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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

* 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 Change in the Stagger - Taxpayer User Manual Page 2



el A 1 @ gslaill dGag I

5\
AP
W" r\q l"lq

FEDERAL TAX AUTHORITY iiﬂ,’/}fm\‘\w
s
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 a registered VAT user to
navigate through the Federal Tax Authority (FTA)
EmaraTax portal and submit an application to change
the stagger. This can only be done by a user who is
already registered for VAT in the UAE and has a
Quarterly filing frequency. The user must login into their
EmaraTax account and open the respective VAT tile for
the taxable person to initiate the application.
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Login

Welcome to the Federal Tax Authority

New Here?
¥you ore ot ase

sigrusp here.

Login with FTA sccount Login with your Emirates ID

UAE Pass provides singlo trusted digital identity solution for service providars

2 Qoo dgal
1@ Uac 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.
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QUICK LINKS OTHER LINKS FOLLOW US

. — emY &

Contact Us
%600 509 994

Government.ae  [ENE—— Terms et Cottions Accemivilty | Prveey Polly Storwp | Cosomer Chuter

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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QUICK LINKS OTHER LINKS FOLLOW US

. — emY &

Contact Us
%600 509 994

Government.ae  [ENE—— Terms et Cottions Accemivilty | Prveey Polly Storwp | Cosomer Chuter

Step Action
(1) Select the Taxable Person from the list and click 'View' to open the dashboard.
Federal Tax Authority Change in the Stagger - Taxpayer User Manual
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Open the VAT Administration and Exceptions
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Step Action
Within the taxable person dashboard, you can find a VAT option on the left-hand side panel. Click on
(1) VAT.
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[ ] L3 [ ] [ ] United Arab Emirates
VAT - Administrative Exceptions Request
.@»—nwnum@ pre
[© moreen |1 s - - - -
_____ o= =
== PAYMENTS Returns & Refunds :
‘_ " My Filings VAT 311
—. “ : r_u-l.n.-u
VAT Other Services
VAT Administrative Exceptions
::JI“C:.I.INKS :::jj':lNKS ;L;:U;
Step Action
Under VAT Other Services you can find VAT Administrative Exceptions tile. Click ‘View All’ to initiate
(1) the application.
Page 10
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New request
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= rome » Ammed » VAT » VAT Adminstrative Exceptions

Home VAT - Administrative Exceptions Request

i AHMED ~
@ EXxcIsE TAx I Customirs Cotumns
= ParMENTS Form Refernce Number Date of Request
B ey Commeacenerecs 100000002681 w-07-2022

T USER AUTHORIZATION

% OTHER SERVICES

e

0

Status Action

® approved

Step Action

System will display the list of all the VAT administrative applications. In order to create a new
(1) application for the stagger change, please click 'New request'.
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VAT Administrative Exception

Salact the for which you are sesking

Step Action
From the VAT Administrative Exceptions application list, select Change in the stagger and click on
(1) ‘Proceed’.
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Guidelines and Instructions

mosyB > VAT

VAT Administrative Exception - Change in the Stagger

No. of form steps. /i Expected time to complete this application =3 Expected fees for this service

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

h9)

Step Action

Read the instructions and guidelines carefully before starting the application and mark the checkbox
(1) to confirm.
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Homs » Compssye » VAT

VAT Administrative Exception - Change in the Stagger

No. of form steps
asmms

Recquired Templates
N

Servies Details

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

=) Expected fess for this service
Fros of charge

Step Action

Click ‘Start’ to initiate the application for 'changing the Stagger'.

Federal Tax Authority
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Detailed description
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Homs » Abmed s VAT » VAT Adminstatie Exceptions
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Change in the Stagger

o z

Applicant Details

™Y Entity Type

[osssroons | =

Leanl Narme in English

[[nmea ]
Name in &
Change in Stagges
ovido 3 seription for why you are requasting an administrative ex 10 SuppoFt the f5ctUal an legal G1OUGS 01 WHCh The FeQuUES! i based (&.g. $aMple invelces, Eontracts, payment sips o
ora
Formats: POF, BOC M No ot tes: 3
E j ) c

Step Action

e  Your TRN, Entity, Legal Name will be auto populated by the system.

(1) e Enter the detailed description for the reason of changing the Stagger and upload supporting
document.
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New Stagger Details
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Homo » ANmEd s VAT 5 VAT Adwmstrative Exceptions

Change in the Stagger

Change in Stagger

Please provide a detailed description for why you are requesting an administrative sxcogtion

e .

t the factual and legal grounds on which the request s based (2.9, sample involcss, contracts, payment sips or

Drag files here

s Gy Vo Ent Pty | [omemwanma
YT ——r—
o wostcaton s ) e
New Stagger Detals
Ty ————
—— F— eraoan oumome
a4~ 2028 ovaons sroraans P
paiod .- 202 ovas oy v oos0rs

Step Action

e  Your current Tax Period and Stagger is displayed on the screen by e-CTS.
e Enter the new Stagger and all mandatory details.
e  Review the new Stagger details populated by the system

Federal Tax Authority

Change in the Stagger - Taxpayer User Manual
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Home » Anmed » VAT b VAT Admimstrative Exceptions

Change in the Stagger

Change in Stagger

Please provice a detailed description for why you are requesting an administrative exception any.
other)

16 support e fac i1 WHICh e roques? 15 BaSe (6.5, SaMALE INVOICES, CONETBETS, BIYMant sips of

Upioad Document

L adansewn

Mas Fil size: 15 MB Fermats: POF, BOC Max No, o fles: 3
Curront Tax yoar End (Stagger) Currant Tax Boriod
Stagger 2 Quartery - Year End Fabruary | [maoazicavz0n
New Staaser Details [}
The Change of Stasger request i sublect to Bpprovai by FTA.
or your chang er spplication has bean spproved.
New Stagger Details
1] Customize Columas Q. seancn
Period - Tax Year Start Date EndDate Due Date
Panca 3 - 2023 01092022 1102022 w2022
Period 4 - 2023 ornzom srar202 ;022008
Paioa 1- 2024 o102 2028 30042028 29.05-2023
Parioa 2 - 202 01052023 31072023 28-08-2023

Step Action

(1) Click ‘Next Step’ to proceed to the 'Review and Declaration' Section.
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Review and Declaration
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Momo » Anmeg » VAT » VAT Adrmksiative Exceptions
Change in the Stagger

New Stagger Details

Period - Tax Year.

e

Start Date EndDate Due Date
Perica 3 - 2023 oros2022 sti0-2022 2812022
Period 4- 2023 2022 1012023 28022058
Perioa 1- 2024 orez2023 50-04-2023 29082023
Period2- 2024 oros2023 srar-2023 28082028

Authorized Signatory list
Nama in Englisn Name in Aratic eman
r—pee— . FTAUSERESEFTACOM

Beclaration

First Name n English Last Name in Engish

[ | [m

First Mo n Arsbic Last Harme in Arabi

I oty || o0 Sizn ez

Country Coso Prone wumbar EmsiliD

e == | [[Fmessenacom

Date of Submission

=

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.

Federal Tax Authority
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R—
@ @ United Arab Emirates
o~ ~ 1 T o
Moms s Atmeq » VAT s VAT Admnsrativ Exceptions

Change in the Stagger

New Stagger Details

Period - Tax Year. Start Date. EndDate.

Due Date
Pericd 3- 2023 or-0s-2002 5102022 28112022
Period 4 - 2023 2022 1o1-2023 26-02:2023
Perioa 1+ 2024 oraz2023 3004-2023 29052023
Period 2- 2024 ot-0s-2023 sr07-2028 26-08-2023
Authorized Signatory list
Name in Englisn Name In Arabic Email
Ahmed Ahmed

TP FTAUSERSSSFTACOM

Declaration
First Name In English Last Name in Enghsn

| [=

Last Name in Assbic

s | |

[PECTYITr——
Country Coce Brone Number

(oo | |

e | [rawsasnacon
—

[

W] 1 heraty agres to the below points:

« I declare that all information provided is true , accurate and complete o the best of my knowledge and belief
« I declare that I've reviewed all steps

Previous step

This section will help you to make sure that you have completed the change in stagger application
correctly and included the documents we have asked you to send.

Federal Tax Authority Change in the Stagger - Taxpayer User Manual
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Mome » Atmed » VAT » VAT Adwnstathe Exceptions
Change in the Stagger

New Stagger Details

ot v surtome Erdoun .
2023 orosaozz stz -
kot 202 e srorzass ey

Autherized Signatory list

prp— - et
prvp— p—— Ev———

Declaration

= | [=

‘ el =

CountyCoce JE— -

[ e s ey = | [

Date of Submission

[womsezs \

W] 1 heraty agres to the below points:

« I declare that all information provided is true , accurate and complete o the best of my knowledge and belief

« I declare that I've reviewed all steps

Previous step

Save as Draft

Step Action

(1) Click ‘Submit’ to submit the application.
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Post Application Submission

) -
pei=y
. u

sertype

Application submitted successfully ® inRsview

NNNNN

vear End cstaggen) : :FEB 2028

Hew T (Staggen  : 1 JAM 2024

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 application is submitted, the FTA shall approve, reject or resubmit and notify the
Taxable Person accordingly.

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.

Once the FTA confirms acceptance of your application, you will be notified on the decision.
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.

Federal Tax Authority
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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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Thank you
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