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Navigating through EmaraTax

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

B O De ptio
In the Portal
This is used to toggle between various personas within the user profile, such
@} User types as Taxable Person, Tax Agent, Tax Agency, Legal Representative, etc
I::]]) 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

English WL

O

This is used to decrease, reset, and increase the screen resolution of the user
interface of the portal

This is used to manage the user profile details such as the Name, Registered
& Manage Account 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 to the Previous section of the Input Form
Previous Step

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

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

° This menu at the top gives an overview of the various sections within the
o ° application form. 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 tax agents to benefit from these services in the best and simplest ways.
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Introduction

This manual is prepared to help a registered Juridical Person Tax Agent to navigate through the
Federal Tax Authority EmaraTax portal to link a Natural Person Representative Agent. The Juridical
Person Tax Agent initiates a link request application. The application shall be sent to the Natural
Person Representative Agent for review. On approval of the application, the Natural Person
Representative Agent shall be linked to the Juridical Person Tax Agent.
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Login to EmaraTax as Juridical Person Tax Agent

- e
S ool [P TPTY TR )
ZMARATAX FEDERAL TAX AUTHORITY
Qa k your EmaraTax account with your UAE pass account in advance. <) e

If you already have an account with FTA please login here

[ @ Login with UAE PASS ]

A single trusted digital iclentity for all citizens, residents and visitors.
-~ OR ——
E-mail Address.
demouser@dema.com

Passwerd

Eorgot

Enter Security Cede

325787 325737 # O

Login |

=\ QUICK LINKS OTHER LINKS OUR LOCATION

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.

Taxagent User Manual - Link Juridical Person Tax

Federal Tax Authority Agent with Representative Agent

Page 5



il a1l d@slaidl
FEDERAL TAX AUT

aiagll

HORITY

Taxable Person Dashboard
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T LEGAL REPRESENTATIVE

] MATURAL PERSON TAX AGENT

- JURIDICAL PERSON TAX
& acent

] OTHER SERVI

£ MY CORRESPONDENCE

Home

) Create New Taxable Person Profile

Profile Name in English

Preferred Language

Upload Taxable Person Logo (Optional)
T add

Max File Size : 5 MB

iS  Taxable Person List

¥ TRN Nun

Formats

xable Person

JPEG, PG, BNG

Profile Name in Arabic

Preferrsd Communication Channel

Draa files here

Maximum number of files : 1

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

il L) & plarll afagll

FEDERAL TAX AUTHORITY

a

QUICK LINKS

tax.govae &

OTHER LINKS
What's New (=

3
[E ARSI PR
FEDERAL TAX AUTHORITY

|2 a +a

5 userType | ) wme

OUR LOCATION

© Emirates Property Investment Company

Step

Action

Click on 'JURIDICAL PERSON TAX AGENT'.

Federal Tax Authority
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Link Juridical Person Tax Agent to Natural Person
Represesentative Agent

Application Form

Add Representative Agent

Name of the Natural Person Tax Agent to whom the Representative will report

Emirates 1D Number

788-6775-6667745-7

Tax Agent First Name in Enlish

Step Action

(1) Enter the details of the Representative Agent.
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Add Representative Agent

Emirates ID Number

788-6775-6667745-7

Tax Agent First Name in English Tax agent Last Name in English

sser

Tax Agent First Name in Arabic Tax agent Last Name in Arabic

Email ID Country Code Mobile Number

+971 ( United Arab Emirates ) v 878888888

Please enter the YT ent to your Email 10 for verification Please enter the OTP sent to your Phone number for verification

OTP expires in 01:28 minutes. 1OTE  OTP expires in 01:27 minutes.

Upload documents to prove UAE Residency

X aoo Drag files here

Step Action

(1) e Click 'Validate' to validate the Email ID of the Representative Agent.
e Enter the 'OTP' shared with Representative Agent to verify the Email ID.
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Add Representative Agent

Emirates ID Number

788-6775-6667745-7

Tax Agent First Name in English Tax agent Last Name in English

sser

Tax Agent First Name in Arabic Tax agent Last Name in Arabic

Email ID Country Code Mobile Number

+971 ( United Arab Emirates ) v 878888888

Please enter the OTP sent to your Email 1D for verification Please enter the YT Yent to your Phone number for verification

OTP expires in 01:28 minutes. 1OTE  OTP expires in 01:27 minutes.

Upload documents to prove UAE Residency

X aoo Drag files here

Step

Action

(1)

Click 'Validate' to validate the Mobile Number of Representative Agent.

Enter the 'OTP' shared with Representative Agent to verify the Phone number.

Federal Tax Authority

Taxagent User Manual - Link Juridical Person Tax
Agent with Representative Agent

United Arab Emirates

Page 9



il aa L dslaidlasag 1l

FEDERAL TAX AUTHORITY

United Arab Emirates
Add Representative Agent
Tax Agent First Name in English Tax agent Last Name in English
Tax Agent First Name in Arabic Tax agent Last Name in Arabic
Email ID Country Code Mobile Number
[« ) ) (] 1 1 [
Upload documents to prove UAE Residency
I aoo Drag files here
In case the OTP expires or you are not able to update on time, you can use 'Resend OTP' feature.
Taxagent User Manual - Link Juridical Person Tax
Page 10
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Add Representative Agent

Emirates ID Number

Tax agent Last Name in English

sser

Tax Agent First Name in Arabic Tax agent Last Name in Arabic

Email ID Country Code Mobile Number

demouserademo co +971 ( United Arab Emirates ) 878888888

Please enter the OTP sent to your Email 1D for verification Please enter the OTP sent to your Phone number for verification
TP expires In 0128 minutes. ResendOTE  OTP expires In 01:27 minutes

Update

Upload documents to prove UAE Residency o

X aoo Drag files here

Step Action

(1) After entering the OTP, click on 'Update’.
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Add Representative Agent

Emirates ID Number

Tax agent Last Name in English

sser

Tax Agent First Name in Arabic Tax agent Last Name in Arabic

Email ID Country Code Mobile Number

demouserademo co +971 ( United Arab Emirates ) 878888888

Please enter the OTP sent to your Email 1D for verification Please enter the OTP sent to your Phone number for verification

OTP expires in 01:28 minutes. B OTE  OTP expires in O1:27 minutes.

Upload documents to prove UAE Residency

X aoo Drag files here

Step Action

(1) After entering the OTP, click on 'Update’.
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Add Representative Agent

788-6775-6667745-7

Tax Agent First Name in English

demo

Tax Agent First Name in Arabic

Email ID

demouserademo.ca

Tax agent Last Name In Englisn

user

Tax agent Last Name in Arabic

Country Code.

+971( United Arab Emirates )

Mobile Number

a78saBEEE

United Arab Emirates

Please snter the OTP sent to your Email ID for verification Pleass enter the OTP sent to your Phons number for verification

1 1 [

OTP expires in 01:28 minutes. Resend OTP  OTP expires in 01:27 minutes.

2 addpview (1 Drag files here

Upload documents to prove UAE Resideney

Max. Fils size : 15 M8 Formats: PDF, DOC Max. No. of files : 3

h9)

Step Action

(1) Upload supporting documents.
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Add Representative Agent

788-6775-6667745-7

Tax Agent First Name in English
demo

Tax Agent First Name in Arable

Email ID

demouseriadema.co

Please enter the OTP sent to your Email ID for

QTP expires in 01:28 minutes.

Uplaad documents to prove UAE Residency

I agasview

Tax agent Last Hame in English

user

Tax agent Last Name in Arable

Country Code

+971 ( United Arab Emiratas )

Mebile Number

78888888

Plesse enter the OTP sent to your Phone number for verification

QTP expires in 01:27 minutes.

update

Drag files here

Max. File size 1 15 MB Formats: PDF, DOC Max. No. of files : 3

Step

Action

(1)

Click 'Add' to submit the application.

Federal Tax Authority
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Post Application Submission

O cemousergaomacom B [POFE RN (§ | A A A

-] ive Agent nent

Application Submitted Successfully ® Pending Approval

Applicant Name deme
Reference Number : 109000027584

Submission Date & Time © 13 March 2024, 16:43 GST

For any inquiry or assistance, please contact us on: Within UAE: 600509994 | Outside UAE: +971 600509994 Email us at info@itax.gov.ae

Back to Dashboard Download

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

e  Your application shall be sent to the Natural Person Representative Agent to accept the
application.

e The status of your request on the dashboard will change to 'In Review' and you will
receive an email correspondence to confirm receipt of your application.
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gent » Representative Agent Management

Representative Agent Management

Application Submitted Successfully

Applicant Name : demo
Reference Numbar : 109000027584

Submission Date & Time © 13 March 2024, 16:43 GST

For any inquiry or assistance, please contact us an: Within UAE: 600509994 | Outside UAE: +971 600509994 Email us at info@tax.gov.ae

® Pending Approval

centepeee

Step Action

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

Federal Tax Authority
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Correspondences

Juridical Person Tax Agent receives the following correspondences:

* Application submission acknowledgment.
* Reminder to take action on pending linking request.
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Application History - In-Review
Once the Juridical Person Tax Agent sends the linking request, the application will be sent to the Natural
Person Representative Agent for review and the status of the application will be ‘In Review’.
s olylol T -
=MARATAX w0 | B
9 demouser@dema.com B ) User Type <) e m A A +A
o Required Actions Most Used Services
7. LEGAL REPRESENTATIVE Doe Date Description P Tax Agent Registration-NEW >
(] NATURAL PERSON TAX AGENT -13/03/2024 Tax Agent Fees - Payment pending for 10000.00 AED
Overview More Tax Types v
Juridical Person Tax Agent Natural Person Tax Agent Management ive Agent
Gy
6
Taxable Person Management
Step Action
(1) Click 'Manage' on the Representative Agent Management tile.
Federal Tax Authority Taxagent User Manual - Link Juridical Person Tax Page 18
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gent » Representative Agent Management

Natural Person

P! ive Agent Mar

Agent List

|| Customize Columns

TAAN Report To Email id

v QA searcn

Name (EN) Name (AR) Date From

192 903

Date To

Application Status

n Review

+ Add Representative Agent

Linking/Delinking
Application Numbar A<t

105000027584 B View

Back

has been submitted.

You can check the status of the application based on the application number once the application

Federal Tax Authority
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Application History- Approved

Once the Natural Person Representative Agent approves your application, the linking process is
complete between the Juridical Person Tax Agent and the Natural Person Representative Agent
and the status of the application will be ‘Approved’.

waSLi lyLo]
=MARATAX
9 demouser@dema.com ~ E

= i Tax Acent * Representative Agent Management

Name (EN) Name (AR) Bate From Date To Application Status

MNatural Person Repr: ive Agent Mar
Agent List
|| Customize Cotumns
TAAN Report To Email id
4000m4 demo user demouser demo.co

eeeeeee sin2 a3 13/03/2024 31/12/9999 ® Approved 108000027584

(BTN (] | A A +A

+ Add Representative Agent

Linking/Delinking

i Action
Application Number

You can check the status of the application based on the application number once the application
has been approved.

Federal Tax Authority

Taxagent User Manual - Link Juridical Person Tax

Agent with Representative Agent Page 20



