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Annexure

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

S.No ‘ User Manual Name

1 Register as Online User

Description

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 VTS

This is used to manage the user profile details such as the Name,
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

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 3
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This manual is prepared to help a Taxpayer or registered Tax Agent
or a Tax Agency (first party) to submit an escalation request to the
FTA to have their EmaraTax account delinked from a Tax Agency or a
Tax Agent or a Taxpayer (second party) if the first party’s delink
request was not accepted by the second party.

FTA will review the escalation request and approve or reject or
request additional information. If FTA approves the request, the first
party’s EmaraTax account will be delinked from the second party.

This training manual has separate sections explaining the steps to
be followed by a Taxpayer, Tax Agent and Tax Agency to submit a
delink escalation request to the FTA.
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Submission of Delink escalation request by Tax Agent to the FTA:

S

United Arab Emirates

This section explains the steps to be followed by a Tax Agent to
submit a delink escalation request to the FTA to delink their
EmaraTax account from the Tax Agency they are linked to.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 6
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Submission of delink escalation request by Tax
Agent to the FTA

Login as Tax Agent

Q < wue

@ Are you an existing e-Services user?

We nave mage some major enhancements Lo the way our systems work

ou aifeady have an aceount WIth the FTA But are using the hew system for the first time.

Login with your E-mail Login with your Emirates ID

Don't have an Account?

UAE Pass provides single trusted digital identity solution for ssrvice providers

I you do not already have an account with the FTA please signup here

signup

frrsrasss 2 syl dgall

Q' uae pass

Got any question on the new system?

e —

QUICK LINKS OTHER LINKS OUR LOCATION
s L il & Ly g -
FEDERAL TAX AUTHORITY el @ Emirates Property Investment Company Buikding, PO, Bak 2440, Abu

Ohabi, LAE

inexs Towers - DIFC. PO Box 2440, Dubsi, LAE

g

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 Delink escalation request to the FTA - Taxpayer User Manual Page 7
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We have mage some major enhancements Lo the way our systems w

Don't have an Account?

I you do not already have an account with the FTA please signup here

Got any question on the new system?
Read the FAGE

s L il & Ly g
FEDERAL TAX AUTHORITY

e Are you an existing e-Services user?

1 you aireacy have an aceount with the FTA But arc Using the hew system for the first time

o here

Login with your E-mail

ra7rases

g )i

QUICK LINKS OTHER LINKS
tax.govee I What's New &
i Conter Fas 3

Glassary @ Contact Us F

:

Login with your Emirates ID

UAE Pass provides single trusted digital identity solution for ssrvice providers

2 syl doal

i

" UAE PASS

OUR LOCATION

@ Emirates Property Investment Company BUAING, PO Box 2440, Abu
Ohabi, LAE

' Contral Park Busi ~DIFE_ PO Box 2440, Bubai, LA E

i

Login as a Tax Agent to submit an “escalation request” to FTA with necessary supporting documents.

Federal Tax Authority
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Tax Agency Details Tile

ERE,
uome
Required Actions Most Used Services
© e
Due Oste Deszrpnen 53 ook an Agems o T Agency >
5 sPECIL REFUNDS
No data rcasts Dobniing Raquest 1 FTA >
5 omea seavices
Tax Agent - Bisqusication >
& v coRmesponDENcE
Owverview More Tax Types -
Tax Agent Tax Agency Details Assigned Taxable Persons

alb
TAAN 20003950

Search by TRN N
QUICK LINKS OTHER LINKS OUR LOCATION
P APETR N ] )
FEDERAL TAX AUTHORITY e e D Emirates Property Investment Company Bullding, P.O. Box
Help Center e @ 2446, Abu Dhabi, UAE
Comptaints and inguiries UAE
% 500599 994

Step Action

Click ‘Manage’ on the Tax Agency Details tile.

= TaxAgeni » Tax Agency Detsils
Agency List
®
111 customize Coumns . v | QA Serch
s Mame(Eny) Home(aR) Date From Date To status Status Date actions
oos0ss39z9 Tost st 000z B Oeinking Rejectea osnerzoz
® View
Back

Step Action

e  C(Click ‘Actions’ against the delink request that is rejected by the Tax Agency.
(1) e  C(Click ‘Escalation’ to initiate the escalation application.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 9
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Escalation Request By Tax Agent

Tax Agancy Datsils

W

”
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United Arab Emirates

=

Name in English

[

Delinking Details
Reason for Delinking

Daiinking

Effective Date of Definking

/2022

Usload copy of Delinking Evidence

I acaviewm

Max tie siz6:15 MB

Drag files here

Formats: PDF, DOC Max N, of Files 3

Step Action
(1) e  Enter the reason for delinking, effective date of delinking and upload the copy of
delinking evidence.
o  Click 'Submit' to submit the application to FTA.

Federal Tax Authority

Delink escalation request to the FTA - Taxpayer User Manual
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Post Application Submission
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United Arab Emirates

-

After your application is submitted successfully, a Reference Number is generated for your

submitted application. Note this reference number for future purposes.

FTA will review the application and if required request for additional information from the Tax
Agent. After completing the review, FTA shall approve or reject the Tax Agent’s escalation
request. If FTA approves the escalation request, the Tax Agent will be delinked from the Tax
Agency. If FTA rejects the escalation request, Tax Agent will not be delinked from the Tax

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

Federal Tax Authority
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Step Action

o 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.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 12
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Tax Agent will receive the following correspondences when they submit
the escalation request to FTA:

Escalation request submission acknowledgement.
Escalation request additional information or approval or rejection by FTA.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 13
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Submission of Delink escalation request by Tax Agency to the FTA
(Delink from Tax Agent):
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United Arab Emirates

This section explains the steps to be followed by a Tax Agency to submit a
delink escalation request to the FTA to delink their EmaraTax account from
the Tax Agent they are linked to.
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Submission of Delink escalation request by Tax
Agency to the FTA (Delink from Tax Agent):

Login as Tax Agency

=

@ Are you an existing e-Services user?

S

United Arab Emirates

Login with your E-mail Login with your Emirates ID

Don't have an Account? enkning_taxagency@abecom
- UAE Pass provides single trusted digital identity solution for service providers

I you do not already have an account with the FTA please signup here

b ) 2, Qosyldoal
Q' uac pass

Got any question on the new system?
i I N

OTHER LINKS. OUR LOCATION
What's New @ o5

g

@ Login as a Tax Agency to submit an “escalation request” to FTA with necessary supporting documents.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 15
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Tax Agent Management Tile

it
[ Y e——
-
wore

Required Actions

S OTHER SERVICES
Dua Date Deseription

£ MY CORRESPGNDENGE
No data

Overview

Usar Type

Most Used Services

[ R — >
ik Tax Agentfrem Tax Apency >
LNk Tl Agroit 40 Tt Agiry: >

Mars Tax Types

Tax Agency Details | = Tax Agent Management

TN 30

My Reports
AT e QUICK LINKS
a1 LTIy -
FEDERAL TAX AUTHORITY raxgovae B
Halp Contar
Glossary

Taxable Person Management

OTHER LINKS
wmas New (B

OUR LOCATION

D Emirates Property Investment Company Bullding, RO, Box

FaGs F 2440, AbU DNBbi, UAE
Contact Us @ @ Contral Park Business Towers - DIFC, PO, Box 2440, Dubal,
Complaints and Inquiries UAE

% 600 599 984

0 ket g
o

)
7w

Action

Click 'Manage' on the Tax Agent Management tile.

Agent List + Ada Agent
11 Customize otumns . v [ Q  Search
TAAN Ea— Name(EN) — Dats From DateTo Status Status Dote Action
0020003350 7841973 17348571 abccom  training Tax Agent s oamszoz sunassenm Delinking Rejected oamsoz
0020003042 788-9123-4567890-3 Tax Agent R 29/08/2022 2870872022 Linking Pering oamszonz
0020003018 784-1981-4854061-4. traming_tt eabc com Rehman Rehman U e 26/08/2022 ovoe/2022 Linking Pending 29/09/2022
0920003988 784-1997-9352055-5 ta_tesuzg stangovee Sameer shan o o 2092022 2vos/2022 Deirkes /0912022
0020003016 784-1981-4854081-4 raining _Eabe.com Retwman Rehman Gositsens 26/08/2022 ovos/2022 Linking Pendina 19/09/2022
B | o8 rconds per page
Back

Step Action

Click ‘Actions’ against the delink request that

(1)

Click ‘Escalation’ to initiate the escalation application.

is rejected by the Tax Agent.

Federal Tax Authority Delink escalation request to the FTA - Taxp
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Escalation Request By Tax Agency

Tax Agant Datails

==

e\
i \-/ "H
\
N
s “\|
"Wz,.nq\,\»
United Arab Emirates

Name in English

[raning e g

Delinking Details
Ressan for Delinking

Effective Date of Definking

oa/r2022

Step Action

Upload copy of Delinking Evidence.

I asapnen @

M e size: 15 MB

Drag files here

Formats: FDF, DOC Max N of Files: 3

(1)

Enter the reason for delinking, effective date of delinking and upload the copy of
delinking evidence.

o  Click 'Submit' to submit the application to FTA.

Federal Tax Authority

Delink escalation request to the FTA - Taxpayer User Manual
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Post Application Submission

SEI

&—

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

e  FTA will review the application and if required request for additional information from the Tax
Agency. After completing the review, FTA shall approve or reject the Tax Agency’s escalation
request. If FTA approves the escalation request, the Tax Agent will be delinked from the Tax
Agency. If FTA rejects the escalation request, Tax Agent will not be delinked from the Tax
Agency.

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

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual

(‘{q'u‘
:i; =7

A

il
gaanoh

United Arab Emirates

Page 18



i

R ‘I |._|A_.L|' ay “.)lJ.l-.l" q_l._l_o_l“ i J | il l\-/ iy
M = kl.l

FEDERAL TAX AUTHORITY I
I{S.) I

9 United Arab Emirates

Application Submitted Successfully

& —

Step Action

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

1
() o  Click 'Back to Dashboard' to navigate back to the Tax Agency dashboard.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 19
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Tax Agency will receive the following correspondences when they submit
the escalation request to FTA:

Escalation request submission acknowledgement.
Escalation request additional information or approval or rejection by FTA.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 20
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Submission of Delink escalation request by Tax Agency to the FTA
(Delink from Taxable Person):
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United Arab Emirates

This section explains the steps to be followed by a Tax Agency to submit a

delink escalation request to the FTA to delink their EmaraTax account from
the Taxable Person they are linked to.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 21
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Submission of Delink escalation request by Tax
Agency to the FTA (Delink from Taxable

Person):
Login as Tax Agency

=

o
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S

United Arab Emirates

Login with your Emirates ID

Don't have an Account?

ass provides single trusted digital identity solution for service providers

I you do not already have an ith the FTA please signup here

A ity dgal
Q' uac pass

@ Login as a Tax Agency to submit an “escalation request” to FTA with necessary supporting documents.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 22
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Taxable Person Management Tile

O

HoME
Required Actions
5 omHeR sERvicEs

Most Used Services

Oue Ote Descrpnon Tax Ageney - De-Regstation >
£ MY CoRRESPaNDENCE
No data O Tax Agentfam Tax Agency >
e R ) >
Owverview More Tax Types -
Tax Agency Details = Tax Agent Management Taxable Person Management

My Reports

Lty 1 Ll Ly g )
FEDERAL TAX AUTHORITY

Glossary &

OTHER LINKS
wmas New (B
FAGs 5

Contact Us @

Complaints and Inquiries

OUR LOCATION

D Emirates Property Investment Company Bullding, RO, Box
2440, Abu Dhabi, UAE

@ Contral Park Business Towers - DIEC, B0, Bax 2440, Dub,

UAE
% 600 599 984

= infostax govse

Step Action

(1)

Click 'Manage' on the Taxable Person Management tile.

= Dadgeney - T

HE TAX AGENCY v
vy Taxable Person List
T Bxcise Tax || Customize Columas
S — Email D Name (English)
FTA_TESTO94TAX GOVAE HALA Khan
£ MY CORRESPONDENCE
FTA_TESTOBSTAX.GOVAE Hamza Khan
2 USER AUTHORIZATION
Neerajs
OTHER SERVICES a
ahgngnan

[T IR P T |
FEDERAL TAX AUTHORITY

Name (Arabich

e

e

mu

=]

&
QUICK LINKS
taxgovas 3

Help Cantar (Coming So0m)
Glossary

Assign Date
o4z
o4/iz02z
o41/2022
2087202

23/08/2022

Status Delink/Reject Date

ovoizozs

Delinking Pending ov/02/2023

Dslink Esealation Pending ov/03/2023

Dalinked n0/2022

Delinking Penaing 30/08/2022
| ot & records per page
OTHER LINKS ou

Wnat's New (B

Fags @

Contact us &
Complaints and Incuiries

) Emiates Property Investment Company Building. R:O.
Box 2440, Abu Dhabi, LAE

R LOCATION

9 Cuntral Park Business Towars - DIFC, PO Box 2440,
Dubei, UAE

% 600 500 994

Dinfostargorae

-
S v [eid

Customer Charter

Back

Step Action

(1) .

e  Click ‘Actions’ against the delink request that is rejected by the Taxable Person.
Click ‘Escalation’ to initiate the escalation application.

Federal Tax Authority
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Escalation Request By Tax Agency

Taxablo Porson Dotails

» ~

A
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United Arab Emirates

=

Name in English

=

Delinking Details
Ressan for Delinking

Dol

Effective Date of Definking

Step Action

Upload copy of Delinking Evidence.
I adaviewn

M e size: 15 MB

Drag files here

Formats: FDF, DOC Max N of Files: 3

delinking evidence.

(1) e  Enter the reason for delinking, effective date of delinking and upload the copy of

o  Click 'Submit' to submit the application to FTA.

Federal Tax Authority
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Post Application Submission
e

Escalate Delinking Request to FTA

Application Submitted Successfully

& —

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

e  FTA will review the application and if required request for additional information from the Tax
Agency. After completing the review, FTA shall approve or reject the Tax Agency’s escalation
request. If FTA approves the escalation request, the Taxable Person will be delinked from the

Tax Agency. If FTA rejects the escalation request, Taxable Person will not be delinked from the
Tax Agency.

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

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual
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Escalate Delinking Request to FTA

Application Submitted Successfully Pp—

& —

Step Action

(1) o  Click 'Download' to download a pdf copy of the acknowledgement screen.
o  Click 'Back to Dashboard' to navigate back to the Tax Agency dashboard.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual
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Tax Agency will receive the following correspondences when they submit
the escalation request to FTA:

Escalation request submission acknowledgement.
Escalation request additional information or approval or rejection by FTA.
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Submission of Delink escalation request by Taxable Person to the
FTA (Delink from Tax Agency):
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United Arab Emirates

This section explains the steps to be followed by a Taxable person to
submit a delink escalation request to the FTA to delink their EmaraTax
account from the Tax Agency they are linked to.
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FEDERAL TAX AUTHORITY

Submission of Delink escalation request by
Taxable Person to the FTA (Delink from Tax
Agency):

Login as Taxable Parson

=

United Arab Emirates

Login with your Emirates ID

Don't have an Account?

ass provides single trusted digital identity solution for service providers

I you do not already have an ith the FTA please signup here

A ity dgal
Q' uac pass

Login as a Taxable Person to submit an “escalation request” to FTA with necessary supporting
documents.

Federal Tax Authority Delink escalation request to the FTA - Taxpayer User Manual Page 29
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upﬂuu.w‘@ E
CY—— e |
= Home

] OTHER SERVICES

United Arab Emirates

MY CORRESPONDENCE =
= Taxable Person List

"), Search by TRN Number or Taxable Person

QUICK LINKS OTHER LINKS OUR LOCATION
ol &gaLatall & Lol ? -
FEDERAL TAX AUTHORITY il What's New (2 @ Emirates Property Investment Company
Help Center (Coming Soon) FAQs [ Building, P.0. Box 2440, Abu Dhabi, U.A.E
Glossary (B

Contact Us (@ © Central Park Business Towers - DIFC, P.O. Bax

Comelaints and Inquiries 2440, Dubal, UAE

% 600599 994

D infositax.govae

o

Step Action

(2) Click 'View' to open the Taxable Person tile.

uj,_mu.ww@ ﬁ
O rasmompuson v H Uertoe | @) e ﬂm
= Home » JointStockRegistration

Required Actions Most Used Services
Due Date Description

Excise Goods that Reauire Customs Clearance. >
g var -28/02/2022 VAT Returns - for 15743 85 AED

Clearance Certificate

EXCISE TAX ~16/08/2022 VAT Late Penaity - Payment pending for 10000.00 AED

*30/05/2022

De-link Taxable Person from Tax Agency
- T Raturns - Payment pending for 2189.55 AED
= pavmMenTs

2 MY CORRESPONDENCE

Registration Overview

Customize View

%] OTHER SERVICES

User Authorization

Value Added Tax Tax Group VAT Clearing Company - TINCO

TRN :100635850700003

@ active

“

Excise Tax Warehouse Keeper

Not Registerect Not Registered

Step Action

(1) Click 'USER AUTHORIZATION'.
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i L1 Lot L @
O totesioretmsone H

=  Home  JointStockRegisiration P User Authorization

2 HOME

Manage User Authorization

i JOINTSTOCKREGISTRAT..

g var ||| customize columns Statu v QA Search
[EF EXCISE TAX User Type Mame(EN) Email ID Start. End Status
. Portal User VAT REG REG VAT fla_testo7atax.govae 16/08/2022 3112/9999 Active
= PaYMENTS
Portal User Shalu Kumari InvenioSS&pp.com 17/08/2022 3112/9999 Active
£& MY CORRESPONDENCE
Portal User SONU Sonu fla_test3letax gov.ae 17/08/2022 3112/9999 Active
& USER AUTHORIZATION
Tax Agency ABC Ageney Co training_tyaabe.com 04/11/2022 o1/03/2023 Delinking Rejected

[5] OTHER SERVICES

{5 User Type

Autharizations
Admin
Write Access

Write Access

o - I

Actions.

- %) Escalation

+ AddUser

Back

Step Action

e  C(Click ‘Actions’ against the delink request that is rejected by the Tax Agency.
(1) e  C(Click ‘Escalation’ to initiate the escalation application.

Escalation Request By Taxable Person

Tax Agency Details

TAN

Assign Date

[oasoesson

| [owmaom

Name in English

Name in Arabic

‘ AEC Agency Co

Delinking Details
Reasen for Delinking

Delinking

Effective Date of Delinking

04/T/2022

Step Action

Upload copy of Delinking Evidence

Max file size: 15 MB. Formats: PDF, DOC

Max No. of Files: 3

(1)

e Enter the reason for delinking, effective date of delinking and upload the copy of
delinking evidence.
e  Click 'Submit' to submit the application to FTA.
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Post Application Submission
e

Escalate Delinking Request to FTA

& —

Application Submitted Successfully

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

FTA will review the application and if required request for additional information from the
Taxable Person. After completing the review, FTA shall approve or reject the Taxable Person’s
escalation request. If FTA approves the escalation request, the Taxable Person will be delinked
from the Tax Agency. If FTA rejects the escalation request, Taxable Person will not be delinked
from the Tax Agency.

Read the “What Next” and “Important Notes”.
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FEDERAL TAX AUTHORITY

o e » Use Auteriaston

Escalate Delinking Request to FTA

Application Submitted Successfully

& —

Step Action

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.
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Taxable Person will receive the following correspondences when they
submit the escalation request to FTA:

Escalation request submission acknowledgement.
Escalation request additional information or approval or rejection by FTA.
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Thank you
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