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herein is unauthorized and strictly prohibited.
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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 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 a registered Tax Agency having
a Tax Agency Number to navigate through the Federal Tax
Authority EmaraTax portal to submit a request the FTA to print a
physical copy of their Tax Agency registration application.
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Login to EmaraTax

) s il @ @
hrorrenarsi ey
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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? Emai Address

If you are not registered, please signup here. UAE Pass provides single trusted digital igentity solution for service praviders

up

—_— - 2, Wodyl Qigall
lrsozas ¢ '@ 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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Print Certificate for Tax Agency

United Arab Emirates

HOME

Required Actions Most Used Services
omHeR sevices
bue oare p— B3 Uik Tox Agem 10 Tax Agerncy >
v CoRREsPONDENCE
No data >
>

More Tax Type

Tax Agent Management Taxable Person Management

My Reports Hore meconts n

QUICK LINKS OTHER LINKS FOLLOW US
iy L) il A B
FEDERAL TAX AUTHORITY OOV &

tazgovas & What's Hew (B

£ 2021 Copyright Federsi Tax Authartty. Melp Conter A
Contact Us

This ste Is best viewad In Microsoft Glossary B Contact Us &
Edge Vars. S814393.1066.0 (atest Seteenap Complaints and Inguiries
wersion) Goosgle Cheome (latest versian).

% 600 599 994

Step Action

e  (Click ‘Actions’ on Tax Agency tile.
e  Click on 'Print Certificate' to start with Print Certificate application.

(1)
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Cortificate Type

| == |

Logal Nama in Arabic

e N =]

Please confirm your contact mobile number for further notifications on the delivery of your certificate

- B .
87 987654321 |

T - x|
‘Country Code New Mobile Number

send oTP
A

e The application is prepopulated with your Tax Agency registration details.
e  The mobile number provided in the application shall be used to contact you at the time of
delivery of your printed certificate. An OTP will be send to this mobile number fo verification.
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Print Request Certificate
Send OTP
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7 = {4
AN

United Arab Emirates

= pomo » PRI

Print Request Certificate

a RN Cortificate Type

&) User Type

OER (§ | 4 A ea

[casmmonoes | [remionmos

Legal Name in English Logal Name in Arabic

e |

Please confirm your contact mobile number for further notifications on the delivery of your certificate

Country Code Existing Mobila Number

P |

on
Change Contact Mobile Number -]
Country Code. New Mobile Number

L]

0]

Step Action

(1) certificate.

Verify your mobile number. You may be contacted at this number for delivery of the printed

Validate OTP

= Heme - PAIN
Print Request Certificate

TN Centfieate Type

[ zo0esorao00s0 | [[rowsonsacts

Legal Name in English Legal Name in Arsbic

[ Avoumenman | |

Please confirm your contact mobile number for further notifications on the delivery of your certificate

= s |

Change Contact Mobile Number

Now Makilo Number

OTP expires in 18410 minutes.

=

©)

Step Action

(1)

Enter the OTP received and click ‘Validate’ button to verify the OTP.

Federal Tax Authority Print Certificate Tax Agency - Taxpayer User Manual
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Print Request Certificate

TN

[ \

Legal Mame in Englisn Legal Nama in Ak

[ \ o |

Please confirm your contact mobile number for further notifications on the delivery of your certificate

n = \
Change Contact Mobile Number - n

Cauntry cade New Maile Number u

Bloasa anter the OTP sent 1o your mobile number for verification

©TP axpires In 19:09 minutes

You can provide a different contact mobile number in the application if the person collecting the
certificate on your behalf has a different mobile number. In such a scenario, the OTP shall be sent to
the other contact mobile number you have provided.

A verified mobile number is required to submit the print certificate application.
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Print Request Certificate

[ommmacoons

Legal Mame in Englisn

=

Please confirm your contact mobile number for further notifications on the delivery of your certificate

Gountry Code Existing Mobile Number

o [awssan
Change Contact Mobiie Number "]
J——

Cauntry cade

Bloasa anter the OTP sent 1o your mobile number for verification

©TP axpires In 19:09 minutes

o |

Step Action

(1) Once verified, click ‘Proceed to Payment’

- BRIN
S HOME Select a Payment Method
5| OTHER SERVICES Payment Summary
Choose Payment Methad

Print Certificate

£ MY CORRESRONDENCE

AED 250.00 O

Total ED 250.00

e  (Click ‘Back’ button to move back to the print certificate application.

e The print certificate fees applicable shall be displayed in the ‘Payment summary’.
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Step Action
(1) Select the Payment method available and click ‘proceed to payment.’
Step Action
(1) Click 'Yes' to continue.
Page 12
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Payment

-—
—
Payment -
eDirham
Federal Tax Authority
Time remaining to complete the payment 00 h. 09 min. 35 sec.
Central Park - Business Tower, Sheikh. Zayed Street, Dubai, 784
Payment Method
Select payment method
Credit or Debit card Payment (Visa/Master Card) v

Confirm & Calculate Prices

Back To Merchant

Step Action
Select the payment method and click ‘Confirm and Calculate Prices’ to determine the total payment
(1) amount.

Confirm & Calculate Prices

Purchased Services

1Qty

ica Nam

&CTS-Revenus related to VAT AED 250.00
Including Fees & Charges AED 8.06

Including Tax AED 0.00

Total Payment AED 258.06

R — S —

e Before clicking ‘proceed with payment’, verify the total payment amount including the print
certificate fees and the additional payment charges.

e  Onclick of ‘Cancel Process’ payment will be cancelled, and you will be redirected to the
Payment acknowledgment page with the status ‘Payment failed’.

Federal Tax Authority Print Certificate Tax Agency - Taxpayer User Manual

A\
il ’\'5 '}:u.
1 M)
AN
S
United Arab Emirates

Page 13



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

Purchased Services
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Purchased Services

&CTS-Revenus related to VAT AED 250.00
Including Fees & Charges AED 8.06

Including Tax AED 0.00

Total Payment AED 258.06

R — O —

Step Action

(1) Verify the applicable charges to print the registration certificate and click ‘Proceed with Payment’.

Card Information

Federal Tax Authority

a4

Credit or Debit card Payment (Visa/Master Card) Total Payment AED 258.06

Card Information

Card Holder Full Name

Card Number

Expiry Date cvv2/cvez

m [E——

Step Action

e If you have selected the card payment option, enter the card details, and click ‘Pay now’.
(1) e To change the payment method, click ‘Change Payment Method’. You will be redirected back
to the ‘Payment’ Page.
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ACS Emulator for 3DS V2

Authentication Result:| (Y) Authentication/Account Verification Successful

~ (N)Auth
(U) Authentication not available
(R) Authentication rejected
(E) Authentication Server Error
(Al) API Gateway ASM Policy Error

Step Action
(2) Select 'Authentication or Account Verification Successful' from the dropdown and click 'Submit'.
Payment =
Federal Tax Authority
- ) Payment of AED 258.06 has been completed
3 B
e  Payment has been completed.
e  You will be redirected back to the merchant page automatically. If not, click ‘Back to Merchant
page’.
Federal Tax Authority Print Certificate Tax Agency - Taxpayer User Manual
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Payment Acknowledgment - on successful

payment

u

Payment Acknowledgment

Payment Successful

Payment Raference Number © 2252384721782509T113

Submission Date 20/08/2022
Time. 121430
Logal Name. bl Rehman

Amount paid 10 FTA

What Next :
T Your account will be updated with the payment received

2) You will receive a notificaticn via your preferred means of correspendence confirming this payment

3) The FTA shall print physical copy of the requested certificate and mail i to the registered company address of the taxpayer.
4) You can view this payment in your Transaction Histery

5) You can download a copy of this receiot using the Download butten below of in the future from "My Correspondence’

For amy quaies plexsa contact s on www xy.com or contact us directly at our call cater number T234567B50 or emad abeyz @ gmailcom

@ Faid

Back to Dashboard

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

e  After your payment is completed successfully, a Payment Reference Number is generated for
your payment acknowledgment. Note this reference number for future purposes.

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.

e Printed certificate will be delivered once your application is processed by the FTA.

u

Payment Acknowledgment

Payment Successful

Payment Reference Number : 22523847817825093115

Submission Date 20/08/2022
Time 1214530
Legal Name Abcud Rehman

Amount paid to FTA

What Next |
T Your account will be updated with the payment received

2) You will receive a notificaticn via your preferred means of correspondence confirming this payment

3) The FTA shall print physical copy of the requested certificate and mail it to the registered company address of the taxpayer
4) You can view this payment in your Transaction Histary

5) You can download a copy of this receipt using the Download butten below of in the future from "My Correspandence

For amy quaries plexsa contact s on www xy.com or contact us dinactly at our call cater pumber 234567850 or emal abeyragmailcom

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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Payment Declined

Payment Failed

@ Payment Falled

| This payment transaction has been failed. Plense try again to make the payment from dashboard.

Payment Acknowledgment - on failed payment

If your payment status is 'Declined’ and you receive the page as 'Payment failed', you must try the
payment again from the dashboard.

Sy

Payment Declined

Payment Failed

@ Payment Falled

been failed. Please try again to make the payment from dashboard.

Action

Click 'Back to Dashboard' to navigate back to the Tax Agency dashboard.

Federal Tax Authority Print Certificate Tax Agency - Taxpayer User Manual
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Tax Agency receives the following correspondences:

e OTP sent to the mobile number mentioned in the application for
verification.

e Application submission acknowledgment.
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Thank you
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