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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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Introduction
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This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) EmaraTax portal and Amend your
Excise Registration information. To initiate the amendment, you
must be already registered with the FTA and should have a valid
TRN. The amendments done to the following sections require
approval from the FTA:

e Details of the applicant

e Contact details

e Business relationships

e About the Excise application

e Excise Activities and Goods List

e Business activities (ISIC)

United Arab Emirates
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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.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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@ United Arab Emirates

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.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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O Create New Taxable Person Profile

omeR sevices

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

: — T
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.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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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.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual Page 9
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Excise Tile

Tax - Monthiy ioe the gevicd one 20N

5 Excise TAX b n Tax - Moathiy far the
R E— ‘Submislon asadin e Rsturn Excss T - Mot 197 08 estiod Avauat 2013
& wrcommesponpEncE
£ USER AUTHORIZATION LU=
@ omen semvces B e — >

B o >

®
Registration Overview
Value Added Tax Tax Group

Warehouse Keeper

- |

My Reports

Step Action

In order to initiate Excise Amendment application, click on ‘Actions’ in the Excise tile and select
(1) ‘Amendment’.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual Page 10



,p!l", '\q iy
=7
{

ANy

q
)
(" i

wdlysa 1l agslailld iag ll
FEDERAL TAX AUTHORITY

Guidelines and Instructions

_JMW.W@

B L m
Homs » Company@ » Excise Registration - Amend

Excise Registration - Amendment

No. of form sections

((oy) Expected time to complete this appllcation 2  Expected fees for this service
7 sectons ©) ‘s

Free of Charge

Roquired Templates

Accapted fl types are PDF, JPG, Word, Excsl, PNG and JPEG, The Individual fle size it is SMB.
Service Details

About the service

Engivilty Criteria B
i B
The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to amending your Excise Tax registration, in the UAE. It also provides guidance
on what information you should have in hand when you are completing the Excise Tax amendment
application.
Federal Tax Authority

Excise Tax Registration Amendment - Taxpayer User Manual Page 11
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Excise Registration - Amendment

e =5 Expectaa tim to conplee this spication e R R s
S s () oem segpmiiny
secured ocumens
Reauired Templates : ; e i

it in your online application. Based on the type of Amendment / change in circumstances, the supporting documents may

Accapted fl types are PDF, JPG, Word, Excsl, PNG and JPEG, The Individual fle size it is SMB.
Service Details
About the service
Eligibility Criteria
Service stops

FAGs

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

h9)

Step Action

e Ascreen will appear with guidelines and instructions.

Read the instructions and guidelines carefully before starting the application. And mark the
checkbox to confirm.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Company@ » Excise Registration - Amend

Excise Registration - Amendment

No. of form sections
7 sections

Roquired Templates

Serviee Details
About the service
Eligibility Criteria
Serviee steps

FAGs

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

Back

@

Expected time to compiete this application

45 minutes

Required Documents

Accapted fle types are PDF, JPG, Word, Excel, PNG and JPEG, T

avicual i size imit s SMB.

=  Expected fees for this service
Free of Charge

it in your online application. Based on the type of Amendment / change in circumstances, the supporting documents may

Step Action

(1) Click ‘Start’ to initiate the Excise Amendment application.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

Review and Declaration
—] 5

o° o° o° 0° o
Review and Declaration Exgand &l giinpae Al
e e }
—
— .
= .

The amend application first displays the ‘Review and Declaration’ section. You may click on the Edit
button for any of the sections to Amend the details in it.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual Page 14
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T ¥ Excine Registration . Aménd
Excise Registration - Amendment

Entty Dotaic Mdontifcation Dataie

Review and Declaration

Step 1: Entity Details

Step Action

(1) e  Click ‘Edit’ button, on the section which you want to amend.

Or click ‘Previous Step’, to move back to the section which you want to amend.

Federal Tax Authority
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Entity Details
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Entity Details a
Enanie sating bicavio g
[—— o
T @

Do you have n certficate of incorporation? e

. v

B o

Step Action

e Select “Enable Editing”, to amend entity details, if required. Upon selection, the fields in the

(1) section will become editable.

e If you do not want to amend the section and have selected ‘Enable Editing’, select ‘Disable
Editing’ so that the fields become non editable.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual Page 16
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The application is divided into a number of short sections which deal with various aspects of
the amend process. The progress bar displays the number of sections required to complete
the application. The section you are currently in, is highlighted as blue. Once you progress to
the next section successfully, the previous section will be highlighted as green.

You are requested to ensure that the documents submitted, supports the information entered

by you in the application. This would help to avoid any rejection or resubmission of the
application later.

Federal Tax Authority

Excise Tax Registration Amendment - Taxpayer User Manual

I 1'".(‘“‘),“"\ l

United Arab Emirates

Page 17



ﬂ" ’\‘q !"l(

h‘l—-ﬂj_la-_l_l a_.!_‘l =-.|."“ :“ "
“l;]"_“ql"
NN
N

FEDERAL TAX AUTHORITY

=] Unced A e
Entity Details 3
o ® 1
ree L]
-

Step Action

After amending the required fields, click ‘Next Step’ to save and proceed to the 'ldentification Details'
(1) section.
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Identification Details

n License Details

Mai

o @ ting
u have cens o
e - L)
| [ |
cense L]
] -0
L] ?
B
o Newa i (]
— - |
Step Action
e  Select “Enable Editing”, to amend identification details, if required.
(1) e  You may update the main trade license details and enter the Effective Amendment Date. All
fields are not amendable, the greyed-out fields cannot be updated.
Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Add Business Activities
=0

Logal ams in Sagi @ e [
-
Tracte Name in Engiah @ Tacename i ann 0 o
e
Business Activity Details
Owners List + Add Owne
v e e

Local Branch Details

00 you have branches in UAET

ve: (@) Mo

Proviows Sten “ i |m

Step Action

Similarly, if required you may update the Business Activities. Click on Add Business Activities to enter
(1) the business activity information associated to the trade license. You can add multiple Business
Activities. Ensure that the information about all your business activities is included

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Add Owners

AN

United Arab Emirates

@ o L)
i

]

[} du Name in Arabs 0 L]
P

Bragh
Ho ® Farmsts POF. DOE Mo Mo, of Files: 3
Business Activity Details + a
Primary Actiiey  Industry. Hoin Grous ut

activity Code

Manutsctusing Manutscturs of beversges

Owners List el Svmme

Omnar Type ‘Gwner nama in English

Gunar name In Arsbic 10 Number Sharsholding Percentage Actions

Leoai Prrzon

Local Branch Details

00 you have branches in UAET

ve: (@) Mo

Step Action

You may update the owner details by clicking ‘Add Owners’. You are required to enter all the owners’
(1) associated to the trade license. You can add multiple owners.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Branch Details

Business Activity Details

Primary Actiiey  Industry.

Manutsctusing
Owners List
Ownar Typo

Leoai Prrzon

Local Branch Details

Bragh
Farmsts POF. DOE o,
Hain G ut
wan, - o a g o
ene in English Guwner name I Arabi 10 Number
s s psspeann

[i ]
[i]
<+ asa Business Actvitias

Sharshalding Percentage

10000

Step Action

You may update your branch details. Select ‘Yes’, if you have one or more branches, and add the local

(2) branch details. For each branch, enter the trade license details and associated business activities and
owners list.

Federal Tax Authority
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frrmen g @ @ United Arab Emirates

Excise Registration - Amendment

e . 9
Trace N in Engiiah © e Hame inrabi " e
Business Activity Details <+ A0 Buciness Activitios
Owners List + Add owner
p— e r—— — =
o B e

Local Branch Details

i you have branches in UAE?

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the ‘Contact Details'
(1) section.
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Contact Details
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=0

T v Euciss Rogistration - Amand

Excise Registration - Amendment

. o ’
odo Masile Mumzar O  countryCose Landiing Numbor
B] \®
e = [
Step Action
(1) e Select “Enable Editing”, to amend contact details, if required.
e  Update the required information and enter the Address amendment date.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Excise Registration - Amendment

°
[

Contact Details

ifcatian Detsite Contact Datile Excico Tax Dataiic Businoss Authorized

Masie e @  coumycos Landiing Numbor

B

You are requested not to use another company’s address (for example, your accountant). If
you have multiple addresses, provide details of the place where most of the day-today
activities of the business are carried out.

If you are a foreign business applying to register for UAE Excise Tax, you may choose to

appoint a tax agent in the UAE. In such cases, provide the details of your appointed tax agent.

Federal Tax Authority
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@ United Arab Emirates

(]

ifcatian Detsite Contact Datile Excico Tax Dataiic Businoss

Autborizod B and

Ruatoninp g Decarsn
‘Contact Details e

o @ .
y0u piease
Fox Propec The cdcrss i that
srest P
iy Emirates
: - R
" wasie rumaer 0 counnycon [S—
[ v © v s

o
Adarocs Amancmont Date

Step Action

(1) Click ‘Next Step’ to save and proceed to the 'Excise Tax Details' section.
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Excise Tax Details

p/ m Ki

United Arab Emirates

Entty Dotaic Mdontifcation Dataie Contact Dataile Excico Tax Dotaic

Excise Tax Details

Ee— EE—— e \Gl —— Ee— ——

[ I D ronaces na vomacco roess

T 257067209 250672020 a e 570820 25/06/2020 ] u
O ey [ | | [ - [ | [ |

Step Action

(1) Select “Enable Editing”, to amend Excise Tax details, if required.
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Expiy Date
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O tctroncsmting Derces md Toos [ | [

Sresened ks [ Il

With sfact from which date-are you recuired o ba registered)

o ]

Effocime Amenament Date

Drag fls hors

Max Fie sizn 15 MO Farmats :POF.DGC

Step Action

(1) Update the required information and enter the Effective amendment date.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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frrmen g @ @ United Arab Emirates

Homs ® CompasyC * Exciss Regitmtion - Amend

Excise Registration - Amendment

S I |

O ciosroni smoning Devass s oo [ I [ I |

Ebciraic moking Devices and oot [ ] [ | o

P—— [ I [ |

Excisa Tax Dotais: Suparting Documants
Are you appiying for an Exceptian rom Excive Tas Registration? corting 9

T asapviewm Drag fls hors
Yes (@) Mo =

Max Fie sizn 15 MO Farmats : POF.DOC Max Ho, offles 11
Provious stsp Cancat Save 22 Drar

Step Action

(1) Click ‘Next Step’ to save and proceed to the 'Business Relationship' section.
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Business Relationship
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Step Action
(1) Select “Enable Editing”, to amend business relationship details, if required.
Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Excise Registration - Amendment

Business Relationships

sasun

Formats: POF. DOC
Passpen < o
+ aoawa
|| Custarmice Coiumns
Resstionsnip Mame in Engisn Name in Arabic 1D Humeer Resigent of UAE Hatonsity Acti
onser Campany 2esdagasyhn [ T

Step Action

(1) Click ‘Next Step’ to save and proceed to the 'Authorized Signatory' section.

Federal Tax Authority Excise Tax Registration Amendment - Taxpayer User Manual
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Authorized Signatory
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Authorized Signatory

Authorized Signatery list

B o

Step Action

Select “Enable Editing”, to amend authorized signatory details, if required.
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FEDERAL TAX AUTHORITY

° ° ° ° °
o o o o

Authorized Signatory

Authorized Signatery list

] Custamizs catumns

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the 'Review
(1) and Declaration' section.
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Review and Declaration

=0

T v Euciss Rogistration - Amand

Excise Registration - Amendment

Sten 6 : Authorized Signatory

Mame i Engiah Name i Arstic 1 bmber
Company dania g asiin e
Marme i Eriah oic 1B Numrer Emait
gy € 2asun 2as, sin GHSGEXFD
Declaration

Forst Mame in Enlish

ABCDS4=ABC COM

Effective Amendment Date

= ]

e p— | [ | [ \
P |

Action

(1) The section provides a comparison of the old and the newly updated information.

Federal Tax Authority
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Homs ® CompasyC * Exciss Regitmtion - Amend

Excise Registration - Amendment

Sten 6.1 Authorized Signatory (]

Mame i Engiah Name i Arstic 1 bmber [

Company c dania g asiin e ABCDS4=ABC COM

Declaration

First ame 17 English First Name in Arabic

5 N o]
| | “]

T | == | = \

Submission Date

= |

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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Homs ® CompasyC * Exciss Regitmtion - Amend

Excise Registration - Amendment

Sten 6.1 Authorized Signatory (]

Mame i Engiah Name i Arstic 1 bmber [

Company c dania g asiin e ABCDS4=ABC COM

Neme in Englsh
pr—
Declaration
First ame 17 English First Nome in Araic
= | o] el
| | 4]
T == | [ \

Submission Date

= |
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This section highlights all the details entered by you across the application. You are requested to
review and submit the application formally.
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Step Action

Click ‘Submit’ to submit the Excise Registration Amendment application.
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Application Submitted Successfully

-t the Toxable Person failed ta register for VAT on time. The ETA may charge the applicant a late registration administrative pencity of AED 10,000 i the appiicant fails fo submit the application .,m

bie Person) may be liable for a late registration administrative penalty if FTA determines th
quired to register

of being required to register.

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

What's next?

e  Once the application is submitted, the FTA shall approve, reject or resubmit and notify the

Taxable Person 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.

o Read the “What Next” and “Important Notes”.
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.

* Additional information notification (only if FTA requires more information to
assist with their review of your application).
» Application approval or rejection notification.
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Thank you

Federal Tax Authority
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