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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

e Warehouse Keeper

e 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 v s

The Following Tabs and Buttons are available to help you navigate through this process
Button Description

In the Portal

This is used to toggle between various personas within the user
@ User types 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

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
=A A +A the user interface of the portal
&)

English VTS

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
Log Out

In the Business Process application

This is used to go the Previous section of the Input Form
Previous Step

m This is used to go the Next section of the Input Form

This is used to save the application as draft, so that it can be
Save as Draft completed later

o This menu on the top gives an overview of the various sections within
o ° 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 registered Tax Agent to navigate
through the Federal Tax Authority EmaraTax portal to submit their
renewal application. The Tax Agent renewal application allows the Tax
Agent to renew their registration once in three years from the date
their TAAN was issued and added to the Tax Agent register by FTA. The
Tax Agent will not be able to renew their registration if they are not
linked to a registered Tax Agency. On successful Tax Agent registration
renewal payment, the Tax Agent’s registration will renewed for the
next three years and an updated registration certificate will be issued.
The Tax Agent can download their registration certificate from their
account.

United Arab Emirates
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Login to EmaraTax
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Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
New Here? Emai Address

If you are not registered, please signup here. UAE Pass provides single trusted digital igentity solution for service praviders

—_— - 2, Wodyl Qigall
lrsozas ¢ '@ UAE PASS

. QUICK LINKS
oSyt L) ol gl
FEOERAL TAX AUTHORITY

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.
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Preferred Langusge Preferred Communicatian Channel

Dras fles here

Formats PEG, 19, PNG Masimum number of Fles -1

= Toxable Person List

= 1

No Taxabls Person added. Please click 'Create’ to acd new Taxable Person

. QUICK LINKS OTHER LINKS FOLLOW US
syt L) Aol aial| &g
FEDERAL TAX AUTHORITY DEY &

tazgovse & What's New (3

FAGs

& 2021 Copyright Feder Tax Autharity. Help Conter
Contact Us

This st 15 bast viawad In Microsoft - Contact us &
Edge Vars. SR143931066.0 (atast sitemap Complaints and Inquiries
version) Google Cheome (latest versian).

% 600 599 994

Step Action

(1) Click 'Tax Agent' to go to Tax Agent tile.
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Tax Agent Tile

HomE
Required Actions

Most Used Services
T TAXAGENT

bue Date Deserpion Tax Agent Deregistration
OTHER SERVICES « 27/08/2022 Eayment for Tax Agent Benew Fees pending for AED
Tox Agent Regisra
T gt
Overview
@  Texagent Tax Ageney Details

Assigned Tax Agents

= Toxable Person/Tax Group List

QUICK LINKS OTHER LINKS FOLLOW US

Y&
taxoovas & Whats New (3

Usar Type

1 h \ 'l
e

United Arab Emirates

More Tax Types

Step Action

(1) Click ‘Actions’ on the Tax Agent tile to go to 'Renew' option.
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Page 8



wilp s Il aasbaialla iy g ll
FEDERAL TAX AUTHORITY

© wsormn  ~ Q|

= Taxagen
HomE .

Required Actions
TAX AGENT
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Most Used Services

bue Date Deserpion 3 rox Acent Derecistration >
OTHER SERVICES « 27/08/2022 Eayment for Tax Agent Benew Fees pending for 3 AED
Tox Agent Registration >
oo >
Overview

Assigned Tax Agents

= Toxable Person/Tax Group List

Tax Agency Details

QUICK LINKS OTHER LINKS

FOLLOW US

Y&

tazgowse & What's New (3

Step Action

(1) Click ‘Renew’ to initiate the Tax Agent renewal application.

Federal Tax Authority

Renew Tax Agent Registration - Taxpayer User Manual
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Tax Agent * Tax Agent Renew

Tax Agent Renew

)

United Arab Emirates

Application Submitted Successfully ® Payssiat Rending
e  After your application is submitted successfully, a Reference Number is generated for your
submitted application. Note this reference number for future purposes.
e  The status of your request on the Dashboard will change to “Payment Pending” and you will
receive an email notification.
Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual

Page 10



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

o
1 T
f il

’,
b
gff

MY
wai\

Post Application Submission
O wwizgmaitcom Usertype 1) A A

Tax Agent Renew

Application Submitted Successfully @ Payment Pending
8 Foes
ﬁb
Step Action

(1) Click ‘Pay’ to initiate the Tax Agent renewal payment process.
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Tax Agent Renewal Payment

NPT
O amiesmitcon ~|a]

= TaxAgent » Tax AgentRenew

HOME Select a Payment Method
i TAX AGENT ~ Payment Summary
i Tax Agent Renew
Tax Agent Renewal Fees AED 3,000.00 ) =
& EXCISETAX =

= PAYMENTS

5| OTHER SERVICES

Total AED 3,000.00

Back

Choose Payment Method

MY CORRESPONDENCE
55 USER AUTHORIZATION

Step Action

(1) e Choose the preferred payment method.
e  (Click ‘Proceed to payment’ .
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Step

Confirmation

You are about to leave Federal Tax Authority e-CTS. Do you want to proceed?

Action

(1)

e  You are about to leave Federal Tax Authority EmaraTax portal. Do you want to proceed?
e Click 'Yes' to continue.

Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual
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Payment
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Payment -

eDirham

Federal Tax Authority

omplete the payment 00 h. 09 min. 31 sec.
Tower, Sheikh. Zayed Street, Dubai, 784

Time remaining t
Central Park - Bu

Payment Method

Select payment method

Credit or Debit card Payment (Visa/Master Card)

Back To Merchant

Confirm & Calculate Prices

On click of ‘Back to Merchant’ payment will be cancelled, and you will be redirected to the Payment
acknowledgment page with the status ‘Payment failed'.
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Payment -
eDirham
Federal Tax Authority
Time remaining to complete the payment 00 h. 09 min. 31 sec.
Central Park - Busin ower, Sheikh. Zayed Street, Dubai, 784
Payment Method
Select payment method
Credit or Debit card Payment (Visa/Master Card)
r 3l
Confirm & Calculate Prices
Back To Merchant
Step Action
e Select payment method from the drop down.
(1) e  (Click ‘Confirm and Calculate Prices’ to determine the total payment amount.

Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual Page 15
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Confirm & Calculate Prices United Arab Emirates

Purchased Services

1Qty.

Service Name

eCTS-Revenue related to VAT AED 3000.00

Related Fees

Including Fees & Charges AED 63.06
Including Tax AED 0.00
Total Payment AED 3063.06

Back To Merchant Proceed With Payment

e  Before clicking ‘proceed with payment’, verify the total payment amount including the print
certificate fees and the additional payment charges.

e  Onclick of ‘Cancel Process’ payment will be cancelled, and you will be redirected to the
Payment acknowledgment page with the status ‘Payment failed’.
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Purchased Services

Confirm & Calculate Prices

Purchased Services

1Qty.

Service Name

eCTS-Revenue related to VAT

AED 3000.00
Related Fees
Including Fees & Charges AED 63.06
Including Tax AED 0.00
Total Payment AED 3063.06

Back To Merchant

L

Proceed With Payment ] o

Step

Action

(1)

Verify the applicable charges to print the registration certificate and click ‘Proceed with Payment’.

Federal Tax Authority

Renew Tax Agent Registration - Taxpayer User Manual
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United Arab Emirates

Payment

Federal Tax Authority

Cradit or Debit card Payment (Visa/Master Card)

On click of ‘Cancel’ payment will be cancelled, and you will be redirected to the Payment
acknowledgment page with the status ‘Payment failed’.
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Card Information

Payment

Federal Tax Authority

Cradit or Debit card Payment (Visa/Master Card)

n%

Step Action

If you have selected the card payment option, enter the card details, and click ‘Pay Now’.
(1) .

To change the payment method, click ‘Change Payment Method’. You will be redirected back
to the ‘Payment’ Page.

Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual
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United Arab Emirates

ACS Emulator for 3DS V2

Authentication Result:| (Y) Authentication/Account Verification Successful

(N) Aulhentlcanon Canoellad
(U) Authentication not available
(R) Authentication rejected

(E) Authentication Server Error
(Al) API Gateway ASM Policy Error

Step Action

(2) Select 'Authentication/Account Verification Successful' from the dropdown and click 'Submit'.

Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual Page 20
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Payment Acknowledgment - on successful
payment
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Payment Acknowledgment

Payment Successful

Bayment Reference Humber : 1263408127182308321

Submission Date 20/03/2022
Time 125129
N

LogatName

Amount paid to FTA

Wt Next
1) Your account will be updated with the payment received. This amount will be automatically allocated to future outstanding liabilities, of your next tax return filing based on the selection you made before making the payment
2) You will receive a notification via your prefarred means of correspandence confirming this payment

3) You can view this payment in your Transaction History

4) You can download a copy of this receipt using the Download butten below or in the future from "My Correspendence

For any qUBres PSS CONACE 15 O WHAWXYT.COm oF CONtact s dirsctly at our call canter rumber 1234567890 or small stxyr gmaiLEom

e  After your payment is completed successfully, a Reference Number is generated for your
payment. Note this reference number for future purposes.

e  Your Tax Agent registration is successfully renewed, and you will receive an email from us
confirming the same.

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

IR P i

=MARATAX

Q v - | ]

Payment Acknowledgment

Payment Successful

Bayment Reference Humber : 1263408127182308321

4

Submission Date 20/03/2022
Time 125129
N

LogatName

Amount paid to FTA

Wt Next
1) Your account will be updated with the payment received. This amount will be automatically allocated to future outstanding liabilities, of your next tax return filing based on the selection you made before making the payment
2) You will receive a notification via your prefarred means of correspandence confirming this payment

3) You can view this payment in your Transaction History

4) You can download a copy of this receipt using the Download butten below or in the future from "My Correspendence

For any qUBres PSS CONACE 15 O WHAWXYT.COm oF CONtact s dirsctly at our call canter rumber 1234567890 or small stxyr gmaiLEom

Step Action

e Click 'Download' to download a pdf copy of the acknowledgement screen.

1
@) e Click 'Back to Dashboard' to navigate back to the Tax Agent dashboard.
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Payment Acknowledgment - on failed payment
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Payment Declined

Payment Failed

Amount paid to FTA : AED 3,000.00
Payment Status  : DECLINED

Date : 22/08/2022
Time 195146
Details :
| This payment transaction has been failed. Please try again to make the payment from dashboard.

.

<]

payment again from the dashboard.

If your payment status is 'Declined’ and you receive the page as 'Payment failed', you must try the

Federal Tax Authority Renew Tax Agent Registration - Taxpayer User Manual
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Correspondences

United Arab Emirates
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Tax Agent receives the following correspondences:

e Application submission acknowledgment.
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Thank you
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