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Document Control Information

Document Version Control

Version No. ‘ Date ’ Prepared/Reviewed by Comments

1.0 25-Jan-23 InveniolSI Team User Manual for Tax Payer on EmaraTax Portal —

Corporate Tax Amend Registration

2.0 24-Mar-23 | InveniolSI Team Updated Screeshots
3.0 18-Apr-23 InveniolSI Team Updated based on PwC Review and CR Changes
4.0 18-May-23 | InveniolSI Team Updated based on Final PWC/FTA Feedback

Navigating through EmaraTax

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

In the Portal

{ch 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 ey

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

Q) Log Out

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

This is used to go the Next section of the Input Form
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Button Description

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

° This menu on the top gives an overview of the various sections within the. All
o e 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.
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This manual is prepared to help you navigate through the Federal Tax Authority (FTA)
EmaraTax portal and Amend your Corporate Tax Registration information. To initiate the
amendment, you must already be registered with the FTA and should have a valid TRN. The
amendments done to the following sections require approval from the FTA:

. Details of the applicant

. Business activities of the applicant section

o Contact details

. Authorized Signatory

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual Page 5



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Login to EmaraTax

_ 8L ljlo) T APNTEIREC T S|
=MARATAX FEDERAL TAX AUTHORITY |
A A +A

Are you an existing e-Services user? ¥

Welcome to Federal Tax Authority EmaraTax

Login
Login with your E-mail
E-mail Address
adwaitapp.com 7@ Login with UAE PASS
Don’t have an account?

Password UAE Pass is a single trusted digital identity for

If you do not already have an account with the  [EEESISCCIIIEEIN all citizens,residents to United Arab Emirates

FTA please signup here

Forgot password?

Enter Security Code

Sign Up 799462 Q

Got any question on the new system?
Read the FAQs

You can login into the EmaraTax account using your login credentials or using UAE Pass. If you have
forgotten your password, you can use the 'Forgot password' feature to reset your password.
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Are you an existing e-Services user? ¥
Welcome to Federal Tax Authority EmaraTax

Login

Login with your E-mail

E-mail Address

adwalt@pp.com 7 Login with UAE PASS ‘

Don’'t have an account?

Password UAE Pass is a single trusted digital identity for

If you do not already have an account with the all citizens,residents to United Arab Emirates
FTA please signup here
P nup Forgot password? *
Enter Security Code

Sign Up 799462 )

Got any question on the new system?
Read the FAQs

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 Corporate Tax Amend Registration - Taxpayer User Manual Page 7
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1 Create New Taxable Person Profile
£ MY CORRESPONDENCE

Prafile Name in English Profile Name in Arabic

Profarrod Language Preforrod Communication Channel

Upload Taxable Person Loge (Optienal)
Drag files here.

Max File Sizo : 5 MB Formats : JPEG, JPG, PNG Maximum number of fles : 1

o ..

=" QUICK LINKS OTHER LINKS. OUR LOCATION
Step Action
(1) On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable
Person linked to your EmaraTax user profile.
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£ omHeR seRvicES

1 Create New Taxable Person Profile [~ ]
£ MY CORRESPONDENCE

Pratile Name in Enlish Protie Name in Arabic

profarrod Language Proforrod Communication Channel

Upload Taxabsle Person Loge (Optienal)

Dreg fles here “

Max File Sizo : 5 MB Formats : JPEG, JPG, PNG Maximum number of fles : 1

= Taxable Person List

o . o..

QUICK LINKS OTHER LINKS OUR LOCATION

Step Action

(1) Select the Taxable Person from the list and click 'View' to open the dashboard.
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= Home » User!

HOME § -
Required Actions Most Used Services
= ousert ~
Due Date Des: B vodate Bank Detaits >
(oen B comorste Tax Registration >
G ExciseTAx
E My PAYMENTS
& MY CORRESPONDENGE
£ USER AUTHORIZATION Registration Qverview Customize View -
5 My avoiT
o Value Added Tax Tax Group Excise Tax
3 MY REPORTS
5| OTHER SERVICES
Not Registeres Net Registered
® View —

Warehouse Keeper

“ Aot

Step Action

In order to initiate Corporate Tax Amendment application, click on ‘Actions’ in the Corporate Tax tile
and select ‘Amend’.

(1)
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Instructions and Guidelines
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Heme » Userl » Corporate Tax Registration - Amend

O avaninganacom

Required Tomplates
[

rod 10 be amended or added

Accepted file types are POF, DOC and DOCX. The Individual fle size limit is 1SME.

Service Detalls
About the Service

se this service to smend and update your CT registration data in case of any ©

Eligibility Criteria
Service Steps

FAQs

™ | confirm that I have read the above instructions and guidelines

Back

The ‘instructions and guidelines’ page is designed to help you understand certain important
requirements relating to amending your Corporate Tax registration application. It also provides
guidance on what information you should have in hand when you are editing the Corporate Tax
registration application.
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= Home » Userl * Corporata Tax Registration - Amend

Required Tomplates

Service Detalls

About the Service

5 this service ko emend and updete your CT registration deta in case of sy event or change of crcurstances that requines an approvel fros

Eligibility Criteria

Service Steps

HIH EI

FAGs

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

e “

Step Action

(1) A screen will appear with instructions and guidelines. Read the instructions and guidelines for
amending the Corporate Tax Registration application and mark the checkbox to confirm.

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual Page 12
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= Home » Userl * Corporata Tax Registration - Amend

Required Tomplates

amended or added
Accepted fils types are POF, DOG and DOCX. The Individual fle sizs limit is 15MB.

Service Detalls
About the Service

52 this service ko amend and vpdabe your CT registration data in case of any event or change

Eligibility Criteria
Service Steps

FAGs

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

-]

a

a8
Back

Step Action

(1) Click ‘Start’ to initiate Corporate Tax Amendment application.

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual Page 13



wilp s Il daasbailla iy g ll
FEDERAL TAX AUTHORITY

United Arab Emirates

Entity Details Section

R I = |« ]
= Home > Ussrl » Corporote Tx Registration - Amend
Corporate Tax i ion - A
o 2 3 a ]
Entity Details dentification Details Contact Detalls Authorized Review and
Signatory Declaration
Entity Details .
Enable Editing Dissble Editing
Entity Tvee @ swope
[ [overnon |
1
oo S “ S

e The registration amendment application has been divided into five short sections, each
section being represented in the progress bar. The current section will get highlighted in blue
color on the progress bar. As you move to the next steps, the completed sections will get
highlighted in green color.

e In order to move from one section to the next, all mandatory fields of the current section
must be entered. The fields which are optional are marked as optional next to the field name.

e  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 Corporate Tax Amend Registration - Taxpayer User Manual Page 14
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Corporate Tax Registration - A
o 2 3 4 s
Enty Detals dentifcation Detals Contact Datails

Entity Details

Entity Type

Enatie caiting @) Disabie caiting

0@ swom

Legal Persan

Country of Registration/Incorparation

United Kingdom

Provious Step

Date of Incarperation

=

“ i m

Step Action

(1)

Select 'Enable Editing', to amend entity details, if required. Upon selection, the fields in the
section will become editable.

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

You may click on ‘Save as Draft’ to save your application and return to continue working on
your application later.

Federal Tax Authority
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Corporate Tax Registration - Amendment

Entity Detalls

2 3

dentification Details Comtact Detalls

Entity Details

Entity Type

0@ swom

=)

4 s
Authorized Review and
signatory Declaration

Enatie editing W ) Disabie Eaiting

Legal Persan

Cauntry of Regist

United Kingdom

ration/Incorparation Date of Incarperation

[ovovzon

Previous Step o

a

“ i m

Step

Action

(1)

Click ‘Previous Step’ to save and return to the previous section.

Federal Tax Authority
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= Home » Usar] » Corporate Tax Registration - Amend
Corporate Tax Registration - Amendment

o 2 3 4 s

Entity Detalls dentification Details Comtact Detalls Authorized Review and
Declaration

Entity Details o)
Enaie gaiting @) Disabs Eaiting

Enticy Type 0 s

e | [orera ey

Date of Incer

Cauntry of Regi

frp— [ovovzon

Step Action

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

(1)
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=MARATAX

CE=——

= ome ¢ am ET) » Corporste Tax Registration - Amend

Corporate Tax Registration - Amendment

°
@

Entity Details

Identification Details

Main License Details

entification Details

Trade License Issuing Authority

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 License Expiry Date. Some fields
are not amendable. The greyed-out fields cannot be updated.

Federal Tax Authority

Corporate Tax Amend Registration - Taxpayer User Manual
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Home » User] > Corporate Tax Registration - Amend

Corporate Tax Registration - Amendment

Business Activities Details

primary
o industry Main Grous
. Agriculturs, ferestry and fishing Jorndorpatens
Owners List

Provide detalls of all Ownars whe have a shareholding of 5% or mere.

Qumer Type Owner Name in English

Legal Persen Lagal

Local Branch Details

G you have Branches in UAE?

o) ves o

Traders

Provious Step

production, hunting and
ctivitios

Quwmer Name in Araic

Gonn

Growing of nan-perennisl crops

User Type

Business Activities Activity Code

Growing of cereals (except ricey,
leguminous crops and oil seecs: om

Emiretes ID Numser Sharehalding Percantage

100,00

“ i m

)
- - NN

Actions

+ Add Owner E

Actions

Step Action

Similarly, if required you may update the Business Activities. Business Activity Details can be updated

(1) by adding a new business activity or editing the registered business. Click on ‘Add Business Activity’
to 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

Corporate Tax Amend Registration - Taxpayer User Manual
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Owner Details
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Home » User] > Corporate Tax Registration - Amend

Corporate Tax Registration - Amendment

Business Activities Details

Primary

+ Add Busi
o industry Main Grous Sub-Groun Business Activities Activity Gode Actions
€rop and animal production, hunting and Growing o coreals Caxcept rice),
. Agriculturs, ferestry and fishing ottt shper o Growing of non-perennisl rops bl gyl om
Owners List

Provide detals of all Owners whe have a sharehelding of 25% or mere.

Local Branch Details
Traders = |
i s “ s ot m

You may update the owner details by clicking ‘Add Owner’
(1)

. Owner Details can be updated by adding
a new owner or editing the registered owner. You are required to enter all the owners’ associated to
the trade license. You can add multiple owners.

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual
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Branch Details
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Home » User] > Corporate Tax Registration - Amend

Corporate Tax Registration - Amendment

Business Activities Details

+ Add Busi
primary
o industry Main Grous Sub-Groun Business Activities Activity Gode Actions
€rop and animal production, hunting and Growing of ceraals texcop rice,
. Agriculturs, ferestry and fishing ottt shper o Growing of non-perennisl rops bl gyl om

Owners List

Provide detalls of all Owners wh have a shareholding of 25% or more.

+ Add Owner u
Qumer Type Quner Name in Engiish Ower Name in Arsbic Emirstes 1D Number Sharehalding Percentage
Legal Person Legal Aanin

Actions
100,00

Local Branch Details

Do you have branches in UAE?

o) ves o

Traders b = |
previous step

Step Action

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

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

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual
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Corporate Tax Registration - Amendment

T E]

[ belete
Trade License lssuing Autherity @ TedeLicense Number o
Dubai Departmant of Economic Davelopment ‘ ‘ TRADESOOA ‘
License Issue Dete
ooy2021 ‘ =)

Trade Name In English Trade Name In Arabic
Qo

0]

Business Activity Details + Add Business Activities
vy Industry Main Group Sub-Group Business Activitios Activity Code Actions

. Mining and Quarrying Mining of coal and lignite Mining of hard coal Mining of hard coal o510

e stee “ i ﬁ

Step Action

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

(1)
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Contact Details
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Corporate Tax Registration - Amendment

n (] (]
° o & 5

Entity Details Identification Details Contact Details Authorized Review and
Signatary Declaration
Contact Details @
Enable Editing @ ) Disable Editing

# you have 3 trada licenso in the UAE, pleasa snsure that the address detalls that you srtar are identieal 1o the information an the trada licansa

For natursl persons, enter the address detalls of your house.

Building Name & Number

Country u
v Building no. 481
Country Code Mobile Number @  cowtycose

Previous Step

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).

Federal Tax Authority Corporate Tax Amend Registration - Taxpayer User Manual Page 23
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= Home » Userl * Corporata Tax Registration - Amend

Corporate Tax Registration - Amendment

o (]
o - ] © . :

eniy Dot demicaion s Cortactoecae Authorized Reviw and
prisen il
Contact Details . ™
Enable Editing @ ) Disable Editing
D O o S TS BB T T O T T e @

For natural parsons, enter tha address datalls of your house,

Building Name & Number

county E
Un v Buiding no. 4871 |
proy 5 Zone

cry —

Country Coce Mobile Nmber @  commcon Landtine Numtier
P pp—— iy [ pe— T p— oy pe— |

e stee “ i m

Step Action

e Select ‘Enable Editing’, to amend contact details, if required.
(1) e  Update the required information and enter the Address amendment date and upload the
supporting documents.
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= Home » Userl * Corporata Tax Registration - Amend

Corporate Tax Registration - Amendment
Contact Detalls Enatie eciting @ ) Dissbie Eaiting

1 you have a trade license in the UAE, please ensure that the address detalls that you entar are identical 1o the Information on tha trade licanso.

For natural persons, enter the address detalls of your house.

Building Neme & Number

abu Rosd] o 2 E
Country Code Mobile Number Country Code Landlin Numbar

890890

Step Action

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

(1)
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Authorized Signatory
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Corporate Tax Registration - Amendment

° ° o
] @ -]

Comtact Details

Entity Detalls dentification Details

Authorized Signatory ® )
Enable Editing Disabie Editing
Authorized Signatory list + Add Authd w watory
|11 Customize Columns A search

Author one Qas il daniill 699-8996-9925525-5 as@ss.com

provious Sien “I—W-C ot

Step Action

(1) Select ‘Enable Editing’, to amend or add authorized signatory details, if required.
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= Home » Userl * Corporata Tax Registration - Amend

Corporate Tax Registration - Amendment

° ° °
o o o © :

Comtact Detalls Authorized
Declaration

Entity Detalls dentification Detaits
Signatory
Authorized Signatory &)
Enable Editing Disabile Editing
Authorized Signatary list + Add Authorized Signatory
1] Customize Columns Q% search
10 Number Email Actions

Name in English Name in Arabic
LPERTEPERT] 899-8996-9925525-5 as@ss.com

2 0

author one

Provious Step

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 27
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Review and Declaration
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= Home » Userl + Corporate Tax Registration - Amend

Corporate Tax i ion - A

Review and Declaration Expand All / Collanse All

Step 1: Entity Details

Entity Type

Country of Registration/Incerporation

Entity Type. Sub-type

Country of Registration/Incerporation Date of Incorporation

Step 2: Identification Details

e This section highlights all the details entered by you across the application. You are required
to review and submit the request.

e The section provides a comparison of the old and the newly updated information.
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o] Corporate Tax Registration - Amendment

[ | e |
First Name in Arabic Last Name in Arabic
‘ 8787 | ‘ 8787 ‘
Country Code Mobile Number Email

4971 ( United Arab Emirates ) ‘ ‘ 788788788 | adwait@pp.com

Submission Date
‘ 12/04/2023 | n

| M| | declare that all information provided on this application is true, accurate and complete to the best of my knowledge and belief

Any changes you make in relation to your trade license details, inch@bmnch trade license details, will be automatically reflected on your VAT and Excise accounts.

Previous Siep | Sove s Dot “

Step Action

After carefully reviewing all of the information entered on the application, mark the checkbox to
declare the correctness of the information provided in the application.

(1)
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= Home » DemoReg * Corporate Tax Registration - Amend

o] Corporate Tax Registration - Amendment

[ | e |
First Name in Arabic Last Name in Arabic
‘ 8787 | ‘ 8787 ‘
Country Code Mobile Number Email

4971 ( United Arab Emirates ) ‘ ‘ 788788788 | adwait@pp.com

Submission Date

‘ 12/04/2023 |

B | declare that all information provided on this application is true, accurate and complete to the best of my knowledge and belief

Any changes you make in relation to your trade license details, including branch trade license details, will be autematically reflected on your VAT and Excise accounts.

Previous Siep Sove s Dot

Step Action

(1) If all the information entered is correct, click ‘Submit’.
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Home » User] » Corporate Tax Registration - Amend

Corporate Tax Registration - Amendment

A ication Submitted @ submitted

Entity Name : Tradeds
Applicant Name : ctraining

: 101000001506

E‘/ ubmission Date & Time 23 Janusry 2023, 16:34 GST

What's Next:
1Proces your application
#) Your application will now be reviewed by the FTA. If we require more information to assist with FTA's review, we will contact you by email. You will need to provide the information requested in order for us to continue processing your spplication.

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

What’s next?

e  Once the application is submitted, the FTA shall approve, reject or resubmit and notify the
Taxable Person 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”.
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.

* Additional information notification (only if the FTA requires more information to assist
with their review of your application).

* Application approval or rejection notification.
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