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Annexure

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

S.No |User Manual Name Description

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

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

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

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

e Registered for VAT

e Registered for Excise

¢ Non-registered Taxpayer

e Tax Group

¢ Warehouse Keeper

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

Button

Description

In the Portal

{0} User types

This is used to toggle between various personas within the user
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

English oL

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
the user interface of the portal

8 Manage Account

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

In the Business Process application

Previous Step

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

Next Step

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

Save as Draft

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

This menu on the top gives an overview of the various sections within
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 an Excise Tax registered
taxpayer to navigate through the Federal Tax Authority
(FTA) EmaraTax portal and edit their Excise Tax registration.
The taxpayer can edit the following information and the
changes will be reflected immediately in their Excise Tax
registration post submission of the “Edit” application. An
approval from FTA is not required.

e Bank Account details

e GCC Activities section
e Customs Registration Number
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Login to EmaraTax

Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

New Here? Login with FTA account t Login with your Emirates ID
1t you are not registered. please signup here.

UAE Pass provides single trusted digital identity solution for service providers

- 72N, UobylQgall
PRSI © Q' uae pass

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

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

e |f 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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I Create New Taxable Person Profile [~ |
omeR services

Fratee wama i Enalzn rotse Name in Arsnic
£ My comRespoNDENCE —

FOLLOW US
OnY &

Contact Us

& 600 599 954

Step Action

On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable

Person linked to your EmaraTax user profile. If there are no Taxable Person linked to your user profile,
this list will be empty and you would need to create a Taxable Person.
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O Create New Taxable Person Profile

omeR sevices

Pretes wame in Enilzn rotis Name In Aratic
£5 MY CORRESPONDENCE —

: — l%
S Taxable Person List

FOLLOW US
OnY &

Contact Us

& 600 599 954

Step Action

To create a new Taxable Person, enter the mandatory details and click 'Create'. The new Taxable
(1) Person will be displayed in the list.
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_ I Create New Taxable Person Profile

omeR sevices

£5 MY CORRESPONDENCE S Tamable Person List

FOLLOW US
MY e

Contact Us
% 600599 994

Government.ae Drcisimer

Step Action

(1) Select the Taxable Person from the list and click 'View' to open the dashboard.
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Excise Tile

=0

Required Actions

m Due Date

15707200

% excise Tax -15/08/2008
-15/0872008

= pavmEnTs

£ WY CORRESPONDENCE

£ USER AUTHORIZATION

arweR semices B e

Registration Overview

Tax - onitiy for the geviod e 201

—— EA—

a1

‘Subimisslon psndins.for Rsturn Excis Tax = Moathi 9t the osriod Avaust 2013

Mast Used Services

Value Added Tax Tax Group

Warehouse Keeper

My Reports

Step Action

e In order to edit your Excise Tax Registration, click ‘Actions’ in the Excise tax tile.
(1) e Select ‘Edit’ for start editing your Excise tax registration.
Federal Tax Authority Edit Excise Tax Registration - Taxpayer User Manual
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Guidelines and Instructions

» H erype |y | e ﬂ | e

Home » Companyd » Excise Registration - G

Excise Registration - Edit

No. of form steps @) Expected time to complete this appication b Expected fees for this service

10 minutes ] Free ot charge

Service Details

About the service

Eligibility Criteria

Service steps

[ 1 confirm 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 registration, in the UAE. It also provides guidance on
what information you should have in hand when you are working on the Excise Tax registration Edit
application.
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Excise Registration - Edit

No. of form steps
@) o

Tutorial Materials
b Wateh Videa Tutorial

Do the User manual

Required Templates

Service Details
About the service
Eligibility Criteria
Service steps

FAGs

(©)

I8 | confirm that | have read the above instructions and guidelines

kS

Back

5 useenpe

Expected time to complete this appication Expected fees for this service

10 minutes

5] Free of chorge

Required Documents

Tl be necessary fe you o b e following information in an ppropriate format and inelue It in your online apiiication:

en

@ stamped snd must include information about yolu SCCOURE details.

i file types srs PDF, JPG, PNG and JPEG. The individusl le size it ic SMB.

g United Arab Emirates

Step Action

(1) .
confirm.

e Ascreen will appear with guidelines and instructions.
Read the guidelines and instructions for Edit Excise Tax Registration and mark the checkbox to

Federal Tax Authority
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Excise Registration - Edit

Ne. of form steps Z) Expected time to compiete this appiication Expected fees for this service
G 1o @) oo =) T

Service Details

About the service

Eligibility Criteria

Service steps

FAGs

I8 | confirm that | have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate the Edit Excise Tax Registration application.
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Bank Details

o -~ [EHEE
T
Excise Registration - Edit
Gaek Dot
Bark Details (Optiona! —
(Gptionah Enntie Eaiing @
0 scoum
on
o
,,,,,,,,,,,,,
] - |

Step Action

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

e If you do not want to edit the section and have selected ‘Enable Editing’, select ‘Disable

(1) Editing’ so that the fields become non editable.

e  You can add bank details if it was not provided during the Excise Tax registration.

e You may edit and update your Bank details, if required.
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Excise Registration - Edit

Bank Letails

Bank Details (Optional)

Country

:::::::::::::

e  You are requested to ensure that your account details are accurate. Some accounts cannot
receive payments electronically. Also, ensure that your Bank has this facility.

e Ifyou arein the process of opening a bank account, you must provide copies of any relevant
correspondence received from your bank.

e If your account is held with a bank established in the UAE or a foreign bank account. The
account name must match the legal name of the entity you are registering with the FTA.
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Excise Registration - Edit

Bank Letails

Bank Details (Gptiona! —
©p ) o @

1ean

Formats POF, BOC Mt ot Foes 13

Step Action

You may click on ‘Save as draft’ to save your application and return to continue working on your
(1) application later.
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Bank Details (Optional) . @ s

Country

After editing the required information, click ‘Next Step’ to save and proceed to the 'Additional details'
(1) section.

Step Action
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Additional Details

-0

Excise Registration - Edit

o
o -]

Bank Betails

Additional Details

If you are registered for

e Tax in any other GCC member state then please enter the correspondence Excise TRN
Are you registered for Excive Tax in vy other GCC Member state?

o v No

o mombe stats

Sauch Araiz

B you have a customs ragistration nuember?

O

Please add Custem Registration details b

Step Action

e Select “Enable Editing” to update the additional details information, if required.
(1) e  You may choose to: Update the GCC Business Activities details; Update the customs
registration details with any of the Customs Authorities in the UAE.
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Excise Registration - Edit

o
@

Bank Betails

Additional Details

Enabie £ Sinatie £
It you are registered for excise Tax in any other GCC member state then please enter the correspondence Excise TRN

A you registers for Exine T n . other GCC Member state?

o) v [ e

+ asazec
| Customize Camm
oG memear state ™ Actions
Soud Arabia amzazazm: n

Bl you have a custorm

OR™ o

Please add Custom Registration details

Action

After completing all mandatory fields, click the
and Declaration' section.

‘Next Step’ button to save and proceed to the 'Review

Federal Tax Authority Edit Excise Tax Registration - Taxpayer User Manual
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Review and Declaration
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Declaration
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D

| [Feam | [

e This section highlights the old and the newly updated information entered by you across the
application. You are requested to review and submit the application formally.
e  You are requested to review and submit the application formally.

Federal Tax Authority
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e you registers for Extise Taxin any other GEC Member state?

CC mambar stata M
Saut Arstia amzaznmz
0 vou have 3 custonn s
Emirates Cuntom Humbe Attacnment
- @yen Attacoments

L <
&m

Cauntry Cose Mails Number st

[ty | [ | [Fwmnsccon \

Submission Onte

= ]

-

Step Action

After carefully reviewing all of the information entered on the application, mark the checkbox to
(1) declare the correctness of the information provided in the application.
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e you registers for Extise Taxin any other GEC Member state?

.
G mambar stat
Saut Aratis

o you have 3 custonn s
Errstes

M

amzaznmz

Cuntom Humbe Attacnment

Cauntry Cose

[aricomses o e

Mails Number st

ABCDG42ABCCOM

L
&m

= |

Submission Onte

=

[B] 1 dociars that sl information provided i trom , acesrats and complats t the bast

Provious stsp

PR ————

Step Action

(1)

Click ‘Submit' to submit the Edit Excise Tax Registration application.

Federal Tax Authority
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Post Application Submission

st st

=0

Excise Registration - Edit

& —

Application Edited Successfully

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

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

The Edit applications are approved on submission and does not require FTA approval.

The changes submitted will be reflected in your Excise Tax profile.
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.
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Thank you

Federal Tax Authority

Edit Excise Tax Registration - Taxpayer User Manual
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