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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 ke

8 This is used to manage the user profile details such as the Name,
Manage Account Registered Email address, Registered Mobile number, and password
This is used to log off from the portal
Q Log Out

In the Business Process application

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

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

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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Introduction
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This training manual is used to describe the service for application of
deregister of Designated Zone.

Deregistration of DZ requires many parameters to proceed and FTA
must approve to complete the processes.

Follow the process as highlighted in this training manual to complete
the deregister of Designated Zone.
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Login to EmaraTax
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welcome to the new e-CTS ¥

United Arab Emirates

Login
Welcome to the Federal Tax Authority

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

Teainirg_weisabe.com

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

up

2 diod)l Aol
(@ Uae pass

iyt L) & oLaill 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.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 6
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Taxable Person Tile

_ 13 Create New Taxable Person Profile

5| OTHER SERVICES
Profile Name in English Profile Name in Arabic

S MY CORRESPONDENCE

Preterrea Language

Max File Size : § MB Formats : JPEG, JBG, BNG Masimum numiser of fles 1

QUICK LINKS OTHER LINKS FOLLOW US

OmY &

taxgovse
Haip Conter

— Contact Us

Step Action

Click ‘View’ on the Taxable Person tile to view the Taxable Person dashboard.

(1)
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Designated Zone Tile

O trining_wimabe.com v Duservoe ) ouc [ NS NEYY

= Home » AbculRehman

& HoME
Required Actions Most Used Services
B ABDUL REHMAN ~
Due oate Doscription e — >
VAT
No data Print Request Certificate >
£ ExcisE TAx
Link Taxable Person to Tax Agency >
£ WAREHOUSE KEEPER
= PAYMENTS
- v
£ MY CORRESPONDENCE Registration Overview Customize View
& USER AUTHORIZATION
Value Added Tax Tax Group Excise Tax

5| OTHER SERVICES

Not registared Not d
“ “ rmum *

Warehouse Keeper Designated Zone Management
WHK No : 1000186
 active
- - 3@ *

Step

Action

(1)

Click ‘View’ on the Designated Zone Management tile to view the details of Designated Zones
managed by the Warehouse Keeper.
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Designated Zone Management

O trining_wimabe.com n vertoe ) ouc [0 ISR

5 HOME

Hi ABDUL REHMAN -

VAT

£i EXCISE TAX

WAREHOUSE KEEPER

== PAYMENTS

MY CORRESPONDENCE

= USER AUTHORIZATION

OTHER SERVICES

Home » AbculBehman > Designated Zone Management

Designated Zone Management

Registered Designated Zones Designated Zone Applications Inspection Appointments
+ Add Designated Zane
Customizs Columns s ~ G searcn
0z Numbar Name in English Name In Arabic Location status Actions
0100016601 ssc —— 107, Au Dhabl, Aoy Dhabi. ABU DRI g g "
More
QUICK LINKS OTHER LINKS OUR LOCATION
A Ll & gl dy g 0
FEDERAL TAX AUTHORITY taxgovae & What's New & © Emirates Property Investment Company Building
teip Centar Fags & g
Glossery & Contact us & @ - *
Sitomap Complaints and Inquiries 2440, Dubai, UAE

% 600 598 984

Einfostaxgovae

Resolution 1024 x 764

This she is bast viey

Disclaimer | Tormsand Conditions |  Accessibility |  Privacy Policy | Siemap |  Customer Charter
Supports Microseft Edge,

A 2022 Federal Tax Authority. Al rights reserved.

e The Designated Zones registered under the Warehouse Keeper will be displayed in this screen.

e This is an application for the deregistration of a Designated Zone with the FTA. A separate
application is required in relation to each Designated Zone.

e  Once you have applied for deregistration of all Designated Zones, and all the Designated Zone
deregistration applications have been approved, the Warehouse Keeper may also get
deregistered if no liabilities pending and if no Add Designated Zone applications are in review.
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Deregister

Y

Designated Zone

= Home > AbculBehman » De:

Dousertoe  c) ouc [0 RSN SIEPY

signated Zone Managament

S HOME Designated Zone Management

Hi ABDUL REHMAN ~
- Registered Desig Zones Zone Inspection Appointiments
T Excise TAX

WAREHOUSE KEEPER

1] Customize Columns status ~|a

+ Add Designated Zane

Search
= PavMENTS
0z Number Nama in English Name in Arabic Location status Actions
£ MY CORRESPONDENCE
- 100018601 e w 101, Abu Dhabi, Abu Dhabi, AbuDhabl, o ,
. s Abu Dhabi, 585987 e
5 USER AUTHORIZATION
@ view
= QUICK LINKS OTHER LINKS OURLO,
(] OTHER SERVICES oLl panil L1,
FEDERAL TAX AUTHORITY e LR ® Emirat pany Building,
Help Conter Faas & 0. Ba)
> Replace B
Glossary B Contact us & B conrd © " Fe, Po. Box *
Sitemap Complaints and Inquiries 24400 1 umana
% 00 59

This she is bast viewed In Scraen

Microseft Edge, Firefax 92

= Print Carsficate
Hinfoatd

N7

Resolution 10243764

yPolicy | Stemap | Customer Charter A

2 Foderal Tax Authority. Al rights reserved.

Step Action

(1) Click ‘Actions’ and ‘Deregister’ to initiate the Designated Zone deregistration application.

Step Action

Warning

This is the only Designated Zone (DZ) associated to the Warshouse Kesper (WHK), once this DZ
is the WHK shall be de-registered Do you intend te add new DZ? If

vou select Yes, you will be redirected to the Add DZ application.

(1) requirement.

Click ‘Yes or No’ to continue with the Designated Zone deregistration application as per the

Federal Tax Authority

Deregister Designated Zone - Taxpayer User Manual
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Warning

This is the only Designated Zone (DZ) associated to the Warshouse Kesper (WHK), once this DZ
is istered

the WHK shall be d Do you intend te add new DZ? If
vou select Yes, you will be redirected to the Add DZ application.

e  This message will be displayed if the Designated Zone being deregistered is the only
Designated zone under the Warehouse Keeper.

e  Once you have applied for deregistration of all Designated Zones, and all the Designated Zone
deregistration applications have been approved, the Warehouse Keeper may also get
deregistered if no liabilities pending and if no Add Designated Zone applications are in review.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 11
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Guidelines and Instructions

Designated Zone De-Registration

No. of form sections
2 sections

Tutorials
1 will be nacessary for you 1o Brepars the following nformation in an approprists formst and inchude 1 In your Snline application:

=1 Expected fees for this service

& Expected time ta complete this application
©) Bl P o charge

20 minutes

Required Documents

ter the Designated Zane.

B Watch Viso Tutorial
L Download the User Manual « Any documents  that support the purpase of your-
Accapted fie types are FDF, JPG, PNG, DOC and JPEG. it 1515 MB. Th masimm rum ber of e s 3,

Required Templates
Mot Appiicaie

Service Details
About the Service
Eligibility Criteria
Service Steps
FAQs

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

|

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements related to Designated Zone deregistration. It also provides guidance on what
information you should have in hand when you are completing the Designated Zone deregistration
application.

E

Home » AbdulBehman » Designsted Zone Management

Designated Zone De-Registration
=3 Expected fees for this service

Expected time to completa this application

No. of form sections -
@ to @) S R

Required Documents

Tutorials

Accsptad fie types are FDF, JPG, PHG, DOC and JPEG. The

Required Templates
Mot Appicabi

Service Details
About the Service
Eligibility Criteria

Service Steps

FAGS

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

®

[ |

Back

Step Action

You are requested to read through the terms and conditions carefully. Once satisfied, click checkbox

(1) to agree the terms and conditions.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual
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= Heme » AbdulBehman » Designsted Zone Mansgement

Designated Zone De-Registration

No. of form sections Expocted time ta complete this application =3 Expected foes for this service
satons (7)) 2o mimtes B Frefor charge

Required Documents

1 will be nacessary for you 1o Brepars the following nformation in an approprists formst and inchude 1 In your Snline application:
derragister the Designated Zan

1 40 cize lmit 15 15 MB. The maximm number of Ales s 3,

Tutorials
B Watch Viso Tutorial
L Download the User Manual = Any documents  that support the purpose of your appl

Accaptad fils types are PDF, JPG, PNG, DOC and JPEG, The

Required Templates
Mot Appiicaie

Service Details

Aout the Service

Eligibility Criteria

Service Steps

FAQs

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

Step Action

(1) Click ‘Start’ to initiate the Designated Zone deregistration application.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 13
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Deregistration Information Section

> Designated Zone Management

Designated Zone De-Registration

Deregistration Infermation

ting Documents
I nsapnenm Drag il
e sizec 15 MB rmats :POF, DOX o
= n
e the Detats forthe stock Levels
e “ o m

e 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 in blue. Once you
progress to the next section successfully, the previous section will be highlighted in green.

e In order to move from one section to the next, all mandatory fields of the current section
must be completed. Any field that is not marked as ‘Optional’ is mandatory and must be filled
out in order to move to the next section.

e  Ensure that data you enter in the application is identical to the relevant supporting
documents in order to avoid rejection or resubmission of your application.

Step Action

o Enter the deregistration reason and upload supporting documents.
e  Enter the date on which you want the Designated Zone deregistration to take effect.
e  Enter the details of stock levels in your designated zone.

(1)

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 14
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Step

Action

(1)

e Select whether the application involves a transfer of ownership.

o If you select ‘yes’, provide the Warehouse Keeper Number, New Designated Zone Registration
application number and the Warehouse Keeper application number of the Warehouse Keeper
to whom the ownership is being transferred.

Step

Action

(1)

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
section.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual
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Review and Declaration
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1op -]
] |

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

= ome » AbdulBehmun > Designated Zone Management
Designated Zone De-Registration

15115 a transter of Ownership?

Authorized Signatory list

Name in English Name in Aratic Email 1D

ABG Super Market Ltd [RICEISEvRT SV ey traininge7axyz om

|

Country Code Mabile Number

[Comeuae) | [[emsazan

Date of Submission

B |

| ) | Deciare tat ol information best ot my

ho

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 Deregister Designated Zone - Taxpayer User Manual Page 16
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Designated Zone De-Registration

15115 a transter of Ownership?

Authorized Signatory list

=] | ]

[Comeuae) | [[emsazan | [[omning wazaoccom ]

Date of Submission

B |

8] | Deciare tnat best ot my

Step Action

Click ‘Submit’ to submit the Designated Zone deregistration application.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 17
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Post Application Submission

Application Submitted Successfully Py

& —

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

e |If there is a transfer of ownership involved in this application, please share your
application reference number to the Warehouse Keeper to whom your Designated Zone
is being transferred. That Warehouse Keeper needs to submit a Add Designated Zone
application for the Designated Zone which needs to be transferred and provide your
Warehouse Keeper number and Designated Zone number in that application.

e The status of your request on the Dashboard will change to “In Review” and you will
receive an email from us to confirm receipt of your application.

e Once the de-registration request is submitted, the FTA shall approve or reject the request
and notify the registrant accordingly. The FTA may contact you if any actions are needed
to be taken to settle any outstanding tax liability with respect to the Designated Zone.
Further, the FTA may ask you to provide additional supporting documents to validate the
information you declared within your application.

e |f the designated zone being de-registered in the last designated zone managed by the
Warehouse Keeper, then the Warehouse Keeper shall also be de-registered
automatically, provided there are no liabilities pending with the Warehouse Keeper.

Financial Guarantee Release/Liquidation-

e The financial guarantee submitted for this designated zone shall be released once the
deregistration is completed. In case pending liabilities are not settled, the guarantee may
be subject to liquidation based on the decision taken by the FTA.

Receiving the Designated Zone Deregistration Certificate -
e  After successful deregistration of the designated zone, you will be sent a correspondence
that includes the following information:
1) Designated Zone Deregistration certificate
2) Warehouse Keeper Deregistration certificate (if the Warehouse Keeper is also
deregistered)

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual
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Application Submitted Successfully Py
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. ODmm Uniced Arab Emirates
B

Step

Action

(1)

Click 'Download' to download a pdf copy of the acknowledgement screen.
Click 'Back to Dashboard' to navigate back to the Taxable Person dashboard.

Federal Tax Authority

Deregister Designated Zone - Taxpayer User Manual
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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).

e Application approval or rejection notification.

Federal Tax Authority Deregister Designated Zone - Taxpayer User Manual Page 20
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Thank you
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