the Natural Persen Tax Agent/Agency/Juridieal Person Tax Agent on their benalt. However,
professional due care must be observed throughout the practice to pravent malpractice/negligence and consequential liabilities. The FTA may de-list you as a Tax Agent if it is sa
or you have committed a significant violation of the relevant laws.

fied that continuing to list you would adversely affect the integrity of the tax system

For any inquiry or assistance, please contact us an: Within UA!

00509994 | Outside UAE: 4971 600509994 Email us at info@tax.gov.se
Back to Dashboard Download

Step Action

e Click 'Download' to download a pdf copy of the acknowledgement screen.

1
@) e Click 'Back to Dashboard' to navigate back to the Tax Agent dashboard.
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You may connect with a Juridical Tax Agent to initiate an application to link you to the Juridical
Tax Agent. Please note that only once you are linked to a Juridical Tax Agent which includes
review and approval by the FTA, a Tax Agent Approval Number and Natural Person Tax Agent
Registration Certificate will be issued by the FTA.
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