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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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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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Introduction
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This manual is prepared to help a registered taxpayer
to navigate through the Federal Tax Authority (FTA)
EmaraTax portal and submit a ‘Convert TINXC to TRN
application’ to FTA, to convert their VAT Registration
Exception to VAT Registration. This conversion is
required if the taxpayer registered for VAT Exception
has circumstantial changes due to which they need to
register for VAT (as stipulated in Federal Decree Law
Number. (8) of 2017 on Value Added Tax).
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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 Convert TINXC to TRN - Taxpayer User Manual
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I Create New Taxable Person Profile

5 omew semvices

Praas Nama in Engiisn Prafia Nams in Aranic
£ wr coRRESPONDENCE

.

QUICK LINKS OTHER LINKS FOLLOW US
[Glink -}

taxgouse 1B s now

Contact Us

% 600599 954

Step Action

On successful login, the Taxable Person list screen is displayed. It displays the list of the Taxable
(1) Person linked to your EmaraTax user profile. If there are no Taxable Person linked to your user profile,
this list will be empty and you would need to create a Taxable Person.
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IO Create New Taxable Person Profile B
%) omiee ssavices

Prorsa Nama in Engisn Profis Hams in Aratic
£ wy corressonnENcE

QUICK LINKS OTHER LINKS FOLLOW US

[Glink -}
taxgouse 1B s now

Contact Us
% 600599 954

Step Action

To create a new Taxable Person, enter the mandatory details and click 'Create'. The new Taxable
(1) Person will be displayed in the list.
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QUICK LINKS OTHER LINKS FOLLOW US
MY e

Contact Us
% 600599 994

Government.ae Drcisimer

Step Action

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

e - &

Ouscription
" No data

% exciseTax

= sarments

£ Wy CORRESPONDENCE

T USER AUTHORIZATION B =

T e a—— B ek Added Tax Ragitraion 3
® w

Excise Tax

Warehouse Keeper

My Reports

Nadata

QUICK LINKS OTHER LINKS

FOLLOW US

Step Action

(1) In order to initiate the TINXC to TRN application, click ‘Actions’ on the VAT tile.
Select Convert to TRN.
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Gwdelmes and Instructions
" &

=}  Expected foes for this service
Free of charse

TR

€ /)

The ‘guidelines and instructions’ page is designed to help you understand certain important

requirements relating to Convert TINXC to TRN in the UAE. It also provides guidance on what
information you should have in hand when you are completing the Convert TINXC to TRN application
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Q United Arab Emirates
P ™

Required Documents

BDF, JPG, PG ancl JPEG. The indhvickusl fle sz limit s 5

Service Details

About th Service

Eligibility Criteria

Service steps

FAGS

[ 1 confirm that | have read the above instructions and Qulﬂc\mcﬂ

Step Action

A screen will appear with guidelines and instructions. Read the guidelines and instructions and mark
(1) the checkbox to confirm.
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Q United Arab Emirates
P ™

Required Documents

BDF, JPG, PG ancl JPEG. The indhvickusl fle sz limit s 5

Service Details

About th Service

Eligibility Criteria

Service steps

FAGS

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

Step Action

Click ‘Start’ to initiate the Convert TINXC to TRN application.
(1)
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Entity Details Section

._._u._._u._...@

VAT Registration - Convert TIN XC to TRN

Entity Details

Entity Details

2

The application is divided into a number of short sections which deal with various aspects of
the registration process. The progress bar displays the number of sections required to
complete the application. The section you are currently in, is highlighted as blue. Once you
progress to the next section successfully, the previous section will be highlighted as green.

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
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VAT Registration - Convert TIN XC to TRN

@ 0
Enity Detais e B Dot
Entity Details
Legal Person - i Join Stock Company
T e 0 | pmescen e e
L naarewzs Drag fiespars
o) v () o
[— Formets: P07 052 Mo o o Fies 5

5

Step Action

(1) e Verify and update Entity Details information.
e  Select the date when your business first started making supplies subjected to VAT.
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frrmen g @ @ United Arab Emirates

Homs ® Company® B VAT Repistiation - Convert s TRN

VAT Registration - Convert TIN XC to TRN

Entity Dataile

Entity Details

pe o

Legal Person - Pusiic Joint Stack Company

5 yeu have s catnesta o ncarsrston? o

Drag files hers

M bl siee: 15 ME Formats: POF, 00T Mo Mo, of Files: 5

5

Step Action

Click on ‘Save as draft’ to save your application and return to continue working on your application
later.
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Homs ® Company® B VAT Repistiation - Convert s TRN

VAT Registration - Convert TIN XC to TRN

Entity Dataile

Entity Details

pe o

Legal Person - Pusiic Joint Stack Company

5 yeu have s catnesta o ncarsrston? o

Drag files hers

o) v No

M bl siee: 15 ME Formats: POF, 00T Mo Mo, of Files: 5

5

Step Action

Click the ‘Previous Step’ to go back to the previous section.
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@ United Arab Emirates

VAT Registration - Convert TIN XC to TRN

@ 0
Enity Detais e B Dot
Entity Details
Legal Person - i Join Stock Company
T e 0 s
L naarewzs Drag fiespars
o) v () o
[— Formets: P07 052 Mo o o Fies 5

o2 st started making supplles subject 13 VAT

5

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the
(1) "Identification Details' section.
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Identification Details

Main License Details

°
L] () .

0

Business Activity Details

Prmany Actviy wawey  wancow

Step Action

(1)

Verify and update Identification Details information.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

Business Activities

] o
Li) L]
©  race vams i arsbic oztnan [

Drag s nars

Formats: POF. DOE Max No.of Files 3
Business Activity Details
Brirmary Activty  Industry Main Groups Subgreup, Businens Activties Activity Code
Mg an2 Gusrrying Mining ot cast s lanite Mg of hard cou ing ot hard coal osi0
Owners List
Owner Type Owner name in Enisn Guner name in Arabic 10 N Snarehaiding Percertage Actions
Campany s oSFsOFEIE woon

Lacal Branch Details

D8 yeu have branches in UAET

ve: (@ Mo

Step Action

e  Verify your Business Activity information and you may edit any existing information, if

(1) required.

e  Click on Add Business Activities, if required to add a new information. You can add multiple
Business Activities.
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Owner Details

e b . m
Loense Expiy O [

oul i [ e [
Trace Hams in Engesn oatiansy ©  race vams i arsbic oztnan [
=== | g |
Usto3a copy ot rase cense

L nadrviewcy Drag fiss nore
[ Foamat: P07, DO M ot Pl 3

Business Activity Details + Add B

[ ——— [y p— ity Code ctonn

Mg anz Gusming Mining ot coat s e Mg ot ars cam s
Owners List
Ower Tyme Owmer rame n Ension Owner name in Arabic 10 Numser Srarehasting percrtage actens
s osesoreaz 10000

Lacal Branch Details

D8 yeu have branches in UAET

ve: (@ Mo

Step Action

(1) e  Verify the Owner Details and you may edit any existing information, if required.
e  Click on Add Owners, if required to add new details. You can add multiple owners.
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Branch Details
=0 o - —

Loense Expiy O [

oul ol [ Qe [
Trace Hams in Engesn oatiansy ©  race vams i arsbic oztnan [
== | g |
Usto3a copy ot rase cense

L nadrviewcy Drag fiss nore
M i size- 1548 Foamat: P07, DO M ot Pl 3

Business Activity Details + Add B

[ ——— [y p— Activity Code actions

Mg anz Gusming Mining ot coat s e Mg ot ars cam s
Owners List + aa
Ower Tyme Ownername in Engish Owner name in Arabic 10 Numer [T — actens
Company s osesoreaz 10000

Lacal Branch Details

00 you nave branchen in UAE? m
@ v e

Step Action

Verify and if required update the branch details.
(1) Select ‘Yes’, if you have one or more branches, and add the local branch details. For each branch,
enter the trade license details and associated business activities and owners list.
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FEDERAL TAX AUTHORITY

O -~

Lcance e dat o
e | =
O rocenamoina » L
] | s |
orea s here
Business Activity Details + Add Business Activities
E—— - - e o)
Hring and Gusring Mining ot gt Mg o hard < o
+ At e .
O e B Ot it s i ry— [RO—— act
- Company s osesorens ww0on
Local Branch Details
00 you have branchenia UAE? m
@w
—— savina Cance 0

The registration will be in the name of head office meeting the relevant criteria. Registration will not
be performed in the name of Branch. Even if you are operating via branches in more than one
Emirate, only one VAT registration is required.

Federal Tax Authority
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frrmen g @ @ United Arab Emirates

Homs ® Company® B VAT Repistiation - Convert s TRN

VAT Registration - Convert TIN XC to TRN

Jr—— o o
o ] =
- L] o
e e i sy [

| o

Drag s here

+ nadBusnes: Acter
- - . - o
—
. B

Local Branch Details

D0 you have brnches i UAE? m

@ w

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the
(1) "Eligibility Details' section.
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Eligibility Details

Taxable supplies and Taxable expenses

VAT Registration - Convert TIN XC to TRN

o o
° o o : : : :

Eligibility Details

AmeumiazD) @ cumustveazor

Step Action

There are two options to enter your Taxable supplies and Taxable expenses.

excel template will get populated in the screen.

1. Download the excel template, enter the details, and upload it back. The details provided in the

(1)
OR
2. Enter the Taxable supplies and Taxable expenses directly in the screen.
3. The figure must only be reported in UAE Dirhams (AED).
Federal Tax Authority Convert TINXC to TRN - Taxpayer User Manual
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FEDERAL TAX AUTHORITY
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Homs ® Company® B VAT Repistiation - Convert s TRN

VAT Registration - Convert TIN XC to TRN

o experses for last 12 months (AED) @ Tonutie expenses ror next 30 deys (AED:
=)

Supaiien of geads o1 services i the UAE and sither.

12 mantns or ass: o

On what dste woukd you ke to be registered (

pectthe VAT on your

Do youex
e (@ No
Do yous wish ta 2ppl for Excention from VAT?

o the stondard efiective date

o e the law)

xpensas 1o regularly axcasd the VAT in your Laxable supplies?

o in Obiigation Date (Dptional)

i for change In Effective date (Dptional)

Oe He

D you expec to maks erempt supplies?

°

VAT registration.

If the ‘VAT registration criteria’ is determined as ‘Mandatory’ or ‘Voluntary’, you are eligible for VAT
registration. If the ‘VAT registration criteria’ is determined as ‘Not applicable’, you are not eligible for

Federal Tax Authority
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FEDERAL TAX AUTHORITY
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VAT Registiation - Canvert to TRN

= jome » comeme
VAT Registration - Convert TIN XC to TRN
1050000

| atsarsca

o

ot expenses for a5 12 montns AED) ©  rorotie expeniesfor et 50 gy (AED:
=)
AT Bt mansiary
Veu “ Sappies of goads o srvices i the UAE aad e
- 12 mantn or s e
@ Resion for change in Obigation Dat (Options? n
o 1t chang in Sfectiv cats (Options)

o the staniard sfiective date as par the )

0n what date woud you ke to be registered (arior to
- \<Dwa.,.‘uum..mmmum..-
o) v [ me

xpensas 1o regularly axcasd the VAT in your Laxable supplies?

°

Do you expect the VAT on your

Step Action

The obligation and effective date of registration will get populated in the screen

°
1
(1) e You can change the date by providing the reason.

Page 27
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FEDERAL TAX AUTHORITY

VAT Registration - Convert TIN XC to TRN

i expenees for last 12 montns (AED) @ onemie sepenies for next 50 days (AED) o
Tos0s00 | g
LA — a
a5 oo the law @ Fessonfor change i Sfectve st (Optiona)

o the stondard efiective date

D you expec to maks erempt supplies?

-]

xpensas 1o regularly axcasd the VAT in your Laxable supplies?
o v e

pectthe VAT on your

P

Do youex

Step Action
After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Contact Details

(1) section.

Page 28
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FEDERAL TAX AUTHORITY

Contact Details

United Arab Emirates

» CompanyB » VAT Registiation - Canvert to TRN
VAT Registration - Convert TIN XC to TRN

o
@

Entity Dataile

Contact Details

Country Code Mabas Numbst L

Emsa 1o

Step Action

Enter the registered address details of the business.
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FEDERAL TAX AUTHORITY
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United Arab Emirates

VAT Registration - Convert TIN XC to TRN

o
@

Entity Dataile

Contact Details

fm
|

asthat Tive Deea.

s 1o

Do not use another company’s address (for example, your accountant). If you have multiple
addresses, provide details of the place where most of the day-today activities of the business are

carried out.

Page 30
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M, m Ki

United Arab Emirates

VAT Registration - Convert TIN XC to TRN

o
@

Entity Dataile

Contact Details

fm
|

Emsa 1o 0. 8o

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Business
(1) Relationships' section.
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Business Relationships

=
AN
sk

United Arab Emirates

=0

Ham, QIIME > VAT Registiat

VAT Registration - Convert TIN XC to TRN

o o
@ @

Business Relationships

Bergrtion

Step Action

This section will be used to add the relationships for your VAT Registration. Enter the details of the
(1) Manager OR Chief Executive Officer (CEO).

Federal Tax Authority
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FEDERAL TAX AUTHORITY

——0 =
VAT Registration - Convert TIN XC to TRN
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Step Action

Click 'Add Relationships' to add more relationship details, this is an optional field.
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Partrar

Homme in English

Step Action

Drag fites here

Formats. BOF, BOC

(1) Click 'Add' to add more relationship details.
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VAT Registration - Convert TIN XC to TRN

Business Relationships

Basipnation

Firsk Nome in Engiish Lsst Name in Englsh
o

O Lot oo drs
e

s

Firstvame in Aratic

Are you s Resident of UAE?

Yo () me

Country of Kationaisy

Earmats: BOF. 00T

Passport ssuing Country

Step Action
After completing all the mandatory fields, click ‘Next Step’ to save and proceed to the 'Bank Details'

(1) section.
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Bank Details (Optional)

1 Copy of Bank Vaiidation Letter

Acceurt nmzar

e  Bank details are optional at the time of VAT Registration. You may also provide or update the
bank account details after the VAT registration is completed. However, you are advised to
provide the bank details as a part of this application to avoid submission of bank details at the
time of refunds processing.

e You are requested to ensure that your account details are accurate. Some accounts cannot
receive payments electronically. Also, ensure that your Bank has this facility.

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.

Federal Tax Authority
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Entity Dataile

Bank Details (Optional)

Country

R
[ERP— Formats POF,BOC

Max b, of Fis -3

Step Action

You may enter your bank details and click ‘Next Step’ to save and proceed to the 'Additional Details'
(1) section.
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Additional Details
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(==
Step Action
Click ‘Add GCC Business activities’ If the person is intending to import goods or services and these
(1) imports are from GCC member states.
Page 38
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Step

Action

(1)

Select the GCC state from the drop down.

Enter the Tax Registration Number (TRN) or equivalent if the entity is already registered for
VAT purposes with the respective tax authority in the GCC Member state.

Enter the value of goods you expect to import and sell in the 12 months following the date of
registration

Click 'Add'.

Federal Tax Authority

Convert TINXC to TRN - Taxpayer User Manual

AN
i r\_-) iy
I";‘. ‘mll
M NN

"Wa,.p\s\-‘\
United Arab Emirates

Page 39



il aa L @ yslaidl & fyg I ‘

FEDERAL TAX AUTHORITY \\

United Arab Emirates

GCC Business Activities

Seient GCC state TRN G availasie)

Do not include the value of any services unless they are directly related to moving goods (Example.,
commission, and freight insurance ).
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Additional Details

D you ntena 1o import gaocs o savicss? Vel of thesa imgors B fram GEC mambee states? o
. ves "o . ves o
Do you Intend 1o aaport goods ae sercer® Wil of these axports 0. GEC marbersites? o
o ves Mo ® ves wo
=== n
Gec memoer state an Estimated valus of imports peryear (AED per year Extimated aiue of exports pe yesr (AED per year) actions
S Arsbia P 1000000 00000

Emirate Gustoms umbe Attacment acrars

No data

Step Action

If you are registered with any of the Customs Authorities in the UAE, select ‘Yes’ and click ‘Add
(1) Custom Details’ to enter the customs registration details.
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Step

Customs Registration Datails.

Action

(1)

Select the Emirate from the drop down.

Enter your Customs Registration Number, issued by the relevant Customs department in the
UAE.

Upload supporting document and click 'Add".
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Customs Registration Datails.

e If you have multiple Customs Registration Numbers (“CRN”) in the UAE, add each of them as a
separate line item.

e The Customs Registration information will assist the FTA and the relevant Customs
departments to identify you accurately at the time of importing and exporting goods into or
from the UAE. Failure to enter this information may result in delays at the border.

e  You may also remove any item from the list by clicking on ‘Delete’.
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Please add Custom Registration details
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1000900 1000000

Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Authorized
(1) Signatory' section.
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Entity Details (duetification Dntais Eligibiity Datas Cortact Datails Buvraas Bk Datais dltcnal Detuix Authorined Roem
Relatiansnizs Sronatory Gectaratian

Authorized Signatory

Authorized Signatory list

| Custamiaa Comemns
o in Engien harme A owemoe e Actions

Company & S A SaPsARASDE ABCDE43 ABC.COM

Step Action

Authorized Signatory details are auto populated, Click on 'Add Authorized Signatory', to add more
(1) Authorized Signatory details. You can add one or more authorized signatory, if required.
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e Evidence of authorization may include a Power of Attorney or similar in the case of legal
persons.
e  You can add one or more authorized signatory, if required.

Federal Tax Authority Convert TINXC to TRN - Taxpayer User Manual Page 46



£ o . . “ & N A
PR I B [ = ’ i
FEDERAL TAX AUTHORITY \\ i%b,/m\\\‘:\gi

Szt

United Arab Emirates

Authorized Signatary

18 vt autharized ignatery cams 3 e managert

©wag files hera

Step Action

(1) After completing all mandatory fields, click 'Add'.

Federal Tax Authority Convert TINXC to TRN - Taxpayer User Manual Page 47



AN

@ United Arab Emirates

el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

lams ® CompanyB B VAT Repistiation - Coneert to TRN

VAT Registration - Convert TIN XC te TRN
4 o o o o (] Ld
] o © o ° ] o o c
Entity Details Idrtification Getai's Eligibiity Datas Cortact Datails Buvraas Bk Datais dltcnal Detuix Authorined [
Authorized Signatary

Authorized Signatory list 4 Aca Authonzea signatory
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ABCDEAS ABC.COM

Step Action

After completing all mandatory fields, click the ‘Next Step’ button to save and proceed to the next
(1) section.
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VAT Registration - Convert TIN XC to TRN

Step 8: Authorized Signatory

Nams in Eagiin Name in Arabic Emai
Company B dsnis ABCDO4Z ABC COM

Declaration

[ ——— e —
] | \

Mails Nurmte

| [ovsam ]

This section highlights all the details entered by you across the application. You are requested to
review and submit the application formally.
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Step 8: Authorized Signatory

Nams in Eagiin

Company

Declaration

Cauntry Code

Maisils Number

[ yrye—

| [ovsam ]

Submiszion Date

[ovenmen

clars that allmfarmation peovided s rum., aceurate a

RO) - = |
Step Action
After carefully reviewing all of the information entered on the application, mark the checkbox to
(1) declare the correctness of the information provided in the application.
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Step B: Authorzed ignotory [-]
Declaration
[ ] | ]
[= ] | 4]

| [t |

==
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Submiszion Date

[ovenmen

(W] 1 doctare

Provious stsp

Step Action

After reviewing the information entered, click ‘Submit’ .

(1)
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Application Submitted Successfully

reference number for future communication with FTA.
email.
What’s next?

applicant accordingly.

you.

o Read the “What Next” and “Important Notes”.

After your application is submitted successfully, a Reference Number is generated. Note this

An acknowledgement communication for the successful submission will be sent to your registered

e  Once the application is submitted, the FTA shall approve, reject, or resubmit and notify the

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

e  Once the FTA confirms acceptance of your application, you will be notified on the decision.
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.
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Taxpayer receives the following correspondences:

* Application submission acknowledgment.

* Additional information notification (only if FTA requires more information to
assist with their review of your application).
» Application approval or rejection notification.
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Thank you
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