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1. Brief overview of this user guide

This guide is prepared to help you navigate through the Federal Tax Authority (FTA)
website and successfully complete your Tax Group registration form and understand the
amendment and de-registration processes for a Tax Group. It is designed to help you:

1 create an e-Services account with the FTA (you will need to do this before you can
register for VAT and form a Tax Group);

1 provide accurate answers to the questions on your Tax Group registration and
amendment form by explaining what information you are required to provide; and,

1 understand the icons and symbols you might see as you complete the form.
You should find that setting up an e-Services account is similar to setting up the other

online accounts that you hold. The Tax Group registration form is also designed to be
straightforward and wherever possible, it will auto-complete information for you.

If you need help setting up your e-Services account or have questions on specific fields
in the Tax Group registration form, please contact us.
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2. Creating and using your e-Services account

When you arrive at the FTA website, you will
notice in the top right hand corner of the
screen you have the option to either Sign up
to the e-Services account service, or Login to
an existing e-Services account.

2.1 Create an e-Services account (new
users)

2.1.1 Signup
To create an account, simply click on the S i'GFrL ue
Sign up button on the home page. JEiseme e e el T Auiheny

To sign up, you must enter a working email
address and a unique password of 6-20
characters that includes at least:

1 one number;

9 one letter; and

1 one special character (i.e. @, #, $, %, R T~
& and *). o

S=lect s=curity quastion w

You must confirm that you are a genuine
applicant by completing the CAPTCHA or
alphanumeric verification test that you will

see.
agree to Terms & Conditions of FTA.

Finally, you will be asked to select a security [ seewe

guestion and provide an answer and a hint in Aoy oimed” towie e

order to recover your password in case you

forget it.

Please read and agree to the Terms & Conditions of the FTA in relation to using e-
Services and the FTA website before clicking the Sign up button.
2.1.2 Verify your e-Services account

You will receive an email at your registered email address asking you to verify your emalil
address.
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Do this by clicking on the Click here to
verify your email text in the body of the Dear Recipient,
emall that you have receIVEd' Thank you for creating an account with the Federal Tax Authority.

Please click on the below link to verify your email address and login to the portal.

Please verify your email address
within 24 hours of requesting to
create the e-Services account,
otherwise the verification link will

expire and you will have to sign up

Once you have successfully verified your email address, your e-Services account will be
created and you will be invited to Login for the first time.

Click here to verify your email

2.2 Using your e-Services account (registered users)

When you arrive at the FTA website having created an e-Services account, simply click
on the Login button. Enter your registered e-Services username and password when
prompted to do so. You will also be asked to complete a CAPTCHA or alphanumeric
verification.

To change your e-Services account r

password or security question/answer, click
on the My Profile tab. To exit from your
account, click the Logout button at the top
right hand corner of the screen.

2.2.1 Services available in your e-Services account

There are a number of dedicated services available to you through your e-Services
account. Currently, you will be able to access the following:

1 Dashboard which displays key information relating to your VAT and Tax Group
registration/amendments

1 My Profile which contains a range of information about your e-Services account;
and

1 Downloads which contains more detailed guidance which is designed to help you
understand and manage your day-to-day VAT obligations.
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2.3 Changing the email address of the Online User

An Online user can change their account email address, where necessary. The process
is divided into the below steps:

1. Verifying the new email
2. Submitting the email change request to the FTA

2.3.1 Verify your new email

In order to verify your new email, follow the steps set out below:

1 Log in to the eServices portal, go to the

0o My Profil eo secti o DASHBOARD MY PROFILE DOWNLOADS

1 At the bottom left of the screen, you will see
the option to add a new email address. Add ~ “"ene==ma
a n e W e ma I I a d d rS 8 Existing Email address

reece.harris@gmail.com

New Email address™

1 You will receive an email link in the newly
added email address asking you to verify
your email address.

fTVvVerify the emai IClbiyc kc Ihiecrkei ntgo ovneliikifiéhe ity our n e
body of the email that you have received.

2.3.2 Submit the email address change request to the FTA

Once you verify the new email and in order to submit the email address change request
to the FTA, follow the below steps:
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Log into the eServices portal (using your old email address) and go t o t he

Profiled tab. Change Emal
Upload the supporting document(s) that will 7
help the FTA review and approve your e ——

request for the change of email addressand

cl i ck SHNMiNNN e M b utton. ahinduja@gmail com

Please provide supporting documents ™

Choose files to upload Choose Files
Submit for Approval Change Email

Supporting documents would be:

1 Signed and stamped Letter from Authorized Signatory of the company
requesting the email change request and providing the details (name, email
address, passport number etc.) of the old and new email holder. This letter
must be on official company headed paper, include a company stamp and
business contact details of the company.

1 Copy of passport of the old and new email holder

1 Copy of Emirates ID of the old and new email holder (if applicable)

Once the request is submitted, a Change Email
confirmation message will be displayed as
shown in the screenshot. The FTA will
review your request and take appropriate
action within 5 business days. If the FTA
requires any further details from you in order

Existing Email address

reece_harris100@gmail_com

New Email address

ahinduja11@gmail.com

tO process your appllcatlon, you Wl" recelve :g;‘r_oEvr;ailaddress change request has been submitied to the FTA for
an email notification setting out the
information required from you. E—

100064469600003 png

When the request is approved, you will
receive an email notification on the newly
registered email address and your email will be updated in the system.

IMPORTANT: Once the new email address is updated in the system, you will no
longer be able to login to the eServices portal using your old email address. Please
use the updated email address to login to eServices. Should you require to change
back to the old email address, you will be required to follow the same procedures
above.

Additionally, all the notifications related to the Taxable Person accounts associated
with the account will be sent to the updated email address.
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3. Overview on Account Admin, Online User, and taxable person
account definitions and functionalities

Account admins (i.e. users who have already registered / wish to register the taxable

personbs account wi-Setvices goeal) ail manage raultiple tax accounts

using a single email address or can assign many users to view or manage one taxable
personbs account .

For example:

1 If many businesses are owned by a single entity/person and that entity/person
wishes to have access to the tax accounts of all businesses using a single email
address, then this can be done using this functionality

1 If multiple online users need to have access to the tax account of one taxable
person, then this can be done using this functionality

Definitions

The following definitions apply in the context of this functionality:

Taxable person Any entity created for allowing the registration of a taxable

account person and or any other tax related activities

Online user users which have al r eady-Servieeg i
portal

Taxable person The dashboard which allows users to perform all tax related

account dashboard | activities such as registrations, returns, payments, refunds etc.

Online user The dashboard which allows an online user to add taxable

dashboard person accounts and also perform actions, such as grant or
revoke read and write access of taxable person accounts to
online users

Admin The admin of the taxable person account is the online user who

has actually created the taxable person account in the system

(i.e. the online user who has created the taxable person profile
on the eServices system). Please note that only the admin of a
taxable person account can provide or revoke access rights to

other online users.

Access rights Online users can either have read or write access to a taxable

person account. Please note, at any point in time, ONLY ONE

online user will have write access to a taxable person account

Functionalities
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The following sections describe the privileges of online users, account admins and
taxable person accounts.

- Manage multiple tax accounts using a single email address to perform all tax
related functions, such as registration, filing returns, making tax payments,
requesting refunds, deregistering etc for multiple taxable person accounts using
the same email address (i.e. the same online user account)

- Assign multiple online users to have access to a single taxable persono s
account. The admin of the account can control the level of access i.e. read or
write to be given to users. Multiple online users can have view access to a
particular taxable person account , but only one user can have write access. By
default, the write access rests with the account admin who is then free to assign
it to another online user or to hire a tax agency

- Appoint /dismiss tax agency i Admins of taxable person accounts can assign
a tax agency to assist them in managing their tax responsibilities. Approved tax
agencies will need to share the designated online user account for the agency to
the admin of the taxable person account. The account admin can then add the
agency to the taxable person account and transfer the write access to the agency
who in turn will hire a tax agent to work actively with the taxable persond s
account. The account admin is free to retake write access to the taxable persond s
account at any point in time without having to dismiss the tax agency

A summary of who has which access can be seen on the online user dashboard. The
following sections describe how can an online user go about executing responsibilities
for a taxable person

Creating and assigning taxable person accounts (Online user dashboard)

3.1 Adding a new taxable person account (who is not yet registered) to my
account

An account admin who has signed up on e-

Services has the ability to create one or more
taxable person accounts to manage or view

their accounts.

In order to do so, go to the Online user

Dashboard, and c | [(CEENETREEHE" REH EEEEE Bety
Assigned Agency/ add a )

Person( button_ T ew User Person's

account

Enter the Legal Name of Entity of the taxable
personi n Engl i sh and Ar a@EECRENCEHEShuttoe Thec k o n
taxable person account will be automatically added (i.e. no approval required).
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Add New Taxable Person

Legal Name of Entity (English)* Legal Name of Entity (Arabic)*

Create Taxable Person

3.2 Assigning Online Users to a taxable person account

Once a taxable personé s a c ltas heent

created, the account admin can assign
online users who will have access to the

taxable person6 s account

To do so, follow the below steps from the
Online user screen:

. Appoint new Tax [EEESE

RSIIRRL/ oooint new Tax Agency/add el
button, Users new user

2. Provide the Emai DO s of onl i1 ne wusers
who have already registered with the FTA, and

3. Cl i ¢ EN¥EN butfon to verify the email.

Person's
account

Appoint new Tax Agency/add a new user

Please noie the email address you provide must already be registered with the FTA
Ifit is not currently registered the user can register by selecting “sign up” at https://eservices tax.gov.as/en-us/signup *

4. Once the email i s/NYH buttdn¢owassign theonlinewsertm n 6
the taxable person account.

10
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Appoint new Tax Agency/ add a new user

Please note the email address you provide must already be registered with the FTA
Ifit is not currently registered the user can register by selecting “sign up” at https://eservices.tax.gov.ae/en-us/signup

farin_ou@mailinator.com Search

Email Tax Agent

Farin_ou@mailinator.com No

3.3 Providing write access to the online users

Once an account admin has assigned one

or more Online Users to a taxable person
account, the type of access rights can be

selected for every online user, to do so,

follow the below steps from the Online

user screen:

1. Cl i c VURWEASSINOEEE0 ,  w i Appoint new Tax

, . Assigned Agency/ add

t he O6assi grazatle personr [ oot
accountd screen wil |l &

Access the
Taxable

Person's
account

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
Mohammad TP dppnllpnls s

Write Access Account Owner’s Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

NIA
Assigned User Email Tax Agent Date Assigned  Tax Agent Name (English) Tax Agent Name (Arabic) Give write access Action
sarah_owner@mailinator.com No 10/04/2018

fatimah_ou@mailinator.com No 10/05/2018

2. Clic button. A confirmation pop-up will appear, click on
button to proceed. Write access will be then granted to that online user. The

11
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online user will then be able to edit the taxable person6 s account and ac-
behalf.

Note: Only one online user will be able to have the privilege of write access at a
particular point in time. The account admin is the only one who can give access.

3.4 De-linking online users from a taxable person account by the Account Admin

Account admins can delink online users from a taxable person account by following
the below steps:

1.

2.
3.
4

Accessthe On | i n e DasBbeardp s

Go to the 6As daxaplepedon®see st it @n,

Cl i ck DYNbutten, and

Confirm the r eq (efibuttonbThe delink reqiest wiljbe cefiected
on the taxable person6 s das h b o ar dnjine ushrelalirked wili o longer

be listed. You may conViiEESEEbuton. i cking

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
Mohammad TP Ayl ol sana

Write Access Account Owner's Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

N/A
Assigned User Email Tax Agent Date Assigned  Tax Agent Name (English) Tax Agent Name (Arabic) Give write access Action
sarah_owner@mailinator.com No 10/04/2018
fatimah_ou@mailinator.com No 10/05/2018 m

3.5 De-linking an Online User from a taxable person account by the Online User

12

Online users can delink themselves from a taxable person account by following the

below steps:
1. AccesstheOn | i n e DasBbeardd s
2.Click YiiEEINYEIE)button to access the 6As

taxable persond6 s cr een,

3.Click pNMMbbeton, and confirm tefebutomquest b
The delink request will be reflected onthe On | i n e dashbe@ard,Gvbere the online

user delinked will no longer be listed.
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Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity {Arabic)
Mohammad TP Ayl pnls sesa

Write Access Account Owner's Email
sarah_owner@mailinator com sarah_owner@mailinator com

Tax Agency Email

NIA
Tax Agent
Assigned User Email Tax Agent Date Assigned Tax Agent Name (English) Name
(Arabic)
sarah_owner@mailinator.com No 10/04/2018
fatimah_ou@mailinator.com No 10/05/2018

3.6 Changing the admin of a taxable person account

Online users can change the admin of a taxable person account to another online
userr The def i niadmindn cafn tkeke f®@und i Mhedodowing on 3.
steps are to be followed in order to change the admin i

1. AccesstheOn | i n e Daskbeardd s
2. Add the online user who will be the new admin of the account by following the
steps described in section 3.1 above.

3.Click VNI button to access tthxable6 Assi g
person6 scr een

Taxable Person Add New Taxable Person

Legal Name of Legal Name of § . . Tax
Al n ner il ri
Entity (English) Entity (Arabic) Ceolntosenelenh W AEEEE Agency

View Appoint new Tax A the Taxabl
™ e . ccess the laxable
SarahDemo1 ae sarah_owner@mailinator.com sarah_owner@mailinator.com No Assigned Agency/ add a new )
Person's account
Users user
View Appoint new Tax
- - Access the Taxable
SarahDemo2 Uae sarah_owner@mailinator.com sarah_owner@mailinator.com No Assigned Agency/ add a new 5
Users user Person’s account

View Appoint new Tax
SarahDemo3d [ sarah_owner@mailinator.com sarah_owner@mailinator.com Yes Assigned Agency/ add a new
Users user

Access the Taxable
Person's account

13
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4. Click on the QYECCEACMIRL button and click on Ok on the subsequent pop-up to
confirm

Assigned users to Taxable Person

Legal name of entity (English) Legal name of entity (Arabic)
SarahDemob A

Write Access Account Admin's Email
sarah_owner@mailinator.com sarah_owner@mailinator.com

Tax Agency Email

MN/A
Assigned User Email Tax Agent Date Assigned Tax Agent Mame (English) Tax Agent Name (Arabic) Make Admin Give write access Action
sarah_owner@mailinator.com No 18/02/2018
fatimah_ou@mailinator.com No 10/05/2018 Make Admin m

3.7 Shifting between taxable person accounts (taxable person dashboard)

Online users can have multiple taxable person accounts assigned to them. They can
shift from one taxable person to another from within the taxable person dashboard.

The steps are as follows -

1. Onthe taxable person6 s das hboar dWREIGEok bount ttohne 6
Legal Name of Entity (English) ABC Legal Name of Entity (Arabic) q "
2. Upon clicking the button, you will be asked to reconfirm your password
3. Enter the p asswor d an d (AccesstheAccountAdmin‘sdashboard
button. This will take you to the online user -
dashboard wherein you can choose the other s ome@rainaocon
taxable person account that you wish to access.  raswou

14
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4. Registering a Tax Group

Only the representative member of a prospective Tax Group can apply to form a Tax
Group. In order to do so, the representative member must already be in possession of a
Tax Registration Number (TRN) for VAT, or submit a VAT registration application at the
time of applying to form a Tax Group.

Each of the prospective members of the Tax Group must:

1 Be alegal person
1 Be resident in the UAE; and not a member of another Tax Group.

If you wish to apply to form a Tax Group as the representative member, you must either
already be registered for VAT or if not already registered, you must submit an online
application to register for VAT.

If a representative member has already registered for VAT, then you will have been issued
with a Tax Registration Number (TRN).
4.1Registration of the Representative Member for VAT purposes

To submit an online application to register for VAT if you are the representative member,
please follow these steps:

On logging into your e-Services |
account, click on the Register for VAT — —

button. You will arrive at the VAT E‘o =
registration form as shown in the
following:

About the applicant

On what basis are you applying for registration? Li]

Select business type

Do you hold a Trade License in the UAE? [i] Avre you registering mandatorily ar voluntarily?* (i ]

* Yes O e Please select

Are you also applying to create or join a WAT group? [i]
Yes ® No

15
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Please selectthefire s 0 bfart henf i el d fAAre you al sdaxappl yi
Group? 0

Complete the VAT registration form and submit it. Upon submission of the completed
form, you will receive a Tax Identification Number (TIN). A TIN is not a valid TRN. Itis a
Tax ldentification Number issued by the FTA for Tax Group registration purposes and will
be displayed on the Dashboard tab.

As the representative member in possession of the TIN, you will now be able to apply to
form a Tax Group on behalf of the other prospective members.
4.2Tax Group registration by the Representative Member

As the representative member of a Tax Group, you will now see a button inviting you to
apply to Register for Tax Group (you may also see other buttons inviting you to register
for Excise Tax).

The status of your application is as below

Status  Issued
TAX ) _
TIN  1003282181000VG r— EX101 Register for Excise Tax

Tax Group
TAX
— VAT 102A Register for Tax Group
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When you click on this button you will commence the Tax Group registration application.

4.2.1 Tax Group Getting Started Cotiing started cuide
Guide

verview v

Important basics about VAT registration v

You will see the guide as soon as you
have clicked the Register for Tax
Group button.

Registration criteria v
Definitions that you should be aware of at this time v

Can one person have more than one Tax Registration Number (TRN) for VAT v

Registration of a VAT group v

The guide is designed to help you
understand certain important .
requirements relating to Tax Group >
registration in the UAE.

Whatif you only make zero-rated supplies v

It is divided into a number of short
sections which deal with various aspects of the registration process.

It also provides guidance on what information you should have to hand when you are
completing the Tax Group registration application form.

It is recommended that you read each of the sections carefully. Once you have done
so, check the Click here box to confirm that you have read it in order to move
forward.

4.2.2 Completing the Tax Group registration form

Pl ease select the AYesoOoO button for the
Representative Member of the Tax Group? 6 as s hown.

Tax Group Registration
Representative Member

Are you intending to apply as the Representative Member of the Tax Group?

Yes ® No

You can apply Tax group as the Representative Member only

Your TRN/TIN and legal name in both English and Arabic will be auto-populated as
shown below.

17
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Tax Group Registration

Representative Member

Are you intending to apply as the Representative Member of the Tax Group?
® Yes O No

Please enter the VAT TRN / TIN of the Representative Member

1000000420000VG

Legal Name of the Member (English) Legal Name of the Member (Arabic)

Lama Ly

Members of the Tax Group

Is this Member already registered with FTA?
® Yes O No

You can then proceed to add members of the Tax Group in the next section of the
registration form.

If one of the members of the intended Tax Group is already registered with the FTA,
pl ease sel ebatonfarth b e i Kithe Mainbefi already registered with THE
FTA? O

You can provide the TRN/TIN of the member and click on the Verify button as shown
below. Clicking on the Verify button will have the website verify whether the TRN/TIN
entered by you is valid or not. If the TRN/TIN is valid, the legal names (both English and
Arabic) of the member will be automatically populated on the registration form.

Members of the Tax Group

Is this Member already registered with FTA?

® Yes O No
Please enter the VAT TRN / TIN of the Member [} ]
1000000370000VG Verify
Legal Name of the Member (English) Legal Name of the Member (Arabic)
Polo sy

Add member to the group

There is no member in the list to join the Tax group.

18
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Please click on Add member to the group button to add the member to the Tax Group.

If a member of the intended Tax Group is not already registered with the FTA, please
select the fNwtohe afditheMeanlheid already registered with the
FTA? O

Click on the Add member button to fill out information of the member in the form as
shown below.

Add a member

Name of the applicant
Please confirm that this Member is a legal person
Please confimn that this Member is established in the UAE *

Please confirm that this Member is not part of any other Tax Group*

Legal name of entity (English)* Legal name of entity (Arabic)*
Enter trade name if different from above (English) Enter trade name if different from above (Arabic)
£ a

Identification of the applicant

Does this Member hold a Trade License in the UAE?
@® Yes © No

Select the name of the authority that issued the Trade License Trade License number*

This form will prompt you to complete the information required to add an additional
member to the Tax Group.

Once you have completed the Add member form, click on the Add member to the group
button. The added member will be listed as shown below.

19
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Members of the Tax Group

15 this member registered for VAT? VAT102B - Add New Member

Yes ® No
TRNITIN Legal name of the member (English) Legal name of the member (Arabic) Status View member '\R"Zn;iv;
1003020763000VG New Tax Group 106 Approved View member
100215451400003 Dev Special Govt Entity ELERER o R Approved NIA
100221272600003 Karan Ep Approved NIA

About the Tax Group

Has any proposed Group Members made or received any pre-payment or down-payment in respect of any supply, part or all of which is o be delivered after it has
joined the Group? *

Yes ® No

Important: When the representative

member of the Tax Group added a VAT

prospective member who is already [ —

registered with the FTA on a stand-alone s Susponie
basis, the status of the TRN of the

prospective member will be changed from

ﬁ A p p rove d o t o ﬁ S us d e Last Return Period 01/05/2018-09/05/2018 a
of the Tax Group Registration Form.

TRN  100278806300003

The prospective member may also be required to submit a final tax return which will be
generated by the system. Failure to file a final tax return or settlement of payable tax

within deadline, if applicable, would be subject to penalty. P| e a s e NATfReturnst o A
User Guideofor more detalils.

Pl ease note that even i f the prospectiv-e new
approved, the suspension of the memberds exis
final tax return is filed by the individual prospective member.

Proceed to complete all the other fields in the

registration form. Legal name of entity (English)™

In order to save and review the form completed by

you, all mandatory elements of the current section Pl provics B meguied data

must be completed. Any field that is marked with a

red asterisk (*) is mandatory and must be filled out in order to move to the next section.
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If you attempt to save and review the form without completing the mandatory
information in certain fields, you will receive a pop-up message under the relevant field
indicating that additional details are required.

Please agree to the Dectaration
declaratlon at the bottom | hereby agree to have read the requirements, obligations, terms and conditions for VAT and Tax Group registration including meeting the related party and

control conditions. | declare that the information provided Is accurate and complete.

Of the form by Checkl ng the All Members of the propesed Tax Group will be jointly and severally liable for any action taken by the Representative or any other Member of the Group.
- The Authorized Signatory has been permitied to sign this application on behalf of the Representative Member and Group Members.
box fcceplt & & et ’ i e v s

| accept & agree

as shown on the right.

4.2.3 Saving your progress

It is recommended that you save your progress as you
complete the form. Click on the Save as draft button at the Save as draft ¥
bottom of the screen. You will be logged out of the system
after 10 minutes of inactivity.

After completing all mandatory fields, click the Save and Save and review —

review button at the bottom right hand corner of the screen
to proceed to the following section. Submit for Approval —)

Your application will not be submitted at this point; you
will have an opportunity to read through your answers before submission.
4.2.4 Submitting your Tax Group registration application

To submit the Tax Group registration form, carefully review all of the information entered
on the form after clicking on Save and review.

Once you are certain that all of the information is correct, click on the Submit for Approval
button at the bottom right hand corner of the screen.

The status of your application on the Dashboard will change to Pending and you will
receive an email from us to confirm receipt of your application.

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.

4.2.5 Reviewing the progress of your Tax Group registration application

To review the status of your Tax Group registration application, click on the Dashboard
tab and look next to Status:

1 Drafted means the registration form has not been completed or submitted by the
applicant;
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Pending means the registration form has been received by us and is under
processing;

Resubmitted: means the registration form has been received by us; however, we
have requested you to send further information and are awaiting for the re-
submission;

Rejected means the registration form has been rejected by us; and

Approved means the registration form has been approved by us and that the Tax
Group has been successfully registered.
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5. Amending a Tax Group

Only the representative member of a registered Tax Group can apply to amend the Tax
Group. This can only be done once a Tax Group application has been approved by the
FTA. The representative member must login into the e-Services account where the
website facilitates making the following amendments to your Tax Group registration:

1 Addition of a new member to the Tax Group;
1 Removal of an existing member from the Tax Group; and
1 Amendment of the Tax Group details

As the representative member, when you attempt to add new member(s) to the Tax Group,
please ensure that each of them must:

1 Be resident in the UAE; and
1 Not a member of another Tax Group.

The status of your application is as below:

Status  Approved View
Once logged into the e-Services account,
click on the Tax Group amendment button
on the Dashboard within the Tax Group box | | =& Amendment st WA

as shown.

TRN  100000115400003 [ Download Certificate

After clicking on Tax Group amendment button, the options to add a member,
remove a member and amend details of the registered Tax Group will be displayed
to you as shown.

Tax Group Amendment
Representative Member

Please enter the VAT TRN / TIN of the Representative Member

1000001147000VG

Legal name of the member (English) Legal name of the member (Arabic)

Tee v

Members of the Tax Group

Is this member registered with the FTA? AN Now Mormber
Yes ® No
. - - Remove
TRN/TIN Legal name of the member (English) Legal name of the member (Arabic) Status View member Morabar
1000001121000VG Meena - Removed NA
1000001139000VG First Bank SV iy Approved W
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You can add members to a registered Tax Group if the members are already registered
with the FTA or if they are not yet registered with the FTA. Intended members who already
have an approved VAT registration with the FTA will be in possession of a Tax
Registration Number (TRN). Intended members who have submitted the VAT registration
form and submitted it will be in possession of a Tax Identification Number (TIN). A TIN is
not a valid TRN, it is a number issued by the FTA for Tax identification purposes only.

5.1 Adding members to aregistered Tax Group from the Tax Group Amendment
Form

When you are viewing the Tax Group Amendment form, you will be able to add a member
to the Tax Group. If the member you intend to add to the Tax Group is already registered,
pl ease seéeetbuthteo M Yfthismenmbéreegidtered ford/AT? 10s

Members of the Tax Group

Is this member registered for VAT?

® Yes No

Please enter the VAT TRN / TIN of the Member (i ]

Verify

Provide the TRN/TIN of the member and click on the Verify button as shown.

If the TRN/TIN is valid, the legal name (both English and Arabic) of the member will be
automatically populated on the form. Proceed to complete the other fields in the form.

If a member you intend to add to the Tax Group is not already registered with the FTA,
pl ease selbuottohefdNodhe field fAls tthedTAMember
for VAT?o0.

Click on the Add a member button and the form to add a member will be displayed on
your screen as shown.

Add a member

Name of the member

Please confirm that this member is a legal person™
Please confirm that this member is established in the UAE™

Please confirm that this member is not part of any other Tax Group ™

Legal name of entity (English) * Legal name of entity (Arabic)™

Enter trade name if different from above (English) Enter trade name if different from above (Arabic)
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Proceed to complete all the fields in the form and save the amends made by you by
clicking on the button.

Important Note: When the representative member of the Tax Group added a prospective
member who is already registered with the FTA on a stand-alone basis, the status of the

TRN of the prospective member wil/ be changed
approval of the Tax Group Registration
Amendment Form. VAT
The prospective member may also be required to ™t efvourapplcation s as below
submit a final tax return which will be generated =~ S Swpended
by the system. VAT USER ¢ TRV 100278505500003
GUIDE (REGISTRATION, AMENDMENTS & DE- T e st
REGISTRATION)APRI L 20180 f.or B
5.2Removing members from a registered Tax Group in the Tax Group

Amendment Form
When you are viewing the Tax Group Amendment form, you will be able to view a table
which will list all members of the registered Tax Group along with specific details of the
group member.
TRNITIN Legal name of the member (English}) Legal name of the member (Arabic) Status View member ;ZT“?JZ?
100293001200003 AKV Incorp e Approved NIA
1002323531000VG mBmailinator com - Approved
Click i Re mo Joe dhe
member you wish to Are you sure you want to remove this member?
remove from the Tax
Group as shown. You will “ Cancel
then be prompted to
confirm if you are sure you
want to remove that member.
Clickonthe OKbut t on i f you would |i ke to prfmeeed ar

will be displayed on your screen as shown.

25



iy A L @ usLaill & iy g I

FEDERAL TAX AUTHORITY

United Arab Emirates

Confirm and Remove

Remove Existing Member

Does the above Member own any capital assets subject to the Capital Assets Scheme when the application takes effect. *

® Yes No

Please provide details * Please provide any supporting documents *

Choose files to upload Choose Files
Will the above Member be partly exempt if this change takes place?*
® Yes No
Please provide details * Please provide any supporting documents *

Choose files to upload Choose Files
Has the above Member made or received any prepayment or down-payment in respect of any supply, part or all of which will be delivered after it has left the Group? ™
® Yes') No
Please provide details * Please provide any supporting documents *

Choose files to upload Choose Files

Proceed to complete all the fields in the form.

Submit the amends made by you by clicking on the

Confirm and Remove button. You will then return to the
webpage which was displayed after you had clicked on the

Tax Group amendment button.

5.2.1 Status of members post removal

Upon approval of the amendment form to remove a tax group member, status of the
members changes as follows -

1 For members who had a TRN prior to joining the tax group i The status of such
member sd TRN i s6 ScuhsapregiedeAdi @y ro candetite @RN
becomes active again. Members are free to continue business using their original
TRN and are required to perform all tax related activities using this TRN. In the
case that such members would have an obligation or wish to deregister from VAT
then they can do so by submitting a deregistration application.
1 For members who had a TIN prior to joining the tax group T The status of such
me mb e rINsi$chahged from 6 Su s p e nodeDd Ga f Tthe\WWAD application is
open for editing and the member can re-apply for VAT based upon the current
conditions of the member. It is the obligation of such members to re-examine
their individual position upon exiting the
deregistration) and establish whether they have an obligation or they would wish
to register for VAT purposes. Please refer to the VAT USER GUIDE
(REGISTRATION, AMENDMENTS & DE-REGISTRATION)0 f or meané det ai
more information on how to submit a VAT application.
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1 For members who were registered by the representative member 1 A new
taxable person account is created and is assigned to the online user account of
the representative member. Upon logging into this taxable person6 s account
will find the status of suchme mb e r Ni§setid6 Dr a f Tthe\WA® application
is open for editing and the member can re-apply for VAT based upon the current
conditions of the member. It is the obligation of such members to re-examine
their individual position upon exiting the
deregistration) and establish whether they have an obligation or they would wish
to register for VAT purposes. Please refertothei VAT USER GUI DE
(REGISTRATION, AMENDMENTS & DE-RE G| S T R A Tfdr @d¥e) détails and
more information on how to submit a VAT application.

) (0]

5.3Amending Tax Group representative member

The Tax Group will be able to update the group representative and its details. To do so,

please access the dashboard i Tax Group box
ICEERNCh ange Repr ) i

The status of your application is as below:

Status  Approved m

GIBAN  AE308630100214434100003

Tax Group Amendment Status ~ N/A & Tax group amendment

P o Change

Change Representative Status ~ N/A "

De-registration status ~ N/A

First VAT Group Return Period 20 Jan 2018 - 31 Jan 2018 and
monthly thereafter

First VAT Group Return Due Date 28 Feb 2018

Start And End Date Of Tax Group  Monthly

From the drop drown list i select the new member e
you wish to update (ensure the member is added at
this stage).

Enter the reason and upload related documents.

(O BNENl submit change representative request to FTAER
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Change Representative Of Tax Group
Tax Group TRN

100214434100003

Select the member from the list who will be representative in place of you™® Please select v

Reason”

P

Choose files to upload Choose Files
Submit Change Reprezentative Request To FTA

Flease upload documentary evidence for autharised signatory *

Your request will be transferred to the FTA  information
for approval and you will get a message of

Your request for changing tax group representative has been successfully sent to FTA for
the same. review.

5.3.1 Non-signed up Tax Group representative

If the Tax Group representative member wishes to assign an existing member without an
e-Services account to be the representative member, the newly-assigned Tax Group
representative can use the email address of their authorized signatory to create an
account on e-Services. By clicking on the dorgot password optionéwith this email address,
a notification email will be sent and the person will be requested to verify and confirm the
same by clicking on the link provided in the email.

Once the new Tax Group representative member validates the link, he will be able to
access the Tax Group account as the representative member.

5.4Amending Tax Group details in the Tax Group Amendment Form

When you are viewing the Tax Group Amendment form, you will be able to view specific
details of the registered Tax Group, which will be displayed below the table which lists the
members of the Tax Group.

All of the fields in this form will be prepopulated and

displayed. You can amend the fields that you wish you to Save as draft Iil
change. Save the amends made by you by clicking on the

Save as draft button to save the Tax Group amendment form

with the new detalils.

5.5 Submitting your Tax Group Amendment Application
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Once the amendments have been made to the Tax Group,
and the mandatory fields are completed, click the Save and
review button at the bottom right hand corner of the screen

to proceed to the following section. Carefully review all of the
information entered after clicking on Save and review.

Once you are certain that all of the information is correct, click on the Submit for Approval
button at the bottom right hand corner of the screen to submit the Tax Group Amendment
Form.

The status of your application on the Dashboard will change to Pending and you will
receive an email from us to confirm receipt of your application.

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.

5.6 Reviewing the progress of your Tax Group Amendment application

To review the status of your Tax Group amendment application, click on the Dashboard
tab and look next to Status:

91 Drafted means the amendment form has not been completed or submitted by the
representative member;

1 Pending means the amendment form has been received by us and are under
processing or that we are awaiting further information from the representative
member;

1 Resubmitted: means the registration form has been
received by us; however, we have requested you to

send further information and are awaiting for the re-

submission;

Rejected means the amendment form has been rejected by us; and

1 Approved means the amendment form has been approved by us and that the
Tax Group has been successfully amended.

=

6. De-registering a Tax Group
When should you use this function?
You may use this function to de-register a Tax Group if:-

1 You no longer meet the requirements for registration as a Tax Group; and
1 You decide to de-register the Tax Group.

29



iy A L @ usLaill & iy g I

FEDERAL TAX AUTHORITY

United Arab Emirates

How to submit your request?

Tax Grou
On the dashboard, under the Tax Group box,

CIICk On the 'DE'R e 0 | button tO open the The status of your application is as below:

fOI’m Status  Approved m
TRN  100214434100003 [l Download Cerfificate
. . GIBAN  AE308630100214434100003
How do | complete the de-registration

Tax Group Amendment Status  N/A

A i . A i Change Representative Status NFA Ii
In the de-registration application form, certain

sections and details will be pre-populated based =~ e WA
on your profile and certain sections will require 7= AT S Retum Period 20 Jen 201521 Jan 2015 2ne
your inputs accordingly.

application form?

First VAT Group Return Due Date 28 Feb 2018

1) The TaX Group TRN iS pre'pOpUIated based Stajfnd End Date Of Tax Group  Monthly
on the respective Registration application. e

De-Register Request Form

Tax Group Details

Tax registration number for tax group

100244792800003

2) Me mber 0s detdilaneedso be provided

At the time you apply for the Tax Group de-registration, you will be asked to provide
the following information regarding the membersostatus:

1 Do any of the Members own any capital assets subject to the Capital Assets
Scheme when the application takes effect?

1 Will any of the Members be partly exempt if this change takes place?

Have any of the above Members made or received any prepayment or down-
payment in respect of any supply, part or all of which will be delivered after the
Group has been de-registered?

1 Do any of the Members expect to incur input tax after having left the Group which
relates to any supply (including any disregarded intra-Group supply) which it
made whilst still a Member of the Group?

As shown below, you will be asked to provide the legal name of the respective
members, if any of the above questions apply to any of them.
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Reasons and effective date for de-registration should be provided

You will be asked to select the reason for de-registration, and enter the date the Tax
Group no longer meets (or is expected to meet) the eligibility requirements. You may
enter a proposed preferred date for de-registration if it is different from the date you
are required to de-register and provide the reason for this.

IMPORTANT: please ensure the above date(s) are accurately provided as it will have
an impact on the Effective Date of de-registration for the Tax Group.



















