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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

¢ 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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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

Federal Tax Authority Clearence Certificate - Taxpayer User Manual Page 3


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

il a1 dgslaiall & sag I
FEDERAL TAX AUTHORITY

s

United Arab Emirates

Clearance Certificate

Document Control INformation...........ccoiiiiiiiiiuciiiiiiiiiiircn s s a e 2
Annexure 2

NaVigating throUZh EMaraTaX ....ueeieciiieiiiiiieieiiiee et ee sttt e st e e s s sate e e s esatae e e ssasaeeessbaeeesassaaesennsseeesansseeesnssenenn 3
ClearanCe CrtifiCate ......ii i ei ettt ettt et e e st e s bt e e s bt e sbb e e sabeesbee e s abeesabeeeaneeesneeenans 4
3 T LU Tt o o Ot 6
LOSIN 10 EMAraTaX..icuiieuiiiniiieeiiiiiiieesiieniiessieasisrnsssrasssrssssressssssssssssssrasssssssssasssssnssssassssnssssassssssssssnssses 7
[0 11 0 T=T YT o N 8
Initiate Clearance certificate.......cuuuiiiiiiiiiiiiiiiiii s a e 9
Guidelines and INStIUCLIONS ......eeeueeeeeeeeemeiemnieininenteiieeieeeeeteeeeeeneeeeeeeseseeeseaesesesesesesesesesesssessssssssssssssssssnsns 11
Clearance Certificate APPlICAtION.....cc...iiieeeiiiiec it reeeee s reee e s rena e e sennsesseenssesseennssssnennssnssennns 14
TaXable SUPPIIES @MU EXPENSES. ....ciiiiriiiiiiiiete ettt e ssttee e ettt e e esbteeeesbreeeessaaeeesssbaeeesssaeeessseaesassseeeesssseeesannsees 16
Review and Declaration ... 18
Post Application SUDMISSION.....c....ciiiiuiiiiiiccrreiccrreicerreea e e e eeen e s eensseesesasssssennsssssennssssnennssssnennssnanennns 20
COITESPONUENCES ...ceuuereenerennirennerresiereseressersnserensessassersssesessessnssssnsssssssesssssssnsesanssssnsssssssesansessnsessnssssnnnes 22

Federal Tax Authority Clearence Certificate - Taxpayer User Manual Page 4



AN

United Arab Emirates

el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Federal Tax Authority Clearence Certificate - Taxpayer User Manual Page 5



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Introduction

wailya 1 @ gslaitll @ fygll
FEDERAL TAX AUTHORITY

This manual is prepared to help a non-registered or
deregistered business to navigate through the Federal Tax
Authority EmaraTax portal and request for a clearance
certificate from FTA. The below details are required while
requesting a clearance certificate:

¢ Trade license details
¢ Financial statements

e Turnover details include taxable supplies and taxable
expenses.
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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 Clearence Certificate - Taxpayer User Manual
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Other Services

OTHER LINKS FOLLOW US
Efin L)
Whats New (B
Facs @
Contact Us
Contoct Us

Comptaints 3nd nquirics % 500 599 984

ﬁ Government.ae
Step Action

In order to access the Clearance Certificate service, select ‘Other Services’ from the left-hand side
(1) panel.
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Initiate Clearance certificate

B s s
© rosersestacon v ﬂ

HOME

£ MY CORRESPONDENCE

= Other Services
My Favourites v
Overview v
Link TRN to New Email Address Reconsideration & Waiver Excise Goods List

Reduction

Excise Goods List

“ Ve Al “

Payment of VAT on Commercial Clearance Certificate
Property Sale
0 Total Request © Total Requests

My Reports e

Step

Action

Go to Clearance certificate tile. Click 'View All' to initiate the clearance certificate application.
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= Other Services » Clearance Certificate.

@

>
+
>

Home Clearance Certificate VAT

5] OTHER SERVICES

i MY CORRESPONDENCE @
11] Customize Columns. Statu ~ QA search

Ref. No. Application Name. Date of Submissicn Status Status Date Actions

No records found.

Step Action

A new page with the existing list of clearance certificate requests. You are requested to click "New
Request" on the top right corner to initiate a new service.

(1)
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Clearance Certificate
8, No. of form sections /o Expecied time o complete this application N Expected foes for this service

& Suacions &) o Frearenass
SericoBetals
About the & ]
Engibiliy Criteria B
Service steps [ ]
FAGs !
) 1 contirm that | nave reac the above instructions and guiceles
= ]

The ‘guidelines and instructions’ page is designed to help you understand certain important
requirements relating to Clearance Certificate in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Clearance Certificate application.
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Clearance Certificate

@ No. of form sections
. 2 sactions

About the service

Eligibiliy Criteria

Service steps

Fags

)1 confirm that | have read the above

/o Expecied time o complete this application N Expected foes for this service
&) o -
ard guiseiines

Step Action

A screen will appear with guidelines and instructions.
Read the guidelines and instructions for requesting the clearance certificate and mark the
checkbox to confirm.

Federal Tax Authority
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Clearance Certificate

4 No. of form sections (7 Epasasitims to comsiate s appicaon =N Expected fees for this service
& 2t © = Frasormarge

About the service

Eligibiliy Criteria
Service steps

Fags

® 1confirm that I have

read the above instructions and guidelines

Step

Action

(1)

Click ‘Start’ to initiate the Clearance Certificate application.

Federal Tax Aut

hority Clearence Certificate - Taxpayer User Manual

p/ m Ki

United Arab Emirates

Page 13



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

Clearance Certificate Application
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Step Action

e  Select the trade license from the list. EmaraTax will pre-populate the information associated
with Trade License Number selected.

e Ifyou are unable to find the trade license in the list, you will be required to enter all the
details manually. In order to enter details manually, select the option as ‘Others’.

(1)
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The trade licenses in your deregistered accounts (VAT, Excise, Warehouse Keeper, Tax Agency)
that are linked to your EmaraTax online profile will be displayed in the ‘Trade license’ drop
down list.

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
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Taxable supplies and Expenses
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Step Action
e Download the Excel Template, enter the Taxable Supplies and Expenses details and upload.
(1) The details provided in the excel template will get populated on the screen.
OR
e  Enter the Taxable Supplies and Expenses directly in the page.
e  The figure must only be reported in UAE Dirhams (AED).
Federal Tax Authority Clearence Certificate - Taxpayer User Manual
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Step Action

Click ‘Next Step’ to save and proceed to the next section.
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Review and Declaration
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Other Services » Clearance Certificate
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United Arab Emirates

Clearance Certificate

Declaration
First Name in English Last Name in English
[ | |
First Name in Arabic Last Name in Arabic
Bl )L Aol ‘ | Byl &)l AusLasl |
Country Code Permanent Phone Number Email ID
+971 ( United Arab Emirates ) 987654321 ‘ | ftauser66@fta.com |

Date of Submission

‘ 12/07/2022 ‘

I declare that all information is true, accurate and complete to the best of my knowledge and belief

previous tep —_—— -

This section will help to make sure that you have completed the Clearance Certificate application
correctly and ensured that all the necessary documents to support your application are uploaded".
You are requested to review and submit the application formally.
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Other Services * Clearance Certificate

Clearance Certificate

Declaration

First Name in English Last Name in English

= |

user ‘

First Name in Arabic Last Name in Arabic

‘ oo s || o o aiass |

Country Code Permanent Phone Number Email ID

‘ +971 ( United Arab Emirates ) ‘ ‘ 987654321 | ‘ ftausere6 afta.com ‘

Date of Submission

‘ 12/07/2022 |

B ) declare that all information is true, accurate and complete to the best of my knowledge and belief

Previous Step Save as Draft

Step Action

e After carefully reviewing all of the information entered on the application, mark the checkbox
(2) to declare the correctness of the information provided in the application
e  Click ‘Submit’ to submit the application to FTA
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Application submitted successfully

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

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.

Read the “What Next” and “Important Notes”.
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Clearance Certificate

Application submitted successfully

Step Action
(1) e Click 'Download' to download a pdf copy of the acknowledgement screen.
e Click 'Back to Dashboard' to navigate back to the Tax Agent dashboard.

Federal Tax Authority
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.
* Application approval or rejection notification.
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Thank you
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