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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

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual Page 3
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Introduction
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FEDERAL TAX AUTHORITY

This manual is prepared to help a VAT Tax Group representative
member to navigate through the Federal Tax Authority EmaraTax portal
and submit a Tax Group amendment application. Other Tax Group
Members, who are not a representative member, will not be able to
submit this application.
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United Arab Emirates

The following amendments to the registered Tax Group are allowed:
e Addition of a new member to the Tax Group.

e Removal of an existing member from the Tax Group; and

e Amendment of the Tax Group details.

Federal Tax Authority Tax Group Amendment - 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
ACHEBRELIE © 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 Tax Group Amendment - Taxpayer User Manual
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omeR sevices

£5 MY CORRESPONDENCE

QUICK LINKS OTHER LINKS FOLLOW US

[Elink X
taxgonao whacs Now B DmYé
[n—

Facs @
viewsa
Fige Vers. 38143953086.0 Ontmst

Glossary & Contact s @ e

& 600 599 954

Step Action

On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable

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.

(1)

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Tax Group List

QUICK LINKS OTHER LINKS

]

FOLLOW US

ERYa

Contact Us
S 600 599 954

Step Action

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

Federal Tax Authority
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EmaraTax Tax Group dashboard
szt

Required Actions Most Used Services

Desciption B tox Groun - Armend Regtraion

Registration Overview

Tax Group Members

1

Application Status Return Filing Status E Payment Status.

Nodata |

Amnesty Dashboard

QUICK LINKS OTHER LINKS

FOLLOW US

Step Action

(1) Click on 'Actions'

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Most Used Services

Desciption B tox Groun - Armend Regtraion >
No data

= pavments
£ MY CORRESPONDENCE

E USER AUTHORIZATION

Tax Group Members

Amnesty Dashboard

My Reports

QUICK LINKS

OTHER LINKS FOLLOW US

Action

Select ‘Amend’ to initiate the Amend Tax Group application.
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Guidelines and Instructions
it 0

M, m Ki

United Arab Emirates

0 [

e T——

Tax Group Registration - Amendment

8 Ne. of form steps
3 st0ps

() e
a5 m

=Y Expected fees for this service
Fres of Charge

Required Templates

Plots and upioss 3¢ par of yaur apRECat

Stic (for GcIaMIAG your 1urEver ISQUISE for tha 3GAItin of the BAGERGCEIVE MeMESr Wha I ot Yot ragiaters for VAT 12 1ha Tas Graug:
T ———————

@ financial cocum purchase orders, ftie dascs and -
om whieh ou are rews - R ———
o For @ . . ersin
S —
'
enaat, Entity/Legal person - Es

mirste UAE Gonsrnment Entity”)
Back

application.

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to Tax Group Amendment in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Tax Group Amendment

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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P a——
o5 racurs e s

rero-rated supsies based on fiamncil records

the entitys primsat lettemazd
ey cantrocts)
‘n

Agreement (i aspiicatie)
abla far Loga Parcan)

naty/Ligal person - Emirats UAE Gavsrnment Entiy)

(Accepton e typos aro D, Excol, Doce, PG, PG 3nd JPES. Thaindivicksl i siza Bt i S ME)

About tha service
Eligikility Criterla

Service steps

FAGs

1] i confirm that | have read the above instructions and guidelines

Step Action

e Ascreen will appear with guidelines and instructions.
e  Read the guidelines and instructions for Tax Group Amendment and mark the checkbox to
confirm.

(1)
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- Amana

mamDar 31 ENs SIEUB MEMDArS (SKAMBAE 303 KNGA B IS MG 298 BTV

cated supgies based on fimansial records

5. Lacal Purchase Grasr or Contract)

rorthe the entitys primsat lettemazd

o “Logai person - Other”)

Charity/Logal Porson - Fecaral LAE Govarnimant Enaty/Legai person - Emiat UAE Gavsrnment Entiiy)

About tha service

Eligikility Criterla

[®] i confirm that I have read the above instructions and guidelines

——

Back

Step Action

(1) Click ‘Start’ to initiate the Tax Group Amendment application.
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Member Details
Adding a new member to a registered Tax Group

wadlya Ll dgslaiall @iy gl
FEDERAL TAX AUTHORITY

The following sections explain the steps of Adding a member to
a registered Tax Group in the Tax Group Amendment Form.
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Tax Group Reglstration - Amendment

(-]

Member Detais

Representative Info

SS—— Status TRN/TIN
M v

100636921700003

100636634600005 e i
100635035700003 Company &

Step Action

(1) Click ‘Add Members’, to add new member to the tax group, if required.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Adding a member who has active TRN / TIN

Step

Action

(1)

If the member you intend to add to the Tax Group is already registered, select “Yes” for the question
“Is this member registered for VAT?”

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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FEDERAL TAX AUTHORITY \\

Step

Add Member

Action

(1)

e  Provide the TRN or TIN of the member. If the TRN or TIN is valid, the legal name of the
member will be displayed by EmaraTax.

e  Enter all the mandatory information.

e The taxable supplies and expenses figures must only be reported in UAE Dirhams (AED).

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Step

Add Member

12 tis memer resistersd for VAT 7

. ves Ho

AT TN

Tasabia Supplies - Naxt 30 days

Action

(1)

Click 'Add member' after entering all the details.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Tax Group Registration - Amendment
° : s

Member Detais Tk aroup Details

Representative Info

M Active 100636921700003

t
a

o After adding the member, dash board displays member status ‘To be added'.
e Upon approval of the application by the FTA, the status of the TRN of the members will be
changed from “Approved” to “Suspended”.

e The members may also be required to submit a final tax return which will be generated by
EmaraTax.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual Page 19
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FEDERAL TAX AUTHORITY

Add member who does not have active TRN/TIN

Formats: JPEG, JBG, ENG Max No. of files : 1

Step Action
If a member you intend to add to the Tax Group is not registered with the FTA, select “No” for the
(1) question “Is the Member already registered with the FTA for VAT?”.
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FEDERAL TAX AUTHORITY \\

s arcan Logo (Optonai
Do e bere

Max File Size : 5 M8 Formats: JPEG, JPG, PNG Max No. of files : 1

Step Action
Enter all the mandatory information and click ‘Proceed for VAT Registration’ to initiate the VAT
(1) registration for the un-registered member.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual

@ = =)
HITES - lq'"

',./,,//l \|

w;,.m\-
United Arab Emirates

Page 21



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

ABCCompany » Tex Geoup Repistiation - Amend

Tax Group Registration - Amendment

° , : :

Member Detais Tk aroup Details

Representative Info

[=] Entity Details Identification Details Eligibility Deteils

-]
Eed

Businass Relationships Bank Detals ‘ Additional Datails

‘ Authorised Signatory

B

https;//taxpayer-uat. X {_fmca/indeshtmlisap-client=2008sap-

Step Action

It is required to complete all the sections of the VAT registration for this un-registered member.

(1)

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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AN

Homs ® ABCCompsny » Tax Geoup Regitration - Amand

Tax Group Registration - Amendment

@

Member Detais

Representative Info

@ United Arab Emirates

[ ] e
[=] Entity Details Identification Details Eligibility Details

Businass Relationships

‘ Bank Detals ‘ Additional Datails

htpsy//taxpayer-uat g {_frca/indexhtml?

-client=200&sap-

‘ Authorised Signatory

B

o  Refer the VAT registration user manual for completing the VAT registration sections of the un-
registered member.

e  On approval of the application, for the members newly registered by the representative
member — A new taxable person account is created and will be assigned to the EmaraTax
online user account of the representative member.

Federal Tax Authority

Tax Group Amendment - Taxpayer User Manual
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Homs ® ABCCompsny » Tax Geoup Regitration - Amand

Tax Group Registration - Amendment

Member Detais

Representative Info

o ° ‘
[=] Entity Details Identification Details Eligibility Detsils Contact Details
hitps:/ftaxpayer-uat % {fmca/index htmi2sap-client=200&sap- N | bl |£
Step Action
(1) After completing all the sections, click ‘Next Step’ to continue with the Amend Tax Group application.

Federal Tax Authority

Tax Group Amendment - Taxpayer User Manual
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FEDERAL TAX AUTHORITY
Removing a member from a registered Tax Group in the Tax
Group Amendment Form

wadlya Ll dgslaiall @iy gl
FEDERAL TAX AUTHORITY

The following sections explain the steps of Removing a member
from a registered Tax Group in the Tax Group Amendment Form.
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Tax Group Registration - Amendment

Member Detais

4

Representative Info

Heroer Duiae

+ Add Hem
1] Custormicn Colurmns ~
Representative Hesb Stotus TanT Ll s of nesnbarGAR) Acton
v ire 102636921700003 s
- P — com: st
acte 10083655 4600005 n i u

- 180635035700003 s

~ | ot recaras per pame

Inside the Tax Group Member tile, EmaraTax will display all the members of the registered Tax Group

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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= ABC Campany ¥ Tax Geoup Ropitration - Amena

Tax Group Registration - Amendment

@

Member Detais

Representative Info

= S e g
e = [
Step Action
(1) e  Select the member you would like to remove from the Ta Group.
e Within the Action dots you will be able to see option to ‘Remove Member’. Click on Remove
Member.
Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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United Arab Emirates
Remove Member : 100636634600003

VAT TRAJTIN o tha memba

[ooesesssonces \

Legal Mams in English Legal Name in Arsbic

= |

Taxable Suppiies. Lant 12 months. “Taxable Suppiies - Naxt 30 days

100000

©rag files here

PoFDOC

Step Action

Enter all the mandatory fields.

(1)
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United Arab Emirates
Remove Member : 100636634600003

VAT TRAJTIN o tha memba

[ooesesssonces \

Legal Mams in English Legal Name in Arsbic

= |

Taxable Suppiies Lant 12 months Taxable Suppiies - Naxt 30 days

100000

©rag files here

PoFDOC

Step Action

Click ‘Remove Member’ and continue with the Amend Tax Group application.

(1)
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Remove Member : 100636634600003 Uniced Areb Emirates
[oosseasespaoos
Upon approval of the amendment application form by FTA to remove a tax group member, status of
the members changes as follows :
e  For members who have a TRN — The status of the TRN is changed from ‘Suspended’ to
‘Approved’ and the TRN becomes active again.
e  For members who have a TIN — will be registered for VAT based on the eligibility criteria and a
TRN will be issued.
e |tisthe obligation of such members to re-examine their individual position upon exiting the
Tax Group and apply for a VAT deregistration if required.
Page 30
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Step

Action

(1)

Click ‘Yes’ to proceed and the remove member application will be displayed.
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ABC Company > Tax Geoui R

=] Unced A e
Tax Group Registration - Amendment

Representative Info

+ add Mem
1l e - ~
Resresentatine Herbs Stat TRNTIN Ligal name of mermiser(AR3 Action
d 100636921700003 asi
100636634600005 i
100635035700003

3
E
a

B

Step Action

(1) Click ‘Next Step’ to save and proceed to the 'Tax Group Details' section

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual

Page 32



el A 1 @ gslaill dGag I
FEDERAL TAX AUTHORITY

M, m Ki
Tax Group Details
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Tax Group Reglstration - Amendment
0° ° :

Feview snd
Deciaration
Actual or estimated financial transaction value for the aroup
Please provids the vehwes for bamamer or sxpemses o sprogriste
Taxatle Supgiies - Last 12 menths

Tasabls Supaes - Next 30 dips

I o00 |
waonooom |
L — Tansee Expenses - et 30 5z

== | o |
[

Effective Date of Registration

s

a

The FTA may certaim are stuntions aceent s preferred ate,
1# 0w want 0 prapose & preterred date of regisratian for e

Tax Group, please indicate t beiow,

Tax Group control conditions.

s thara 3 Group Controlier?
o e Mo

15 e Represantative Mermbes, the Graup Controlie
Provious stsp

o ves () ome

displayed by EmaraTax.

In the Tax Group Details section, the turnover details and tax group control conditions are

You may amend tax group control conditions in this section, if required

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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Tax group Control Conditions oo il

st

\ o]
vnioaco |

Effactive Date of Registration

Step Action

(1) You may amend the Tax Group Control conditions, if required.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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FEDERAL TAX AUTHORITY

ABCCompany » Tex Geoup Repistiation - Amend

Tax Group Registration - Amendment

.| e -

Praate provics the valvas for buxorer of axpansss st sopropeiste

Tasabls Supatios - Nest 30 a3yt

Taxable Supplics - Lact 12 monthe

o

= |

Tosabie Expenses - Lask 12 mantns Tasable Expenses - Nexi 30 days

e |

= |

05 you sizg exgect to make sxempt supphes?

o (8) Mo

Effective Date of Registration

e

18 o et o peapose o preferred date of resistrotian for the Tox Grous, icase indicate

Tax Group contral conditions.
5 thara 3 Group Controtiers 15 e Rapresantative Membes, the Group Controier?

o e Mo o v ()Mo

Max Fie size 15 M8 Formats. POF.DOE Hax Ho of iles 3

Step Action

After entering all the mandatory details, click ‘Next Step’ to save and proceed to the 'Authorized
(1) Signatory Details' section.

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual
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FEDERAL TAX AUTHORITY

Authorized Signatory

Tax Group Registration - Amendment

oa

Authorized Signatory

Step Action
e The Authorised Signatory List of the registered Tax Group will be displayed by EmaraTax.
(1) e If you want to add any Authorized Signatory to the list, click on ‘Add Authorized Signatory’.

Federal Tax Authority

Tax Group Amendment - Taxpayer User Manual
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FEDERAL TAX AUTHORITY \\

Step

Action

(1)

A new screen will be displayed to add new Authorized Signatory.
Enter all the mandatory information and upload the documents.

Click on ‘Add’.

Federal Tax Authority

Tax Group Amendment - Taxpayer User Manual
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United Arab Emirates

Autnorised Signatory

First Harme in Enatish

Are vou s Resident of UAE?

ves o

Drag fles here

BoFDOC

e  Evidence of authorization may include a Power of Attorney or similar in the case of legal
persons.
e  You can add one or more authorized signatory, if required.
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Step Action

Declaration' section.

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

(1) o 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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Action

Click ‘Submit’ to submit Tax Group Amendment application.
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Application Submitted Successfully

e Parsan) may be liable for a late regitration administrative penalty i ETA determines thet the Texable Person foled to register for VAT on time. The T may charge the appiicant a late regiatration administrative pensity of AED 10,000 if the applicant fals ta subrmit the spplication .,m
auired to resister

of being required to register.

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 approve, reject or resubmit for additional
information and notify the applicant accordingly.

e If 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.

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

Federal Tax Authority Tax Group Amendment - Taxpayer User Manual

HCH
I
g

L)
United Arab Emirates

Page 43



wilp s Il daasbailla iy g ll
FEDERAL TAX AUTHORITY

Correspondences
wSLT Al ol

adlya Ll dgslaiall @iy gl —
FEDERAL TAX AUTHORITY _MARATAX

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).
eApplication approval or rejection notification.
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Thank you
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