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dissemination, distribution, copying, use of or reliance upon the confidential and proprietary information contained
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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 +A the user interface of the portal
|

English ke

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

In the Business Process application

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

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

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 a registered Tax Agency and Tax Agent to navigate through the
Federal Tax Authority EmaraTax portal to link a Tax Agent to Tax Agency.

The Tax Agency needs to initiate a Tax Agent link request application by providing the Tax Agent
whom they want to link.

The Tax Agent needs to accept the request by logging into their EmaraTax account.

Once the request is accepted, the application shall be sent to FTA for review. On approval of the
application by the FTA, the Tax Agent shall be linked to the Tax Agency.

Tax Agency Approval Number, Tax Agency registration certificate, Tax Agent Approval number,
Tax Agent registration certificate shall be issued by FTA if the Tax Agency has added their first Tax
Agent; and if the Tax Agent is linked to Tax Agency for the first time.

Else, an updated Tax Agency registration certificate and Tax Agent registration certificate shall be
issued. The Tax Agent shall be added to the Tax Agent register and published in the FTA website.
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Login to EmaraTax as Tax Agency

New Here?

If you are not e signup here.

welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Autharity

Login with FTA account Login with your Emirates ID

UAE Pass provices single trusted aigital igentity solution for service providers

‘ o 2 djodydgall
iiaazosz I '@ 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 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
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Link Tax Agency to Tax Agent — Steps to be

perfomed by the Tax Agency

Tax Agent Management Tile

Most Used Services

S e

Required Actions
2 omhen services

Oue Date Doscription Bl o Agoncy Registration 5
— of

No dat
. ~
Overview
Taxable Person Management

Tax Agent Management

OTHER LINKS FOLLOW US
[ERink -}

© 2021 Copyright Federsl Tax Authorhty. A
Contact Us
act Us

This site ks best viewed In Microsoft

Step Action

(1) Click 'Manage' in the Tax Agent Management tile.
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Agent List

|| Customize Cotumns Status v Q Search
TARN Emirates ID Email ID Neme(EN) Name(AR) Date From Status Date Actions
No data

Back

The Tax Agents linked to the Tax Agency are displayed in this page. If there are no Tax Agents

linked to the Tax Agency, this list will be empty.
The current status of linking of each Tax Agent is available in the list.

Page 8
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Tax Agent List

vserrype ) wue [N AR SR
R Agent List
& || Custamize Columns
No data
Step Action
(1) Click 'Add Agent' to add details of the tax agent to be linked.
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Add Tax Agent

Plesse enter the TAAN or the Emirates ID of the Tax Agent that you wish to be assigned to your Tex Agency

Tax Agent Emirstes ID

Tax Agent name in English

Professional Indemnity Insurance Details

Professional Indemnity insurance Details

Yes Ne

Upload Professional Ingemnity Insurance Datails

ES Drag files here

DR, DOC

Step Action

e To add the Tax Agent, you can search the Tax Agent via 'TAAN' or 'Emirates ID'. Enter the
(1) 'TAAN' or 'Emirates ID' of the Tax Agent to be linked and click ‘Validate'.
e  The Tax Agent details will be displayed if the entered 'TAAN' or 'Emirates ID' provided is valid.
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Add Tax Agent

Please enter the TAAN ar the Emirates I of the Tax Agent that you wish to be assigned to your Tax Agency

TaAN (@) Emirates 1D

validats
Tex Agent Emirates ID

Tex Agent name in English Tax Agent name in Arsbic

Professional Indemnity Insurance Details

Professional Indemnity insurance Details

. ves N

BIl Number P11 Expiry Date

276287362532 ovo2080

Upload Professional Indemnity Insurance Details
cid/View (1) Drag files here

Max file size: 15 MB Formats: POF, DOC

e  Ensure that the Professional Indemnity Insurance uploaded has the required validity and is not
expired.
e The Tax Agent shall not be allowed to practise if Professional Indemnity Insurance is expired.
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Add Tax Agent

Please enter the TAAN ar the Emirates I of the Tax Agent that you wish to be assigned to your Tax Agency

TaAN (@) Emirates 1D

Tex Agent Emirates ID

Tex Agent name in English Tax Agent name in Arsbic

Professional Indemnity Insurance Details

Professional Indemnity insurance Details
. ves N

BIl Number P11 Expiry Date

276287362532 ovo2080

Upload Pr A Indemnity |
2 naarview Drag files here

Max file size: 15 MB Formats: POF, DOC

Step Action

e  Enter the Professional Indemnity Insurance details of the Tax Agent.

(1) e  Upload the copy of Professional Indemnity Insurance document.

o  (Click ‘Add Agent’ to submit the linking request. The Tax Agent shall receive an email
notification regarding the linking request.
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Post Application Submission T

1

Application Submitted Successtully

e The link Tax Agency to Tax Agent application is submitted successfully to the Tax Agent. A
Reference Number is generated for the submitted application. Note this reference number for

future purposes.
e The application will be forwarded to the Tax Agent for acceptance.

e The status of your request on the Dashboard will change to “In Review” and you will
receive an email confirmation.
e Read the “What Next” and “Important Notes”.

S

Application Submitted 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 Tax Agency dashboard.
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HOME . . )
Required Actions Most Used Services
[ OTHER sERVICES
Due Date Description Link a Tax Agent to Tax Agency
£ MV CORRESPONDENCE
polasta B ox acency registration
Overview More Tax Tynes
Tax Agency Details Tax Agent Management Taxable Person Management

TAN 13063505
T active F:

My Reports More Reports

@ QUICK LINKS OTHER LINKS FOLLOW US
ilaa ) sl sl iy gl

FEDERAL TAX AUTHORITY =
@mY &

taxgovae B What's New (&

e  Once the application is accepted by the Tax Agent, the status will be changed as 'Active'.
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United Arab Emirates

Home » Tax Agent Management

e | B | e ﬂ

N Agent List + Add Agent
. 11| Customize Columns v | Q  search

TAAN Emiratss ID Email ID. Name(EN) Name(4R) Dats From Date To status Status Date Actions

0020003018 training_ttaabecom  Abaul Rehman oy ae 18/08/2022 31/12/9999 Linked 18/08/2022

B 0O

Back

You can check the status in 'Agent List' once the Tax Agent has accepted the request.

Federal Tax Authority Link Tax Agency to Tax Agent - Taxpayer User Manual
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The Tax Agency and Tax Agent shall receive the following

correspondences:

1) Application submission acknowledgement (after Tax Agency submits the link
request to the Tax Agent).

2) Application acceptance or rejection notification (after Tax Agent accepts or
rejects the link request; or on auto cancellation of the application in case Tax
Agent does not take any action).

3) FTA approval of the application.

4) FTA rejection of the application.

5) FTA requests additional clarification.
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Thank you
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