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Annexure Section

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

¢ 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

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

Button

In the Portal

Description
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{oh 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 VTS

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

I

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

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

Federal Tax Authority

Initiate VAT 301 Payment - Taxpayer User Manual

Page 4


https://www.tax.gov.ae/en/services/

o Wy

» ,i\q
) '\qﬁi::u

il a1 @ aslaiall & 5ug I i
FEDERAL TAX AUTHORITY 'ﬁl','/'/m\\\"'i
I"‘ 711|‘

Table of contents

Document Control INfOrmMation..........ceiiiciiiiiciiiiiiiiicrrrr s aaan e e 2
FN T To (UL =Y =Tot o] PP PP PP PP PP PP PPPPPPPPPPPPPPPPPPRt 3
NaVIgating throUZh EMaraTaX ........u.euuueueueeeeiiiitiiiit s 4
L] o] (3o oo T 1 Z=] o | £ P PP PP UPPPPPPPPPPPN 5
Tl dgeTo [V o] o HNR RO P U PPPPPPPP 6
EMaraTaX LOZIN Pag ....coeieeiiiiiieee ettt e e e ettt e s e e e e ettt b e e e e e e eeeaa b s e e e eeaeeanaaaeseeeeeaeennanannsns 7
USEE TYPE SEIBCHION ..ttt s 8
Logged in User DAshbDOArd ...........uueuueuuuiiiiiii s 10
TINCO VAT MOQUIE ....ceiiiiieeeeeee ettt ettt et e e st e st e e s s et e e s et e e s eanneeeesnneeeesnnnee 11
DYoL Ao o T | PP PPPPP PP 12
ADOUT DECIAIATION....eeiiiiiiii ettt ettt e sttt e s st e e s s s et e s anr e e s s b e e e e s are e e e e aanreee s 14
DEClaration DETAIIS. .....ccoiiuiiieiieiiiee ettt e s e st e s e e e e e e e e aneee 15
YA I o= 171 011 0} O OO PPN 17

Federal Tax Authority Initiate VAT 301 Payment - Taxpayer User Manual Page 5



il A Ll dslaidlasag Il
FEDERAL TAX AUTHORITY

Introduction
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This manual is prepared to help the
applicant to navigate through the
EmaraTax portal and to submit the VAT 301
Import Declaration Form for VAT Payment.
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EmaraTax Login Page
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Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
Email Address
Yd
New Here? TR serOS @ g malloom UAE Pass provides single trusted digital identity
solution for service providers
If you are not registered, please signup here. Password .
Sign Up — = = =
B 2, Qodyldgal

A

Enter Security Code '(Q\) UAE PASS

372399 BIF239510 0

¢ 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.

¢ 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.

¢ 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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User Type Selection e
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User Profile o
Please select the relevant purpose(s) for using e-CTS portal
Taxable Person Legal Representative Tax Agent Tax Agency
Any Person registered or The manager of a company or a Any Person registered with the A legal entity which is licensed to
obligated to register for Tax guardian or custodian of a minor Authority in the Register, who is operate as a Tax Agency and has
purposes under the Decree-Law. or an incapacitated person, or the appointed on behalf of another registered with the FTA as a Tax
bankruptcy, or any other Person Person to represent him before Agency,.
Read More Read More Read More
Step Action
(1) Click here to select the user type
adlyia L) & palaidl L dygll
FEDERAL TAX AUTHORITY
E DierType <) v
User Profile
Please select the relevant purpose(s) for using e-CTS portal
Taxable Person Legal Representative Tax Agent Tax Agency
Any Person registered or The manager of a company or a Any Person registered with the A legal entity which is licensed to
obligated to register for Tax guardian or custodian of a minor Authority in the Register, who is operate as a Tax Agency and has
purposes under the Decree-Law. or an incapacitated person, or the appointed on behalf of another registered with the FTA as a Tax
bankruptcy, or any other Person Person to represent him before Agency.
Read More Read More Read More
\ﬁ .
Step Action
(1) Select the Taxable Person tile
Page 8
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traininguser03@gmail

User Profile

Please select the relevant purpose(s) for using e-CTS portal

Taxable Person

Any Person registered or
obligated to register for Tax
purposes under the Decree-Law.

Legal Representative

The manager of a company or a
guardian or custodian of a minor
or an incapacitated person, or the
bankruptcy, or any other Person

Read More

Tax Agent

Any Person registered with the
Authority in the Register, who is
appointed on behalf of another
Person to represent him before.

Read More

Tax Agency

A legal entity which is licensed to

operate as a Tax Agency and has

registered with the FTA as a Tax
Agency.

Read More

<

grertyee < vl

Step

Action

(1)

Click on 'Proceed' to proceed with taxable person.

Federal Tax Authority
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Logged in User Dashboard e
I VT I X W @ @
FEDERAL TAX AUTHORITY
9 traininguser03@gmailc.. n User Type ) TS m A A A
= Home
D Create New Taxable Person Profile n
<] OTHER SERVICES
£ MY CORRESPONDENCE = Taxable Person List
9 Zaynab Mohammad
@ QUICK LINKS OTHER LINKS FOLLOW US
dlpa L) apslaidl atagl
FEDERAL TAX AUTHORITY = ¥ |
© m
tax.gov.ae (& What's New [/ OmY &
Step Action
(1) Click here to view the Taxable Person dashboard
I VT IR @ @
VEDERAL TAX AUTHORITY
9 traininguser03@gmailc.. n User Type ) TS m A A A
=  Home » Zaynab Mohammad
Required Actions Most Used Services
Due Date Description Refund for Excise Cancelled Declaration >
No data Excise Goods that Require Customs Clearance S
== PAYMENTS
i MY CORRESPONDENCE |
USER AUTHORIZATION Registration Overview Customize View =
OTHER SERVICES
Value Added Tax Tax Group Excise Tax
Not registered Not registered |
—
Step Action
(1) Click here to access VAT module.
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TINCO VAT Module et s
FEDERAL TAX AUTHORITY
9 traininguser03@gmailc.. v ﬂ 3 User Type ) s i | A A A
=  Home » ZaynabMohammad * VAT
i ZAYNAB MOHAMMAD ~ :
My Favorites e
E EXCISE TAX
5| PAYMENTS Returns & Refunds v
i MY CORRESPONDENCE
VAT 702 . VAT 301 VAT 301A
USER AUTHORIZATION |7 7
VAT Refund Form for Non-Registered Import Declarations Form for VAT Payment Cancelled Customs Declaration Refund
OTHER SERVICES
VAT Other Services "n
QUICK LINKS OTHER LINKS FOLLOW US
Step Action
(1) Click on 'Create New' to create new refund request.
Federal Tax Authority Initiate VAT 301 Payment - Taxpayer User Manual Page 11
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Declaration ID
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O toininguserosagmaite.. v E Usertype ) ouc [0 DRIR

=  Home » ZaynabMohammad » VAT » VAT 301-Import Declarations Form for VAT Payment

‘ Declaration ID

Important Notice
Dear Valued Tax Payer,

e note that form VAT301 will be restricted on 23rd February 2021 for all users with a valid TRN except the pre-
TA. In order for you to continue im r

ons on how you can do this, please see the fco‘..u‘u link. For users w

vith special user cxcm*twa\s VAT301 will
ble for you to use as usual

Declaration ID

VAT Payment

r codes to your

Back

The progress bar displays the number of steps required to complete the payment
request. The step you are currently in is highlighted in blue.
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9 traininguser03@gmailc.. v ﬂ % userType o) s | A

&

A +A
= Home * Zaynab Mohammad » VAT » VAT 301-Import Declarations Form for VAT Payment
Declaration Defalls "
Declaration ID
VAT Payment
Dubai . -
2673555767
Becieration Dete
09/27/2020
Back
Step Action
(1) Fill in 'Customs Authority', 'Declaration Number' and 'Declaration Date'
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e traininguser03@gmailc.. Vv E User Type <)

WP (| A A +A
— Home » Zaynab Mohammad » VAT » VAT 301-Import Declarations Form for VAT Payment

Declaration ID

Dubai

2673555767 n
09/27/2020

Back

Step Action

(1) Click on 'Next' to proceed to next section.
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About Declaration
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% user Type ) s A +A
=  Home » ZaynabMohammad » VAT » VAT 301-Import Declarations Form for VAT Payment
Excise Declaratic .
CD2200020242
Back

The cancelled import Declaration ID is auto-populated.

Federal Tax Authority
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Declaration Details

[FE AR TR R ST}
FEDERAL TAX AUTHORITY
9 traininguser03@gmailc.. v ﬂ ' User Type ) e m A A HA

=  Home » ZaynabMohammad » VAT » VAT 301-Import Declarations Form for VAT Payment

Declaration ID Declaration Details

About Declaration

° Declaration Details
HS Code import Value ut! F Value Exe

Add new line

VAT Payment HS193 825.00 524.00 816.00 1,340.00 - - 1,340.00 n
HS728 558.00 802.00 446.00 1,248.00 - - 1,248.00
Total 1,383.00 1,326.00 1,262.00 2,588.00 - - 2,588.00
- B
Back

Step Action

(1) Click on 'Add new line' to add new item.

ity L) Aol iy gl
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9 traininguser03@gmailc.. v ﬂ ' User Type ) e m A A HA

=  Home * ZaynabMohammad * VAT » VAT 301-Import Declarations Form for VAT Payment
AT On Ex
Total VAT
ion
‘ -
Back

Already entered declaration details are pre-populated.

Federal Tax Authority Initiate VAT 301 Payment - Taxpayer User Manual Page 15



il a1l dslaidldsag I
FEDERAL TAX AUTHORITY

i
pilposi L) & pLaiall kg g

9 traininguser03@gmailc.. v a

{
S Ja N
@ United Arab Emirates
Home » Zaynab Mohammad

| User Type ) e | A A
» VAT » VAT 301- Import Declarations Form for VAT Payment

Back

Amount payable is auto-populated.
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VAT Payment
[EE AT IR TR ] @ @
FEDERAL TAX AUTHORITY
e traininguser03@gmailc.. v ﬂ User Type <) e N | A A +A
= Home * Zaynab Mohammad » VAT » VAT 301-Import Declarations Form for VAT Payment
ABoUt Decraration =
Pay Amount: 129.40 AED
Declaration Details
° VAT Payment Pay VAT through FAB
Pay VAT FAB{ magnati
®
| hereby agree to have read the requirements, obligations and terms and conditions for Value Added Tax. | declare that the information provided is
accurate and complete.
Back
Step Action
(1) Click here to pay VAT
Page 17
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Thank you
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