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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
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This manual is prepared to help the Excise Tax Clearing Company (TINCE)
to navigate through Federal Tax Authority EmaraTax portal to submit
their TINCE Deregistration application. Deregistration application of
TINCE will be rejected if the Excise Tax Clearing Company has outstanding
suspense excise tax amount to be paid. On approval of TINCE
Deregistration by FTA, the Excise Tax Clearing Company will be removed
from the published list of Excise Tax Clearing Companies in FTA website.

United Arab Emirates
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Login to EmaraTax
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Welcome to the new e-CTS ¥
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Login
‘Welcome to the Federal Tax Authority
Login with FTA account Login with your Emirates ID
New Here? £l Adress
I - i b UAE Pass provides singl trusted cigita dentity solution for service providers
I ) ‘hﬁ“ Aoyl dygall
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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 Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 6
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Taxable Person Tile
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= Home

] OTHERSERVICES
Profile Name in English

2 MY CORRESPONDENCE

Preferred Language

Upload Taxable Person Logo (Optional)
2 aga Drag files here

Max File Size : § MB Formats : JPEG, PG, PNG.

= Taxable Person List

), ‘Search by TRN Number or Taxable Person

9 Abdullah

Profile Name in Arabic

Preferred communication Channel

) (\
i

Ul
(8w

United Arab Emirates

Step Action

(1)

e Once you login to your EmaraTax Profile, you will be able to see your taxable person profiles
under your user account. Select the Taxable Person for which you wish to Deregister the
Excise Tax Clearing Company — TINCE.

e  C(Click ‘View’ on the Taxable Person tile. to get inside the selected Taxable person.
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Excise Tax Clearing Company — TINCE Tile
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=  Home

HOME

teree | M| e ﬂ

» Abdullah

Required Actions Most Used Services

Due Date Description Excise Tax Clearing Company - Amendment (TINCE)
i ABDULLAI
- 29/08/2022

VAT

‘Submission pending for Return Stagger 1 = Quarterly (Feb to Jan) for the period St
[E3 var Clearing Company - Amenament (TiNCO)

- 22/0%/2022 Bayment for VAT Late Penalty pending for 10000.00

i EXCISE TAX

- VAT CLEARING COMPANY
5 (niNco)

EXCISE TAX CLEARING
= COMPANY (TINCE)

= PAYMENTS

Excise Tax Cloaring Company - Edit (TINCE)

Registration Overview

<]

% MY CORRESPONDENCE

USER AUTHORIZATION

OTHER SERVICES

Value Added Tax Tax Group VAT Clearing Company - TINCO

TRN :100633878200003 TRN 1006338782000C0

G active © active

““

Excise Tax Clearing Company Excise Tax Warehouse Keeper
(TINCE)

TRN :1006338782000CE

G active Not registered Not registere

= B

Step Action

(1) Click ‘Actions’ in the Excise Tax Clearing Company — TINCE tile.

Federal Tax Authority

Deregister Excise Tax Clearing Company - Taxpayer User Manual
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Deregister Button
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= Home P Abdullah

Required Actions

HOME
Due Date
i ABDULLAH ~
«29/08/2022
g var * 22/07/2022
T ExcISE TAX

- VAT CLEARING COMPANY
5 (niNco)

EXCISE TAX CLEARING
COMPANY (TINCE)

== PAYMENTS

Description
Submission pending for Return Stagger 1= Quarterly (Feb lo Jan) for the period St

Registration Overview

UserTyne )

Most Used Services

Excise Tax Clearing Company - Amendment (TINCE) >
Bl VA leaing Company - Amercment CTING) >
Excise Tax Cloaring Company - Edit (TINCE) >
-
mize View

Value Added Tax

MY CORRESPONDENGE

USER AUTHORIZATION

G active
OTHER SERVICES

Tax Group

TRN :100633878200003

VAT Clearing Company - TINCO

TRN 1006338782000C0

© active

““

@& View

—

G Amend

Excise Tax

9, Deregister

O Adtive

e

Warehouse Keeper

You are not allowed to proceed with the deregistration application in case there are any excise tax
suspense amount) pending against your TINCE account Please clear the excise tax suspense amount
first before initating your TINCE account deregistration.

i Ll Lt L g
FEOERAL TAX AUTHORITY
@ trining_ffcabe.com v ﬂ

= Home P Abdullah

Required Actions

HOME
Due Date
i ABDULLAH ~
«29/08/2022
VAT - 22/0%/2022
T ExcISE TAX

- VAT CLEARING COMPANY
5 (niNco)

EXCISE TAX CLEARING
COMPANY (TINCE)

PAYMENTS

Description
Submission pending for Return Stagger 1= Quarterly (Feb lo Jan) for the period St

Registration Overview

UserTyne )

. noD

Most Used Services

Excise Tax Clearing Company - Amendment (TINCE) >
Bl VA leaing Company - Amercment CTING) >
Excise Tax Clearing Company - Edit (TINCE) >
v
mize View

Value Added Tax

MY CORRESPONDENGE
USER AUTHORIZATION

, @ acve
[E] OTHER SERVICES

@& View

—

G Amend

Tax Group

TRN :100633878200003

VAT Clearing Company - TINCO

TRN 1006338782000C0

© active

““

Excise Tax

9, Deregister

Aetve -

| A
Not registered Not registere EA

Warehouse Keeper

Step Action

(1) application.

Click ‘Deregister’ to initiate the Deregister Excise Tax Clearing Company — TINCE registration

Federal Tax Authority
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Guidelines and Instructions
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Excise Tax Clearing Company - Deregistration (TINCE)

No. of form steps. () Expected time to complete this spplication
(C seecers (7)) wrmam

Y Expected fees for this serviee
Free of charge

Required Templates

Service Details
About the serviee
Eligibility Criteria
Service stops

FaGs

[ | contirm that | have read the above instructions and guidelines

e~ NN

o

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements related to Deregistering your Excise Tax Clearing Company — TINCE, in the UAE. It also
provides guidance on what information you should have in hand when you are deregistering the
Excise Tax Clearing Company — TINCE application.

Excise Tax Clearing Company - Deregistration (TINCE)

No. of form steps Y
&) e =

Tutorial M,

Expected time to complete this application

Required Templates

Service Details

About the service

Eligibility Criteria

Service steps

FaGs

[ | contirm that | have read the above instructions and guidelines

o

e~ NN

o

Step Action

(1) Mark the checkbox to confirm.

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual

Page 10



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

NS

J
NN
g
@ United Arab Emirates

e~ NN

Excise Tax Clearing Company - Deregistration (TINCE)

No. of form steps
&) e

Expected time ta complete this application Y Expected fees for this serviee
5 min Free of charge

and JPEG. The in

Required Templates

Service Details
About the service
Eligibility Criteria

Service steps

FaGs p

[ | contirm that | have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate the Deregister Excise Tax Clearing Company — TINCE Registration application.

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 11
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VAT TRN Entity Type

Entity Name in English Entity Name in Arabic

== | Er—

TINGD TiNCE

[ cancoiooessaezoanca | [ eooporooszsamznnoce

Step Action

(1) e All the fields are prepopulated as per the TINCO registration.
e  (Click the ‘Next Step’ button to save and proceed to the next section.

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 12
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Deregistration Information

© userType )

T (N A A A

Basis Of Deregistration
3 parte ~
Shrt Daserintion for the basis of Der
mpor
Effective Date of Deregistration ©  upload Copy of Deregistration Evidence
a1/09/2022 =) L add/viewery Drag files here
Formats: PDF, DOC

Max No. of Files:3:3

Provious Stop

Step Action

Fill the Deregistration Information and upload any supporting documents for the TINCE
(1) deregistration.

© userType )

= Home * Abdullah » Excise Tax Clearing Company (TINCE) - Deregister
Excise Tax Clearing Company - Deregistration (TINCE)
o° o
‘About the Exclse Tax

CTINCE)

Short De:

Effective Dete of Deregistration ©  upload Copy of Deregistration Evidence

avea/2022 m

L add/viewcry

Drag files here

Masx file size: 15 MB Formats: POF, DOC

Provious Stop

T (N A A A

Next Step

Step Action

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

(1)

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual
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Review and Declaration
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=  Home » Abdulah * Excise Tax Clearing Company (TINCE) - Deregister

Excise Tax Clearing Company - Deregistration (TINCE)

Review & Declaration

About the Excise Tax Clearing Company (TINCE)

VAT TRN

Entity Name in English

TiNCD

Deregistration Information

Entity Type

Entity Name in Arabic

TINCE

S ousertype @) ouc [0 ISR

Provious Stop

“ e ten

the details.

The “Review and Declaration” section provides a one page view of the Deregistration application with

O s nzssccon

v H Duarwe @ v RREIDE
=  Home * Abdullah » Excise Tax Clearing Company (TINCE) - Daregister
Excise Tax Clearing Company - Deregistration (TINCE)
Name in English Name in Arabic E-Mail ID
No data

Declaration
[raris | [ |
| B | e |

o U | [emremm | [ronmmesmemn |
| 1/08/2022 |

[ 1 declare that sl the information provided is true, sccurate and complete 10 the best of my knowledge and beliet

A

Step Action

(1)

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

Federal Tax Authority

Deregister Excise Tax Clearing Company - Taxpayer User Manual
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=  Home » Abdulah * Excise Tax Clearing Company (TINCE) - Deregister

Excise Tax Clearing Company - Deregistration (TINCE)

Name in English

Declaration

First Name in English

@ userType ) was |-~ A +a

Name in Arabic £-Mail I

No data

ﬂ showle | ¢ e

Last Name In English

s

First Name in Arabic

Last Name in Arabic

=] | ey

Country Code

| 971 ¢ United Arab Emirates )

‘ ‘warrmm | |Irilnlng_ﬂl,labc‘cm ‘

Date of Submission

| 11/08/2022

W) 1 dectare that al the information provided is true, accurate and complete to the best of my knowledge and baliet.

Provious Stop

Step

Action

(1) Click ‘Submit’ to complete the Deregistration application.

De-Registration of TINCE

he TINCE account will be suspended immediately and the information of the Excise Clearing Agent will be removed from
‘the portal. Do you want to proceed?

Step Action

e The TINCE account will be suspended immediately and the company details will be
removed from the published list of excise tax clearing companies in the FTA website
(tax.gov.ae) .

(1) e  Click 'Yes' to continue. If you click ‘No’, you will not be able to submit the application.

e Upon submission of the TINCE deregistration application, the TINCE account will be
suspended by FTA during the processing of the application. You will not be able to submit
excise tax 201A and 201 B declerations from your TINCE account when your TINCE
account is in ‘suspended’ status.

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 15
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Post Application Submission
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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 suspend the TINCE account during the processing of the application. You will not
be able to submit excise tax 201A and 201 B declerations from your TINCE account when
your TINCE account is in ‘suspended’ status.

e The FTA may contact you if any actions required to be taken to settle any outstanding tax
liability with respect to the TINCE account. Further, FTA may ask you to provide additional
supporting documents to validate the information you declared within your application.

e  On approval of your deregistration application

e  Your TINCE account will be deregistered. Your company details will be removed from
the published list of excise tax clearing companies in our website (tax.gov.ae).

e If you had submitted the original financial guarantee documents (like a bank
guarantee) to FTA, you may visit our office to collect the originals (if there were no
liquidation of your financial guarantee due to any pending liabilities). Applicant can
schedule a meeting by emailing Freight Forwarders Freight.Forwarders@tax.gov.ae.
The person collecting the financial guarantee must also hold a letter of undertaking
issued by the authorized signatory verifying the details of person.

e  Onrejection of your deregistration application, your TINCE account will be set to “Active” and
the company details will be displayed in the published list of excise tax clearing companies in
the FTA website (tax.gov.ae).

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

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 16


http://www.tax.gov.ae/
http://www.tax.gov.ae/

i

e fly A 1] @ sslaTull @8 o gl I
=M

FEDERAL TAX AUTHORITY AN
. S

et o ] m o ] United Arab Emirates

Application Submitted Successtully -

4

Step Action

e (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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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).
eApplication approval or rejection notification.

Federal Tax Authority Deregister Excise Tax Clearing Company - Taxpayer User Manual Page 18
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Thank you
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