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FEDERAL TAX AUTHORITY

Annexure Section

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

¢ 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

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

Button

In the Portal

Description

, A‘/'x‘f‘
! - iy
My QA
v WM

(

N/
=
N
United Arab Emirates

S S

{oh 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 VTS

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

I

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

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
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Introduction
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This manual is prepared to help the
Business Visitor and UAE Nationals Building
New Residences to navigate through the
EmaraTax portal and explains the Business
Visitor and UAE Nationals Building New
Residences Dashboard.

. Business Visitor and UAE Nationals Building New Residences
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EmaraTax Login Page
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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
Email Address
?
New Here? RiEl UAE Pass provides single trusted digital identity
solution for service providers
If you are not registered, please signup here. Password
Usera54321
Sign Up PO A
2N Qodyldugal
l( > i
Enter Security Code (‘\ UAE PASS
268651 - 268651

¢ 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.

¢ 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.

¢ 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.

Business Visitor and UAE Nationals Building New Residences
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Logged in User Dashboard
catly i U & galaidl &ty gl @ E
R - o com o - ENENENEY
E Taxable Person A Person who is subject to Tax under the provisions of the relevant Tax Law
§ HOME Tax Agent .
‘rvices
2] OTHER SERVICES Tax Agency Tax Agencies
tial Form >
LI MY CORRESPONDENCE Input Tax Appointment Request
fund >
Tax Acceptance Software
>
Tax Agent Infraction
Overview More Tax Tynes
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
Based on the user type, the search bar lists the application forms applicable to the logged in
user. The logged in user can select any option and then click on "Search". The user is redirected
to the respective page.
Federal Tax Authority Business Visitor and UAE Nationals Building New Residences Page 8
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Required Actions
cadlysh U & galaidl &ty gl @ @
(© v -l R o
= Home
B Required Actions Most Used Services
2] OTHER SERVICES
Due Date Description . Business Visitor Initial Form >
= - 29/07/2022 Additional Information pending for BY2200000158 ) .
B susiness visitor Refund 5
Sian Up Process >
Overview More Tax Tynes
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
The ‘Required Action Section’ will display the three immediate actions that are due from the
logged in user. If there are no actions pending from the logged in online user, this section will be
empty.
Business Visitor and UAE Nationals Building New Residences Page 9
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o United Arab Emirates
Most Used Services
cadlysh U & galaidl &ty gl @ @
R R
= Home
Required Actions W Most Used Services
e Due Date Description . Business Visitor Initial Form >
B CRHE=EC IR e - 29/07/2022 Additional Information pending for BY2200000158 ) .
B susiness visitor Refund 5
Sian Up Process >
Overview More Tax Tynes
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
The ‘Most Used Services’” will display the frequently availed three services by the logged in user.
. Business Visitor and UAE Nationals Building New Residences
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Overview Section
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United Arab Emirates
oty L) o palaall Aty gl @ @
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= Home
Required Actions Most Used Services
e Due Date Description . Business Visitor Initial Form >
£ MY CORRESPONDENCE - 29/07/2022 Additional Information pending for BY2200000158
B susiness visitor Refund 5
Sign Up Process >
Overview More Tax Types
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
The ‘Overview’ section displays the “New Residence VAT refunds” and “Business Visitor Refunds”
tile.
ailpsi L) Egalaisll A ipgdl @ @
9 user02@gmail.com ~ ﬂ 3 User Type i | A A HA
= Home
Required Actions Most Used Services
e Due Date Description . Business Visitor Initial Form >
L YRR - 29/07/2022 Additional Information pending for BY2200000158
B susiness visitor Refund 5
B sionup Process >
Overview More Tax Types
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
View All View All
Step Action
(1) Click here to create a new refund request and also to view all your previous ‘New Residence VAT
Refunds’ request.
. Business Visitor and UAE Nationals Building New Residences
Federal Tax Authority J Page 11
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= Home

Required Actions Most Used Services

<] OTHER SERVICES

Due Date Description E susiness visitor mitial Form >
B CRHE=EC IR e - 29/07/2022 Additional Information pending for BY2200000158
B susiness visitor Refund 5
E&5 sian up Process >
: v
Overview More Tax Types
New Residence VAT Refunds Business Visitor Refunds -
O Total Requests 1 Total Requests

“b

Step Action

Click here to create a new refund request and also to view all your previous ‘Business Visitor
Refunds’ request.

(1)

Business Visitor and UAE Nationals Building New Residences
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United Arab Emirates
Manage Account
I VT I X W @ @
O uerozegmaiicom userwoe o) ouc 1 IESEIED .
Manage Account Home
Log Out o Required Actions Most Used Services
HERSER Due Date Description . Business Visitor Initial Form >
£ MY CORRESPONDENCE - 29/07/2022 Additional Information pending for BY2200000158
B susiness visitor Refund 5
Sian Up Process >
Overview More Tax Tynes
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
Step Action
(1) Click on ‘Manage account’ to manage the logged in user account.
. Business Visitor and UAE Nationals Building New Residences
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United Arab Emirates
Log Out of Account
I VT I X W @ @
O uerozegmaiicom userwoe o) ouc 1 IESEIED .
Manage Account Home
Log Out Required Actions Most Used Services
Due Date Description . Business Visitor Initial Form >
- 29/07/2022 Additional Information pending for BV2200000158 . Erer ST T 5
Sian Up Process >
Overview More Tax Tynes
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
Step Action
(1) Click on ‘Log out’ to log out from the logged in user’s EmaraTax account.
. Business Visitor and UAE Nationals Building New Residences
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Logged in User Dashboard

oty L) o palaall Aty gl @ @
R R

= Home
Required Actions Most Used Services
RCIHERREE \—IHWE Due Date Description . Business Visitor Initial Form >
£ MY CORRESPONDENCE - 29/07/2022 Additional Information pending for BY2200000158
B susiness visitor Refund 5
Sian Up Process >
Overview More Tax Types
New Residence VAT Refunds Business Visitor Refunds
O Total Requests 1 Total Requests
Step Action
(1) Click here to navigate back to the logged in user’s dashboard screen.
. Business Visitor and UAE Nationals Building New Residen
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Other Services
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FEDERAL TAX AUTHORITY
[P——

% user Type ) s i | A A A

= Home
Required Actions Most Used Services
Due Date Description E susiness visitor mitial Form >
& wv conneseiypaud Otmersenvices | 2/072020  adutional intormation pensin.for 8v2200000158
@) BB susteses vior aatuns ,
Sian Up Process >
" ~
Overview More Tax Types
New Residence VAT Refunds Business Visitor Refunds -
O Total Requests 1 Total Requests

View All View All

Step Action

(1) Click here to view the other services section.

a1 &l by gl
TEDERAL TAX AUTHORITY
[P——

= Other Services

S HOME My Favourites

.
Overview

% MY CORRESPONDENCE

8

User Type D) was i | -A A +A

Clarification Link TRN to New Email
Address

Total Requests

Input Tax Appointment
Request

Yiew Al

Administrative Exceptions Reconsiderations

Tax Acceptance Software

“ View Al d

'Other Services'.

A list of generic application forms that are accessible to the logged-in user can be found under

Business Visitor and UAE Nationals Building New Residences
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FEDERAL TAX AUTHORITY

My Correspondence

[FE T SR ]
FEDERAL TAX AUTHORITY
[P——

= Other Services

My Favourites

1 HOME

Overview

% user Type ) s i | A A A

1% MY CORRESPONDENCE

Clarification Link TRN to New Email
My Correspondence e

Total Requests

Yiew Al

Input Tax Appointment
Request

Administrative Exceptions Reconsiderations

“ View Al d

Tax Acceptance Software

Step Action

(1) Click here to view the ‘My correspondence’ section.

walpsi L &bl i Ly gl
FEDERAL TAX AUTHORITY
[P——

= Other Services » My Correspondence

¥ HOME
Correspondences(0) Certificates(0)

<] OTHER SERVICES

1% MY CORRESPONDENCE

Total Correspondences 0
~ | Correspondence Type v QL search

Correspondence Reference

FrRr Correspondence Type

Date Received

No data

Inquiries History / Complaints History

Description Action

&

% user Type ) s i | A A A

My Audit

"Complaints and inquiries," and "My Audit."

In the My Correspondence section, there are tabs titled "Correspondences," "Certificates,"

Business Visitor and UAE Nationals Building New Residences
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O oosamaieom v ﬂ Gusernoe @) onc [0 IS
= Other Services ® My Correspondence
¥ HOME
Correspondences(0) Certificates(0) Inquiries History / Complaints History My Audit
] OTHER SERVICES
£ MY CORRESPONDENCE Total Correspondences 0
Dat v Corresponder pe v QL search
Action

Correspondence Reference .
= Correspondence Type Description

Date Received NOnDet

No data

The ‘Correspondence’ tab displays the email correspondences sent to the logged in user from

the EmaraTax system.

caily i 1) & galaiall &ty gl
rTm——

= OtherServices » My Correspondence

3 user Type =) TS | A A

1 HOME
Correspondences(0) Certificates(0) Inquiries History / Complaints History My Audit
5| OTHER SERVICES
5 MY CORRESPONDENCE Total Certificates O
Dat v Corresponder pe v QL search
Description Action

Correspondence Reference
Date Received Sl Correspondence Type

No data

il
11y g
AN

United Arab Emirates

The ‘Certificates’ tab displays the logged in user’s tax registration certificates issued by FTA.
There are no registration certificates issued by FTA for “Business Visitor” and “UAE Nationals
Home Builders”. Hence this tab is empty for the logged in user .

Federal Tax Authorit Business Visitor and UAE Nationals Building New Residences
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[FE T SR ]
FEDERAL TAX AUTHORITY
rTm——
= OtherServices » My Correspondence

¥ HOME
Correspondences(0)

OTHER SERVICES

1% MY CORRESPONDENCE

||| customize Columns

Date Received

3 User Type ) s
Certificates(0) Inquiries History / Complaints History My Audit
v A Search
Reference Number Category Satisfaction Survey Status Action
No data

United Arab Emirates

online user in EmaraTax.

The ‘Complaints and Inquiries’ tab displays the complaints and inquiries submitted to FTA by the

[FE T SR ]
FEDERAL TAX AUTHORITY
9 user02@gmail.com v ﬂ S ouserType ) ouc W |A A +A
= Other Services ® My Correspondence
¥ HOME
Correspondences(0) Certificates(0) Inquiries History / Complaints History My Audit
] OTHER SERVICES
% MY CORRESPONDENCE ~ ~ L  search
Audit ID i e Request Type Due Date Action

Data Received

No data

! n showing s h

user.

The ‘My Audit’ tab displays the inspections and audits raised by the FTA against the logged in

Federal Tax Authority
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Footer Section

il gl iy gl
FEDERAL TAX AUTHORITY

HOME

User Type ) e

My Reports More Reports
OTHER SERVICES
MY CORRESPONDENCE QUICK LINKS OTHER LINKS FOLLOW US
wadlpi L) & galadall & Lygl
FEDERAL TAX AUTHORITY @m' i&

tax.gov.ae (B What's New (2
© 2021 Copyright Federal Tax Authority. Help Center Fags (@
- - Contact Us
This site is best viewed in Microsoft Glossary &
Edge Vers. 38.14393.1066.0 (latest

version),Google Chrome (latest version).

Contact Us 8
Sitemap Complaints and Inquiries % 600 599 994

cllaibl sl Ssm
Customer Charter
Government.ae Disclaimer | Terms and Conditions | Accessibility | Privacy Policy | Sitemap | Customer Charter

The footer section contains the following information for quick and easy navigation of the logged
in user

Quick Links

1. Tax.Gov.ae —Federal Tax Authority website’s home page

2. Help Center — Repository of all user manuals and tutorials

3. Glossary — Contains explanation of keywords used in the FTA website

4. Site map — Provides a list of all the page in the EmaraTax website

Other links

1. What’s New — This section lists the announcements and newly added content in the FTA

2. FAQ’s - All frequently asked questions is listed under FAQs section

3. Contact us — The contact details of Federal Tax Authority is listed in this section

4. Complaints and Suggestions — All complaints and suggestions can be submitted in this section

Federal Tax Authority Business Visitor and UAE Nationals Building New Residences
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User Type ) e

L My Reports

More Reports

OTHER SERVICES

@i MY CORRESPONDENCE QUICK LINKS OTHER LINKS FOLLOW US
adlpsa L) @ gslaiill A iag

FEDERAL TAX AUTHORITY @mv &

tax.gov.ae I What's New (B
® 2021 Copyright Federal Tax Authority. Help Center FAGs B =
This site Is best viewed in Microsoft Glossary 1@ Contact Us & ontact Us
Edge Vers. 3814393.1066.0 (latest

Q
Sitemap Complaints and Inquiries % 600 599 994
version),Google Chrome (latest version).

clnlaih S| $iin
Customer Charter
Government.ae Disclaimer | Terms and Conditions | Accessibility | Privacy Policy | Sitemap | Customer Charter

oo
il gl gt

Follow us: The Federal Tax Authority can be followed on social media sites such as- Instagram,
Facebook, Twitter and YouTube

Contact us : Federal Tax Authority can be contacted at this number 600599994

Disclaimer — A detailed explanation of the disclaimer content can be found here

Terms and Conditions — This page contains all terms and conditions applicable while using
Federal Tax Authority

Accessibility — This link provides information about accessibility policy.
Privacy policy — The privacy policy can be viewed by clicking here.

Federal Tax Authorit Business Visitor and UAE Nationals Building New Residences
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Thank you

. Business Visitor and UAE Nationals Building New Residences
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