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Private and Confidential

This document contains information which is confidential and proprietary to the Federal Tax Authority. Any
dissemination, distribution, copying, use of or reliance upon the confidential and proprietary information contained
herein is unauthorized and strictly prohibited.
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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 Edit 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 PwC/FTA Final Review

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 o

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

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
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Button Description

° This menu on the top gives an overview of the various sections within the. All

o o 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 a Corporate Tax registered taxpayer to navigate through the
Federal Tax Authority EmaraTax portal and edit their Corporate Tax registration information.
The taxpayer can edit the Bank Account details and the changes will be reflected

immediately in their Corporate Tax registration post submission of the “Edit” application. An

approval from the FTA is not required.
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Login to EmaraTax
uSL3 o) N RPTE IR PR | )
EMAR/\T/\X FEDERAL TAX AUTHORITY |
Are you an existing e-Services user? ¥
|
Welcome to Federal Tax Authority EmaraTax
Login
Login with your E-mail
E-mail Address
adwait app.com 7 Login with UAE PASS
Don’t have an account?
e UAE Pass is a single trusted digital identity for
If you do not already have an account with the [EREEEIIREIEEN all citizens,residents to United Arab Emirates
FTA please signup here
Forgot password?
Enter Security Code
Got any question on the new system? ‘
Read the FAGs
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.
Page 6
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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

adwaitapp.com 7 Login with UAE PASS |

Don't have an account?

e UAE Pass is a single trusted digital identity for

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

FTA please signup here
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.
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%) OTHER SERVICES

MY CORRESPONDENCE

= Home

[0 Create New Taxable Person Profile

Profile Name in English Profile Name in Arsbic

Proforred Language Proferred Communication Channel

Upload Taxable Person Logo (Optionsh
pres fles hers “

Max File Size : & MB Formats - JPEG, IRG, PNG Maximum number of files - 1

i=  Taxable Person List
o .

e 2N QUICK LINKS OTHER LINKS OUR LOCATION

Step

Action

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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[0 Create New Taxable Person Profile

%) OTHER SERVICES

£ MY CORRESPONDENCE

D e | M| e nm
= vome

Profie Neme in Engith

Proforred Language

Upload Taxable Person Loge (Optional)

2 ada

_ pres fles hers “
[P Formats : IPEG, J6G, PG "

aximum number of files < 1

= Taxable Person List

Q.. o ..

QUICK LINKS OTHER LINKS OUR LOCATION

Step

Action

(1)

Select the Taxable Person from the list and click 'View' to open the dashboard.

Federal Tax Authority
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Edit - Update Bank Details

T
© coonngeracm v ﬂ

=  Home » Useri

3 HOME )
Required Actions
Due Dt Description

vaT

No data

EXCISE TAX

B

MY PAYMENTS

MY CORRESPONDENCE

£ USER AUTHORIZATION Registration Overview

user Type

Most Used Services

D

L)

@
e n

Customize View

[ ™y avDIT
Value Added Tax

2wy mEPORTS

=] OTHER SERVICES

feaster “ “ ‘

Tax Group Excise Tax

Not Registen

© View —

Warehouse Keeper

Not Re

(7 Amend

——

T Active
ml-ns

Step Action
e In order to edit your Corporate Tax registration application, click ‘Actions’ in the Corporate
(1) Tax tile.
e  Select ‘Update Bank Details’ to start editing your Corporate Tax registration application.
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Instructions and Guidelines
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Tutorial materlals Required Documents

b Watch Video Tutori

Tax Registration - Update Bank Details

n in an appropriate format and includs 1t in your online application.

el r Manugl

o the Eenk's letter head and stamped and must includs infarmation abeut your aczsunt detsils,

Requied Templates Acceptad fils types are POF.DOC and DOCX. The indlvidual fila siza limit 5 15ME.

N

Service Details

About the Service

Use this sarvice to amend and update your CT registration dats that does not require approval from FTA

Eligibility Criteria

Service Steps

"'y rr

FAGs

[ 1 confirm that I have read the above instructions and guidelines

Bk “

The ‘ instructions and guidelines’ page is designed to help you understand certain important
requirements relating to editing 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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= rome » userl » Corporate Tax Registration - Update Bank Detalls

©

user Type

Exprcimg rees o T service
Free of charge

© o]

Tutorial materials

Required Documents

b h Video To It will b necessary for you to prepare the following information in an appropriate format and includs It in your online application
Changes in Bank sccount details of the business

* A bank Letter validating the

el r Manugl

bank scccunt details for you

Nete: The letter must Be issusd on the Bank's [etter head and stamped and must include information about yeur acsount detsils.
Requied Templates Acceptad fils types are POF.DOC and DOCX. The indlvidual fila siza limit 5 15ME.
N

Service Details
About the Service
Use this sarvice to ames

vl and updste your CT registration dats that does not require spproval from FTA

Eligibility Criteria

Service Steps

FAGS

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

Back

]

o - EENEEE

H oom

Step Action

(1)

the Corporate Tax Registration application and mark the checkbox to confirm.

A screen will appear with instructions and guidelines. Read the instructions and guidelines for editing

Federal Tax Authority Corporate Tax Edit Registration - Taxpayer User Manual
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o e

Required Documents

Tutorial materials
b wWatch video Tuto It will b necessary for you to prepare the following information in an appropriate format and includs It in your online application
" Mot Changes in Bank sccount details of the business
* A bank Letter validating the bank scceunt details for yeu

Nete: The letter must Be issusd on the Bank's [etter head and stamped and must include information about yeur acsount detsils.

Requied Templates Acceptad fils types are POF.DOC and DOCX. The indlvidual fila siza limit 5 15ME.

N

Service Detalls
About the Service
Ute ths savvice 1o smend and update your CT regisiration data that doss not require appraval from FTA
Eligibility Criteria
Service Steps [ ]
— 5]

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

- £

Step Action

(1) Click ‘Start’ to initiate editing the Corporate Tax registration application.
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=  Home » User] » Corporste Tax Registration - Update Bank Detsils

Corporate Tax Registration - Update Bank Details

S ouserType  €])  pue

@
n

Bank Getails

Reviow and
Declaration

Bank Details

Country

Enable Editing

Bank Name

Bran

rch Name

® oisavie Eaiting

Account Holder's Name.

©  sccoum romser

Eligible Currency for Refund

@ Visw Cony of Bank Validstion Letter

Provious Step

The application has been divided into two 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.

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.
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 Edit Registration - Taxpayer User Manual

Page 14



el A 1 @ gslaill dGag I
FEDERAL TAX AUTHORITY

—
© coonngeracm v ﬂ

= rome » userl » Corporate Tax Registration - Update Bank Detalls

Corporate Tax Registration - Update Bank Details

Bank Details

Bank Details

Country
Bank Name

Accaunt Heldor's Name

Eligibla Currency for Refund

Upload Copy of Bank Autharization Letter

Drag files here.

Provious Step

Branch Name

©  Account humber

@
el B e n

Review and
Declaration

Enasie eating @ ) Disabie edting

\—5\“‘ o m

Step Action

e Select ‘Enable Editing’, to edit the bank details, if required. Upon selection, the fields in the
section will become editable.

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

(1) e  You can add bank details if it was not provided during the Corporate Tax registration.
e  You may edit and update your Bank details, if required.
e You may click on ‘Save as Draft’ to save your application and return to continue working on
your application later.
Federal Tax Authority Corporate Tax Edit Registration - Taxpayer User Manual
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= Home » Yger] » Corporate Tax Registration - Update Bank Details
Corporate Tax Registration - Update Bank Details
o :

Bank Details

Bank Details L)
Enabie Editing Disabis Editing

Country

Bank Name Branch Name ﬂ

Eligibla Currency for Refund

Upload Capy of Bank Authorization Letter

Frovious Sien ‘:5\“(‘n o m

Drag files here.

e  You are requested to ensure that your account details are accurate.

e Ifyou arein the process of opening a bank account, you must provide copies of any relevant
correspondence received from your bank.

e [f your account is held with a bank established in the UAE or a foreign bank account. The
account name must match the legal name of the entity you are registering with the FTA.
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Corporate Tax Registration - Update Bank Details

o :

Bank Details L)
Enabie Editing Disabis Editing

Country

Bank Name Branch Name u

Eligibla Currency for Refund

“ Dreg files here
P— Save s ot

Step Action

(1) After editing the required information, click ‘Next Step’ to save and proceed to the next section.
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= rome » userl » Corporate Tax Registration - Update Bank Detalls

Corporate Tax Registration - Update Bank Details

=
©—r
Country
|
Bic/swIFT
|
Bank Name Branch Name
Nk |
Account Holder's Name Account Number

| 'F

First Name in English First Name in Arabic

Eligible Currency for Refund

Declaration

« | wn\‘

e  This section highlights the old and the newly updated information entered by you across the
application.

e  You are required to review and submit the request.

Federal Tax Authority Corporate Tax Edit Registration - Taxpayer User Manual Page 18



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

United Arab Emirates

I
e suee @ o [
= Home » Yger] » Corporate Tax Registration - Update Bank Details

Corporate Tax Registration - Update Bank Details

Eligiblo Currency for Rofund

Declaration

First Name in English

= | | o | ﬂ

Lest Neme in Arsbic

training ‘ | i s b Sy ‘
Country Code Mobile Number Email

4971 (United Arsb Emicates ) - | [ crmammcarracon |

Submission Date

23/01/2023 ‘

Frevese s \® |:5MJs o “

Step Action

(1) 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.
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Corporate Tax Registration - Update Bank Details

Eligiblo Currency for Rofund

Declaration
: | | =10
Ti- | | TR

4971 (United Arsb Emicates ) - | [ crmammcarracon |

Submission Date

23/01/2023 ‘

8] 1 deciare that sil information provided on this application is true, accurste and complete to the best of my knowledge and belie!

Step Action

(1) If all the information entered is correct, click ‘Submit’.
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Post Application Submission
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Heme » User] » Corporate Tax Registration - Update Bank Detalls

Corporate Tax Registration - Update Bank Details

Application Submitted Successfully @ Submitted
Entity Name : Trade
Applicant Name : ct training

: 101000001502

23 January 2023, 15:44 GST

®
|

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

e The Edit applications are approved on submission and do not require the FTA approval.

e The changes submitted will be reflected in your Corporate Tax profile.

e Read the “What Next” and “Important Notes”.
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Taxpayer receives the following correspondences:

Application submission acknowledgment
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