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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

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 the user interface of the portal
8 This is used to manage the user profile details such as the Name,
Manage Account Registered Email address, Registered Mobile number, and password
I This is used to log off from the portal
Q Log Out

In the Business Process application

English SVJT.

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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Introduction
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This manual is prepared to help a registered or non-registered Taxpayer
to appoint a Tax Agency for managing their Taxpayer account. The
Taxpayer can select the required access privileges to be granted to the
Tax Agency and submit the Tax Agency appointment request.

The Tax Agency can accept or reject the appointment. On accepting the
Taxpayer request, the Tax Agency can link one of its registered Tax
Agent to manage the Taxpayer’s account as per the privilege granted by
the Taxpayer in the appointment request.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 5
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Login to EmaraTax as the Taxable Person
Account Admin

] L Ui @E @
@ e

welcome to the new e-CTS ¥

Qi W

S

United Arab Emirates

Login
Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
New Here?

It you are not regl lease signup here. UAE Pass provides single trusted digital identity solution for service providers

722 Guodyl digall
)
Q' une 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 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 Link Tax Agency To Taxable Person - Taxpayer User Manual Page 6
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United Arab Emirates

Link Tax Agency to Taxable Person — Steps to be
performed by the Taxable Person Account

Admin

Taxable Person Tile

FOLLOW US

Glink 4]

% 600 599 994

Step Action

Click “view” on the Taxable person tile.

(1)

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 7
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Taxable Person Dashboard

= dome » AbduRetman

HoME
Required Actions Mest Used Services

m Bue Oate Descrision B P Request camnene >
wr

No data

5 WAREHOUSE KEEPER

= parMEnTs

MY CORRESFONDENCE Registration Overview

Value Added Tax Tax Group Excise Tax

Designated Zone Management

@ Active
My Reports

Step Action

(1) Click on the 'USER AUTHORIZATION' from the left-hand side panel.
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Manage User Authorization
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United Arab Emirates

i G
o

= Home » AbdulRohman » User Authorization

5 HOME

Manage User Authorization

Hi ABDUL REHMAN

& war 11| Customize Catumns
User Type Name(EN) Email 1D

EXCISE TAX

Portal User training wd training_weléabe.com

WAREHOUSE KEEPER
= PAYMENTS

MY CORRESPONDENCE
© USER AUTHORIZATION

5| OTHER SERVICES

Start

28/07/2022

End

nn2/9988

5 vsertype ) wuc [IEE NS

Status Authorizations Actions

Active Admin

Back

and status.

The User Authorization page displays all the Users linked to the Taxable Person along with the type

= Home » AbdulRohman » User Authorization

5 HOME

Manage User Authorization

Hi ABDUL REHMAN

& war 11| Customize Catumns
User Type Name(EN) Email 1D

EXCISE TAX

Portal User training wd training_weléabe.com

WAREHOUSE KEEPER
= PAYMENTS

MY CORRESPONDENCE
© USER AUTHORIZATION

5| OTHER SERVICES

Start

28/07/2022

End

nn2/9988

@ usertype ) wue [0 ARSI SN

Status Authorizations Actions o

Active Admin

Back

Step Action

(1)

Click ‘Add User’ to link a Tax Agency to the Taxable Person.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual

Page9



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

Add User Authorization

i b

= Home » AbdulRohman » User Authorization
OME
Add User Authorization
i ABDUL REHMAN v
Pser Typs - 2\ ‘Search by onli '
& var
EXCISE TAX

Portal Uses
Tax Agency

o Email Address
’ J |
WAREHOUSE KEEPER

= PAYMENTS Last Name in English

O

MY CORRESPONDENCE I

© USER AUTHORIZATION

First Nome in Arabic Lost Nome in Arabic

) \ |

Step Action

(1) From the dropdown, Click ‘Tax Agency’ to select the user type as Tax Agency.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual
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Tax Agency Appointment

Tax Agency Appointment

< 30633051

Name in English

Agency Email 1D Country Code

Tax Types/Activities List + Add Tax Types

Tax Types Authorizations Approved From Approved To Actions

N data

n

Step Action

(1) Search for the Tax Agency to be linked using the Tax Agency Number (TAN) of the Tax Agency.

Tax Agency Appointment

O, 30633081

ser Type AN

== =

Name in English Name in Arabic

[ e assocrco [t

Agency Email 1D Country Cade

[ rininsy abe.com | [Fro cwnea ara emistesy

Tax Types/Activities List

Tox Types Tax ations Approved From

No data

n

Step Action

Click ‘Add Tax Types’ and select the tax types and activities that the Tax Agency should be authorized
(1) with. You can also provide a date range to limit the time period the Tax Agency can have access to
your Taxable Person account.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 11
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Tax Agency Appointment

% 30633051

User Type

TAN

o
;l"' ’\-/ “l‘l
1 A
AN
W;.,.nq\,\»‘\
United Arab Emirates

[

=

Mam in Englisn

Mama in Aranic

[recsomeres

[omams

Agency Email 1D

‘Country Code

[ triing_tyatecom

[ +3m conted ars Emicates)

Step Action

Autherizations

4 dd Tax Types

(1)

Select the 'Tax Type' from the scroll down for which access is required.

Tax Agency Appointment

% 30633051

User Type

TAN

[

=

Mam in Englisn

Mama in Aranic

[recsomeres

[omams

Agency Email 1D

traiming_ty sabc.com

‘Country Code

[ +3m conted ars Emicates)

Refunds.

Payment

Reconsidaration

Step Action

Joueherizations

o

4 dd Tax Types

(1)

Select the 'Tax Activity' from the scroll down for which access is required.

Tax Agency Appointment

=, 30633051

user Type

Tan

[ ax Agency

| [zoess0m

Name in English

Name In Arabie

[mcrmmes | [omums |
Agency Email ID Country Code Phone Number
‘ training_ty 5abc.com | +971 (United Arab Emirates) | ‘ 20765432 |
Tax Types/Activities List + Add Tax Types.
Tax Types Tax Activities Authorizations ‘Approved From Approved To Actions
~ L [ | o E

Federal Tax Authority

Writo Accese

Display Accoss.

Link Tax Agency To Taxable Person - Taxpayer User Manual
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Step Action

e  Select the 'Authorization' from the scroll down for which access is required.
(1) e  Use 'Write Access' to provide access to the Tax Agency to submit requests to the FTA on your

behalf for any of the ‘tax activities’ that you had selected. ‘Read Access’ shall limit the Tax
Agency to only view your Taxable Person account.

Tax Agency Appointment

2 30633051

User Type

TAN

[

| [omom

Neme in English

Neme in Arsbic

[[28c Agency co

| [omwraansgans

Agency Email 1D

Country Code

Phone Number

[[iraiing_tyesbe.com

‘ ‘ 4971 (United Arab Emirates)

| [[omresen

Tax Types/Activities List

Tax Types

Step Action

Tax Activitis Authorizations Approved From

+ Add Tax Types

Approved To

18/08/2025

(1)

e Click ‘Add’ to save the details.
e  C(Click ‘Cancel’ to close the pop-up without saving the details.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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United Arab Emirates

Post Application Submission

Link Taxable Person to Tax Agency

Application Submitted Successfully ® SUBMITTED

Name T Abdul Rehman
Reference Number ; 80500000164

Submitted Date  © 19 August 2022

®
|

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

e  Your application shall be sent to the Tax Agency to confirm the appointment.

e  The status of your request on the Dashboard will change to “In Review” and you will receive
an email from us to confirm receipt of your application.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 14
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Login to EmaraTax as a Tax Agency
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The following sections explain the steps to be taken by the Tax

Agency to accept or reject the link request submitted by the
Taxable Person Account Admin.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 15
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Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
?
New Here? Email adress
o e A e R sare-l ieass slanum here' waining_tyabe.com UAE Pass provides single trusted digital identity solution for service
peon
—
Eorgot ¢
Emer Sacaiy e =~ s
— . ﬁ uodyll dugaul P
7ssed Jassarii o R
i — MRl O & uaE Pass

N . QUICK LINKS
s L) dpalalall L gl
FEDERAL TAX AUTHORITY Z

Step Action

(2) Login as a Tax Agency to the EmaraTax account.

Link Tax Agency to Taxable Person — steps to be

performed by Tax Agency

Tax Agency Tile

—— verroe @) e RREIE

R,

= Home
5 HOME .
Required Actions Most Used Services
3 omHeR sERVICES
- Oue Date Deseription Bl i Tax agent to Tax Agency >
S MY CORRESPONDENCE
No data Tax Agency Registration >
Overview More Tax Tvoes -
Tax Agency Details Tax Agent Management Taxable Person Management

My Reports

OTHER LINKS FOLLOW US
il U @ glaidla iy gl
FEDERAL TAX AUTHORITY ) oMY &
=

What's New (2
© 2021 Copyright Federal Tax Authorhty. FAGs B
This site ks bast viewsd In Microsoft Contact Us 18

Contact Us

Step Action

Click ‘Manage’ on the “Taxable Person Management” tile.

(1)

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 16
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Taxable Person Management

i

ﬂ

=  Homo » Tauble Person Management

G HOWE Taxable Person Management

] OTHER SERVICES

MY CORRESPONDENCE Tacxable Puencns List

Customize Columns

Email ID Name (English)

Abdul Rehman

QUICK LINKS
il ah 11 et L gl
FEDERAL TAX AUTHORITY

waxgovse B
© 2021 Copyright Federal Tax
Auehorry:
“This site Is best viewad In Microsoft

3814393.1066.0 (stest
Googla Chrame atest

Help Center
Glossary (@

Sitemap

O

Name (Arabic)

Goalas

OTHER LINKS

What's Now &
FAGS
Contact Us (&
Complaints and
Inquiries

eulslaibl s Hian
Customer Charter

Assign Date

19/08/2022

FOLLOW US

emYs

Contact Us

% 600 599 994

vertype &) wue [0 ARSI

Status Delink/Reject Date Action

18/08/2023 ]

Linking Pending

Action

e  Once inside the manage options, a grid will be presented listing all the taxable person
requests for linking which are pending for your approval. Go to the actions section.
e  C(Click ‘Actions’ on the required Taxable Person in the list.

i i i @
H

=  Homo » Tauble Person Management

G HOWE Taxable Person Management

] OTHER SERVICES

MY CORRESPONDENCE Tacxable Puencns List

Customize Columns

Email ID Name (English)

Abdul Rehman

QUICK LINKS
il ah 11 et L gl
FEDERAL TAX AUTHORITY
waxgovse B
© 2021 Copyright Federal Tax
Auehorry:
“This site Is best viewad In Microsoft
Vors. 3814383.1066.0 (atest
Google Chrome (latest

Help Center
Glossary (@

Sitemap

O

Name (Arabic)

Goalas

OTHER LINKS

What's Now &
FAGS
Contact Us (&
Complaints and
Inquiries

eulslaibl s Hian
Customer Charter

Assign Date

19/08/2022

FOLLOW US

emYs

Contact Us

% 600 599 994

vertype &) wue [0 ARSI

2 Avprove
%) Reject

® View |
P Detnk/Reject Date

Linking Pending 18/08/2023

email correspondence.

e Taxable Person linking requests are displayed with options to View, Approve or Reject.
“View” option is to view the details of the link request
“Approve” option is to accept the link request, On accepting the request, the Taxable Person
will be linked with the Tax Agency. Both the Tax Agency and Taxable Person shall receive an

“Reject” option is to reject the link request. On rejecting the request, both the Taxable Person
and Tax Agency shall receive an email correspondence.

If the Tax Agency does not take any actions on the link request within 5 days of receiving
the request, the request shall be be auto cancelled. Reminder email notifications shall be
sent to the Tax Agency before auto cancellation.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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5 UserType )

——
= oma » Tassbie person smsgemant

G HOWE Taxable Person Management

[ omHeR seRviCES
£ MY CORRESPONDENCE Taxable Person List
111 Customize Columns

Name (English)

Email ID

@ Avprove

Stat v | QA search
® View

Name (Arabic) Assign Date Status Delink/Reject Date

Geaylase 19/08/2022 Linking Pending 18/08/2023

‘Abdul Rehman

il sa b & pelaiall iy g0l
FEDERAL TAX AUTHORITY

© 2021 Copyright Faderal Tax

301439310660 (latest
oogle Chrome Gatest

FOLLOW US

MY &

QUICK LINKS OTHER LINKS

Contact Us
% 600 599 994

Back

Step Action

|l‘f’ 1\’9 : .
PN
"WH._-\)'

United Arab Emirates

(1)

Click ‘Approve’ to approve the linking request from the Taxable Person.

Step Action

Confirm

Are you sure you want to approve?

(1)

Click 'Yes' to continue.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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[¥] Success

ABplication S05000001164 has been approved successhully

The request for linking Tax Agency to Taxable person is successful.
The status of the request on shall change to “Linking Approved” and both the Taxable Person
Account Admin and the Tax Agency shall receive an email notification.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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The following sections explain the steps of assigning the Tax

Agent to Taxable Person.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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HOME

5] OTHER SERVICES

MY CORRESPONDENCE

= Home » Taxable Parson Management

Taxable Person Management

Taxable Person List

Customize Columns

Email 1D

Name (English)

Abul Rehman

FTA_TESTIS@ TAX.GOVAE

Neersja

apadlysi L1 &Ll gl

FEDERAL TAX AUTHORITY

©2021 Copyright Federal Tax
Authoricy.

This site is bast viewsd in Micrasoft
Edge Vers. 38143931066.0 (atest
version) Google Chrome (latest
version)

QUICK LINKS

tax gov.ae (3
Help Center
Glossary &

Sitomap

Name {Arabic)
Gasdae

L)

OTHER LINKS

What's New (3
FAGs B
Contact Us B
Compiaints and
Inquiries

Joibl o s
e rter

pe oy »
@ United Arab Emirates
vermee | H | wa
-
Assian Date status Delink/Reject Date action
2n/09/2022 Linked so08/2022 =]
0372022 Linkes 0/2022 -

FOLLOW US
Em@mY &

Contact Us

% 600 599 994

Action

Click 'Action’ to assign a Tax Agent to a Taxable Person.

HOME

5] OTHER SERVICES

MY CORRESPONDENCE

= Home » Taxable Parson Management

Taxable Person Management

Taxable Person List

Customize Columns

Email 1D

Name (English)

Abul Rehman

FTA_TESTIS@ TAX.GOVAE Neersja

aadlysi 11 & palalill & 1

FEDERAL TAX AUTHORITY

©2021 Copyright Federal Tax
Authoricy.

This site is bast viewsd in Micrasoft
Edge Vers. 38143931066.0 (atest
version) Google Chrome (latest
version)

QUICK LINKS

tax gov.ae (3
Help Center
Glossary &

Sitomap

Name {Arabic)
Gasdae

L)

OTHER LINKS

What's New (3
FAGs B
Contact Us B
Compiaints and
Inquiries

loloib s s

User Type
2 Delink
earch
Assign Date status Delink/Reject Dste
28/09/2022 Linked 30/09/2022
2/08/2022 Linked 31/10/2022

FOLLOW US
Em@mY &

Contact Us

% 600 599 994

Action

Click 'Assign Agent'.

Federal Tax Authority

Link Tax Agency To Taxable Person - Taxpayer User Manual
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w55 Do

C———_y Guemwe @ v [EREE
=  Home » Taxable Person Management

HoME Available Tax Agents List
© omensenvices
£ MY CORRESPONDENCE e ‘Taxable Person Details TRN Name in Arabic:

e
Available Tax Agents List
Assign Selected
1] Customize Columns QA sesrch
] TAAN emailid Full Name (English) Full Mame GArabic) Date From oate To Action

! 20003950 training_taxsgentl sa training Tex Agent waarad s 28/08/2022 n/1z/e000

FOLLOW US

OmY &

QUICK LINKS OTHER LINKS

tax.gavae (@

© 2071 Copyright Federal Tax Help Conter
Contact Us

Autnority.
This site is best viewed in Microsoft

Glossary (B
% 600 599 994

Inquiries:

https://taxpayer-uat tax.gov.ae/sap/bc/ui5_ui5/sap/zmcf_fmca/index html?sap-client=200&sap-language=EN

Step Action

(2) Select the Tax Agent and click 'Assign’'.

Assign Tax Agent

Tax Activities Authorizations Actians

Tox Types

Step Action

(1) Click 'Add Tax Types' to provide access the Tax Agent.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual
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United Arab Emirates

+ Add Tex Types

The Tax Agency can provide access to the Tax Agent based on the Tax Types, Activities and
Authorizations.

+ Add Tax Types

Step Action

(1) Click 'Add' to continue.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual Page 23
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The following section explains the Tax Agent can access the
Taxable Person’s dashboard.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual
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sl Siljs]

=MARATAX @

O risompon |G| e - - - |
= s

HomE

Required Actions Most Used Services

TAX AGENT

Dueoate P— U — N
5 seeciaL Rerunos
No data [ R T — >
5 omen semvices
& wr commespoNDENCE
Ovwerview More Tax Tynes -
Tax Agent

Tax Agency Details Assigned Taxable Persons

TAAN 20003950

Assigned Tax Agents

= Taxable Person/Tax Group List

e ———

e Abdul Rehman .
a

The Tax Agent can access the Taxable person's dashboard.

Federal Tax Authority Link Tax Agency To Taxable Person - Taxpayer User Manual
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Tax Agency receives the following correspondences:

* Application submission acknowledgment.

¢ Additional information notification (only if FTA requires more
information to assist with their review of your application).

e Application approval or rejection notification.
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Thank you
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