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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

This manual is prepared to help a Taxpayer
having a TIN for VAT Group (TINVG) to
navigate through the Federal Tax
Authority EmaraTax portal and submit a
‘Convert TINVG to TRN application’ to
request FTA to convert their TINVG to VAT
registration.
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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 TINVG 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.

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 7
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OTHER SERVICES

£ MY CORRESPONDENCE =

iE Taxable Person List

QUICK LINKS. OTHER LINKS FOLLOW US
alysh 1) &bl d Lug I
FEDERAL TAX AUTHORITY

€ 3021 Copyright Faders! Tax Authority.
This sitn i bast viewsd in Microsoft
Elge Vars. 38143931066.0 (atast
version)Googie Chrome (iatest version)

@ Government.ae

@ .

taxgovae What's New = m ’ o

Help Center Fags
ey Contact Us

Complaints and Inquiries % 600 599 594

Duciimer | Termsand Conamions | Accessbaty | PrvacyPoscy |

Step Action

Select the Taxable Person from the list and click 'View' to open the dashboard.
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HomE
Required Actions

3 ABCSUPERMARKETUID
Due Dats Bescription

No data
& oxseTAx
= pavmeNts
£ MY CORRESPONDENCE
e Most Used Services
S — B votue Accia Tax Registration 5
Overview Hore Tax Trpes -
— Vit
Vo Excise Tax Warehouse Keeper

Ty comentoTRN
- Tl Mot regitered
1) I

Tax Group VAT Clearing Company - TINCO

]
Step Action

e In order to submit Tax Group to initiate the VAT TINVG to TRN registration application, Click
‘Actions’ on the VAT tile.
e  (Click 'Convert to TRN'.

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 9
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Guidelines and Instructions

_;Mud.u_;@ E
e S |

raon - Cenverta T

VAT Registration - Convert TIN VG to TRN

3 Expactod fees for this service
Frva of charge

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

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 10
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Roquired Templstas
na

Service Details

About the service.

Engebiny Criteria

Servico steps

§
LU

(1) .

A screen will appear with guidelines and instructions.

Read the guidelines and instructions and mark the checkbox to confirm.A screen will appear
with guidelines and instructions.

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual
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Servico stope ]

Fags

s and guidelines

Step Action

Click ‘Start’ to initiate the Convert TINVG to TRN application.

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 12
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Entity Details Section

s L A L)

= Homo » ABC Superarketita » VAT Regitation

Convert 1o TR

VAT Registration - Convert TIN VG to TRN

o : ; .
Entity Details
Entity Type [}
“ D fles here
o
= °

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.In order to move from one section to the next, all mandatory fields of the
current section must be completed. Any field that is not marked as ‘Optional’ is mandatory
and must be entered.
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VAT Rogistration - Comvert to TRN
VAT Registration - Convert TIN VG to TRN

Entity Dotails Iontification Details Engibitty Details Contact Dotails

Entity Details

Entty Troe )

Legal Perion - Public Joint Stack Campany ]

00 you have  cortifcats of nsorporation? )
Drea il here
o) v () e
e you spying o creste or join a Tax Graug? o
. w

Provious Stop.

Step Action

Verify and update Entity Details information.

(1)

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 14
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Home » ABC SuperMarketita » VAT Regiation - Convert 1 TRN
7 ]

VAT Registration - Convert TIN VG to TRN

° : :
Entity Details
Entiy Type (]
e
e = Y ul
pyowen
= O

Are you spplying to

w8 N

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

'ldentification Details' section.

Page 15
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Identification Details
Main License Details

)

(-
United Arab Emirates

o° ]

0

Business Activity Details

Primary Aty Industry

S|

Step Action

(1) Verify and update Identification Details information.

Federal Tax Authority

Convert TINVG to TRN - Taxpayer User Manual
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Add Business Activities

- ay

= uomo » ABCSuperMarierits » VAT Ragiwation - Comvert to TRN

VAT Registration - Convert TIN VG to TRN

| v Aot Froe zone | | rosrsseas
Uicense tsse e [ e
[owrenaom =
@ LossiName i Aabic o

semnet ke

Trade Name i Enalish (optonal) @ e Name i Avabic optional ')

[Ra s 2 \

‘ [

Upkoa copy of Trada Licerse
Orag fies here

Mea fle size 15 M8 Fermats: PDF, DGC Max N, of Files : 3

Business Activity Details

Brimary Actiity  Incustry Main Group Subgroup

Owners List

Ownir Type ‘Owner name in Englisn Owner name in Arsbic

Legal Persan ABC Supor Markst Lid aganon cata pos

Local Branch Details

Business Activities Activity Code Actions
GrOWInG Of Cereals (6XCEDt rce), KOUMINOUS Crops o o
and ol seeds.
+ Add Owner
1D Nummer Sharshoiging Parcantage Actions
sczxsmion 10000

Action

required.
(1) .
Business Activities.

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

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

Federal Tax Authority

Convert TINVG to TRN - Taxpayer User Manual
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Add Owners oo il

Q e~ G A o -~ |

= uomo » ABCSuperMarierits » VAT Ragiwation - Comvert to TRN

VAT Registration - Convert TIN VG to TRN

‘ Dubal Atrport Free Zone ‘ ‘ FOGFSSX44D

Uicense tsse e Liconso ExpiryDate e

[owrenaom | e =

Legal Nams in English ©  LeosiNamain Ambic o
e ——— [

Trade Nama in Enalsh (optonsh ©  Trade Name n bl coptona o

[ s ke || e~

Uptead copy of Trada Licanse

S
Business Activity Details -
[eep——— p— pres—- Pr—— Aciy Coce tom

Owners List

over e O rame nergin fm——— F— SE—— poes

Lo P Pr— Fo— sczssnon 10000 ©

Local Branch Details

Step Action

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

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual Page 18
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Branch Details o
Q s ||

e o o TR

VAT Registration - Convert TIN VG to TRN

p——
@ TeodeNamein Arabic (optionsly [
[ s e 1 | 1 e
o
S—
[T— - R
Business Activity Details + AddBusiness Activities
po——— G o= [r—— pr—— pr
8 At ey o i st i o R SOSIS G s T T ———
Owners List. =+ Add Owner
P [Ee—— prep——p— p— P—— po

10000

Local Branch Details

B0 you have branches in UAE?

P BN

Step Action

e  Verify and if required update the branch details.

e 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.

(1)
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= VAT Registration - Convert to TRN

= homo » ABC Superarketita »
VAT Ragistration - Convert TIN VG to TRN
I

United Arab Emirates

Lesal Name in Enslish

©  LeasiNeme n Avabic [
ABE Super Market Lid P
Trae Name in Engiis (optienan) © oo Nome in Arabic optiona ()
[ 8¢ supor avken i | Soqanat cibhe s
Upioad copy of Trade License
I add/viewtn Drag fles here
Max file size: 13 M8 Formats: PDF, DGC Max No. of Fles 3
Business Activity Details + AdaBusiness Acties
Primary Activity  Industry Hain Graus Subaroue Business Acthvities Actiity Code Actions
e . - | poduction NURNG SAAIEIED (L o rowng of cres encept e g 83 gy
Owners List + Add Owner
wner Type Ownar name in Engiich Ownes name in Arsbic 1B Number Shorehoiding Percertage Action
Logalparssn ABC Supsr Marke L Saoazak itta som sczxso 10000

Local Branch Details

99 you have branches in UAE?

@w
[S—

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 Convert TINVG to TRN - Taxpayer User Manual
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= VAT Registration - Convert to TRN

= homo » ABC Superarketita »
VAT Ragistration - Convert TIN VG to TRN
I

United Arab Emirates

Lesal Name in Enslish

©  LeasiNeme n Avabic [
ABE Super Market Lid P
Trae Name in Engiis (optienan) © oo Nome in Arabic optiona ()
[ 8¢ supor avken i | Soqanat cibhe s
Uioad copy of Tade Licerse
I add/viewtn Drag fles here
Max file size: 13 M8 Formats: PDF, DGC Max No. of Fles 3
Business Activity Details + AdaBusiness Acties
Primary Activity  Industry Hain Graus Subaroue Business Acthvities Actiity Code Actions
e . | poduction NURNG SAAIEIED (L o rowng of cres encept e g 83 gy
Owners List + Add Owner
wner Type Ownar name in Engiich Ownes name in Arsbic 1B Number Shorehoiding Percertage Action
Lo Persan ABC Supsr Marke L Saoazak itta som sczxsmoo 10000

Local Branch Details

99 you have branches in UAE?

Yes @ Mo

(1
Step Action

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

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual
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Eligibility Details

Taxable supplies and Taxable expenses

erten | 2| e ﬂ
= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

1 Upload Filed Temolate
nnnnn AmounicAED) ) Cumulativ AED) )
0000000 @ E
400,00000
n oo JECTC w | ors per page
pericd of 12 ms 3 e ™ 1pples - Net v
40000000 |
hen uooad it shes filing
L pown L Tazabh L Upload Filed Templato
T Choar Tab
Taxable Expenses

Step Action

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

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

(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 TINVG to TRN - Taxpayer User Manual

Page 22



el A 1 @ gslaill dGag I

FEDERAL TAX AUTHORITY

]

ey}

H

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

VAT Ragistration - Convert TIN VG to TRN

ey

of - Purchase orders, contracts.

and seal of e

Uptoad scanned copies of documentary proof - paf version of the uploaded exc
L ackt/Viet) Orag files here
Max file size: 15 M Formats: POF, OC

Upload scanned copies of

2 aca/viewen

Orag tias nere

Ma e size: 15 MB Formats: POF, DOC

L ekt imnelT) Brag files here
Max No. of Files

Max N of Files Max fil size: 15 MB Formats: PDF, DOC

I asarvewen Orag tiles nere.
Max b of Files Ma fil size: 15 M8 Farmats: POF, 0OC Max Mo, of Files

VAT Registration  Mandatary
Crtterta:

ou
i was more. 12 montns or less: or

2 Vou expect that your taxable suppiies will be more than AEDS7S,000 in the next 30 days.

Date o which the thesshold imit for the axabie supples has STCES0SE/NPSETSd 15 bo SEcesdss

O what date would you ke to be registerad Cprior to the standard affective dats as per the law)

the VAT In y

D9 you wish £0 apply for Excepuion from VAT?

Previous step

re & foresan business or business thAE is reskHeNt I the GCC and you are making SLpplles of 990ds Or services I the UAE and sither:

@  reason for change I Obigation Bate (Optionan

Reason for chanse in Effective date (Cptionst)

Y

Do you expect to make exempt supplies?

-]

Yes (@) Mo

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

whALL LA

o 1

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

VAT Ragistration - Convert TIN VG to TRN

of

Uptoad scanned copies of documentary proof - paf version of the uploaded exc

Orag files here

L ackt/Viet)

Max file size: 15 M Formats: POF, OC

Upload scanned copies of

2 aca/viewen

Orag tias nere

Ma e size: 15 MB Formats: POF, DOC

Max N of Files

Max N of Files

Max fil size: 15 MB

ey

- Purchase orders, contracts.

Brag files here

Farmats: PDF, DOC Max No. o Files

2 naarviewn

Max file stze: 15 M8

Drag ties nere

Farmats: POF, 0OC Max Mo, of Files

VAT Registration  Mandatary

Citeia:
vou are 2 foreian business or business that s resident n the GCC and you are maling Supples of 900ds or services I the UAE and eithr:
L was more 12 mentns orfes: or
2 You expect that your taxable supplis will be more than AED7S,000 in the next 30 days.
D3t o Which the thrashold It for th taxabie S4PIes hat S17B6Gec EXPacted to bo axeacea @  reason for change I Obigation Bate (Optionan
O what date would you ke to be registered Cprior tthe standard sffective date s per the ) @  Peason for chanse in Efective date (Optionah)

the VAT In y

VAT on your exper

s (@) o

D9 you wish £0 apply for Excepuion from VAT?

Previous step

= \@,«mw

Yes (@) Mo

Step Action

(1) .

The obligation and effective date of registration will get populated in the screen.
You can change the date by providing the reason.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

ey}

= Homo » ABC Superwarsetitg

H

ey

= VAT Ragiation - Convert to TRN

VAT Ragistration - Convert TIN VG to TRN
of - Purchase orders, contracts.

Uptoad scanned copies of documentary proof - paf version of the uploaded exc

L ackt/Viet)

an seal ot e
Drag files here: L adelVimett) Drag files here
Max No. of Filec

Max fil size: 15 MB Formats: PDF, DOC

Formats: POF, OC Max N of Files

Max file size: 15 M

Drag ties nere

Upload scanned copies of
I ngaviewn Orag fies nere I asarvewen
Ma e size: 15 MB Formats: POF, DOC Max b of Files Ma fil size: 15 M8 Farmats: POF, 0OC Max Mo, of Files

VAT Registration  Mandatary
Crtterta:

You re & foresan business or business thAE is reskHeNt I the GCC and you are making SLpplles of 990ds Or services I the UAE and sither:
i was more. 12 montns or less: or

2 Vou expect that your taxable suppiies will be more than AEDS7S,000 in the next 30 days.

@  reason for change I Obigation Bate (Optionan

Date o which the thesshold imit for the axabie supples has STCES0SE/NPSETSd 15 bo SEcesdss

On what date would you

Reason for chanse in Effective date (Cptionst)

Y

ke to be registerad (prior to the standard effective date a5 par the law)

Do you expect to make exempt supplies?

-]

the VAT In y

Yes (@) Mo

e

50 v e 10 g o Encepton rom VAT
“ i %

Previous step

Step

Action

(1)

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

section.
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FEDERAL TAX AUTHORITY

Contact Details

— e
sarssome Q] A - |- - |

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

United Arab Emirates

VAT Registration - Convert TIN VG to TRN

° ° °
o o =] (-] s s z :

ensiey Dotais dontifcation Derais oy Detais Cantact Detai Business
Relationsteps
Contact Details
" s, that you tyoe i
Wihere s no o dets
For  enter the Tite Desdt
For naturs persons, ot the addros dotaik o your house
Country Buiding Harme & Number
prp—
St o
cay Eminate
Gountry Gose obie Humbar @  coumyos Landiine Humber
3 arop Emat S TT T — -
emsi 0 #0.80x
e o0 “ i m

Step Action

Enter the registered address details of the business .
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@ United Arab Emirates

= VAT Ragiation - Convert to TRN

VAT Registration - Convert TIN VG to TRN

° ° °
o o =] (-]

Entiy Dorails icntification Details Eiigiiliy Detaits Cantact Detaits

Contact Details

" uaE that you type &
e to datn
For ke the Title Boscd
For naturl persons, onbor the adzross detailsof your house.
cou B
e
Street are
an Emirste
Gountry Code Mol Number @  coumycese Landiing Humber
3 aran Emate v . T E e pry—— v
#0, Box

Email D

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.
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@ United Arab Emirates

= VAT Ragiation - Convert to TRN

VAT Registration - Convert TIN VG to TRN

° ° °
o o =] (-]

Entiy Dorails icntification Details Eiigiiliy Detaits Cantact Detaits

Contact Details

w use, that you type is

For , enter the. Title Desdd

For natursl persons, onier the address details of your house

Street are
an Emirste
Gountry Code Mol Number @  coumycese Landiing Humber
3 aran Emate v . T E e pry—— v
#0, Box

Email D

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

+\»—Mw1uﬂ1@
o —[J e

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

VAT Registration - Convert TIN VG to TRN

° ° ° °
o ] o o o . 7 J J

Entiy Dorails Idontification Details Etiginiiy Deotails Contact Datails Business

Business Relationships

Designation
Manage .

First Name in English b @  LostNamein Engion
\ac supe varkat Lty

First Name In Arabic 0 Last Name in Arabic

oya0ll e g [

Ave you & Resident of UAE?

. ves Mo
Emirates 1D Upioad copy of your emirates 1D
4-1973-3926402-6 I AddlfView(T) Drag files here
Max filo size: 18 M8 Formats: PDF, BOE Max . of Files : 3
10 Expiry Date

Passport Numbar Plaase upload €5py of PasspoTt

FDOVBFDGFD» I hdd/ViewD Drag files nere.

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 Convert TINVG to TRN - Taxpayer User Manual Page 29



el A 1 @ gslaill dGag I
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Add More Relationships

AN

United Arab Emirates

= bomo » ABCSupervauetitg » VAT Ragitation

Convert ta TRN

VAT Registration - Convert TIN VG to TRN

First Nome In Arabic

Are you a Resident of UAE?
o) ves ™

Emirates 1D

1D Expiry Date

Passport Issuing Country

Arao Emirate

|11 Customize Cotumns
Retionsnip

Divector

Nama in English

ABG Suner Market Lt

Please upload copy of Passport

I adapvienty
Max File sizo : 15 MB

Passport Eupiry Date

Name In Arabic 1D NumBer Resident of LAE

Gaaa0nnciake pe SR o 7B4-1973-3926402-6 Resigent

e .

[

Drag fles here

Formats: POF, DOC Max b of Files :

Drag fles here
Formats: POF, DOC Max Ne. offles -3

(i}

Actions :u
Unites Arob Emirates

Natianaty

Step Action

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

Partner/Director

Director

First Name in English

ABC 3upe

First Name in Aratic

15 the Pertner/Dicector & Resident in the UAE?

») e No

Emmirates ID number

Last Name in English

Markat Lid

Last Nama in Aratic

UBloaa copy of your emirates 1D

784137

X sckaremey

Expiry Date.

25102028

Passoort Number

Max file size: 15 M8

Gountry of Nationaiy

—<T
(i

'/“\.«I

United Arab Emirates

Drag files here

Formats: PDF, 5O

==

Usload copy of Passport

FOVBFDGFDXS

I adaremy

Passport ssuing Country

Start Date

Max File size 18 M3

Passport Expiry Date.

25/07/203

2s/077200

arevou

Drag files here

Formats: BOF, BOE

Step Action

the last 5 vears Doen involved im any

(1)

Click 'Add Relationships' to add more relationship details, this is an optional field.
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@
o 1

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN
VAT Ragistration - Convert TIN VG to TRN

3C supe

First Name In Arablc

Are you & Resident of UAE?

. ves Mo

Emirates 1D

78419

10 Expiry Date

Passport Numbar

FOVBFDGFDIA

Passport 1ssuing Country

Unvtedt Asso Erestes

1] Customize Columns N

Relationship Nam in Englich

Director ABC Super Market Lt

Previous step

rarket Lt

@ Lo vamein Ansbic

Baganollcinte b

Upioad copy of your emirates 1D

L celfimnett)
[P
Country of Nationaity
Jvtea A Emirates
Plesse uplasd copy of Passport
T ek Vi)
Mo il size 15 B

Passport Expiry Date

Name in Arabic 1D Humber Resident of UAE

NiSito o PR Resident

Drag files hare

Formats: PF, DO

Nationatity

United Arab Emirates

o - I

[

Mo o, of Fles - 3

Max Mo offles - 3
[i]
=]
+ Add Rot =

Save as Drart Next Step

Step Action

(1)

section.

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

Bank Details

e O
o —[J e
VAT Registration - Convert TIN VG to TRN
] L] o ]
o o (<] (] 2 .

Bank Details (Optional)

Actount Hoider's Name @  ccoumt rumber
[[oeoncssarasaoce

Drag fies nere

Formats: PDF, DGG Mak Mo, of Files : 3

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 [fyou arein the process of opening a bank account, you must provide copies of any relevant
correspondence received from your bank.

e If 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.
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FEDERAL TAX AUTHORITY

United Arab Emirates

° ° °
=] (<]

Eiigiiliy Detaits

icntification Details

Bank Details (Optional)

Country.

United Arab Emirates

A
—
S
et |
Actount Hoider's Mame @ b
[[oeoncssarasaoce

Uplead Capy of Bank Validation Lottar
Drag faes nere

Asa/viewn
Mas e size: 15 MB Formats: PBF, DT Mak Mo, of Files : 3

Step Action

You may enter your bank details.

Page 34
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FEDERAL TAX AUTHORITY

1 U v s

VAT Rogistration - Comvert to TRN

VAT Registration - Convert TIN VG to TRN

° ° ° ° °
o o L] o L:) o Z g 2

Entity Dotails Iontification Details Engibitty Details Contact Dotails

Bank Details (Optional)

Country

Upload Copy of Bank Vakdation Letter
I aga/vewn Orag tias here

Bt 5178 15 MG Formats: POF, DOC Max N of Fles :3

Step Action

Click ‘Next Step’ to save and proceed to the 'Additional Details' section
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Additional Details

GCC Business activities

wdlysa 1l agslailld iag ll
FEDERAL TAX AUTHORITY

i« Dsta
Additional Details
00 you intend 0 impert geods or services? Wil ny o thess impart be from GCC member sates e
OR”

Estimatedt valus of IMports per year CAED per year) Estimated valus of exparts par year (AED por yeary

45325421 40000000

Please add Custom Registration details

| Customize Columns

No data

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.
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6CC Business Activities

Select GEC state

Vakuo of Import CAED por yaar)

[[000000q

Step Action

e  Select the GCC state from the drop down.

e  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.

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

registration

Click 'Add".

(1)
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TRN (i available)

[t e 453258214

Vakuo of Import CAED por yaar)

[[000000q

commission, and freight insurance ).

Do not include the value of any services unless they are directly related to moving goods ( Example.,

Federal Tax Authority Convert TINVG to TRN - Taxpayer User Manual

United Arab Emirates

Page 38



el A 1 @ gslaill dGag I
FEDERAL TAX AUTHORITY

AN

United Arab Emirates

Custom details

e

VAT Registration - Convert TIN VG to TRN

o

Entity Dotails Idontification Dotails

Eigivikty Dotails Contact Dataile

Additional Details

B0 you intend to import goods or services?

Wil any of thess imports be from GCT member states?
o ves Mo

o) vos W

99 you Intend 1o export goods or services?

Wil any of these exparts to GGG member states? e
o ves ()Mo

. ves No

4 Add GCC Business activities
11 Customize Columas

GEC member state N Ectimated valus of Imports per yoar (AED per yaar)

Estimated value of oxports par year (AED per year) actior

Saudi Arabla T34532M42I4 40000000

B0 you have  customs registration number? o
o vee Mo

Please add Custom Registration details

1 Customize Golumms A seaen

Emirate Customs Numbe Astachmant Actions o

No data

Bravious Step

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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FEDERAL TAX AUTHORITY \\

Customs Registration Details

Step 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".

Federal Tax Authority
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FEDERAL TAX AUTHORITY \\

Customs Registration Details

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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FEDERAL TAX AUTHORITY

B
Bank Oetais Adcitional Getaits Autherized Roview ana

Entiy Dorails icntification Details Eiigiiliy Detaits Contact Detaits Business
Relationsheps Sgnatory Dectaration

i “ i %

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Authorized
Signatory' section.
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FEDERAL TAX

AUTHORITY

Authorized Signatory

ey} @

VAT Registration

°
o

Entiy Dorails

Home » ABC SuperMarketio > VAT Regismation- Convert 1 TR

- Convert TIN VG to TRN

]
L]

Authorized Signatory

Authorized Sis

ignatory list

| Customize Columns

10 Numosr

8392000 A e o B39%00 CL8e s 7841973-3026402.6

e

o o C
= = @
PR—

Action

Authorized Signatory details are auto populated, Click on

Add Authorized Signatory, to add more

Authorized Signatory details. You can add one or more authorized signatory, if required.
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Autherized Signatory

s your authorized signatory same as your manager?

o ves Mo

First Name in English Last Name In Enalish

[[#ac super | [k 10

First Name in Arablc Last Name In Arabie

[ e |

Dasignation

=

Country Code Malsile Humber

v | | svaresasy

ity of Natiansi
Are you a Resident of UAEY Country of Natianaiity

[[inee mrab emiratas

. ves Mo

Emirates ID 1D Expiny Date.

[[73a073-35284026 | [assovacan

Pacsport Number

[rovarocrans \

Passport ssuing Country Passport Expiry Data

[ unied ara Emiates | [remzem

start Date Paass upload Memorandum of Association/Powsr of Attorney documents

[ zororrzom | Drag fles here

Step Action

e If Manager OR CEO is the authorized signatory, select ‘Yes’. The Manager OR CEO details
provided in the 'Business Relationships' section will get populated in the screen.

e  Otherwise, select ‘No’, to enter the authorized signatory details .

e  After completing all mandatory fields, click 'Add'.

(1)
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Authorized Signatory

¥5-your authorized signatory same as your manager?

Fiest Name in English

Last Nama in Englisn

e
=l
AN
n/w

I"{
PR
United Arab Emiraes

[Focmm

==

Frst Name in Arabic

Last Name in Arabic

Desianation

Email

Frausereaatiacom

Gountry Code

971 ( Unitea Arab Emirates )

Are you a Resident of URE?

. ves No

Emirates 1D

Cauntry of Nationality

[[uoitea ot Emistes

1D Expiry Dace

[

| [

Passport Numbar

[Fovarocron

Passport ssuing Country

Passport Expiry Date.

[ e

NEEE

Start Dae

Please upload Mamerandum of Assacistion/Pawsr of Attorney documants

[ zosear20m

| T Adaviewd

Drag files here

persons.

e Evidence of authorization may include a Power of Attorney or similar in the case of legal

e  You can add one or more authorized signatory, if required.
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FEDERAL TAX AUTHORITY

VAT Registration - Convert TIN VG to TRN
o° e° o° o°

Entiy Dorails icntification Details Eiigiiliy Detaits Cantact Detaits

Authorized Signatery

Autherized Signatery list + Adg
111 Customize Columns L searcn
Nama in Engiisn Name in Arabic 10 Numosr Eman Actions
ABC Super Market Lid 8392000 A e o B39%00 CL8e s 7841973-3026402.6 Pausers4 @Ma.com

Step Action

After completing all mandatory fields, click ‘Next Step’ to save and proceed to the 'Review and
Declaration' section.
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Review and Declaration

AN

United Arab Emirates

- B D e | D) | oue ﬂn
= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN

VAT Registration - Convert TIN VG to TRN

Doyou intend to expart goods or services®

.
Do you have a customs registration number?

Step 8 : Authorized Signatory

Mame in Arabic

D Numer Eman

Name in Englisn

ABG Super Market Lta 302200 Cuko o E0a20ll bk Haw 7841973-39264026 Mauserss sttacom

Declaration

First Name in English

[ |

[epT—

Last Hame in English

[ | PR
[ mmtrmes; = | [mmsann
S——

[omm |

W] 1 ctare that il information proviced i trus., accurate and complte to the best of my knowdsdge and belief

Previous step

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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@
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= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN
VAT Ragistration - Convert TIN VG to TRN
Doyou intend to expart goods or services®
O
Do you have a customs registration number?

Step 8 : Authorized Signatory

Name in Englisn Name in Arabic
ABG Super Market Lta 302200 Cuko o E0a20ll bk Haw
Declaration

First Name in English

D Numer

7841973-39264026

First Mame in Arabic

e

Eman

Mauserss sttacom

=

[epT—

Last Hame in English

Last Name in Arsbic

T

[=
[ ot s = [meianam

Submission Date

26/07/2022

W] 1 ctare that il information proviced i trus., accurate and complte to the best of my knowdsdge and belief

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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FEDERAL TAX AUTHORITY

TS @ @ United Arab Emirates

o 1 e

= Homo » ABC Supsrarketitg » VAT Regiswation - Convertta TRN
VAT Ragistration - Convert TIN VG to TRN
Doyou intend to expart goods or services®
O

Do you have a customs registration number?

oK
Step 8: Authorized Signatory [ -]
Name in Enghzn Name in Arabic @ Nurmier Emat
ABC super Market Lta 303008 S s S30a20 iAo i 541973-39264026 Nausers waeom
Declaration
First Name in English First Narme in Arabic
= | | g
Last Hame i Engiish Lot Hame in Asabic
[= | 128 Sjanaso
ountry coge Mobile Numper Emoi
[ +5m cumnea aran emirates | [[swrssesm | [ rouserssgmacom

Submission Date

== \

W] 1 ctare that il information proviced i trus., accurate and complte to the best of my knowdsdge and belief

Step Action

(1) Click ‘Submit’ to submit the Convert TINVG to TRN application.
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Post Application Submission

P
piilysd U & golniall & iy g Il
FEDERAL TAX AUTHORITY
e ftauser64@fta.com v n User Type <) [eVIPS n | A | A | *A

Home » ABC Super MarketLtd » VAT Registration - Convert to TRN

Value Added Tax Registration

Application Submitted Successfully @ In Review
Name : ABC Super Market Ltd
Reference Number ; 300000004338
l J Submitted Date 1 26 July 2022

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.

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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FEDERAL TAX AUTHORITY _MARATAX

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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