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1.0 01-Oct-22 Federal Tax Authority User Manual for EmaraTax Portal
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

e Freight Forwarder/VAT Clearing Company (TINCO)

e Excise Tax Clearing Company (TINCE)

5 Link TRN to email address This manual is prepared to help you navigate through the
Federal Tax Authority (FTA) website to Link TRN to New
Email Address.
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Navigating through EmaraTax v s

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

In the Portal

This is used to toggle between various personas within the user
@ User types 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

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
=A A +A the user interface of the portal
&)

English VTS

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
Log Out

In the Business Process application

This is used to go the Previous section of the Input Form
Previous Step

m This is used to go the Next section of the Input Form

This is used to save the application as draft, so that it can be
Save as Draft completed later

o This menu on the top gives an overview of the various sections within
o ° 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 registered VAT Clearing Company (TINCO)

to navigate through the Federal Tax Authority EmaraTax portal and perform
the following:

e Link one or more users to the TINCO account to enable them submit the VAT
301 and the VAT 702 applications.

e Delink user from the TINCO account to remove their access from the TINCO
account.

Federal Tax Authority Link and Delink TINCO To/From an online User - Taxpayer User Manual
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Login to EmaraTax

New Here?

It you are not registered, please signup here

oSyt L) ol gl
FEOERAL TAX AUTHORITY

Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID

Emai Address

UAE Pass provides single trusted aigital igentity solution for servics providers

S—_— - 2, Wodyl Qigall
isazsoa © '(@ UAE PASS

QUICK LINKS

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 If you wish to login via UAE Pass, you will be redirected to UAE Pass. On successful UAE Pass
login, you will be redirected back to the EmaraTax online user dashboard.

Federal Tax Authority
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Taxable Person Tile

@ g abccom a|

= Home

] OTHERSERVICES
profile Name in English
2 MY CORRESPONDENCE

Preferred Language

Upload Taxable Person Logo (Optional)
1 aad Drag files here

Max File Size : 5 MB Formats : JPEG, JPG, PNG

= Taxable Person List

Y, Search by TRN Number or Taxable Person

Maximum number of files : 1

View

Profile Name in Arabic

Preferred Communication Channel

Step Action

User.

e  This service is used to Link or Delink VAT Clearing Company —TINCO to or from an Online

(1) e To access this service, you are requested to login as the Account Admin of the Taxable Person
in which the VAT Clearing Company — TINCO is located.

e  Click ‘View’ on the Taxable Person tile to view the Taxable Person dashboard.
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Link Online User to the VAT clearing company -

AUTHORITY

TINCO

i Ll Lt L g
FEOERAL TAX AUTHORITY
@ trining_ffcabe.com v ﬂ

HOME

£ EXCISE TAX

= Home P Abdullah

Required Actions

~ Due Date Description

- 29/08/2022 Submission pending for Return Stagger | - Quarterly (Feb to Jan) for the period St

+ 22/07%/2022 Eayment for VAT Late Registration Fenaity pending for 10000.00

- VAT CLEARING COMPANY
cO)

TN

EXCISE TAX CLEARING

COMPANY (TINCE)

== PAYMENTS

7 My AuDIT

MY REPORTS

OTHER SERVICES

MY CORRESPONDENGE

Registration Overview

o e IR
Most Used Services
Excise Tax Clearing Gompany - Amendment (TINCE) >
B} v clearing company - Amendment (TINCO) >
B xcise Tax Cicaring Company - Edit (TINCE) >
v

Customize View

Value Added Tax Tax Group

TRN 110063

@ active

78200003

VAT Clearing Company - TINCO

TRN 11006336782000C0

@ active F

Excise Tax Clearing Company Excise Tax
(TINCE)

TRN :1006336762000CE

& Active

Not registersd

Warehouse Keeper

Not registered

Step

Action

(1)

Click ‘User Authorization’ to proceed next screen.

Federal Tax Authority
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=  Home » Abdullah » User Autherization

United Arab Emirates

HOME
Manage User Authorization
ABDULLAH ~
o ||| customize Columns. ~ | QA search
User Type Name(EN) Email ID Start End Status. Authorizations. Actions
T Excise Tax
Paortal User Training 11 training_ff aabc.com 22/07/2022 31/12/9999 Active Admin
VAT CLEARING COMPANY
(TINCO) VAT Clearing Company training ff training2_ffalabc.com 06/08/2022 06/08/2022 Inactive Write Access

EXCISE TAX CLEARING
COMPANY (TINCE)

_ Fl QUICK LINKS OTHER LINKS
=] PAYMENTS ol 1) & alaiall & iug N ?
FEDERAL TAX AUTHORITY «
MY CORRESPONDENCE taxgoras B What's New [
1© 2021 Copyright Federal Tax Help Center Fags @
Authority.

USER AUTHORIZATION Contact Us
Glossary (& Contact Us [

AR Thi bost viewed in Microsoft gisemap P — L, 600 599 994

Edge Vers. 38.14395.1066.0 (atest
MY REPORTS version),Gaogle Chrome (latest

Inquiries.

%] OTHER SERVICES

Cugtomer Charter

Step Action

(1) Click ‘Add User’ to link an Online User to the TINCO account.

il ) LT AL g B
FEDERAL TAX AUTHORITY
H vertvee | B | e n

Home » Abduliah » User Authorization

HOME o
Add User Authorization
ABDULLAH ~
N ey enin m
VAT
Portal user
EF EXCISE TAX Emall Address.
VAT CLEARING COMPANY Tax Agency ‘ ‘ ‘
(TINCO)

EXCISE TAX CLEARING VAT Clearing Company

COMPANY (TINCE)

Last Name in English

MY CORRESPONDENCE

First Name In Arabic Last Name in Arablc
USER AUTHORIZATION |

MY AuDIT

Excise Tax Cloarinihg:

= PAYMENTS

Authorizations
MY REPORTS

%] OTHER SERVICES

Back “

QUICK LINKS OTHER LINKS FOLLOW US

i L) & pslanll il g N

Step Action

(1) Select VAT Clearing Company to add Online User.

'} " 1
FEDERAL TAX AUTHORITY

H vertvee | B | e n

=  Home » Abdullah » User Authorization

HOME
Add User Authorization

ABDULLAH ~

v v | |2 waining_wdaabe com g
var

EXCISE TAX

User Type Email Address

VAT CLEARING COMPANY ‘ ‘ ‘
(TINCO)

EXCISE TAX CLEARING

= COMPANY (TINCE) First Name in English Last Name in English

Sp— \ | | |

MY CORRESPONDENCE
First Name in Arabic

Last Name in Arablc
USER AUTHORIZATION | |

MY AuDIT
Authorizations

MY REPORTS

Write Ace
%] OTHER SERVICES

Back

QUICK LINKS OTHER LINKS FOLLOW US

i L) & pslanll il g N
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Step Action

(1)

Type the Online User email address and click on “Search” option to populate the User Type
information in the screen.

bl
[ Y

=  Home » Abdullah » User Authorization

Emall Address

e o [

.

training_wd @abe.com

HOME N
Add User Authorization
i ABDULLAH ~
VAT Clearing Ca.. v | training_wdaabe.com
VAT
G EXCISE TAX User Type
VAT CLEARING COMPANY | VAT Clearing Company
(TINCO)

EXCISE TAX CLEARING
COMPANY (TINCE)

First Name in English

Last Name in English

e

Last Name in Arabic

| [=

£ MY CORRESPONDENCE
First Name in Arabic
£ USER AUTHORIZATION ‘ [
[ My auDiT
Authorizations
E MY REPORTS ‘
5] OTHER SERVICES

l Wite Acces

QuICK Llno

OTHER LINKS FOLLOW US

>+ o

il ) Lplalil Lyg t J

Step Action

(1) .

e  Select the Authorization option to provide the access to the Online User.
If the Online User linked to the TINCO is required to submit VAT 301 and VAT 702 applications
for the TINCO, Provide “Write Access” authorization.

bl
@ s raseeon - QU

= Home » Abdulah » User Authorization

L training_wd@abe.com

Emall Address

beertve | W) | wue nm

HOME
Add User Authorization
i ABDULLAH ~
VAT = —
T EXCISE TAX user Type
VAT CLEARING COMPANY ‘ VAT Clearing Company
(TINCO)

training_wd aabc.com

EXCISE TAX CLEARING
COMPANY (TINCE)

First Name in English

Last Name in English

PAYMENTS ‘ training

| [

MY CORRESPONDENCE
First Name in Arablc

Last Name in Arabic

| [==

i ‘

S USER AUTHORIZATION [
(87 my aupiT

Authorizations
5 My REPORTS ‘
“] OTHER SERVICES

Back

QUICK LINKS OTHER LINKS FOLLOW US

il Lplalil et

Step Action

(1) Click 'Add' to continue.

Federal Tax Authority
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Step

X AUTHORITY \.

Success

User has been added successtully

Action

(1)

e Online User for VAT Clearing Company (TINCO) has been added successfully.
e  Click “OK” to continue.

il ) LT AL g B
FEDERAL TAX AUTHORITY

var v | QA searcn
User Type Name(EN) Email ID Start End Status Authorizations Actians
EXCISE TAX
Portal User Training ff training_ffaabe com 22/07/2022 5112/9999 Active Admin
VAT CLEARING COMPANY
(TINCO) VAT Clearing Company  training ff training2_ffaabe.com 06/08/2022 06/08/2022 Inactive Write Access
EXCISE TAX CLEARING A
T S VAT Clearing Company  training wd training_wd mabe.com ©08/08/2022 s1/12/9999 Active write Access Delink
X PAYMENTS
" Ll ¥ | QUICK LINKS OTHER LINKS FOLLOW Us
MY CORRESPONDENCE . el 7
FEDERAL TAX AUTHORITY « -
_ . mY &
USER AUTHORIZATION txgocas B Wty b £
© 2021 Copyright Federal Tax Help Conter FAGs (@
[s7 my aupiT

E MY REPORTS

OTHER SERVICES

a] e o -

=  Home » Abdullah » User Authorization

Manage User Authorization + Add User

11| customize Columns

Authority. Contact Us

Glossary (@ Contact Us B
Sitoman Compiaints ana % 600 599 994

“This sits is best viewed in Microsoft
Edge Vors. 38.14395.1066.0 (latest i
version),Google Chrome (latest

version).

@,

Online User “VAT Clearing Company” has been added to the TINCO and the status is “Active”.

Federal Tax Authority
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Welcome to the new e-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID
New Here?

If you are not registered, please signup here. UAE Pass provides single trusted digital identity solution for servics providers

A, Wotyconl
@ uaE Pass

S sl gl
FEDERAL TAX AUTHORITY

e The following sections explain the Delink process.
e Login asthe Online User who was linked to the TINCO.

2
O
[y e——— SRR |« - |

= Home

,
[ Create New Taxable Person Profile

[E] OTHER SERVICES

LI MY CORRESPONDENCE = Taxable Person List

9 Abdullah 9 Abdul Rehman

T

FEDERAL TAX AUTHORITY

@ QUICK LINKS OTHER LINKS FOLLOW Us
cadlysa L1 & gl il d iag

ink A

tax.govae (B What's New (&

© 2021 Copyright Federal Tax Authority. Help Conter FAGs (@
. . Contact Us
This site is best viewed in Microsoft Glossary @ Contact Us (3

Edge Vers. 38.14393.1066.0 (latest Sitemap % 600599 994

Complaints and Inquiries
version),Google Chrome (latest version).

Step Action

The Taxable Person in which the TINCO is present is displayed to the Online User. Click 'View' to open
Taxable Person dashboard.

(1)

Federal Tax Authority Link and Delink TINCO To/From an online User - Taxpayer User Manual
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© o — J6] —_——.

= Home » Aboullsh » VAT Clearing Company (TINCO)

— “

ABDULLAH v

VAT

My Favorites
“ EXCISE TAX

VAT Clearing Company (TINCO)

COMPANYY VAT 702 VAT 301
5 pAYMENTS

MY CORRESPONDENCE
USER AUTHORIZATION

OTHER SERVICES

QUICK LINKS OTHER LINKS FOLLOW US

wtlpsd L pabaiil gl
FEDERAL TAX AUTHORITY m ’ ki
9 (]

taxgovae @ What's New (B
1021 Copyright Federal Tax Authority. Help Center FAQs €
This site s best viewed in Microsoft Glossary (3 Contaet us &

Contact Us

Edge Vers. 38.143931066.0 (latest Sitemap Comy and Inquiries

‘ Soibl o 3

version),Google Chrom (latest version).

Step Action

(1) Click 'VAT Clearing Company (TINCO)' tile under the Taxable Person.

o it U
Feinion Hgabecom ﬂ

= Home » Aboullsh » VAT Clearing Company (TINCO)

— “

i ABDULLAM -

var
My Favorites -

T3 EXCISE TAX

Hedsei il VAT Clearing Company (TINCO) b
. EXCISE TAX CLEARING

COMBANY CTINCE) VAT 702 VAT 301
= PAYMENTS

X Refund Form for Non-Registered Impo nort Dot —

£ MY CORRESPONDENCE

I m “

OTHER SERVICES
QUICK LINKS OTHER LINKS FOLLOW US
st L) apaladdl gl

FEDERAL TAX AUTHORITY .
_ MY &
taxgov.ae @ What's New (B

& 2021 Copyright Federal Tax Authority. Help Center FAGs [
This sita is best viewed in Microsoft Glossary [ Contact Us &

Contact Us

Edge Vers. 38.143931066.0 (latest Sitemap Comy and Inquiries

version),Google Chrom (latest version).

‘ Soibl o 3

Access to VAT 301 and VAT 702 tiles is provided.
Online User can submit the VAT 301 and the VAT 702 applications on behalf of the TINCO.

Federal Tax Authority Link and Delink TINCO To/From an online User - Taxpayer User Manual Page 13



il A 1 @ slailldsag I

FEDERAL TAX AUTHORITY

Delink Online User from VAT clearing company

— TINCO

U NPNTPINIC P
FEDERAL TAX AUTHORITY

fraabe.com

= Home » Abdullah » User Authorization

HOME

Manage User Authorization

ABDULLAH
Customize Columns
VAT
User Type Name(EN) Email ID
EXCISE TAX
Partal User Training I training_ffaabe.com
VAT CLEARING COMPANY
(TINCO) VAT Clearing Company ~ training ff training2_ffoabc.com
il -EASNICEEARRES VAT Clearing Company  training we training_wdmabe.com

COMPANY (TINCE)

Start
22/07/2022
©6/08/2022

08/08/2022

== PAYMENTS
T QUICK LINKS OTHER LINKS
MY CORRESPONDENCE sl L) il lig i
FEDERAL TAX AUTHORITY
USER AUTHORIZATION taxgovae & ———
© 2021 Copyright Fedaral Tax Help Center FAQs @
7 v Auom Authortty. Glossary (& P—
“This site is best viewed in Microsoft
MY REPORTS Sitomap Complaints and

Edge Vors. 38.143935.1066.0 (atest
version),Google Chrome (latest

Inquiries

OTHER SERVICES
varsion).

culslaibl ol Bize

Cagomer Charter

User Type

End Status Authorizations
12/9999 Active Admin
©06/08/2022 Inactive Write Access
/12/9999 Active write Access

FOLLOW US

OmY &

Contact Us

% 600 599 994

1)

e nm

+ Add User

Actions

The action 'Delink' can be performed either by the Account Admin of the Taxable Person in
which the TINCO is present or by the Online User.

U NPNTPINIC P

FEDERAL TAX AUTHORITY

= Home » Abdullah » User Authorization

HOME
Manage User Authorization
ABDULLAH
Customize Columns.
VAT
User Type Name(EN) Email ID
EXCISE TAX
Portal User Training It training_ffaabe.com
VAT CLEARING COMPANY
(TINCO) VAT Clearing Company  training ff training?_ff@abc.com
g SICISE TAX CLEARING VAT Clearing Company training we training_wdaabe.com

COMPANY (TINCE)

Start

22/07/2022

©6/08/2022

08/08/2022

=5 PAYMENTS
TP QUICK LINKS OTHER LINKS
MY CORRESPONDENCE sl gl Ly
FEDERAL TAX AUTHORITY
USER AUTHORIZATION taxgovae & What's New (&
© 2021 Copyright Federal Tax Help Center FAGS (3
& mvaverm T Glossary 18 p——
This site is best viewed in Microsoft
MY REPORTS Sitemap Complaints and

Edge Vors. 38.143935.1066.0 (atest
version),Google Chrome (latest

Inquiries

OTHER SERVICES
varsion).

culolaibl | s

Cagomer Charter

User Type

End Status Authorizations
12/9999 Active Admin
©06/08/2022 Inactive Write Access
/12/9999 Active write Access

FOLLOW US

OmY &

Contact Us

% 600 599 994

1)

e nm

+ Add User

Actions

Step Action

(1)

Click ‘Delink’ to remove the access of the Online User to the VAT Clearing Company TINCO.

Federal Tax Authority

Link and Delink TINCO To/From an online User - Taxpayer User Manual
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Step

Delink User

Are you sure you want to delink the user?

Action

(1)

J

System asks to confirm to delink the Online User by click on “Yes”.

Success

User has been delinked successtully

Step Action
(1) e  System popup message as “User has been delinked successfully”.
e Click 'OK' to continue.

Federal Tax Authority Link and Delink TINCO To/From an online User - Taxpayer User Manual
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Home » Abduliah » User Autherization

HOME
Manage User Authorization + Add User
ABDULLAH
o ||| customize Columns. ~ | QA search
User Type Name(EN) Email ID Start End Status. Authorizations. Actions
T Excise Tax
Paortal User Training 11 trai ffaabe.com 22/07/2022 31/12/9999 Active Admin
VAT CLEARING COMPANY
(TINCO) VAT Clearing Company training ff training2_ffalabc.com 06/08/2022 06/08/2022 Inactive Write Access
ENCISE TAX CLEARING parin; mpan; raining we raining_wd aabe.com 08/ /. tive rite Acce
7| B VAT Cloaring Company  training wd training_wd mabe.co 08/08/2022 o8/08/2022 Inactive Write Access
=5 PAYMENTS
) e e QUICK LINKS OTHER LINKS FOLLOW US
MY CORRESPONDENCE FEDERAL TAX AUTHORITY »
. i in Y
USER AUTHORIZATION el SR
) 2021 Copyright Fedaral Tax Help Center FAGs (& c u
ontact Us
57wy auoiT Authority. Glossary (B Contact Us 8]
“This site I3 best viewed in Microsoft % 600 599 994
Shemay >
MY REPORTS o Complaints and

Edge Vers. $8.14393.1066.0 (latest
version),Google Chrome (latest

version).

Inquiries
%] OTHER SERVICES

bolaihl sl 3
Customer Charter

User Type 'VAT Clearing Company' has been delinked successfully and the status is “Inactive”.

@ e
—
0 - o] SRR ;-

[0 Create New Taxable Person Profile

& omHER sERVICES

Profile Name in English Brofile Name in Arabic

MY CORRESPONDENCE

Preferred Language Preferred Communication Channel

Upload Taxable Person Loge (Optional)

oo flesbere _

Max File Sizo: 5 MB Formats : JPEG, JPG, PNG Maximum number of files : 1

S Taxable Person List

- | - |

The Online User now can’t access the VAT 301 and the VAT 702 applications anymore.

Federal Tax Authority Link and Delink TINCO To/From an online User - Taxpayer User Manual Page 16
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United Arab Emirates

Thank you
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