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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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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 taxpayer navigate through the
Federal Tax Authority EmaraTax portal and submit their VAT
deregistration application. A taxpayer is eligible or is required to
apply to the FTA to deregister from VAT based on the following
criteria:

e Business no longer making taxable supplies.

e Business making taxable supplies, but below the Voluntary
Threshold.

e Business making taxable supplies, above the Voluntary
Threshold, but below the Mandatory Threshold.

e OR Other (reasons, which needs to be specified).

Federal Tax Authority VAT Deregistration - Taxpayer User Manual Page 5
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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.

Federal Tax Authority VAT Deregistration - Taxpayer User Manual
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I Create New Taxable Person Profile

5 omew semvices

Praas Nama in Engiisn Prafia Nams in Aranic
£ wr coRRESPONDENCE

.

QUICK LINKS OTHER LINKS FOLLOW US
[Glink -}

taxgouse 1B s now

Contact Us

% 600599 954

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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FOLLOW US

[Glink -}

Contact Us
% 600599 954

Step Action

To create a new Taxable Person, enter the mandatory details and click 'Create'. The new Taxable
(1) Person will be displayed in the list.
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5 omew semvices

£ wr coRRESPONDENCE

FOLLOW US
(Gl -]

Contact Us

% 600599 954

Step Action

Select the Taxable Person from the list and click 'View' to open the dashboard.
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VAT Tile

T -03/08/2022 Baymect for VAT Lo Becinirs 18000 0

% exciseTax -o3/08/2022
= pavmenTs

£ MY CORRESPONDENEE

£ USER AUTHORIZATION R

B olum Ao 7o Bt

QTHER sERVICES

Overview

Excise Tax Warehouse Keeper

Tax Group VAT Clearing Company - TINCO

ot registare

My Reports

a

Step Action

To initiate the VAT Deregistration application click ‘Actions’ on the VAT tile and select ‘Deregister’.
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Information update

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

Click ‘Proceed to De-Registration’ if you want to proceed directly to the VAT deregistration
application.

If you are registered in Tourist Refund System (TRS), you will be allowed to submit the de-
registration application. However, the application will not be fully processed till you have
successfully de-registered from TRS.

Federal Tax Authority
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Guidelines and Instructions

United Arab Emirates
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= Homo » ABCComeanyiig » VAT De-Registaton

VAT De-Registration

Ne. of farm steps 5 Expected time to compiete this appication TN Expected fees for this serviee
) e @y o E===
Required Documants
resuirements that at hand 1n order 10 complate the agplcation form

Required Tomplatos The follawing is desianed to hetp you
e il

1, o« Balance Shest (Audited or Unsudited)

the next 30 days

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to VAT De-Registration in the UAE. It also provides guidance on what
information you should have in hand when you are completing the VAT De-Registration application.
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= Homo » ABCComeanyiig » VAT De-Registaton

the VAT regi within the hext 30 days

i kg s that are s e scope o vnmmm t
Fi
s
a supplier
5.
3 Business exceeding the liit f AED 187,500 bt below the mands
= R i it bust bedow i

the date of actual registration
Official ltter with date and stamp that 30 day:
4 Others
) Duplicats TRN
Menticn the TRN that i used
Attach an stating that the returns. the TRN used

Attachan b submittad by the TRN of the parent company

Ietter 51Ge 300 StaMPd (G0RS MOF F0QUTE 3 S1AMD 11 The Svent ENAT M4 TEGHSITATIoN IS 3 NSCUTAI PRrSQN) STATING Bl The MGNIGUA! MSTUTIENS rogH1a VAT in agation to the

the declration

. o from the date of actual registration
Chccomted e 6750 e POF, Evce, Dacs, 4°G, PG e JPEG. Th ngiidus e 120 It & M)
Service Detalls
About the service
Eligibility Criteria
Service steps

FAGs

sure te

e “

Step Action

e Ascreen will appear with guidelines and instructions.
(1) e  Read the guidelines and instructions for VAT Deregistration and mark the checkbox to
confirm.
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the VAT regi the next 30 days

e1 that are outside the scope of VAT or exempt

Fin jon

Lates (Audited or Unaudited)
sign
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Sam)

of AED 187500 but below th

but below

the date of actual registration
var 06y

Official ltter with date and stamp that
4 Others

) Duplicats TRN

Menticn the TRN that i used

Attach an ing that the returns the TRN used

e
TRM Cortificate of Haad Office business

b submittad by the TRN of the parent company

MR (0085 ROT 16QUITE 3 STAMD I T3 VENt That Tha rEGIITATION 1§ 3 NATUTal ArSaN) STANING Al The MGNIAUS! INSHTIONS VAT in agetion 1o the sure te

Subrmit O the declaration

nd from the date of actual registration

(Accepted fie types are PDF, Excel, Docs, JPG, PNG and JPEG. The inaivicusl file size imitis 5 MB)

Service Detalls

Abaut the service

Eligibility Criteria

Service steps

FAGs

Step Action

(1) Click ‘Start’ to initiate the VAT Deregistration application.
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De-Registration information
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Blan somioad tne tempiate s then uploNd i ahas g tAsaDIE suppLes deLElS 85 ment

The application is divided into a number of short sections which deal with various aspects of
the deregistration 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 entered. The fields which are optional are marked as optional next to the field name.
You are requested to ensure that the documents submitted, supports the information entered
by you in the application. This would help to avoid any rejection or resubmission of the
application later.

The taxpayer VAT registration details are pre-populated in the de-registration application.

Federal Tax Authority
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Step Action

e  Select the basis, on which you De-registering from VAT.

. Based on the 'Basis of Deregistration' selected, the input fields and sections on the screen will
be displayed. You are required to Provide the necessary details and upload all the mandatory
supporting documents.

(1)
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T Clens Tame

Taxable supplies

sep 20m

oct 2021

Step Action

e  The date from which the Taxable Person is required or eligible to de-register depends on the
basis of the de-registration selected.

e  Enter the eligible date for de-registration.

(1) e The effective date of Deregistration is auto populated by the EmaraTax based on the eligible

date of deregistration you have entered.

e You can change the effective date of deregistration, if required and provide the reason for the
same.
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Jon 2022

a ax/ov2022 1. Uplosd Filled Templste

Step Action

You are required to submit your Taxable supplies and expenses to support your deregistration
application.

There are two options to enter your Taxable supplies and Taxable expenses.
1. Download the excel template, enter the details and upload it back. The details provided in
the excel template will get populated in the screen OR
2. Enter the taxable supplies and Taxable expenses directly in the screen.

The figure must only be reported in UAE Dirhams (AED).

Federal Tax Authority
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VAT De-Registration

109.00000
after i

2 Downtosd % 1 Upload Filled Tempiate:

o et Tabs
Taxable Expenses

Menven e wer  cumumie (nep)

Fen 2022 d 0o

Mar 2022 00 n
ape 2022 ace o00
bay 2022 200 aso

2022 000000 1000000

Taxable expenses for last 2 months

s |

Step Action

(1) Click ‘Next Step’ to save and proceed to 'authorized signatory' section.
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VAT De-Registration

o
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Authorized Signatory list

Step Action
Click ‘Save as draft’ to save your application and return to continue working on your application later.
(1)
Federal Tax Authority VAT Deregistration - Taxpayer User Manual
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VAT De-Registration
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Authorized Signatory list

Name in English Emai

Company &

ascpE4saBecomM

Step Action

Click ‘Previous Step’ to go back to the previous section.
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VAT De-Registration
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Authorized Signatory list

Name in English Emai

Company &

ascpE4saBecomM

Step Action

Review the authorized signatory details and click ‘Next Step’ to save and proceed to next section.
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VAT De-Registration

S S

‘Step 2 Authorizad Signatory. [-]

Authorized Signatary list

Nams in Eagiian Name in Arabie 12 Numor Emai

Declaration

Mails Nurte

| [ |

= [ -
This section highlights all the details entered by you across the application. You are requested to
review and submit the application formally.
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Homs ® CompasyA ® VAT De-Rapistration

VAT De-Registration

Step 2: Authorizad signatory

Authorized Signatary list

Nams in Eagiian Name in Arabie

Company & apian | s en

Declaration

*
| ‘a

Lsst Name in Arabic

Emait

Cauntry Cose Mails Number

[ | [ovm | [ \

P—
|

=

|E | dncre

Provious stsp

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.
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Homs ® CompasyA ® VAT De-Rapistration

VAT De-Registration

Step 2: Authorizad signatory

Authorized Signatary list

Nams in Arabic

—
Declaration
| | < el
[onicimied i sy | [ovese | [recoessaceon

P—
[rovzen ]

(W] 1 doctare

Provious stsp

Step Action

(1) Click ‘Submit’ to submit the VAT De-Registration application.
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Step Action

(1) Click 'Yes' to continue.
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Post Application Submission
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VAT De-Reglstration

Application Submitted Successfully @ iR

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?

Once the de-registration application is submitted, the FTA shall pre-approve or reject the
request and notify the registrant accordingly. Further, the FTA may ask to provide additional
supporting documents.

You may check your application status in the dashboard from time to time. Once the FTA
confirms acceptance of your de-registration application form, you will be notified of the pre-
approval.

You may also be required to submit a final tax return which will be generated by the
EmaraTax. You will receive an email and an SMS notification informing you of the status of the
application and requesting to complete the payment of the outstanding liabilities.
Depending on your account balance status you may be required (or entitled) for tax payment
(or refund). Please note, you will not be deregistered unless you’ve paid all Tax and
Administrative Penalties due and filed all Tax Returns including any outstanding returns as
well as the final tax return. In case you have credit amount with the FTA, you are required to
initiate the Refund process on FTA EmaraTax.

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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