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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 the applicant to navigate through the Federal
Tax Authority EmaraTax portal to submit their Tax Agent registration application.

You are required to be a UAE resident to perform the tax agent registration.
Note that this application will be reviewed by FTA and will be approved only
once all the preconditions are met and requisite exams are cleared and tax
registration payment is completed.
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Login to EmaraTax
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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? Emal Address
UAE Pass provides single trusted digits! identity solution for service providers

If you are not registered, please signup here.

up

T 2, Qobyl dgall
FSeERETT 1@ Une rass
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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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Select User Type
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User Profile

Plzase select the relevant purpese(s) for using &-CTS portal

Taxable Person Legal Representative Tax Agents Tax Agencies

Fosd More.

Special Refunds

Verification Body Analyst

Other services

(D
o
Step Action
(1) e  Select the checkbox for ‘Tax Agent’ to choose the User Type as Tax Agent.
e  (Click ‘Proceed’ to continue to the home page.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual Page7
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Tax Agent Tile
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Required Actions Most Used Services
& oHER semvices

Due Date Dexcription Soniin Procam) 5

5 MY CORRESPONDENCE
No data
Overview Hore Tax Types v
Tax Agent

Assigned Tax Agents ; vn

= Taxable Person/Ta

QUICK LINKS OTHER LINKS FOLLOW US

ORY&

axgovse (3 What's New 13

Step Action

(1) Click ‘Register’ on the Tax Agent tile to initiate the Tax Agent registration application.

R,
3

HOME

Required Actions Most Used Services
£ OTHER sERvICES
bueoste Descriprian Sinup Process >
5 MY CORRESPONDENCE
No data
Overview Hore Tax Types v
Tax Agent
Assigned Tax Agents i

= Taxable Person/Tax Group List

QUICK LINKS OTHER LINKS FoLLOw Us
L g
oy omY &

axgovse (3 What's New 13

The Taxable Person who appointed the Tax Agent/Agency bears the ultimate legal responsibility for
the dealings with the FTA by the Tax Agent/Agency on their behalf. However, professional due care
must be observed throughout the practice to prevent malpractice/negligence and consequential
liabilities. The FTA may de-list you as a Tax Agent if it is satisfied that continuing to list you would
adversely affect the integrity of the tax system or you have committed a significant violation of the
relevant laws.
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Guidelines and Instructions

Tax Agent Registration

No. of form steps
4sections

Required Templates
na

Service Details
About the service
Eligibility Criteria
Service steps

FAQs

M| contirm that | have read the above instructions and guidelines

5 User Tupe

Expected time to complete this application =3 Expocted foos for this service
i AED 3,000 for registering the Tax agent

45 minutes

Required documents
It will ba mscessary for you to prepars the following infarmation in an ppropFiats format and includs it in your nline application:

e Inciicual THe size it s 5 M

Back

|

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements related to Tax Agent registration in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Tax Agent registration application.

Tax Agent Registration

@ oz © =

Required Templates
na

Service Details
About the service
Eligibllity Criteria
Service steps

FAQs

=1 Expected fees for this service

fj Expected time to complete this application 3,
) . AED 3,000 for registering the Tax agent

Required documents

M | contirm that | have read the above instructions and guidelines

®

Back

Step Action

(1)

You are requested to read through the terms and conditions carefully. Once satisfied, you are
requested to click checkbox to agree the terms and conditions.

Federal Tax Authority
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Tax Agent Registration

No. of form steps  Expected time to complete this application =3 Expocted foos for this service
prtiiy () 45 mnse 2D 5000 for regteig the Taxapent

Required documents
Required Templates
na

and include it in your orline spplication:

Service Details

About the service

Eligibility Criteria

Service steps

FAQs

M| contirm that | have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate the Tax Agent Registration application.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual Page 10
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Basis of Registration

sree | B | v m
2 4
Appicant Detass Gontact Detaits Roview
Declaration
Basis of Registration
Are you a membser of a professional body?
o ves o
Do you satisty the following requiremants?
= You must hold & Certficd BaChHIOrs or Mastar's Bearos in 1ax, BECOUALING of law TroMm 3 rECoBNIZEd Sducatians] insttution.
You ‘a5 & quaiified lawyer or accounta
anct Engiish.
. by the Federal Tax Authority
' You must be able to prove Good conduet and that you have never been convicted of a crime.
= You must be medicaly tto etorm your duties 85 5 Tax Agert. u
o ves no
Educational Certificate
+ Add Relevant Degrees
Degres bisuance Date Attachment Actions
P
No data
Provious Siep

e The application is divided into several short sections which deal with various aspects of the
registration process. The progress bar displays the number of sections required to complete
the application. The section you are currently in is highlighted in blue. Once you progress to
the next section successfully, the previous section will be highlighted in green.

e To move from one section to the next, all mandatory fields of the current section must be
completed. Any field that is not marked as ‘Optional’ is mandatory and must be filled out to
move to the next section.

e  Ensure that data you enter in the application is identical to the relevant supporting
documents to avoid rejection or resubmission of your application.

Tax Agent Registration

° : : :

Basis of Registration ‘Appcant Detans Contact Detans Roview s,
Declaration

Basis of Registration

216 you a membser of 1 professional body?

® ves No

00 you satisty the following requirements?

O™ o

Educational Certificate b

Degres bisuance Date Attachment

+ Add Relevant Degrees

No data

Step Action

You are required to confirm to answer all the requirements mentioned in this section as “Yes” to
(1) proceed further with the application.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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= Iuacents » TexAgent Registration
| Tax Agent Registration
a

Educational Certificate
-]

Degree lssuance Date Astachment

No data

Police / Medical Fitness Certificates

Piease upioad Poiice Ciearance Cetifcate/Good Conauct Gerificate Cartificats tssue Date
I add | Drag fles hore oD,
Max fle size: 15 MB Formats: POF, BOC Max No. of Files 1311
Uplaad Modical fitness cortification / Documentation Cortificate issue Date
1 ada Drag files here

ey Formats: POF, DOC Max No. of Files :3:1

Additional documents

Professional Experience Certificate
Document Name Issuance Date Amacnment

No data

Actions
L
=]
+ Add Contificats
czons

Previous Step

Step Action

(1)

Click ‘Add Relevant Degrees’ to upload your educational certificates.

Add Relevant Degraes

Salect Relevant Institutions Tax Institute

Bachelor's / Master's in tax

Centimcata tssuance Date Eaucational Certicate

ovorzon B I nctcviomer)

Ma e size: 15 MB

Step Action

Drag files here

Formats: PDF, DOT

Max No. of Files : 311

(1)

e  Click ‘Add’ to save the details.

e  Enter your educational certificate details and upload supporting documents.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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= Tazdcents » TexAgent Reglstration
Tax Agent Registration

Educational Certificate

Degree lssuance Date Astachment

No data

Police / Medical Fitness Certificates

Please uploan Police Clearance Certiicate/Good Canduct Ceruficate Cartificats lssus Date

I add Brag Fles here

Max fle size: 15 MB Formats: POF, BOC Max No. of Flles 13:1
Uplaad Modical fitness cortification / Documentation Cortificate issue Date
) Drag files here

Mo File size: 15 M8 Formats: POF, DOC Max No. of Files :3:1

Additional documents
Professional Experience Certificate
Document Name Issuance Date Amacnment

No data

ctions

+ Add Conificate

actions

Provious Siep

certificate details and upload the necessary documents.

In this section, you are required to provide the details of the education certificates, medical fitness

v ia

= Taxdaeots » Tax Agent Registration
Tax Agent Registration
Educational Certificate
+ Ada e
Degres [P pre— scons
No data
Police / Medical Fitness Certificates
Please upioad Poiice Clearance Certifcate/Good Canduct Ceriicate Cortiicats ssus Date o
I acd Drag files here B
[F— [—— [p—
Upkowd Mecica finesscatification / Documantacon [er——
1 aaa Drag s bre B
[—— [——. [p—
Additional documents b
Professional Experience Certificate + Add Certificate
pe—— [—— J— sctons
No data

Provious Siep

Step Action

(1) e  Upload the police clearance certificate and its issue date.
e Upload the medical fitness certificate and its issue date.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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Tax Agent Registration

Educational Certificate

egres Issuance Date:
Bachelor’s / Master's in tax evov2010
Police / Medical Fitness Certificates
T acd/viewn Drag files here
Ma fila siza: 15 MB Farmats: POF, DOC

Uplosd Medical ftness certification / Documentation

Max Na. of Files 1 3:1

Amacnment

@ yiew amacrment

Certficate Issue Date

ovoe/202

Certificate Issue Date

1 acarviewm Orog Hles here

Max fle size: 18 MB Farmats: POF, DOC

Additional documents

Professional Experience Certificate

Documant Nama Issuanca Date

| anmiianna nenficiancs dacimante

Max Na. of Files 1311

ovgs/202

Aacnmant

No data

+ Ao Relevant Dagrass
e
o
=]
=]
et
A Dormant

Step Action

(1) Click 'Add Certificate' to add professional experience certificates.

Add Certificate

Step Action

Exparience Certinicate.

I asa

Max o size: 15 MB

Drag files here

Formats: POF, OC :1

(1) e Enter your professional experience details and upload support documents.
e  (Click ‘Add’ to save the details.

Federal Tax Authority
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= Texhcenis » Tex Agent Registration
Tax Agent Registration
Professional Experience Certificate

Bocumant Nama

Tax Agent

Language proficiency documents

Document Name

Issuance Date Amacnmant
ol/o8/2010 @ view attachment
Issuance Date Anacnment

No data

UsrType ) wne I:“

+ Add Cenificate

Actions

+ Ada Document

Actions

J— apecifed oy the Fecl Tax Autherity?
v () e
Tax Agent Guakication Standards Tests @  conncate suance Oate
1 as Orog fles here ==
M e sz 15 1B Farmats: POF, DOC. [T ——

Have you passed any Arabic Examination test?

es e

Tax Agent Arabic Examination Results

I asa

Max Fle size: 15 MB Farmats: POF. DOC

Cortiicats issuance Dats

Orag Fles hore.

Previous Step

Step Action

(2) Click 'Add Document' to add the language proficiency details.

Add Document

Document Name

Tax Agent Language

Document Issuance Date

ovoyzan

Step Action

Language proficiancy documents.

Drag files here

Formats: POF, OC :1

(1)

e Enter your language proficiency details and upload support documents.
e  (Click ‘Add’ to save the details.

Federal Tax Authority

Register Tax Agent - Taxpayer User Manual
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= Texdcents » TaxAgent Reglstration
Tax Agent Registration
Max e size: 15 M8

Uplasg Medical ftness cantification / Documentation
1 adaiviewtn

Max Pila size: 15 MB

Additional documents

Professional Experience Certificate
Document Name

Tox Agent

Language proficiency documents
Bocumant Nama

Tax Agent Language

Drag files hore.

Formats: PO, DOC

Drag fles here

Farmats: POF, DOC

Issuance Date

o1/08/2010

Iasuance Data

ovovzo0

Max No. of Fllas 13:1

Max No. of Flas 1 3:1

tests to meet

Ve (@) Mo

Have you pasied any Arabic Examination 165t

Ves (8 Mo

specified by the Fedral Tax Authorlty?

Cortficats issue Dato

Attachment

@ view aracheent

@ view attachment

Provious Siep

Step Action

Actions

Usar Type

+ Add Comtcate

a

+ Add Document

e If you have already successfully completed and passed the Tax agent examination, select
(1) “Yes” against the specific examination and upload supporting documents as evidence.

If you have not taken the Tax agent examination or not passed, answer ‘No’ to the question.

s

United Arab Emirates

v ia

= Tadces »

Tox Agent Registration

Tax Agent Registration

Max fle size: 15 MB

Uplosd Medicalfness carfeation / Dacumentation
1 scfViemn

Max Pila size: 15 MB

Additional documents

Professional Experience Certificate
Document Name

Tox Agent

Language proficiency documents
Bocumant Nama

Tax Agent Language

tests to meet

Drag files hore.

Formats: PO, DOC

Drag fles here

Farmats: POF, DOC

Issuance Date

o1/08/2010

Iasuance Data

ovovzo0

Ve (@) Mo

Have you pasied any Arabic Examination 165t

Ves (8 Mo

specified by the Fedral Tax Authorlty?

Max No. of Fllas 13:1

Max No. of Flas 1 3:1

Cortficats issue Dato

Attachment Actions

@ view aracheent

@ view attachment

Provious Siep

Step Action

+ Add Comtcate

+ Add Document

After completing all mandatory fields, click the ‘Next Step” button to save and proceed to the
(1) next section.

Federal Tax Authority

Register Tax Agent - Taxpayer User Manual
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Applicant Details
e Q)

i
8 = B
[~
Step Action
(1) Enter the applicant’s Emirates Id, passport details and upload supporting documents.

i ©|
N —
(g
C=1 ==
Step Action
(1) After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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Contact Details

= Texdcents » TaxAgent Reglstration

Tax Agent Registration

o~ (- ¢

= Basis of Registration Appicant Detass

Contact Details

Gontact Detaits

Roview s,
Decaration

#you have a trade icense i the UAE, please ensur the trade licens.
Wihere is no trade license in the UAE, th Incorporation,
For . anter Titls Deset

For natural persons, entar the acideass dotails of your Nouse.

Country Code Mobite Number

Emailin

Step Action

Enter the address of the Tax Agent here.

ov

UssrType ) | wne I:“

o D
Appicant Detans Contact petaiis Review &
Dectaration
Contact Details
1#you have  trade icense in the UAE, please ensu e e
I there s no rade license inthe UAE, i Incorporation
For enter Tite Deset
For natura persons, enter the addess detals of your hause.
Counry [P r—
ates 100 u
streat Ares
Abu DRabi ABu Dha
iy Emiates
Ay Dhabi u Dhat ~
Country Code Hobie Number Country Cac Landing Numbar
By a A
Emat D P Box o
Previous Sten o Naxt Stap

Step Action

section.

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next

Federal Tax Authority
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Review and Declaration

wh

) ]

= Texdcents » TaxAgent Reglstration

Tax Agent Registration

Basis of Registration Appicant Detass Gontact Detaits

Declaration

Review & Declaration Exoand A1/ Collanse A1l

Step 1: Basis of Registration -]

A1 you a membar of a protessional body?

s, scourtingor o  cogeisn chaiond i
20 qualied huya e acccumtane.

English
'y have been specified by the Federal Tax Authorty.

39 That yoU have never Bean convictad of & crime.

= You must be medically it e perform your dunies a3 1 Tax Agent.

Educationsl Certificate

This section will help you to make sure that you have completed the registration application correctly
and included the documents we have asked you to send.

= Texdcents » TaxAgent Reglstration

Tax Agent Registration

city Eminate
Country Code Landiine Number Country Code Mabile Number
Emsilin P0.Bex

Declaration

= | E \
Frst eame i i Lost Name i aravc u
‘ [ ‘ ‘ [ ‘
[T | [ [mirn 1~

Date of Submission

[[oasz02 |

B | nereby dectars the below

n =
 Agent segistiation foe of AED 2000115 payabi amter spproval of this spplkcation

 lacknonledge

i not be able to practice as a Tax agent uniess | am Nsted n the Register of Tax Agents and my TAAN is linked toa Reglstered Tax Agency .
P
R

Provious Siep

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.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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= Tufosn » TexAgent Registration

Tax Agent Registration

g city
Country Code Landline Number

Declaration
Fiest Name in Engiish

Country code

Last Mame in Engiish

E

Motsile Numiser

=

| E

Last Name in Arabic

_uw||

Country Coge

[ \

Pnone Numper Eman

= [

Date of Submission

[[rwosrzoaz

W] i heraby dectare the below

& 1nereby Geciare that the infarmatian provided above s cormect
= 13cKnoWIBagE that 3 Tax Aent sagistration 1ee of AED 3000 Is payadia 3

‘approval of this appiieation

I acknowledge that | will ot be able fe practice a5 a Tax agent unless | am listed In the Ragister of Tax Agents and my TAAN s inked toa Registered Tax Agency

Provieus Step

Step Action

(2) Click ‘Submit’ to submit the application to FTA.

Federal Tax Authority

Register Tax Agent - Taxpayer User Manual

J
J
)

)

==
J, ||
WAINSNY
O
United Arab Emirates

Page 20



wilp s Il aasbaialla iy g ll
FEDERAL TAX AUTHORITY

Post Application Submission

Application Submitted Suscessully

.........

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

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.

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

1

Application Submitted Successfully

Step

Action

(1)

Click 'Download' to download a pdf copy of the acknowledgement screen.
Click 'Back to Dashboard' to navigate back to the Tax Agent dashboard.

Federal Tax Authority
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This training manual explains the steps to be followed by the Tax
Agent. The application is pre-approved by the Tax Officer and
slot for the scheduled exam has been sent to the Tax Agent
which appears in the dashboard. The next steps are to “Accept
the exam Appointment”.

¥
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Wum“‘\
United Arab Emirates
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Tax Agent Arabic Exam Scheduling

pre
0 —-— — 1
= bome
HomE .
Required Actions Most Used Services
oTHER seRvicEs
Be Date Descrion Tax Agent Reistation >
5 MY CORRESPONDENCE -
o data Sign Up Process >
Overview Hore Tox Types -
Tax Agent
O . review
Assigned Tax Agents “n

QUICK LINKS OTHER LINKS FOLLOW US

ORY&

axgovse (3 What's New 13

Once FTA pre-approves your application, a Tax Agent Arabic exam may be scheduled for you
depending on whether you had already completed the exam earlier. If you had provided “No” in your
registration application, you would receive a notification from FTA to schedule your Tax Agent exam.
If you had provided “Yes” to both the Tax Agent exams in the registration application and based on

FTA’s review this step may be skipped and you may be directly asked to pay the Tax Agent
registration.

:
;
{
e

u Yertee | )| o m
= bome
HoME )
Required Actions Most Used Services
5 oTHER sERvIcES
b oate Descrision Tax Agent Pegtstration >
MY CORRESPONDENGE
No data B snup process >
Overview Hor Tax Typss -
Tax Agent
O w
Assigned Tax Agents o ”n

QUICK LINKS OTHER LINKS FOLLOW US

OmYé&

taxgovse (3 What's New 13

Step Action

(1) Click ‘Accept Exam Appointment’ on the Tax Agent Tile.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual
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= ome » Tax Agent Registration
Tax Agent Registration

oo

Basis of Registration

Exam Certificate

|| Custemize Columns

°°

Exam Type Bate Tiene. Location Mage Exarm Status
TAX AGENT ARABK -
EXAMINATION Offfine Assessme

Cantact Details

Result Date

E United Arab Emirates

Exam Gertinicate

Attochment Action

Provious Siep

Step Action

(1)

e  Navigate to the ‘Exam Certificate’ section of the application.
e Click ‘Action’.

= ome » Tax Agent Registration
Tax Agent Registration

oo

Basis of Registration

Exam Certificate

|| Custemize Columns
Exam Type Bate Tiene.

TAX AGENT ARABK
EXAMINATION

°°

Cantact Details

Location Mode Exarm Status

Offfne Assessment

Result Date

Exam Gertinicate

Attochment Action

® amacn

Provious Siep

Step Action

(1) Click ‘Select Exam Date’ to choose the preferred exam slot.

Federal Tax Authority

Register Tax Agent - Taxpayer User Manual

Page 24



wilysa 1l agslaiala iagll . e r’_-‘; i

FEDERAL TAX AUTHORITY \\ iw/Lﬂb\\\‘%i
I
United Arab Emirates

Select Exam Date

Avaltable Siots

1] Customize Cotumas

18/08/2022

Step Action
(1) o  Select the preferred slot from the list.
e Click ‘Select Exam Date’.

Cenfirmation Message

it you 5 you WAt 10 proceed with the selected ot

Step Action
(1) e Are you sure you want to proceed with the selected slot?
e Click 'Yes' to continue.
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PE———
e e teseesen n e R e ﬂn

= Home » TexAgem Registrtion
Tax Agent Registration

E ° ° °
. o o o (-]

Basis of Registration appacant Dorails

Exam Certificate

1] Customize Columns

Exam Typo Bate Tima Location Moda Exam Status SomitData  Atachmemt  Action

TAX AGENT ARABIC
noN

oot 18/08/2022 Tha5A3 ABUDHABI Offline Assessment

® Attach

Step Action

Click 'Submit'.
(1) Your appointment for the Tax Agent Arabic exam is now confirmed. Please visit the exam venue on
the mentioned date and attend the exam.
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S,
E R h d I ] United Arab Emirates
Tax Agent Registration
(] L] (]
o o (=] 0
Exam Certificate
e
Step Action
(1) If you require to reschedule your Tax Agent Arabic exam date, click ‘Reschedule’ in the Exam
Certificate section of the application.
Tax Agent Registration
(] L] (]
o o (=] 0
Exam Certificate
e
e  Once you have requested to reschedule your exam, the FTA will review the request and
provide alternate exam slots for you to choose from.
e  You can select the required slot and proceed to complete the Tax Agent Arabic Exam.
Page 27
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This training manual explains the steps to be followed by the Tax
Agent. Once the Tax Agent completes both Arabic Exam and
Qualification Standards Tests, the next steps are to “Upload the
Exam Info”.
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Upload Exam Results

=
o —-—— [ S -

HomE
Required Actions Most Used Services

5 omen semvices

Be Date Descrion Tax Agent Reistation >
5 MY CORRESPONDENCE o d

o data Sign Up Process >
Overview Hore Tex Types -
Tax Agent

Assigned Tax Agents

= Taxable Person/Tax Group List

QUICK LINKS OTHER LINKS FOLLOW US

@Y &
f— s N 3

Step Action

(1) Once you have completed your Tax Agent Arabic exam and Tax Agent Qualification Standards Test,
click ‘Upload Exam Info’ to upload the results.

&

Tax Agent Registration

Basis of Registration Apoicant Detalls Gantact Details Eam Gertineate

Exam Certificate

1] <us

Exam Type Date Location Mage Exarm Status Result Date Attochment Aeticn
TAX AGENT ARABK .
EXAMINATION 18/08/2022 184545

aBU DHABI Offfne Assessment

Step Action

(1) Click 'upload Exam Result' in Action.
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Update Test Results

Exam Dotails

Exam Type

[ e scenr amaeic exammanon

Time

[masas

Mode

[

Resut Detalls

Resut

Please Uplasd Exarm Result

Step Action

(1) e  Enter your exam results, exam date and upload the exam result.
e Click ‘Save’ to save the details.

@ouernoe ) ouc [0 ISR

= Homs » TexAgem

Tax Agent Registration

Basis of Registranion

seotcantOvtate Comatwt amomi
Exam Certificats
[ ——
[—— . Tone Location bode [a— BoctOain prrera— scton
TR AcENT AnaBic wossacas - s o rT— - - & s

Pravious Step &

Step Action

(1) Click ‘Submit’ to submit your results to FTA for review.

Federal Tax Authority Register Tax Agent - Taxpayer User Manual Page 30



el ca bl & pslTlEE gl e
FEDERAL TAX AUTHORITY Y
L

United Arab Emirates

Post Submission of Exam Results

Tax Agent Registration

Application Submitted Successfully ® submitted

e After your application is submitted successfully with the exam results, a Reference Number is
displayed for your submitted application. 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  FTA may seek clarification on your application. Once the application is approved by FTA, you
would be required to make the payment of service fees to register as a tax agent.

e  Read the “What Next” and “Important Notes”.
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This training manual explains the steps to be followed by the Tax
Agent. Once the FTA pre-approves your application, you will be
informed to make the payment for your Tax Agent Registration.

United Arab Emirates

Federal Tax Authority Register Tax Agent - Taxpayer User Manual Page 32



il sa 1l agslaidld iag ll
FEDERAL TAX AUTHORITY

Tax Agent Registration Payment

N
© i s NI 2 |« - |

|l"! 'i\,__/' \
T e 0
VDY

United Arab Emirates

HOME
Required Actions Most Used Services
[ OTHER sERVICES
Due Date Description EH ox Agent Registration >
Z5 MY CORRESPONDENCE - 23/08/2022 Payment for Tax Agent Regis. Fees pending for 3000.00
. ~
Overview More Tax Tynes

. Tax Agent

Assigned Tax Agents

= Taxable Person/Tax Group List

Step Action

(1) e Once the FTA has completed their review of your registration application including the Tax
Agent exams, you will be informed to make the payment for your Tax Agent Registration.

e  (Click"Pay Now’ on the Tax Agent tile.

G ouseroe ) vac [0 ARSI SEYY

51 HOME Select a Payment Method

[ omenservices Payment Summary
Chooss Payment Mathod

Tax Agent Registration
£ MY CORRESPONDENCE

Tax Agent Registration Fees AED 3,000.00 .

Back Procsad to payment I3

Step Action

e Choose the preferred payment method.
e  (Click ‘Proceed to payment’.

(1)
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Step

Contirmation

You are about to leave Federal Tax Authority e-CTS. Do you want to proceed?

Action

(1)

Click 'Yes' to continue.
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Post Successful Payment

Payment Acknowledgment

e After your payment is completed successfully, the status of your Tax Agent registration
application on the dashboard will change to “Awaiting Tax Agency Linking” and you will
receive the confirmation email from FTA.

e  You may connect with a Tax Agency to initiate an application to link you to the Tax
Agency. Please note that only once you are linked to a Tax Agency, a Tax Agent Approval
Number and Tax Agent registration certificate will be issued by the FTA. The Tax Agent details
will be listed in the Register of Tax Agents on the FTA Website.

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

-

R4

Step Action

e Click 'Download' to download a pdf copy of the acknowledgement screen.
e Click 'Back to Dashboard' to navigate back to the Tax Agent dashboard.
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No data
HOME
[ OTHER SERVICES

£1 MY CORRESPONDENCE

Overview

Tax Agent Tax Agency Details

Assigned Tax Agents

= Taxable Person/Tax Group List

QUICK LINKS OTHER LINKS FOLLOW US

OmY &
raxgove 8 What's Now 81

Once the linking between Tax Agent and Tax Agency is completed which includes review and approval
from the FTA, the Tax Agent registration is completed. A TAAN and the Tax Agent Registration
Number will be issued and you are ready to operate as a Tax Agent. You Tax Agent Registration

Number and contact details will be published in the list of approved Tax Agents register in the FTA
website.
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Correspondences

United Arab Emirates
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il dgslaidl @ fyg I —
“MARATAX

Tax Agent receives the following correspondences:

* Application submission acknowledgment.

e 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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