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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

¢ Warehouse Keeper

* 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 e e s

The Following Tabs and Buttons are available to help you navigate through this process

Button

Description

In the Portal

{0} User types

This is used to toggle between various personas within the user
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

English oL

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
the user interface of the portal

8 Manage Account

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

In the Business Process application

Previous Step

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

Next Step

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

Save as Draft

This is used to save the application as draft, so that it can be
completed later

This menu on the top gives an overview of the various sections within
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 Tax Group
representative  member to navigate through the
Federal Tax Authority EmaraTax portal and submit an
application requesting a physical copy of their Tax
Group registration certificate.
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Login to EmaraTax

M_ﬂuww@ @
a @ o [N

e Are you an existing e-Services user?

vents to the way our 1 you alreadly

W with the FTA bt are using the hew system for the first time

Login with your E-mail Login with your Emirates ID
Emea Address
Don't have an Account?

abed66aabe.com
UAE Pass provides single trusted digital identity solution for service providers

If you do not already have an account with the FTA please signup here Password

SOOI O ‘r(“\_‘ sl dugall
& uaE Pass
Got any question on the new system?
— -
I R ATION
s (A ] QUICK u:ms OTH.ER L\:K.% OUR LOCATIO!
o e e taxgowss What's New B Emirates Property Investmont Company Building, P.O. Box 2440, Abu
- ) Dhatt UAE
Glossary & Contact Us & © Contrat Park Businass Towers - DIFC, PO, Box 2440, Dubal, UAE

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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OTHER SERVIGES

1 Create New Taxable Person Profile
£ MY CORRESPONDENCE

= Taxable Person List

by TRM Mumber or Taxable Person

(< Y O o (o Y
e ABCD Company 9 AB Company

= Tax Group List

“ﬂ

QUICK LINKS OTHER LINKS OUR LOCATION
et isa ) ALl Ay £ s
RN AANRTEER I raxgovse @ inats New & © Emiratas Progarty Kevestment Company Bullding, RO, Box

FaGs &

2440, Abu Dhabi, UAE

Step Action

(1) On successful login, the Tax Group list screen is displayed. It displays the list of the Tax Groups linked
to your EmaraTax user profile.
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£ MY CORRESPONDENCE = Taxable Person List

by TRN Humber or Taxable Person

(< Y O o (o Y
9 ABCD Company 9 AB Company

= Tax Group List P

QUICK LINKS OTHER LINKS OUR LOCATION

hats New 3 @ Emirates Proparty Investmnt Company Building, PO, Box
2440, Abu Dhati, UAE

i L A nlalil gl 4
FEDERAL TAX AUTHORITT e
Help Conter Fags

Step Action

Select the Tax Group from the list and click 'View' to open the dashboard.
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Home » ABC Company - Tax group

Required Actions Most Used Services
sz ABC COMPANY - TAX w
S D Date Bescrition Lok Taabe arsan o o Agancy >
g var - 28/06/2022 VAT Return Late Payment Penalty - Bayment peoding for 20,00 AED [ o Group - change Repressnatne N
[E— w2020 AT Auturns - mamant pescin oe 200,00 420
[ ——,
- VAT Bt Lo et et a0 aen g ’ 4
& v commesponoence
@ View
¢ user auTHORIZATION
S Amena .
Registration O Custorn =1

—
Tax Group Members

OTHER LINKS OUR LOCATION
[T IR TR | —
FEDERAL TAX AUTHORITY ] © Emicatos Propenty Investment Comeany Bulding. PO, Box

Complaints and Inauies
e 600 599 994
= infostaxgovae
.
N7l
‘i st s bt viewed n Screen Resolton 1024 x 764
Suppors Microson Edgs, Freon 92+, Cvome 93

Discisimer |  TemeandConditions: |  Accessibiity

52022 Fedoral Tax Authority. AR fights reserved.

Step Action

e Within your Tax Group dashboard, click ‘Actions’ on the Tax Group tile.
e  Select the ‘Print Certificate’ option. This will open the application for requesting the printed
Tax Group certificate.

(1)

Federal Tax Authority Request for print certificate - Taxpayer User Manual Page 9



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Print Certificate Request
Send OTP

werne | oo [

Print Request Certificate

Tan certificate Type

[osemmonoss [ e

Lagal Nama in Englizn Lagal ame in Arabic

== \

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

Country Code Existing Mobile Number

wen seresasa

Change Contact Mebile Numser ]
n

e  The mobile number in your Tax Group registration contact details will not be updated in case
you provide a different mobile number in this application.

e The mobile number provided in the application will be used to contact you at the time of
delivery of your printed certificate.
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Print Request Certificate

Tan

[owsommmonss

certificate Type

e

roup Registration Certifiste

Legal Nama in Englizh

[ Amc company

Logal Name in Aratic

wen

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

Country Code

Existing Mobile Number

| [erssesn

Change Contaet Mebile Number

=

o)

Step

Action

(1)

You should verify the mobile number displayed in the application, as it will be used for
delivery purposes of your printed certificate.

e  To update a new mobile number, enter the new mobile number, and click send OTP.

Federal Tax Authority

Request for print certificate - Taxpayer User Manual
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Print Request Certificate

[osemmonoss [ e
= \ =

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

Countny Code Exicing Motsie Nurber
wn | [erssesn
Change Contact Mebile Numser ]

Sana oTR n

Cancal

A verified mobile number is required to submit the print certificate application.
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Validate OTP

= poms » ABC Compeny - Taworwp = PRIN

Print Request Certificate

Tan

corificats Tyoe
[ rouss oseroooc

[[rox 6o Regpetation cortivate

(e comm

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

Country Code Existing Mobile Number

Ex | [Feen

Change Contact Mobile Number

Please onter the OTP sent to you

N | ] [ |

TP expires in 18:58 mingtes.

Step Action

(1) Enter the OTP received and click ‘Validate’ button to verify the OTP.
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Print Request Certificate

Tan

g United Arab Emirates

ey

certificate Type

[ s i e

[owsommmonss

Legal Nama in Englizh

Logal Name in Aratic

[ Amc company

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

Country Code Existing Mobile Number

wen | [erssesn

Change Contaet Mebile Number
Please enter the OTP sent to your mabile number for esification

TR expires in 18:57 minutes

Step Action

(1)

Once verified, click ‘Proceed to Payment’

Federal Tax Authority

Request for print certificate - Taxpayer User Manual
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Select a Payment Method

= rome » ABCCompsy-Txaun » PRI
Select a Payment Method

Payment
Brint Cert

AED 250.00

c

hoose Payment Metnod

‘Payment summary’.

outside EmaraTax.

e Click ‘Back’ button to move back to the print certificate application.
e  Once you proceed for the payment, you will be redirected to the payment page, which is

e Before clicking ‘proceed to payment’, verify the print certificate fees applicable in the

Federal Tax Authority Request for print certificate - Taxpayer User Manual
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Select a Payment Method
Payment Summary
Chocse Payment Method
Print Certificate

AED 250.00 =

)

e

FAB(

Total

Back

Step Action

(1) Select the Payment method available and click ‘proceed to payment.’

Federal Tax Authority Request for print certificate - Taxpayer User Manual
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Step

Action

Yeu are abeut to leave Federal Tax Authority e-CTS. Do you want ta proceed?

(1)

You are about to leave Federal Tax Authority EmaraTax. Do you want to proceed?
Click 'Yes' to continue.

Federal Tax Authority

Request for print certificate - Taxpayer User Manual
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Payment

Payment

Federal Tax Authority

Payment Method

Back To Merchant

If you want to cancel the payment at this page, click ‘Back to Merchant’. The payment will be
cancelled, and you will be redirected to the Payment acknowledgment page with the status ‘Payment
failed’.
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Payment

Federal Tax Authority

Park-B

Payment Method

Credit or Debit card Payment (Visa/Master Card)

Confirm & Calculate Prices

Step Action

e To proceed with the payment, select the payment method from the list.

o  Click ‘Back to Merchant’ If you want to cancel the payment.

e  Click ‘Confirm and Calculate Prices’ to determine the total payment amount.

Federal Tax Authority Request for print certificate - Taxpayer User Manual
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Purchased Services

Purchased Services

ice Nama

Revenue related to VAT AED 250.00

Related Fees
Including Fees & Charges AED 8.06
Including Tax AED 0.00
Total Payment AED 258.06

Back To Merchant Proceed With Payment

o  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 Request for print certificate - Taxpayer User Manual
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Confirm & Calculate Prices

Purchased Services
1Qty.

Service Name

Revenue related to VAT AED 250.00
Related Fees

Including Fees & Charges AED 8.06

Including Tax AED 0.00

Total Payment AED 258.06

Back To Merchant Proceed With Payment

Step

Action

(1)

Verify and click ‘Proceed with Payment’.
To cancel the payment, you may click on ‘Cancel Process’.

Federal Tax Authority
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Card Information

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

emaining to col te the payment 00 h. 07 min. 46 se

Card Information

Card Holder Full Name

MASTER CARD

Card Number

Expiry Date CVv2/CvCz2

m q

Step Action

e If you have selected the card payment option, enter the card details, and click ‘Pay now’.
(1) e Tochange the payment method, click ‘Change Payment Method’. You will be redirected back
to the ‘Payment’ Page.
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Credit or Debit card Payment (Visa/Master Card) Total Payment AED 258.06 United Arab Emirates

Time remaining to complete the payment 00 h. 07 min. 46 sex

Card Information

Card Holder Full Name

MASTER CARD

Card Number

Expiry Date CVv2/CvCz2

m Shange Fmentetiod m

On click of ‘Cancel’ payment will be cancelled, and you will be redirected to the Payment
acknowledgment page with the status ‘Payment failed’.
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ACS Emulator for 3DS V2

i Rssultl (Y) unt Successful

Submit \G)

AN
s

United Arab Emirates

Step

Action

Select 'Authentication/Account Verification Successful' from the dropdown and click 'Submit'.

Federal Tax Authority

Request for print certificate - Taxpayer User Manual
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payment
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Payment Acknowledgment

Payment Successful
& Paid

- & Punment Refrence Nmber © 252527007182308%169
N —— /io/z022

Time ; ien0s)
Legal Nama A8C Company

Amount paid ta FTA

What ezt
13 Your account will be updated with the payment received

2) You will receive a notification 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 adcress of the taxpayer.
4) You can view this payment in your Transaction History

5) You can downlaad a copy of this reesipt Using the Download BUton beiow of in the future from "My Correspandence™

For any queries Diease COTACt S O WIW.XYZ.COM oF CORBCY LS Cirectly Bt our call center number 1254567850 or emal abxyzEgmal.com

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.

o Read the “What Next” and “Important Notes”.
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Payment Acknowledgment

Payment Successful
& Paid

Payment Reference Number © 22925270071623063169

Time ; ieom
Legal Nama A8C Company

Amount paid ta FTA

What Naxt
1) Your account will be updated with the payment received

2) You will receive a notification via your preferred means of correspondence cenfirming 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 History

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

For any queries Diease COTACt S O WIW.XYZ.COM oF CORBCY LS Cirectly Bt our call center number 1254567850 or emal abxyzEgmal.com

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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@ If the payment is failed, you have to try the payment again from the dashboard.
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After submission, Taxpayer receives the following
correspondences:

+ Application submission acknowledgment.
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Thank you

Federal Tax Authority
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