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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 you navigate through the Federal
Tax Authority (FTA) EmaraTax portal and Amend your VAT
Registration information. To initiate the amendment, you must be
already registered with the FTA and should have a valid TRN. The
amendments done to the following sections require approval
from the FTA:

e Details of the applicant

e Business activities of the applicant section

e Contact details

e Business relationships

e Authorized Signatory
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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

The user must login into their EmaraTax account. Using their login credentials.

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.

Federal Tax Authority VAT Registration Amendment - 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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IO Create New Taxable Person Profile B
%) omiee ssavices

Prorsa Nama in Engisn Profis Hams in Aratic
£ wy corressonnENcE

QUICK LINKS OTHER LINKS FOLLOW US

[Glink -}
taxgouse 1B s now

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 o

% excise Tax
= pavmenTs
£ WY CORRESPONDENCE
£ USER AUTHORIZATION

QTHER sERVICES

Baxmend for VAT Loje Begistrs 18000 0

Mast Used Services

Excise Tax Warehouse Keeper

Tax Group VAT Clearing Company - TINCO

ot registare

a

My Reports
Step Action
(1) In order to initiate VAT Amendment application,click on ‘Actions’ in the VAT tile and select
‘Amendment’.
Federal Tax Authority VAT Registration Amendment - Taxpayer User Manual Page 10
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Guidelines and Instructions

q
I {

0
()

United Arab Emirates

“ i . ﬂm
VAT Registration - Amendment
o 8, No. of form sections /> Expected time 1o complete this application =Y Expected fees for this service
Sracion &) o Frearenass
——

Service Details

About the service ]

Eliaibility Criteria H

p—— ]

Fags "
B 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 amending your VAT registration, in the UAE. It also provides guidance on
what information you should have in hand when you are completing the VAT amendment application.
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Homs » ComuanvE ® VAT Repistraton - Amend

VAT Registration - Amendment

) M. of form sections 7oy Exeected time 1o compiets this apslication E)  Expected foes for this service
A szzns ) s mmes Free ot heme

Service Datalls

About t

Fads

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

o)

Step Action

e Ascreen will appear with guidelines and instructions.
(1) e  Read the instructions and guidelines carefully before starting the application and mark the
checkbox to confirm.
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Homs » ComuanvE ® VAT Repistraton - Amend

VAT Registration - Amendment

) M. of form sections 7oy Exeected time 1o compiets this apslication E)  Expected foes for this service
A szzns ) s mmes Free ot heme

Service Datalls

W/ | confirm that | have read the above instructions and guidelines

Step Action

(1) Click ‘Start’ to initiate VAT Amendment application.
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Review and Declaration

VAT Registration - Amendment

o
@
ety Do

Review and Declaration

Step 1: Entity Detsils

Step 2 : Identification Detalls

The amend application first displays the ‘Review and Declaration’ section. You may click on the Edit
button for any of the sections to Amend the details in it.

Federal Tax Authority
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Entity Details Section
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VAT Registration - Amendment

Entity Details

Entity Details

The application is divided into a number of short sections which deal with various aspects of
the Amend 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.

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.

Federal Tax Authority
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VAT Registration -

Entity Dataile

Entity Details

Amendment

Drag fle para

If you do not want to amend the section and have selected ‘Enable Editing’, select ‘Disable
Editing’ so that the fields become non editable.

0]
|~ e - |
Step Action
e  Select “Enable Editing”, to amend entity details, if required. Upon selection, the fields in the
(1) section will become editable.

Federal Tax Authority
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VAT Registration - Amendment

Entity Dataile

Entity Details a

Enabie £ Sinatie £
Ea, )
Lagat persan - Pusic o Stoox Company
Do you heve 3 cortifiste of ncarporstiant o =
Sp—
CR e
Pr—— Fermats:POF, 00T Mo o ot Fies 3

rm you appiying to craste or join a Tax Groust i) n
N

Step Action

(1) Click ‘Previous Step’ to save and proceed to the previous section.
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VAT Registration - Amendment
o : ; y : .
Eniity Details -
J raie ting W) Disie
Eaty @
P —
Do you heve 3 cortifiste of ncarporstiant o =
e s
OFNer”
¢ n

rm you appiying to craste or join a Tax Groust

Step Action
After amending the required information, click ‘Next Step’ to save and proceed to the 'ldentification

(1) Details' section.

Page 18
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Identification Details
Main License Details

« - [N
) : : :
o @ Edting
L]
o q
| |
i q
| &l o]
L1 q
B
o ename i d
] | |
. \:D
| - |

Step Action

e  Select “Enable Editing”, to amend identification details, if required.
(1) e  You may update the main trade license details and enter the Effective Amendment Date. All
fields are not amendable, the greyed-out fields cannot be updated.
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Business Activities

AN

United Arab Emirates

VAT Registration - Amendment

Lo Name In Enisn

§
H

Drag s nars

Formats: POF. DOE Max No.of Files 3

Business Activity Details

Brirmary Activty  Industry Main Groups Subgreup, Businens

Activity Code
Mzt ] Manutazture oftoze procuct 9 an atmeat 9 and greserving otmest o0
Owners List
Owner Tyme Owner name in Eng Guner name in Arab) 10 M Snarehaiding Percertage At
Campany A s sanFazren w000

Lacal Branch Details

D8 yeu have branches in UAET

e @ Mo

Step Action

Similarly, if required you may update the Business Activities. Click on Add Business Activities to
(1) enter the business activity information associated to the trade license. You can add multiple
Business Activities. Ensure that the information about all your business activities is included.

Federal Tax Authority VAT Registration Amendment - Taxpayer User Manual
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Owner Details

AN

United Arab Emirates

Lo Name In Enisn

O Lessinemenanne [
s
E]|
- [ QT p—— [
| =]

Business Activity Details

Brirmary Activty  Industry

Owners List

Owner Tyme

Lacal Branch Details

D8 yeu have branches in UAET

e @ Mo

Drag s nars

Formats: POF. DOE Max No.of Files 3

Hein Grou Subgreup,

Manutazture oftoce procucts 9 an atmeat mast
Owner namet in Enli Guner name in Arabic 10 Number
Campany A s sanFazren

+ Add B

Step Action

(1) You may update the owner details by clicking ‘Add Owners’
owners’ associated to the trade license. You can add multiple owners.

. You are required to enter all the

Federal Tax Authority

VAT Registration Amendment - Taxpayer User Manual
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Branch Details e

VAT Registration - Amendment

Lo Name In Enisn

O Lessinemenanne [
s
=]
- Track Hams in Arabic aBtena [
| =]

Drag s nars
Formats: POF. DOE Max No.of Files 3

Business Activity Details

+ Add B
Brirmary Activty  Industry Main Grou Subgreup, Activity Code ctions
Mzt ] Manutazture oftoze procuct 9 an atmeat mest ot
Owners List + ne
Owner Tyme Owner name in Enisn Guner name in Arab) 10 N Snarehsding Percertas: Act
Campany A s sanFazren w000

Lacal Branch Details

00 you Pae banches i UnE? m
OR Ner™

Step Action

You may update your branch details. Select ‘Yes’, if you have one or more branches, and add the local

(2) branch details. For each branch, enter the trade license details and associated business activities and
owners list.

Federal Tax Authority VAT Registration Amendment - Taxpayer User Manual
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Homs ® CompasyA * VAT Regatiation - Amead

VAT Registration - Amendment

g1 Nama in Engh B eosrameina o
sy
8]
O  oeramena y [
] | s |
Oraa fies here
Business Activity Details PR PP —
prov = PR poro o
Mamutscturi Manutacturs of tood procucts 5and 9 ot mest o0
+ 244 Gune .
Ouner name in Engiisn Gwner namme in Arsbic 10 Bumber Sharchotdng Percertoge Actions
Logai Porson Company A st saoFaFon 10000

Local Branch Details

D0 you have beanches in UAE?

v @ Mo

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the ‘Contact Details'
section.
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Contact Details

VAT Registration - Amendment

Contact Details

e If you have multiple addresses, provide details of the place where most of the day-today
activities of the business are carried out. Do not use another company’s address (for example,
your accountant).

e If you are a foreign business applying to register for UAE VAT, you may choose to appoint a tax
agent in the UAE. In such cases, once you have a tax agent appointed provide the necessary
details.
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=]

VAT Registration - Amendment

Contact Details

Enavis cotng W) Duasis cana

= \®

sstnat s T Dasa

. . . a
i
=]
e = [
Step Action
(1) e Select “Enable Editing”, to amend contact details, if required.
e  Update the required information and enter the Address amendment date and upload the
supporting documents.
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FEDERAL TAX AUTHORITY

VAT Registration - Amendment

Contact Details
Enavis conng @

......

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the ‘Business
Relationships' section.

Step Action

Federal Tax Authority VAT Registration Amendment - Taxpayer User Manual Page 26
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Business Relationships
=0 3

VAT Registration - Amendment

o o o
] o o o : :

Business Relationships

Farmats: POF. 00T

Expiry D L]
— -

Step Action

e  Select “Enable Editing”, to amend or add business relationship details, if required.
e  This section will be used to Amend the relationships for your VAT Registration.
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VAT Registration - Amendment
o o o
@ o © o 3 :
Jr—— Contact Dotnih " Authorizes Reviam ane

Entity Dataile

Business Relationships

Are youa Resident of UAE?

Country of Kationsitty

Farmats: POF. 00T Max Mo, of ez 3

Step Action
After amending the required information, click ‘Next Step’ to save and proceed to the ‘Authorized
(1) Signatory’ section.
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Authorized Signatory

— — ]

VAT Registration - Amendment
4 (] o o
] ° o L o
Entity Details Idertfication Detaily Contact Dataits Authorizad
Relatarahizs Signatary

Authorized Signatory

Authorized Signatory list

| Cuctamiza Coumns
Nome in English Hame m Arstic OWameer  eeal

[— s s SFAFCASAZD

Step Action

(1) Select “Enable Editing”, to amend or add authorized signatory details, if required.
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VAT Registration - Amendment

o°

Entity Dataile

Authorized Signatory

Authorized Signatory list

| Cuctamiza Coumns
Hame m Arstic 16 Namber Emai
ABCDGAG ABC.COM

Nome in English
SFAFCASAZD

Company &

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

1 . .
(1) and Declaration’ section.

Page 30
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Review and Declaration

Name in Arabic 1 bmber Emai

Declaration

| [ovsam | \

e This section highlights all the details entered by you across the application. You are requested
to review and submit the application formally.
e The section provides a comparison of the old and the newly updated information.

Federal Tax Authority VAT Registration Amendment - Taxpayer User Manual Page 31



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

p/ m Ki

@ United Arab Emirates

me i Ara 1 bmber £
Nams in Eagiin Nama in arabie 12 Pumisor et Eftective Amsndment Data
Company & [EeeTrrY SPARCASAZD ABCDG4=ABC COM nzessa

Declaration

Cauntry Code Malils Number

BT | [ovsam ]

Submiszion Date

B ]

clars that sl infaeraion peovided s ., acemets ard complete  the besk of my kncemiedge and et
A

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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VAT Registration - Amendment

Step 5+ Authorized signatory -]

Declaration

Fies Name in Engiish

[ | <]

Last Nama in Englian

[ | | 4]
BT | [ovsam | [oorein |

Submiszion Date

B ]

(W] 1 doctare

Provious stsp

Step Action

(1) If all the information entered is correct, click ‘Submit’ .
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Post Application Submission
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VAT Registration - Amend

Application Submitted Successfully

What’s next?

Taxable Person accordingly.

you.

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

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

e  Once the application is submitted, the FTA shall approve, reject or resubmit and notify the

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

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.
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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 approval or rejection notification.
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