-

7
N
it
W\
hy
%)

il 11 @ slaiull @iy g i
FEDERAL TAX AUTHORITY

s

ST Al _of

=MARATAX

Edit Excise Tax Clearing Company (TINCE) - User Manual

Date: Oct 2022

Version 1.0.0.0

Private and Confidential

This document contains information which is confidential and proprietary to the Federal Tax Authority. Any
dissemination, distribution, copying, use of or reliance upon the confidential and proprietary information contained

herein is unauthorized and strictly prohibited.




il A 1 @ slailldsag I

N =2
FEDERAL TAX AUTHORITY i |\\\"n

Document Control Information nent ki

Document Version Control

Version No. ‘ Date Prepared/Reviewed by Comments
1.0 01-Oct-22 Federal Tax Authority User Manual for EmaraTax Portal
Annexure

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

S.No ‘ User Manual Name Description

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

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

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

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

e Registered for VAT

e Registered for Excise

¢ Non-registered Taxpayer

e Tax Group

e Warehouse Keeper

e Freight Forwarder/VAT Clearing Company (TINCO)

e Excise Tax Clearing Company (TINCE)

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

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

In the Portal

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

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

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

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

English 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 the Federal Tax Authority EmaraTax portal and edit
their communication addresses. The changes will be immediately
reflected against their TINCE registration upon submit of the application.
The updated communication addresses of the TINCE will be reflected in
the list of published Excise Tax clearing companies in the FTA website.

United Arab Emirates
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Login to EmaraTax
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Welcome to the new e-CTS ¥

United Arab Emirates

Login
‘Welcome to the Federal Tax Authority
Login with FTA account Login with your Emirates ID
New Here? £l Adress
I - i b UAE Pass provides singl trusted cigita dentity solution for service providers
I ) ‘hﬁ“ Aoyl dygall
Sazs01 o & UaE PASS

oSyt L) ol gl
FEOERAL TAX AUTHORITY

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

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

e If you wish to login via UAE Pass, you will be redirected to UAE Pass. On successful UAE Pass
login, you will be redirected back to the EmaraTax online user dashboard.
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Taxable Person Tile
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© veiiva fasiecom v H

= 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

teree | M| e ﬂ

Step Action

(1)

Click ‘View’ on the Taxable Person tile to view the Taxable Person dashboard
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Excise Tax Clearing Company — TINCE Tile
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= Home » Abdullsh

HOME . -
Required Actions
B ABDULLAK ~
Due Date
gy +26/07/2022
L: EXCISE TAX *22/07/2022
EXCISE TAX CLEARING
™ COMPANY (TINCE)
= PAYMENTS
£ MYCORRESPONDENCE (o, arview

= user

Description
Additional Information oending. for 908000000558

Payment for VAT Lats Beaistration Penalty gending for 1000000

)

",;; 5 \
| 4
AN

United Arab Emirates

@ usertyoe ) vuc [ REET SRR RIEYY
Most Used Services
VAT Clearing Company - Amendment (TINCO) 3
VAT Clearing Gompany - Edit (TINGO) >
Excise Clearing Company - Registration (TINCE) >

More Tax Tynes

Value Added Tax

2 OTHER SERVICES

Excise Tax

TRN 100633878200003

@ Active

“

Not realstered

Warehouse Keeper

Not registered

Tax Group

VAT Clearing Company - TINCO

Excise Clearing Company - TINCE

@ active

. =

Step Action

(1)

Click ‘Actions’ in the Excise Tax Clearing Company - TINCE tile.

Federal Tax Authority
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Edit Button
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= Home » Abdullsh

Required Actions

m Due Date Deseription

+26/07/2022 Additional Information oending. for 908000000558

£ EXCISETAX ~ 22402022 Payment for VAT Lats Beaistration Penalty gending for 1000000

EXCISE TAX CLEARING
COMPANY (TINCE)

= PAYMENTS

£ MYCORRESPONDENCE  (yerview

G usere @) wuc [N

Most Used Services
VAT Cloaing Company - Amendmant (TNCO)
VAT Clearing Company - Edit (TINCO)

Excise Clearing Company - Registation (TINCE)

More Tax Tynes

S user
Value Added Tax
% OTHER SERVICES
TRN 100633575200003
@ Active

Excise Tax Warehouse Keeper

Not realstered Not registersd

““

[/ e
L

Tax Group

VAT Clearing Company - TINCO —
{7 Amen

% Deregister

RO

.

Step Action

(1)

Click ‘Edit’ to initiate the Edit Excise Tax Clearing Company — TINCE registration application.

Federal Tax Authority
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Guidelines and Instructions

0-—- 1 R
=  Home » Chariy Registration » Excise Tax Clearing Company (TINCE) - Edit

Excise Tax Clearing Company - Edit (TINCE)

No. of form steps.

75| Expected time to complete this application =Y Expected fees for this service
i (7)) s

Froe of charge

Required Documants

Required Documents

Required Templates
nA

Service Details

About the service

Eligibility Criteria

Service steps

FAGS

o

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

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to editing your Excise Tax Clearing Company — TINCE registration, in the UAE. It

also provides guidance on what information you should have in hand when you are editing the Excise
Tax Clearing Company — TINCE registration application.

: B -
N e

Excise Tax Clearing Company - Edit (TINCE)

No. of form steps 7| Expected time to complete this application =8 Expected fees for this service
S cacus (%) s

Free of chargs

Tutorial Materials

Required Documents
b viaich vide

) Required Documents

Required Tempiates

Service Detals
About the servica
Eligibility Criteria
Service steps

FAGs

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

Step Action

(1)

You are requested to read through the terms and conditions carefully. Once satisfied, you are
requested to click checkbox to agree the terms and conditions.

Federal Tax Authority Edit Excise Tax Clearing Company - Taxpayer User Manual Page 10
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Excise Tax Clearing Company - Edit (TINCE)

No. of form steps = Expected time to complete this application
Ssatons () 45 mnse

=3 Expocted foos for this service
Eree of charge

Required Documents

Required Documents

Required Templates
A

service Details
About the service
Eligibility Criteria
Service steps

FAGE

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

Step Action

(1) Click ‘Start’ to initiate the Edit Excise Tax Clearing Company — TINCE Registration application.
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Communication Details
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= Home » Abdullah > TINCE Edit

Excise Clearing Company (TINCE) Registration - Edit

Communication
Datails
Communication Details
Entities list

11 Customize Columns
Entity Name in English

ABC Trading Co

Address

0

QA search

Email Address Mobile Numbar Landiine Numbar

training_{fa ase.com 98765321 987853234

@ userType ) wus | -~ A +A
2
Review &
Beclaration
+ Add encity
Action

X Delel

Provious Stop

Step Action

(1) e  Select “Action”, to edit or delete communication details.
e Note that only communication details can be updated.

Step Action

Add Entity

Entity Name in English

Entity Name in Arabic

R&C Trading Co

Country

United Ars

Stroet

Abu Dhat

city

Building Name & Number

Area

Aty Dhab

Emirates

Abubhabi

Email 1D

training_ffabe com

Country Code

+971 ( United Arab Emirates 28765432 +871 ¢ United Arab Emirates

Abu Dhabi

PO Box o,

783932

Mobile Number Country Code Landline Number

587653234

(1)

Edit the communication data and click on “Save” to complete the edit activity.

Federal Tax Authority
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= bome » Abdulsh » TINCE Edit
Excise Clearing Company (TINCE) Registration - Edit

(] :

Communication
Datails

Review &
Declaration

Communication Details
Entities list

111 Customize Columns QA search
Entity Name in English Address Email Addross Mobike Numbor Landiine Number Action

ABC Trading Co 101 training_{fa ase.com 98765321 987853234

£ o

X Delote

Provious Stop

Step Action

+ Add Entity

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Review and
(1) Declaration' section.
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Review and Declaration
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= Home » Abdullah > TINCE Edit

Excise Clearing Company (TINCE) Registration - Edit

o°

Review & Declaration

Step 1: Communication Details

Entity Name in English Address
ABC Trading Co 101
Entity Name in English Address
ABC Trading Co 101

Authorized Signatory & Declaration

Authorized Signatory list

Email Address

training_ff&abe.com

Email Address

training_tfabe.com

@ usertyoe ) vuc [0 JEEETSUE SR

Review &
Declaration

Expand All / Collapse All

Mabile Number Lendiine Number

987654321 87553232

Mabile Number Landiine Number

936476342 987553234

Provious Stop

e  This section will help you to make sure that you have completed the application correctly.
e The section provides a comparison of the old and the newly updated information.

[ R S )
O rwarsuccen [N

= Home » bdullah » TINCE Edit
Excise Clearing Company (TINCE) Registration - Edit

Communication

Review s
Derais Beciarstion
No data
Declaration
First Nama in English Last Name in English
| E
it Naene in Arabic Luct Nare i arabic
\ ] e

Cauntry Code Phane Number

Email ID

oo o | [en

| [acromiezen

Date of Submission

‘ 27/07/2022

Provious Step

RO

“ S “

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
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= Home » Abdullsh » TINCE Edit

Excise Clearing Company (TINCE) Registration - Edit

No data
Declaration
First Name in English Last Name in English
| B
\ =] | s
ot e 3 | [eomn | [

Date of Submission

‘ 27/07/2022 ‘

B| | declare that all information provided is true , sccurate and complete to the best of my knowledge and beliel

Step Action

Click ‘Submit’ to complete the edit application.

(1)

Federal Tax Authority Edit Excise Tax Clearing Company - Taxpayer User Manual Page 15
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Post Application Submission
e )

o Al TWCE G

TINCE - Edit

Application Edited Successfully

e -

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

e After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future purposes.
e The edit application is automatically approved, the updated changes can be viewed in your

[

TINCE - Edit

Application Edited Successtully

Step Action

(1) 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.

Federal Tax Authority

Edit Excise Tax Clearing Company - Taxpayer User Manual
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Correspondences

United Arab Emirates

wuSLT Gl ol

wilya Ll dgslaidl iy g Il _b/l
FEDERAL TAX AUTHORITY = ARATAX

Taxpayer receives the following correspondences:

e Application submission acknowledgment

Federal Tax Authority Edit Excise Tax Clearing Company - Taxpayer User Manual Page 17
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United Arab Emirates

Thank you

Federal Tax Authority Edit Excise Tax Clearing Company - Taxpayer User Manual Page 18



