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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

* 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 e e s

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

Button

Description

In the Portal

{0} 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 oL

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

Next Step

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
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This manual is prepared to help the online
users to navigate through their taxable
person dashboard in the Federal Tax
Authority EmaraTax portal.
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Login to EmaraTax

Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

New Here? Login with FTA account t Login with your Emirates ID
1t you are not registered. please signup here.

UAE Pass provides single trusted digital identity solution for service providers

- 72N, UobylQgall
PRSI © Q' uae pass

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 |f 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 Taxable Person Dashboard - Taxpayer User Manual
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HomE
Required Actions

3 ABCSUPERMARKETUID
Due Dats Bescription

& DxcseTAx

No data

= ParMENTS
£ MY CORRESPONDENCE

- CECTEEGED Most Used Services

——— E5 vatus accea Tax Regitraton >
Overview Hore Tax Trpes -
Value Added Tax Excise Tax ‘Warehouse Keeper
‘. 38301000VG
@ acive Tl Mot regitered
Tax Group VAT Clearing Company - TINCO

Not regstarsa

On successful login, you will be redirected to the online user dashboard.
Within the dashboard you will be able to see multiple features like:

e Search

e User Type

e ‘Required Actions’ and ‘Most Used Services’
e  Overview section

e Left navigation bar

o Footer

Federal Tax Authority Taxable Person Dashboard - Taxpayer User Manual Page 7
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User Type and Search

User Type
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Required Actions

3 ABCSUPERMARKETUID
Due Dats Bescription

var
No data

HaME

& DxcseTAx
= ParMENTS

MY CORRESPONDENCE

- CECTEEGED Most Used Services

© oen sences FE vaus s o Regatanon

Overview

Value Added Tax Excise Tax Warehouse Keeper

. <
@ a Notregistered Mot reistered

VAT Clearing Company - TINCO

Tax Group

-

Step Action

(1) Click on ‘User Type'.

Federal Tax Authority Taxable Person Dashboard - Taxpayer User Manual Page 8
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User Profile

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

©

Taxable Person

2 ©

Tax Agents. Tax Agency

Verification Body Analyst

Other Services

Special Refunds

Step Action

Select the user type from the list.

Federal Tax Authority
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User Profile

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

Tax Agents

Tax Agency Special Refunds

Read More

© ©

Verification Body Analyst

Other Services

The ‘User Type’ determines your purpose for using the EmaraTax portal. You will be asked to select
the ‘User Type’ the first time you login. Depending on the ‘User Type’ you select, the corresponding
functionalities will be enabled in your user profile. For Example, if you selected ‘Tax Agent’, the Tax
Agent associated functionalities will be enabled in your profile. Please note that you can select one or
more user types at a time if required. For Example, if you are a Tax Agency and you are also required
to register for VAT, you need to select both ‘Taxable Person’ and ‘Tax Agency’ user types. You can
view and add ‘User Type’ at any point in time by clicking the ‘User Type’ icon as shown below.

Federal Tax Authority Taxable Person Dashboard - Taxpayer User Manual Page 10
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User Profile

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

o 2 ©

Taxable Person Tax Agents. Tax Agency

Any legal entity which

Verification Body Analyst Other Services

Special Refunds

Step Action

Click 'Proceed'. You will be redirected to that particular user type’s dashboard.
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Search i i
-|a] e o o TR
Required Actions
No data
s rrem—
e e Agon o e >
Overview More Tax Types -
Value Added Tax Excise Tax ‘Warehouse Keeper
Tax Group VAT Clearing Company - TINCO
I
Depending on the ‘User types’ selected in your user profile, the search bar will display the various
services available. To open a service, select it from the search bar and click the ‘search icon’. You will
be redirected to the service screen.
Page 12
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Required Actions and Most Used Services st

e | )| one ﬂ
Descris
ar
No data
& ExcseTax
= savmenTs
£ MY CORRESPONOENCE
27 USER AUTHORIZATION Most UsedServices
 rven semces [ vae addea tax Regsstranon 5
Overview Tax Types =
Vvalue Added Tax

Excise Tax Warehouse Keeper

Not registerea Not registerea
“ “

Tax Group VAT Clearing Company - TINCO

e The ‘Required Action Section’ will display the three immediate actions that are due to be

completed by you. If there are no actions pending, this section will be empty.

e The ‘Most Used Services’ will display the frequently availed services by you.
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Required Actions

H ARG SUPER MARKETLID
Dunats Sescrion
var
No data
£ excsemx
= painTs
& v commesPonoscE
2 USER AUTHORIZATION B
- omuensemnces [ voue acma o sagustanon S
Qverview Late Ta Typer v
Value Added Tax Excise Tax ‘Warehouse Keeper
Th 008333301000V
L —________u_ - N ______— |
Tax Group VAT Clearing Company - TINCO

The ‘Overview’ section for the taxable person dashboard will display the tiles of various Tax Types
available for registration such as VAT, Excise Tax. It also displays the tiles for Warehouse Keeper, Tax
Group, VAT Clearing Company. You can click ‘More Tax Types’ to view the full list.
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Required Actions
" USER AUTHORIZATION Most Used Services
e — F vatue aocia Tax Regesraton >
Overview More Tax Types o
Value Added Tax Excise Tax ‘Warehouse Keeper

@

Mot registered Not registered

Tax Group VAT Clearing Company - TINCO

T

If you are already registered for a tax type (Example VAT), the VAT tile will display your VAT Tax
Registration Number and the status of your registration (Example ‘Active’). Clicking the ‘Action’
button, will display the menu options — view, edit, amend, print certificate, deregister.
o  Click the ‘View’ option to display the list of all the registration related applications you have
submitted for the selected TRN.
e Click the ‘Edit’ option to open an Edit registration application. ‘Edit registration application is
used to make changes in your registration that does not require an approval from FTA.
e Click the ‘Amend’ option to open a registration amendment application for changes that
require FTA approval.
e  Click ‘Print Certificate’ option to request the FTA to print a physical copy of your registration
certificate.
e  C(Click ‘Deregister’ to open a deregistration application.
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Home » ABC Super Market Ld

Required Actions

& DxcseTAx

= ParMENTS

MY CORRESPONDENCE

- CECTEEGED Most Used Services

S — FE vaus s o Regatanon

Overview

Due Dats Bescription

No data

ey

More Tax Types

Value Added Tax

Excise Tax

Tax Group

T

VAT Clearing Company - TINCO

Warehouse Keeper

Mot registered Not registered

application.

If you have not registered for a tax type (Example Warehouse Keeper), ‘Not Registered’ will displayed
in the tile along with a ‘Register’ button. Click the ‘Register’ button to open the registration

Federal Tax Authority

Taxable Person Dashboard - Taxpayer User Manual

AN

United Arab Emirates

Page 16



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Home » ABC Super Market Ld

Required Actions

& DxcseTAx

= ParMENTS

MY CORRESPONDENCE

- CECTEEGED Most Used Services

S — F coce rx Regnncn

[ Ve Added Tax Registraion

Overview

Due Dats Bescription

No data

ey

More Tax Types

Value Added Tax

Excise Tax Warehouse Keeper

Applcation Number 200000001ESS

O omn o registered

Tax Group

VAT Clearing Company - TINCO

T

If you have not registered and have initiated a registration application which is in draft (Example
Excise Tax), the’Application Number’ will be displayed with status ‘Draft’ along with a ‘Continue’
button. Click the ‘Continue’ button to open the draft application.

Federal Tax Authority
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6 ExcisETAx

£ PavMENTS

£ MY CORRESPONDENCE

5 USER AUTHORIZATION

5 oTHER SERVICES

No data

Most Used Services

Excise Tax Regstrstion >

Overview ‘Hore Tax Tymes

Value Added Tax

Excise Tax

Warehouse Keeper

Tax Group

If you have registered and after submitting the registration application. which is in Review (Example
Excise Tax), the’Application Number’ will be displayed with status ‘In Review’ along with a ‘View'
button. Click the ‘View’ button to open the Submitted application.

Federal Tax Aut
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Left navigation bar

VAT

ey} @

= rome » A6CSuper MarketLig

Required Actions

£ MY CORRESPONDENCE

- CECTEEGED Most Used Services

S — FE vaus s o Regatanon

Overview

No data

R
M, .\i

United Arab Emirates

e

Value Added Tax

@ Notregistered

Excise Tax

Tax Group

-

VAT Clearing Company - TINCO

Warehouse Keeper

Step Action

(1)  |Click VAT.

In the the left navigation bar, you can see a VAT tab.

Federal Tax Authority
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) PAYMENTS Returns & Refunds =

v

My Filings VAT 311
* USER AUTHORIZATION

VAT Other Services

@THER SERVICES

VAT Administrative Exceptions

QUICK LINKS OTHER LINKS FOLLOW US

taxgovae What's New ‘2‘ m v

52021 Copyright Federal Tax Authority Help Canter FaGs
Contact s Contact Us

This ite 5 bast viewsd in b Glassary
Edge Vers. 38143331066.0 (latest Sitema Complaints and Inquiries % 600 599 994

)

warsion) Gaogie Chrome (iatest version).

e  Clicking on the VAT tab, will open a new screen, which shows the VAT Returns and Refund
tiles and the VAT other services tile.
e  You can initiate VAT Administrative exception application from the VAT Other services section.
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Excise Tax i A e
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= rome » ABCSuoerwarerit s ExciseTax

Home
I ABC SUPERMARKETLID “
var

My Favorites

= PAYMENTS Mainland Declarations

& oy
EX201
& USER AUTHORIZATION

oTHER sERVICES

i @ QUICK LINKS OTHER LINKS FOLLOW US

sl bl

FEDERAL TAX AUTHORITY = .
— . EmY &

201 Capyroht Faderi Tax Aushrity: Hap Cantar

Thieaie e et e i Mcromott Slommary Contact Us

Edge Vors. TAIIERI086.0 datest Snamap

varsion) ovsle Chvomna latest version).

% 600 599 994

Governmentae [ VUV SO T ——

e Similarly, In the the left navigation bar there is an Excise Tax tab.

e  Clicking on the Excise Tax tab, will open a new screen, which shows the Mainland Declarations
tile.
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Payments

© rrrsicimcon n D UseeType |y | was ﬂ A A eA

= rome » awmeq s Payments

My Payments

var For all GIBAN payments, To.ensure that your payment s allocated to your intended lisbilties:
1. Ensure that you pre-select your required lisbilities
G EXCISETAX 2 »

m 3. Pay the auact amaunt for that reforencs numbar
your payment nurmberis payment

£ MY CORRESPONDENCE

£ USER AUTHORIZATION
My Outstanding Payments (GIBAN Alloeations / Payments via e-CTS) -
5 omHER sERVICES

TOTAL VAT PAYMENTS DUE

Funds Available

Funds Available on Account - VAT

Others

Request for Payment Corrections Applications Pending Payment Advance Payments

Clicking on the Payment tab on the left navigation bar, will open a new screen, showing the following
sections:
e  Your Outstanding Payments
e  Funds Available
e  Other Payment services, such as Payment corrections, advance payments, applications for
pending payment.
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My Correspondence
Correspondences

B ABCSUPER MARKETLTD

= PAvMENTS
& USER AUTHORIZATION

= oTHER sERVICES

@
il B e ﬂ

Complaints & Inquiries History My Audie

Correspantence Type.

No data

|

Clicking on the My Correspondence on the left navigation bar, will open a new screen that
displays the following, — Correspondences, Certificates, Complaints and Inquiries.

The Correspondences section displays all the email communication sent to you from the FTA.
You can view or download the correspondence by clicking the three dots in the “Action”
column.

Please note that the Correspondences will display only the specific information related to the
“Taxable Person” you have selected.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

Certificates

+\Mw‘w@ @
(© -mm ] e

= rome » ABCSuperMarerii » My Comespondence
ST Correspondences Complaints & Inquiries History My Audit
3 ABCSUPERMARKETLID
B var I N
Date Received Carrespandence Type Descrigtion Action

& DxcseTAx

No data
= ParMENTS
£ MY CORRESPONDENCE

T USER AUTHORIZATION

% OTHER SERVICES

The ‘Certificates’ section displays your tax registration certificates issued by the FTA. You can view or
download your certificate by clicking the three dots in the “Action” column.
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Complaints and Inquiries History

ey} @

&
o e

HaME

Reference Numbsr

The ‘Complaints and Inquiries’ tab displays all the complaints and inquiries, which you have submitted
to the FTA. You can view the complaint or Inquiry by clicking the three dots in the “Action” column.
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User Authoriziations
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United Arab Emirates

= pome » ABCSuoer wauerit s User Authortzation

Home

Manage User Authorization
NI ABC SUPERMARKETLTD

Customize Columns -
var

User Type Hame(EN) Emai ID st
G EXCISETAX

Poral user nama Mausers4 stiacom 2s/0m12022
= eavMENTS

£ MY CORRESPONDENCE

3 OTHER SERVICES

e -

+ add User

Authorizations Actions

Acmin

Authorization manual.

e Clicking on the User Authorization tab on the left navigation bar, will open a new screen for
managing the users, who will be able to access this taxable person account.

e The account admin, will be able to add users, who can have either ‘Write Access’ or ‘Display
Access’ to the taxable person account. This section is explained in details in the User

Federal Tax Authority
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Other Services ol
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= rome » ABCSuoerwarerit s OtmerServicas

Home

var
My Favorites
£ BXCsETAX
= savMenTs Others =
& oy
General Inquiry Complaint Waivers

& USER AUTHORIZATION

TG e T T

Penalty Installment Plan Tax Agent Infraction

QUICK LINKS FOLLOW US

MY &

Emcgovse
Hetp Canter
Contact Us
% 600 599 994

Clicking on “Other Services” on the left navigation bar, will open a new screen that displays the
features such as — General Enquiry, Complaint, Waivers, Penalty Installment Plan
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Footer
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Home
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tax.gov.ae (& What's New (&

© 2021 Copyright Federal Tax Authority. Help Center FAQs @ i
ontact Us

This site is best viewed in Microsoft Glossary & Contact Us [

Edge Vers. 38.14393.1066.0 (latest Sitemap G mptaits westt lnc iy % 600 599 994

version),Google Chrome (latest version).

aulnlahl S| $lin
Customer Charter
Government.ae Disclaimer | Termsand Conditions | Accessibility Privacy Policy | Sitemap | Customer Charter

The footer section is provided for quick and easy navigation of the logged in user to the various links
of the FTA.

Thank you
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