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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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Introduction
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This manual is prepared to help a VAT Tax Group
representative member to navigate through the
Federal Tax Authority (FTA) EmaraTax portal and
submit a Tax Group deregistration application.
This can only be done if the Tax Group has been
registered at least 12 months prior to the current
date. The representative member must login into
their e-Services account to initiate the deregister
Tax Group application.
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Login to EmaraTax

Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

New Here? Login with FTA account t Login with your Emirates ID
1t you are not registered. please signup here.

UAE Pass provides single trusted digital identity solution for service providers

- 72N, UobylQgall
PRSI © Q' 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 |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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Step Action

On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable
(1) Person linked to your EmaraTax user profile. If there are no Taxable Person linked to your user profile,
this list will be empty and you would need to create a Taxable Person.
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3 Create New Taxable Person Profile
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IS Taxable Perscn List

O O O o

Step Action

Select the Tax Group that needs to be amended from the Tax Group list and click ‘View’.

(1)
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EmaraTax Tax Group dashboard
et © ] @
o & o
"’“Er Required Actions Most Used Services
& active
:JICK LINKS OTHER LINKS ‘Fi?t;\f;u::
—
Step Action
(1) Click on 'Actions'
Page 9
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» ABC Company

Required Actions Most Used Services

Date of TRN

Tox Grous - Amendt

USER AUTHORIZATION

Tax Group Members

My Reports

Al i e d @

2021 Copyright Federal Tax Authority.

QUICK LINKS OTHER LINKS FOLLOW US

[— re— onye
Wetp Caner raoe@

Contact e @

Stamap PO——

- Contact Us
—
% 600599 994

enion Googie Crvome (atest version)

Government.ae

Discisimer | Torms 3nd Condtions

Action

Select ‘Deregister’ to initiate the Tax Group De-Registration application.
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Tax Group De-Registration
@ ::;c::;:rm sections |@ f:pmel::: time to compiete this application :,x::l;:"::smml! service
Service Details
About the service B
Elgioiity Criteria ]
Service steps ]
raas L
L 1 confirm that | have read the above instructions and guidelines
The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to Tax Group De-Registration in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Tax Group De-Registration
application.
Federal Tax Authority Tax Group Deregistration - Taxpayer User Manual Page 11
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Tax Group De-Registration

®

Ne. of form sectiens
3 sections

Requirad Templates
N

Service Details

About the service

Eligibility Criteria

Service steps

FAGs

o0 Apgietion v = T Bros = Da-fuciection

Expected time to compiete this application
a5 minutes

(©)

Required Documents
Tl e
[

8] | confirm that | have read the above instructions and guidelines

Back

h5)

F, Excel, Docs, JPG, PG snd JPEG. The individusl il size it s 5 MB)

IS
113

United Arab Emirates

!
!
Sl

e

Expected fees for this service
5] Free of charge

essary 161 Y0U 10 prepare the following Information in an apEropriate format signed and stamped by the Juthorized signatary and incluce It in your online application:

Step

Action

(1)

A screen will appear with guidelines and instructions.

Read the guidelines and instructions for Tax Group De-Registration and mark the checkbox to

confirm.

Federal Tax Authority

Tax Group Deregistration - Taxpayer User Manual
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= T Bros = Da-fuciection

Tax Group De-Registration

Expected time to complete this appication =l Expected fees for this service

No. of form sections =, =
)= B = =),

signed and stamped by the authorized

Requirad Templates
N

oct, JG, PNG and JPEG. The individusi file sizs it ic 5 MB)

Service Details

About the service

Eligibility Criteria

Service steps

FAGs

I8 | confirm that | have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate the Tax Group De-Registration application.
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Information

Befors submitting the De-Replsration sppication,ensure thatthe detals i the VAT profie of sach member, incluckog

ount detalls are up to date.

Step Action

o Before submitting the deregistration application, ensure that the details in the VAT profile of
each member, including bank details are up to date.

e  Click ‘Edit / Review’ if you want to modify your bank details before proceeding with the
deregistration application.

e Click ‘Proceed to Deregistration’ if you want to proceed directly to the Tax Group
deregistration application.

(1)
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De-Registration Information
e O

o - [N
Tax Group De-Registration
b o xt day of the
-
[

The application is divided into a number of short sections which deal with various aspects of
the Tax Group De-Registration process. The progress bar displays the number of sections
required to complete the application. The section you are currently in, is highlighted as blue.
Once you progress to the next section successfully, the previous section will be highlighted as
green.

In order 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
entered.

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

Federal Tax Authority Tax Group Deregistration - Taxpayer User Manual
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Step Action
e  Select the basis, on which you are de-registering from VAT.
(1) e  Based on the basis of deregistration selected, the input fields will vary. Provide the details and

upload all the mandatory documents.
Enter the Effective Date for De-registration.
Upload supporting documents

Federal Tax Authority

Tax Group Deregistration - Taxpayer User Manual
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biect to the ncessary checks being satiied, wil 5s the v the £TA.

e  For a UAE Government body, EmaraTax provides additional fields to provide the Cabinet
Decision Number, reason, date and attachments fields in order to proceed with the De-
Registration application.

e  Registrant should specify the estimated effective date of disbanding the Tax Group and
provide the reason for such date.

Federal Tax Authority Tax Group Deregistration - Taxpayer User Manual Page 17
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Thes Tax Group. checks belng satisied. the £TA.

Basis 0t De- Regitration Ertectve Dte of B registration

M e size: 15 ME Farmats: POF, DOC Max o of Files 1 313

Step Action

Click Next Step to proceed to the 'Member Status at De-Registration' section.
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Members Status at De-Registration
=0 o

ABCCompany » Tax Geeuip De-Repiatration

Tax Group De-Registration

o

oe s

Members Status at De-Registration

Member Detaits

TN Lol Norme o the Member (ER) Logs Name of the Merber (AR)  Action st
100636921700003 ABC Company o °
1oosssEs700003 °

100635035700003

Wil any b

spect of any supely, or al of which i ko ba dsliverad aftu it has joine tha grous?

2 any of 1ha Mombers axpact &0 INCur t2 aTar having 10 0 GrG WhLCh FOIZLoE 10 20y SEPRIYCINCILENG 3N dlagardod INra-Graus Supaly) WhiCh I} M3de whiks il 3 HImbar of the Grous?

Step Action

e  You are required to provide the details of each of the group member to accurately arrive at

(1) the TRN status of each of the members.
o  Click on ‘Input Turnover’ to update the turnover details of each member in the Tax Group.

Federal Tax Authority Tax Group Deregistration - Taxpayer User Manual
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Member Turnover

TR

[

Leoal N o the Member (EN)

=== [

‘Taxstie Suppues - Last 12 montns Taranie Supplies - Next 30 days

20000000

Step Action

Enter the Taxable supplies and Taxable expenses details and click on ‘Update’.

(1)
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ABCCompany » Tax Geeuip De-Repiatration

Tax Group De-Registration

Members Status at De-Registration

Member Detaits

Legal Name of the Member (AR} Action stotus

NN
A% oot Turnons Updsted v

100636921700903

100635139700003
Updsted

0083503570000 any 14w Inpt Tornover

ro-payment or dewn-paymert in respect of ar supely, of il of which i o ba delivared after it has joined the grous?

ntrarGraup suBaiy) which Mamber of the Groust

Step Action

Enter the answers to the question and add the respective members.
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ABCCompany » Tax Geeuip De-Repiatration

Tax Group De-Registration

Members Status at De-Registration

Member Detaits

NN

100636921700903 ABC Company

100635139700003

100635035700003

Legol Name of the Member (EN)

Legal Name of the Member (AR} Action

A% oot Tumovsr

ruspact of any supply, or al of which i ko ba diversd afte it has oinee tha grous?

ntrarGraup suBaiy) which Mamber of the Groust

stotus

Updsted

Updsted

Step Action

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

Declaration' section.

Federal Tax Authority
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Review and Declaration

..... =0

ABCCompany » Tax Geeuip De-Repiatration

Tax Group De-Registration

aeaets runiect 1 the cagits

Haz any oraposed Grous Memizer made o received any re-payment ar damn ayment n respect of any au

Declaration and Authorized Signatory

Au

st

et senams when tne aoalicaten takes stttz

i 1t e prous which raaten t any supply(incliing any Sisn

Nama n Arabic

asiasis

or il of which = to be defvered after i has joined the arous?

e intiairoun aupply) which it made whikt s Man

sowrz022

Deciars that 3n nformation ravidd i i,

This section highlights all the details entered by you across the application. You are requested to
review and submit the application formally.

Federal Tax Authority
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ABCCompany » Tax Geeuip De-Repiatration

Tax Group De-Registration

. o ll of whvch 5 £ be deivered after i has joined the arous?

D1y of the Mormisers axpect Lo ncur Lz atar hasing lfl e prous which raiates ka aay supply(incliding any Ssesgarded intanGirous suoely) which it made whilst s a Mamber of the Group?

Declaration and Authorized Signatory

Authorized Signatory list
Nama n Arabic

e
sace s —
e
- ] [= | Bad

e — -

e s i === | [ \

Date of Submission

W) 1 Dociare thst a8 informatian arovied i trua, accurats and complsts to est of my knowisags and beli!

Step Action

(1) e After carefully reviewing all of the information entered on the application.
e Mark the checkbox to declare the correctness of the information provided in the application.
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Tax Group De-Registration

ABCCompany » Tax Geeuip De-Repiatration

D2 any memser own any o
0

win s o

b e payment or dawr i respect of

Do any of the M pect o incur T ahic o

Declaration and Authorized Signatory

Authorized Signatory list

11 of which 3 8 be devered aftr t hos joined the arous?

Nama n Arabic

y isrmgarded inlianGroup ool which it mad whitst 3 a Marsber of the Grous?

Emai D

abeabagane com

s a5
Lost Name m Eng)
] [=
Last Nams in Avabi
Gowntry Gage Ematio

[omcsmes it

| [oman

Date of Submission

(o=

W) 1 Gociars st an ntormation £ravded i rug, sccura

Provious stsp

10 3n complits o best of my knowisags and

vt

Step Action

(1)

Click ‘Submit’ to submit Tax Group De-Registration application.

Federal Tax Authority
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Post Application Submission

Homs » ARCCamoamy * Tax Srowp De-Rogitraton

United Arab Emirates

Tax Group De-Registration

Application Submitted Successfully @ o B

amo i ABC Company

v+ 100150000081

aly. Yo

Person) may be liable for a late reaistration administrative penaity if FTA deter
jeter

v ‘e Taxable Person failed to reaister for VAT on time. The FTA may charge the applicant a late resistration administrative penalty of AED 10,000 If the applicant fais to submit the apalication with g
< of baing required to rog

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

What’s next?

e  Once the application is submitted, the FTA shall pre-approve, reject or resubmit for additional
information and notify the applicant accordingly.

e [f the FTA requires any further details from you in order to assist with the verification of your
application, you will receive an email notification setting out the information required from
you.

e  Once the FTA confirms acceptance of your application, you will be notified on the decision.

e  The status of your application in the dashboard will be updated accordingly. You may check
your application status in the dashboard from time to time.

e Read the “What Next” and “Important Notes”.
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Correspondences
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After submission, Taxpayer receives the following
correspondences:

+ Application submission acknowledgment.

+ Additional information notification (only if FTA requires more information to
assist with their review of your application).

» Application pre-approval or rejection notification.
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Thank you
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