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1.0 01-Oct-22 Federal Tax Authority User Manual for EmaraTax Portal
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

* 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.

Federal Tax Authority Tax agent Infraction Taxpayer User Manual Page 2



el A 1 @ gslaill dGag I

5\
, -,"s:- =
W" r\q “'lq

FEDERAL TAX AUTHORITY WL//L“X\M
I:uu“;‘\‘:\&
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 ke

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

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

This manual is prepared to help the
applicant to navigate through the
EmaraTax portal to raise an
infraction against a Tax agent

Federal Tax Authority Tax agent Infraction Taxpayer User Manual
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Login to EmaraTax

I you are not registered, please signup here.

<) oue A A +A

Welcome to the new e-CTS ¥

Login with FTA account Login with your Emirates ID

New Here?

UAE Pass provides single trusted digital identity solution for
service providers

Enter

By UooHuoal

(@ uAe PASS

o98s2q ‘ 2

098325

You can login into the EmaraTax account using your login credentials or using UAE Pass.
If you do not have a 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.

If you login via your registered e-mail 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 e-mail and mobile number to successfully login.

If you wish to login via UAE Pass, you will be re-directed to UAE Pass.

On successful UAE Pass login, you will be re-directed back to the EmaraTax online user
dashboard.

Tax agent Infraction - Online user profile

vser Tee i - ﬂm
= Home
il
1 Create New Taxable Person Profile
.
Z MY CORRE E"CE = Taxable Person List
SR by TR e or Tarable persen “

QUICK LINKS OTHER LINKS FOLLOW US

Action

Click on ‘other services'

Federal Tax Authority
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= Other Services

% HOME
Clearance Certificate

OTHER SERVICES
Excise Goods List Payment of VAT on Commercial
Property Sale

£ MY CORRESPONDENCE

Excise Goods List

0 Total Reaus

Tax Agent Infraction

Waivers
== ¢

Step Action
(1) Click on 'Create New' under 'Tax agent infraction'’ tile.

Gl L) plaiil Ly
FEDERAL TAX AUTHORITY
ﬂ B veertiee | ) | v ﬂ

= OthersServices » Tax Agent Infraction

HOME Tax Agent Infraction

5] OTHER SERVICES
- Cemplainant’s Name.

‘ Ahmad Abdullah

£ MY CORRESPONDENCE
Email Address

Phone Number
traininglaabe.com

‘ 987654321
Tax Agent's Name Infraction Category
1ayan shmad y Professionst Competance p

Infraction Deseription

cional campetancy of my Tax Agant
b S e et ‘“

would like to report en the profes:

Back

Step Action

(1) Update the 'tax agent's name’,
update the ‘infraction description'.

‘infraction category' from the drop down box and also

ﬂ
= Otherservices » TaxAgent intraction
~ ‘ 87654321 ‘ traininglaabe.com
[E oTHER seRvices Tax Agent's Name Infraction Category
£ MY CORRESPONDENCE rayan anmad ~ Professional C v
Infraction Description
wouid ke to report on the professional cempetency of my Tax Agent
Upload Supporting Documents(@ptional)
Drog fles here
Max file size : 15 MB Formaly; BDF.DOC Max. No. of files : 3
B S ‘“

Step Action
(1) Upload supporting documents.

Page 7
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[E] OTHER SERVICES Tax Agent's Name Infraction Category

£ MY CORRESPONDENCE wyan anmad N Prafessional Competance =

Infraction Deseription

Upload Supporting Documents(Optional)

Drag files here

Max file size : 15 MB Formats : PDF.DOC Max. Mo, of files : 3
Back Save as Draft ‘

Step Action

(1) Click on 'submit'.

e
dwgu.w@ @ |
n vseves: [1:60). | goe i ‘-A i

Other Services » Tax Agent Infraction

Tax Agent Infraction

applicant’s Name : Ahmad Abdullah

Application Submitted Successfully ® submittes i
\
Reference Number ; 8000048568 i

Submitted Date  : 26 August 2022

8: ‘

You have successfully submitted the application.

You will receive a notification via e-mail and SMS acknowledging the request.
Make a note of the reference number for future references.

You can also access this application from the dashboard.

The status life cycle for the application is as below:
IN PROGRESS - FTA is reviewing the Service request
CLOSED - Service request is closed.

Federal Tax Authority Tax agent Infraction Taxpayer User Manual Page 8
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Tax agent Infraction - Taxable Person profile

N
E——— v o TR

= Home

,
1 Create New Taxable Person Profile

5| OTHER SERVICES

2 MY CORRESPONDENCE

= Taxable Person List

QUICK LINKS OTHER LINKS FOLLOW US

Step Action

(1) Click on 'view'

NPT
e Y user Tyme

= Heme » Ahmad Abdullah
HOME . .
Required Actions Most Used Services
i AHMAD ABOULLAH ~
Due Dat Descript
ue Date escription No data
i var
No data
EXCISE TAX
£l PAYMENTS
£ MY CORRESPONDENCE
TN  Goosirtion Gvervion S * |
Value Added Tax Tax Group Excise Tax
Not r ed Mo

Step Action

(1) Click on ‘other services'

st el g
FEDERAL TAX AUTHORITY
- ﬂ P ueer e | ) | vee ﬂm

= Home » Ahmad Abdullah » Other Services

HOME
» Inquiries Complaints Waivers
VAT
EXCISE TAX
Vi Al m View A Vi Al
= PAYMENTS
£ MY CORRESPONDENCE
- USER AUTHORIZATION Penalty Installment Plan Tax Agent Infraction
OTHER SERVICES Penaity Instaliment Plan Tax Agent Infr .

Create New

“ e A

QUICK LINKS OTHER LINo

FOLLOW Us

iy sa L &gl siall & iag i

Step Action

(1) Click on ‘create new' under 'tax agent infraction' tile.

Federal Tax Authority Tax agent Infraction Taxpayer User Manual
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=  Home » Ahmad Abgullah » OtherServices » Tax Agent Infraction - Tax Agent Infraction
HOME Tax Agent Infraction
~

Complainant's Name.

g var ‘ Ahmad Abdullah ‘
EXCISE TAX
Phone Number Emall Address
= eavmens = p—
2 my col 3
Tax Agent's Name Intraction Category

o USER AUTHORIZATION - - "
Laith Qudeamt v Cenfidentiality

OTHER SERVICES
Infraction Description

would like to report

Fdentiality issues of my Tax Agent

o B
h=—
Back swessonn |

Step Action

(1) Update the 'tax agent's name’, 'infraction category' from the drop down box and also
update the ‘infraction description'.

e A ST L)
ﬂ B Ueor e

= Home » Ahmad Abdullah » OtherServices » Tax Agent Infraction - Tax Agent Infraction

‘ trainingl&:abc.com

— ‘ 987654321

AHMAD ABDULLAH R Tax Agent's Name Infraction Category
VAT Laith Guaeamt . Configentiality v
EXCISE TAX

Intraction Deseription

B3 PAYMENTS wiould like to report on the confidentiality issues of my Tax Agent

MY CORRESPONDENCE

b

& USER AUTHORIZATION

] OTHER SERVICES
Upload Supporting Documents(Optional)

Drag files here

Max file size : 15 MB Formats : PDF.DOC Max. No. of files : 3
A

Step Action

(1) Upload supporting documents.

i L Ll L B @
Testant Tax auTHaRITY
9 e - n B veertiee | ) | wae E-

=  Home » Ahmad Abgullah » OtherServices » Tax Agent Infraction - Tax Agent Infraction
| saresase | | |
~
Tax Agant's Name Infraction Category
% var Laith Gudeamt ~ Cenfidentiality -
EXCISE TAX
Infraction Deseription
= pavMENTs

would like to report on the confidentiality issues of my Tax Agent.

MY CORRESPONDENCE

o USER AUTHORIZATION .

OTHER SERVICES
Upload Supporting Documents(Optional)

Drag files here

Max file size : 15 MB Formats : PDF.DOC Max. Mo, of files : 3

Back Save as Draft

Step Action

(1) Click on 'submit'.
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Tax Agent Infraction

M=

Application Submitted Su y ® submitted

applicant’s Name  : Ahmad Abdullah

You have successfully submitted the application.
You will receive a notification via e-mail and SMS acknowledging the request.
Make a note of the reference number for future references.

@ You can also access this application from the dashboard.

The status life cycle for the application is as below:
IN PROGRESS - FTA is reviewing the Service request
CLOSED - Service request is closed.

Correspondences
ST Al _of

a1 @ yslaiall aiyg i —
FEDERAL TAX AUTHORITY _MARATAX

After submission, Taxpayer receives the following
correspondence:

+ Application submission acknowledgment.
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