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Annexure

The below are the list of User manuals that you can refer to

S.No ‘ User Manual Name

1 Register as Online User

Description

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
completed later

Save as Draft

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

DocUMENT CONLIOl INFOrMAatION ... civeeeiireeeeiiereteierteneirteenesertenssiesessssssressssssesssssssensssssesssssssssssssssensssssssnsssssenn 2
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Annexure 2

NaVIgating throUZN EMaraTaX ........ e uueeeeuueieeiiueeti s 3
Replace Guarantee Designated ZONE .........uuuueuuuuuuiuiuii e Error! Bookmark not defined.
INErOAUCHION ccccuueeieiieiicienienscssnesiccnssienscnnsnacicnstnensnnsss SN MO . o0 s 0000 sassasssssssassss s 5
LOZIN £0 EMAraTaX . cieeeuieiieneieiiennieiieneniereensieeiensssersensssessansssesanssssssnnssssssnssssssanssssssnssssssanssssssanssssssnssssssansssssnns 6
LI DT T = =TT T T = 7
DeSIZNAted ZoNEe THle..cueeeeeeiieeiiiireiieereeeeetieeenneneeeeetteeennsssseeesseeennssssssessesssnnnsssssssesssssnnsssssssesssssnnnsssssssesssannns 8
REPIACE GUANANTEE. ... ceeeeeeeeceeettieeeennnieeeetteeennsssseeesreeennssssssesssesannssssssssessssnnnsssssssssssssnnssssssssessssnnnsssssssssssnnnns 9
Guidelines and INSrUCIONS.....cciiiiiiiiiiitiiiiteiice e ss e ss s e sss e s s ssne e s s s sanensans 10
Financial GUArantee SECION..........ciiiiiiiiiiitiiiitttie et ss e sas e e s s s san e e s s sn e e sssaane 12
Post Application SUDMISSION ... s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s 15
COITESPONUENCES ...ceeveeeeneeeeeerereeennnssieerereeennssssssesesssssnnsssssssssssssnnssssssssssssssnnsssssssssssssnnssssssssssssssnnsssssssssesssnnns 17
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Introduction
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This manual is prepared to help a registered Warehouse Keeper to
navigate through the Federal Tax Authority EmaraTax portal to submit
their replacement guarantee application. The Replacement Guarantee
application allows the Warehouse Keeper to request FTA to amend the
Guarantee amount. On approval of the application by FTA, Guarantee
amount will be updated.

United Arab Emirates
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Login to EmaraTax

) L i @E @
hrorren ey
@ eme

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

Teainirg_weisabe.com

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

up

2 diod)l Aol
(@ Uae pass

iyt L) & oLaill gl
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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 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 Replace Guarantee Designated Zone - Taxpayer User Manual Page 6
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Taxable Person Tile

_ 13 Create New Taxable Person Profile

5| OTHER SERVICES
Profile Name in English Profile Name in Arabic

S MY CORRESPONDENCE

Preterrea Language

Max File Size : § MB Formats : JPEG, JBG, BNG Masimum numiser of fles 1

QUICK LINKS OTHER LINKS FOLLOW US

OmY &

taxgovse
Haip Conter

— Contact Us

Step Action

Click ‘View’ on the Taxable Person tile to view the Taxable Person dashboard.

(1)
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Required Actions

Most Used Services

Dus Date Description

[} oe-un T person trom Tox Agency >
ar
N
o data >
>
& waRsHOUSE KEESER
= wawents
£ MY CORRESPONDENCE Registration Overview Customize View e
= e
Value Added Tax Tax Group Excise Tax
& omeERseRvices

Not registerea Wot raginared

Warehouse Keeper Designated Zone Management

oiss

My Reports

Step Action

(1) Click ‘View’ on the Designated Zone Management tile to view the details of Designated Zones
managed by the Warehouse Keeper.
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Replace Guarantee
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HoME
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VAT

T EXCISE TAX

WAREHOUSE KEEPER

= PAYMENTS

MY CORRESPONDENCE

= USER AUTHORIZATION

OTHER SERVICES

Home » AbdulRehman » Designated Zone Manag

Designated Zone Management

Customize Columns

02 Number Name in English

0100018601 asc

iy &bl i gl
FEDERAL TAX AUTHORITY

This site is best viewed In Screen Resolution 1024 x 764
Supports Microsoft Edge, Firefox 92+, Civome 93+

A 2022 Faderal Tax Authority. AR rights resarved.

Designated Zone Applications

Torms and Conations

Inspection Appointments.

Name in Arabic

QUICK LINKS
taxgovae &
Help Conter
Glossary &
sitemap

| Accessaity

A Dhabi, Abu Dhabi, Abu Dhati, Abu

OTHER LINKS
wihat's New (@

Stemap | Customer Charter

Status

®actve

© Emirates 71
2440, Abu

© Contral Pag
vAE

% s00ses s

Dintostaxg

OUR LOCA

® v

Actions

o

1715

by Building, PO. Box

PO Box 2440, Dubal,

e The Designated Zones registered under the Warehouse Keeper will be displayed in this screen.

e This is an application for the replacing the Guarantee of a Designated Zone. A separate

application is required in relation to each Designated Zone.

o ——— &

HoME

B ABDUL REHMAN v

VAT

EXCISE TAX

% WAREMOUSE KEEPER

= pavMENTs

& USER AUTHORIZATION

OTHER SERVICES

MY CORRESPONDENCE

Home » AbdulRehman » Designated Zone M:

Designated Zone Management

Registered Desi

| Customize Columns.

02 Number Name

olo0018601 asc

i &Ll g
FEDERAL TAX AUTHORITY

This site i best viewed In Screen Resolution 1024 x 764
Supports Microsoft Edge, Firefox 92+, Chvome 93+

A 2022 Federal Tax Authority. AN fights reserved.

Designated Zone Applications

Torms and Conations

Inspection Appointments.

g

QUICK LINKS
taxgovae &
Halp Conter
Glossary &
sitemap

| Accasuimy

Abu Dhabi, Abu Dhati, Abu

OTHER LINKS
wihat's New &
FAGs

Contact Us 3

Complaints and Inquiries

Stemap | Customer Charter

®
OUR LOCA

O Emirates P}

hny Building, PO. Bax

PO Box 2440, Dubal,

Step

Action

(1)

Click ‘Actions’ and click ‘Replace Guarantee’ to initiate the Designated Zone Replace Guarantee

application.

Federal Tax Authority

Replace Guarantee Designated Zone - Taxpayer User Manual
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Guidelines and Instructions

= ome » AbdulBehmun > Designated Zone Management

Designated Zone - Replace Guarantee

No. of form sections
1section

Required Templates
na

service Details

About the Service

Eligibility Criteria

Service Steps

FAGE

“~s  Expected time to complete this application =Y  Expocted fees for this service
(7)) 20 mimrs o Frvefor Charge
Recired Bo

Required Documents.

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

SR, -

o

[ |

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements related to Designated Zone Guarantee replacement. It also provides guidance on what
information you should have in hand when you are completing the Replace Guarantee application.

Designated Zone - Replace Guarantee

No, of form sections
Tsection

Tutorials
bow

Required Templates

Sarvice Details
About the Service
Eligibility Criteria
Service Steps

FAQs

Fras far c

Ty Expected time to complete this application
(7)) 20 mimns

Required Documents.

Reauired Documents

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

Expected fees for this service
arge

SR -

o

Step Action

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

Federal Tax Authority

Replace Guarantee Designated Zone - Taxpayer User Manual
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Designated Zone - Replace Guarantee

No. of form sections
1section

Tutorials
b

oo

Required Templates
na

service Details

About the Service

Eligibility Criteria

Service Steps

FAGE

@ Expected time ta complete this application =3 Expected fees for this service
20 minutes o5 Fre

Required Documents.

Required Documents.

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

Step Action

(1) Click ‘Start’ to initiate the Replace Guarantee application.

Federal Tax Authority

Replace Guarantee Designated Zone - Taxpayer User Manual
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Financial Guarantee Section

o SR, -

> Designated Zone Management

i)
IINSZ
.l

-
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(
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4
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United Arab Emirates

Designated Zone - Replace Guarantee

Financial Guarantes

+ Ada Guarantes Amount

Bonk Number status Actions

17500000 Commercial Bank of Dubai 234567 ® Appraved

TOTAL ADDED 175,000.00
TOTAL REMAINING 000

Final Guarantee Amount: AED 17500000

Step Action

e  You can view the Guarantee amount required for your Designated Zone.
e  (Click ‘Add Guarantee Amount’ to enter the details of the new Guarantee you want to submit.

= SR o

> Designated Zone Management

Designated Zone - Replace Guarantee

Financial Guarantes

+ ada Guarans

Type of Guarantee Bank i Wumiber Status Actions
Financial Guarantes 17500000 Commercial Bank of Dubai 234567 ® Approved

TOTAL ADDED 175.000.00
TOTAL REMAINING 090

Finsl Gusrsntse Amount: AED 17500000

Guarantee amount should be equal to or more than required amount.

Federal Tax Authority Replace Guarantee Designated Zone - Taxpayer User Manual Page 12
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Step

Add Guarantee Amount

Type of G Guarantos Amounts (4E0)

Bank used by the Business Guarantes Reference Number
Cammareial Banik of Dus 343434

Uplosd & Copy of The Guarantes Document

Drag files here

e ]

Man e size: 15 MB Formats: PDF, DOC Ma N, of Files : 3

Action

)
A

United Arab Emirates

(1)

e New popup will open allowing to add guarantee details.
e  Enter the new Guarantee details.
e  Click ‘Save’ to save the details.

= Heme » AbdulBehman » Designsted Zone Mansgement

Designated Zone - Replace Guarantee

Financial Guarantes

Tvpe of Guarantee Bank status
Financial Guarantea 17500000 Commercial Bank of Dubai asase? # Appraved
Financial Guarantee 155,000,090 Commercial Bank of Dubai 343433 ® Awaiting Approval
Financial Guarantea 3000000 Commercial Bank of Dubai 67778m ® awaiting Approval
TOTAL REMAINING aoo

Previous Step

Step

Action

+ Ada Guarantes Amount

Actions

® View

o Gusrantee Amourt: AED 175 mmn

| - e -

(1)

Click ‘Actions’ and click ‘Cancel’ to cancel the old Guarantee which you want to replace.

Federal Tax Authority

Replace Guarantee Designated Zone - Taxpayer User Manual
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Designated Zone - Replace Guarantee

Financial Guarantes

+ Ada Guarantes Amount
Tvpe of Guarantee

Bonk Number status Actions
Financial Guarantea 17500000 Commercial Bank of Dubai asase? @ Canceliation Roguested

Financial Guarantee 155,000,090 Commercial Bank of Dubai 343434 # Awaiting Approval

Financial Guarantea 40,000.00  Commercial Bank of Duba 67778m ® awaiting Approval

TOTAL REMAINING aoo

Final Guarantee Amount: AED 175, mnoﬂ

Previous Siep

Ensure that the new Guarantee amount submitted is sufficient to balance the required Guarantee
amount for the Designated Zone.

= Home » AbdulBehman = Designated Zone Management

Designated Zone - Replace Guarantee

Financial Guarantes

+ Ada Guarantes Amount
Tvpe of Guarantee

Bank Number Status Actions
Financial Guaraniee 17500000 Commercial Sank of Dubai 234567 # Cancelation Requested

Financial Guarantee 155,000,090 Commercial Bank of Dubai 343434 # Awaiting Approval

Financisl Guarantes 4000000  Commercial Bani of Dubai 77788

® awaiting Approval

TOTAL REMAINING aoo

Final Guarantee Amount: AED 175, mnoﬂ

Previous Siep

Step Action

(1) e  You can view the status of the new and old Guarantees.
e (Click ‘Submit’ to submit the application to FTA.

Federal Tax Authority Replace Guarantee Designated Zone - Taxpayer User Manual Page 14
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Post Application Submission

P »

Application Submitted Successfully

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

e After your application is submitted successfully, a Reference Number is generated for your
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.

Follow these steps to provide the financial guarantee:

Please ensure that the financial guarantee:
e Isin favour of Federal Tax Authority
e Must be valid for 12 months and auto renewable

e Visit your bank and create an electronic Guarantee, or a Bank Guarantee for the
amount requested by the FTA. Upload a scanned copy of the guarantee with
additional details and send it to us from your EmaraTax account.

e Bank Guarantees must be delivered to FTA office in hard copy. The person
delivering the bank guarantee must also hold a letter of undertaking issued by the
authorized signatory of the applicant verifying their details. FTA will review your
application only after receiving the original bank guarantee documents.

Federal Tax Authority Replace Guarantee Designated Zone - Taxpayer User Manual
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Step Action
(1) o  Click 'Download' to download a pdf copy of the acknowledgement screen.
e  Click 'Back to Dashboard' to navigate back to the Taxable Person dashboard.
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Correspondences
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Taxpayer 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.

Federal Tax Authority Replace Guarantee Designated Zone - Taxpayer User Manual Page 17
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Thank you
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