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Annexure

The below are the list of User manuals that you can refer to

S.No |User Manual Name

1 Register as Online User

Description

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

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

Button Description

In the Portal

, A‘/'xl ‘

e - i
Y] e LN
AN
G
United Arab Emirates

{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 CVJTe

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

©

Log Out

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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Payments for Returns Voluntary Disclosures Tax Assessment
and Penalties - Payment via GIBAN
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Annexure 3
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Introduction
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FEDERAL TAX AUTHORITY

This manual is prepared to help a taxpayer navigate through the
EmaraTax portal, access the “Payments” screen and make
payments for outstanding liabilities for the tax type he is
registered using GIBAN payment method.
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Login to EmaraTax

Welcome o the new &-CTS ¥

Login

Welcome to the Federal Tax Authority

Login with FTA account Login with your Emirates ID

UAE Pass provides single trusted digital identity solution for service providers

2, osyldugall

| ozsers ' UAE PASS

e  You can login into the EmaraTax account using your login credentials or using UAE Pass. If you
do not have an e-CTS 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/or mobile number to
successfully login.

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

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 8
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— Home

m 1 Create New Taxable Person Profile °

OTHER SERVICES

)

i MY CORRESPONDENCE

Taxable Person List

Q, search by TRN Number or Taxable Person

-
9 Uaekfo 9 Pola 9 Oman

Step Action

e Onthe EmaraTax online user dashboard, click the “View” button on the taxable person profile
for which a payment is to be made

(1)
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9 tp_payment_l03@def.c.. n

— Home * Pola

{4 User Type ) e E -A A +A

@ HOME ) ) )
Required Actions Most Used Services
i poLA v
= Due Date Description . Excise Tax Return >
& vat -15/04/2022 Submission pending for Return Excise Tax - Monthly for the period
Excise Tax Producer Declaration >
+16/05/2022 Submission pending for Return Excise Tax - Monthly for the period
Excise Tax Registration )
+15/06/2022 Submission pending for Return Excise Tax - Monthly for the period
2" USER AUTHORIZATION Overview More Tax Types |
[E] OTHER SERVICES
Value Added Tax Excise Tax Warehouse Keeper

Step Action

(1)

e  Click on the “Payments” menu option to access the available payment tiles.
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My Payments Page

ity aa L &gl aill d iy gl
FEDERAL TAX AUTHORITY

9 tp_payment_lO3@def.c..

{7 HOME

i poLa v

VAT

3

EXCISE TAX

PAYMENTS

Ep

MY CORRESPONDENCE
USER AUTHORIZATION

[E] OTHER SERVICES

o TR

Home ® Pola ® Payments

My Outstanding Payments (GIBAN Allocations / Payments via e-CTS)

TOTAL EXCISE PAYMENTS
DUE

Total Outstanding Amount

AED 3,242,200.00

Overdue Amount

AED 3,242,200.00
JD Tran ion History

Select & Pay

Funds Available

Only the applicable tax type tiles for which the Taxpayer has been registered will be displayed here.

Federal Tax Authority

{%Business process%} - Taxpayer User Manual

i
i

g

United Arab Emirates

Page 11



il a1l & slaidl a sag I i O
FEDERAL TAX AUTHORITY 'm//lb\\\\l'"
"\’ua,.lué'

United Arab Emirates

Select and Pay
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9 (P-payment_los@dete n G Ui e D e E

= Home ® Pola ® Payments

71 HOME
i poLA ~ ) . . 2
My Outstanding Payments (GIBAN Allocations / Payments via e-CTS)

% VAT

. TOTAL EXCISE PAYMENTS

£1 EXCISE TAX

- DUE

(=] PAYMENTS Total Outstanding Amount

AED 3,242,200.00 e
# MY CORRESPONDENCE Overdue Amount

AED 3,242,200.00
USER AUTHORIZATION

L0 v
Z] OTHER SERVICES
I Select & Pay o Pay All
Step Action
(1) e If you wish to make a payment for selected taxes or penalties, click on the 'Select and
Pay' option available for that specific tax type.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 12



il a1l dslaidldsag I

FEDERAL TAX AUTHORITY

i ) & st il &ty g 0l 7
FEDERAL TAX AUTHORITY

9 tp_payment_103@d ~ n

% HOME

i poLa
g% VAT
[E} EXCISE TAX
] PAYMENTS

o

MY CORRESPONDENCE

USER AUTHORIZATION

OTHER SERVICES

Home *» Pola »

Total Tax Liabilities : AED3,232,200.00

||| customize Column

Reference Number

peselect All hopoo127

70000000359
9

Reference Number

Liability Type

Excise Late Reg.
Penalty

Excise Return VD

Payments » TOTAL EXCISE PAYMENTS DUE

Total Penalties : AED10,000.00

~ Liability Type
Period Payment Due
Description Date
27/06/2022
February 2022 25/07/2022

1 ﬂ Showing 5

a )
-
vtk
peer e D e E
L Download
Period Description ~  Q  search
Original Qutsta...
Liability  Liability A;‘;‘E:‘Eghs Status
(AED)  (AED) P
lao.nno.n ::o.noo,n 10,000.00 eOverdue
323220 323220 33220000 *
s Py . ®0verdue

Total Payment Amount :AED3,242,200.00

~ | of 2 records per page

By default, all of the outstanding taxes and penalties will be selected. To change the default
selection, click the checkbox next to the “Reference Number” column

Federal Tax Authority

{%Business process%} - Taxpayer User Manual

|""'j.,.: \
(Y] e\
N
w;.,.u\'“
United Arab Emirates

Page 13



il a1l dslaidldsag I

FEDERAL TAX AUTHORITY

il galatill Ly gl
FEDERAL TAX AUTHORITY

i EXCISE TAX

= PAYMENTS

©i MY CORRESPONDENCE

USER AUTHORIZATION

OTHER SERVICES

Home » Pola ® Payments » TOTAL EXCISE PAYMENTS DUE

Total Tax Liabilities : Total Penalties : AED10,000.00

||| customize Column efe R mbes o

Reference Number Liability Type Period Description

v 200000001270 Lrcise Late Reg - 27/06/2022
Penalty

700000003599

0

Excise Return VD February 2022 25/07/2022

Payment Due Date

userType )  oue M | A A +A

L Download

n ~ L search

Qutstan... "
Liability f;’;‘]“)“ e Status
(AED)

1000000 100

3,232,200. 3,232,200.00 .
00 A

Total Payment Amount :AED3,242,200.00

Step Action

(1) .

Select the outstanding taxes and penalties you wish to make a payment for by clicking on

the checkbox.

Federal Tax Authority
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= Home » Pola » Payments » TOTAL EXCISE PAYMENTS DUE

Total Tax Liabilities : AED3 23

HOME Total Penalties : AED0.00
i poLA ~
|| Customize Column
VAT
. Reference Number Liability Type
EXCISE TAX &4
5 PAYMENTS ) 700000003599 Excise Return VD
i MY CORRESPONDENCE
. USER AUTHORIZATION
OTHER SERVICES
Back

Period Description

February 2022

Payment Due Date

25/07/2022

User Type )  wue M| A A
L Download
hd r v 4 Search
Original ‘OQutstanding
Liability Liability Amount to be paid (AED) Status

(AED) (AED)

3,23220000 3,232,200.00

10000.00 J ® Overdue

Total % Amount :AEDI0.00

w | of 1 records per page

Step Action

(1) °

To make a partial payment for the selected taxes or penalties, edit the amount displayed
against the tax or penalty under the “Amount to be Paid” column.

Federal Tax Authority
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= Home *» Pola * Payments » TOTAL EXCISE PAYMENTS DUE

71 HOME Total Tax Liabilities : AED3,232,2 Total Penalties : AED10,000.00 4 Download

i poLA v

||| customize Column ~ bility T ~ Perlod Descript v tat -

VAT ’
ExCisE Tax Reference Number  Liability Type E‘;’;;’: o ;;{;"“"t Due ?;%EE;:;! Eizzitlft; S:i‘; ::?Dc)h? Status
£ PAYMENTS = gouuoooolz? E:;uaslel Late Reg. 27/06/2022 :)U-UUD-U :)0-000-0 10.000.00 ®Overdue
Y
L RMCORRESEONDERCE 30000000359 Excise Return VD February 2022 25/07/2022 3’7(2)!02‘20 é‘g?’m 323220000 ®Overdue

USER AUTHORIZATION
Total Payment Amount :AED10,000.00

OTHER SERVICES

* You can edit the "Amount to be Paid" column by entering an amount equal to or less than the
amount displayed in the "OQutstanding Liability" column.

e If you enter an amount greater than the value in the ‘Outstanding Liability’ column, a pop-up
message will indicate that overpayments are not allowed.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 16
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9 tp_payment_103@def.

i VAT

EXCISE TAX

=] PAYMENTS

MY CORRESPONDENCE

USER AUTHORIZATION

0

OTHER SERVICES

()
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FEDERAL TAX AUTHORITY

Pola » Payments ® TOTAL EXCISE PAYMENTS DUE

Payment Due
Date

27/06/2022

25/07/2022

1 Showing 5

Period
Reference Number Liability Type Description
20000000127 Excise Late Reg.
o Penalty
;0000000359 Excise Return VD February 2022
Back

v

S UserType )  ouc M| -A A +A

Original  Outsta...
Liability  Liability ‘:i‘:'z':‘sg’) be Status
(AED)  (AED) P
10,0000 10,0000 1000000 B2 e
323220 323220 <

1232, 232, 3,232,200.00
0.00 000 ®Overdue

Total Payment Amount :AED;.z«az,zoo.cﬂ

of 2 records per page

Proceed to Payment

Step Action

@) e (Click

“Proceed to Payment" to move to the Select a Payment Method screen.

Federal Tax Authority
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FEDERAL TAX AUTHORITY

9 tp_payment_103@d

n {5} User Type ) e

+A
= Home » Pola » Payments » TOTAL EXCISE PAYMENTS DUE
71 HOME
o Original Outsta...
Reference Number Liability Type ::'sl::pﬁ on :aa{;nenl Due Liability Liability ::: : \;:tElDo)be Status
POLA v (AED) AED)
AT ' 30000000127 'E,:::IelyLate Reg.  _ o8 oz Lo.ooo.o :)o.ooo.o 10,000.00 S verdie
|8 Excise TAX ;°°°°°°°359 Excise Return VD February 2022 25/07/2022 3'222'20 gaz,zo 3,232,200.00 ®Overdue
=] PAYMENTS
Total Payment Amount :AED3,242,200.
@ MY CORRESPONDENCE
1 Showing 5 ~ | of 2 records per page
~°  USER AUTHORIZATION
g

OTHER SERVICES Back Proceed to Payment

You will then be able to select a method of payment as explained later.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 18
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Pay All
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FEDERAL TAX AUTHORITY

9 (P-payment_los@dete n G Ui e D e E

= Home ® Pola ® Payments

£ HOME

HpoLA

5%
=

=

VAT

EXCISE TAX

PAYMENTS

MY CORRESPONDENCE

USER AUTHORIZATION

OTHER SERVICES

My Outstanding Payments (GIBAN Allocations / Payments via e-CTS) e
TOTAL EXCISE PAYMENTS
DUE
Total Outstanding Amount
AED 3,242,200.00 e
Overdue Amount .

AED 3,242,200.00

¥1)  Transaction History

Select & Pay Pay All o

Step Action

(1)

If you wish to make a single payment towards all the outstanding taxes and penalties,
click on the "Pay All" option available for that specific tax type.

Federal Tax Authority
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Cancel Existing Allocation

Existing GIBAN Allocations ®

Please note that any liabilities that have already been pre-selected as part of GIBAN allocation will
not be included in your payment. If you wish to pay all your outstanding liabilities, ensure that you
cancel any existing pre-selection from the "Allocations Pending Payment"” tab.

iew Allocations Pending Payment: Continue to Payments

* Any taxes or penalties that have been selected as part of a reference number created for a GIBAN
payment will not be included in the list of taxes and penalties when you click on “Pay All”

o If you wish to pay all of your outstanding taxes and penalties, you should first cancel any existing
reference numbers and then click on the “Pay All” option.

Federal Tax Authority {%Business process%} - Taxpayer User Manual
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FEDERAL TAX AUTHORITY \\

Existing GIBAN Allocations ®

Please note that any liabilities that have already been pre-selected as part of GIBAN allocation will
not be included in your payment. If you wish to pay all your outstanding liabilities, ensure that you
cancel any existing pre-selection from the "Allocations Pending Payment"” tab.

iew Allocations Pending Payments

Step Action

(1) e  Click on “View Allocations Pending Payment” to cancel any existing reference numbers
created for a selection of taxes or penalties

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 21
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FEDERAL TAX AUTHORITY

Allocations Pending Payment Screen
QoI SR

= Home * Pola » Payments * TOTAL EXCISE TAX PAYMENTS DUE

HOME
B poLa ~ L Download ’
VAT
||| Customize Column 4  search
EXCISE TAX
Reference Number Generated On Amount Actions
E3 MY PAYMENTS 420814 24/11/2022 5,000.00 o
% MY CORRESPONDENCE 783312 23/11/2022 5,000.00
© View
USER AUTHORIZATION 585713 25/10/2022 1.00
€ cancel
765138 22/10/2022 100.00
OTHER SERVICES
509489 22/10/2022 5.000.00
Total 27,601.00
Back

¢ If you have created more than one reference number, each one will be visible as a separate row.
You can choose one at a time and perform the necessary actions.

o If you click on “View” in the screen, you will be able to see the list of taxes and penalties that are
part of that reference number

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 22
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FEDERAL TAX AUTHORITY
e tp_payment_103@def.c.. Vv n User Type <) PP (n | A A +A

= Home » Pola » Payments » TOTAL EXCISE TAX PAYMENTS DUE

HOME
i pPoLA v L Download ’
VAT
||| Customize Column 4  search
£+ EXCISE TAX
Reference Number Generated On Amount Actions
% MY CORRESPONDENCE 783312 23/1/2022 5,000.00 v
& View
USER AUTHORIZATION 585713 25/10/2022 1.00 0 C ;
765138 22/10/2022 100.00
OTHER SERVICES
509489 22/10/2022 5.000.00 ”"b n
Total 27,601.00
1 n Showing 5 v of 14 records per page
Back
Step Action
H n H n H " ”n
(1) e  Click on the three dots under the "Actions" column and click on “Cancel” to cancel the
existing allocation.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 23
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Step

Cancel Allocation

If you proceed with the cancellation, this reference number will be void and
you will need to either generate a new reference number for a GIBAN
or make the using a di y method like

Magnati Pay. Are you sure you want to cancel this allocation and reference
number?

Action

(1)

. Click on “Yes” if you wish to cancel the existing allocation

Federal Tax Authority {%Business process%} - Taxpayer User Manual
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FEDERAL TAX AUTHORITY \\

Cancel Allocation

If you proceed with the cancellation, this reference number will be void and
you will need to either generate a new reference number for a GIBAN
or make the using a di y method like

Magnan Pay. Are you sure you want to cancel this allocation and reference
number?

» Once you cancel the existing allocation, all the taxes or penalties that were selected as part of

that reference number, will now be included for payment when you click on “Pay All”.
e |f you click on “No” in the pop up window, you will return to the 'Allocations Pending Payment’

screen.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 25
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FEDERAL TAX AUTHORITY

Continue to Paymenyts

Existing GIBAN Allocations ®

Please note that any liabilities that have already been pre-selected as part of GIBAN allocation will
not be included in your payment. If you wish to pay all your outstanding liabilities, ensure that you
cancel any existing pre-selection from the "Allocations Pending Payment” tab.

iew Allocations Pending Payments Continue to Payments I

Step Action

(1) e  Click on “Continue to Payments” if there are no existing reference numbers that you wish to
first cancel.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 26
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FEDERAL TAX AUTHORITY \\

Existing GIBAN Allocations ®

Please note that any liabilities that have already been pre-selected as part of GIBAN allocation will
not be included in your payment. If you wish to pay all your outstanding liabilities, ensure that you
cancel any existing pre-selection from the "Allocations Pending Payment” tab.

iew Allocations Pending Payment: Continue to Payments

You will then move to the “Select a Payment Method” screen.

Federal Tax Authority {%Business process%} - Taxpayer User Manual Page 27
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9 tp_payment_l03@defc.. E 5 User Type <D} e El -A A +A |

= Home * Pola » Payments * TOTAL EXCISE TAX PAYMENTS DUE

HOME Select a Payment Method

i poLA v Payment Summary

Choose Payment Method

. Excise
§ VAT
| | gl
e — EXCISE Taxes E O % 3 FAB‘(
February 2022 - Excise Return  AED 10,000.00 | | -t
== PAYMENTS vD | |

% MY CORRESPONDENCE L ) *

USER AUTHORIZATION

OTHER SERVICES Total AED 10,000.00

BaCK

e  You can view all the taxes and penalties that have been included for this payment, the tax
type and the total amount to be paid under the “Payment Summary” section.

Federal Tax Authority {%Business process%} - Taxpayer User Manual
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Select a Payment Method

|
9 tp_payment_l03@defc.. v H UserType ) ouc M | -A A +a

= Home * Pola » Payments *» TOTAL EXCISE TAX PAYMENTS DUE

HOME Select a Payment Method
i poLa v Payment Summary
. Choose Payment Method
Excise
VAT
EXCISE TAX EXCISE Taxes | %
February 2022 - Excise Return  AED 10,000.00 |
= PAYMENTS vD 1

MY CORRESPONDENCE
USER AUTHORIZATION
| OTHER SERVICES Total o 10,000.00 o

Back Confirm Allocation (2

Step Action

e If you wish to make your payment through GIBAN, choose the payment method as GIBAN and
then click on “Confirm Allocation”.

e The payment instructions along with a unique reference number will be generated when you
click on “Confirm Allocation”.

(1)

Payment Instructions

el
adlpsd L dplalil Alygdl
FEDERAL TAX AUTHORITY
e tp_payment_l03@defc.. v u User Type <) e M| -A A +A

Home * Pola *» Payments ®» TOTAL EXCISE PAYMENTS DUE
Payment Instructions

Payment Instructions

Please Initiate Payment as per the below instructions @ Pending Payment

\// Pay (GIBAN Number) : AE748680100632988000007
N
Payment Reference Number ; 249331

Submission Date 1 31/07/2022
Time 1 20:23:39

TRN : 100632988000007
Legal Name : Naeiof

Payment Amount

e The payment instructions provide you with the details on how to go about making the
GIBAN payment at an exchange house, bank teller or online banking portal using the
generated payment reference number.

e You must make the payment as per the instructions provided to ensure that your
payment is allocated as expected.

e Any errors in quoting the GIBAN, the Payment Reference number or the exact amount
could result in the incorrect allocation of your payment.

e Read "What Next" and "Important" notes
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What Next

9 vour Payment
1) Please quote the above mentioned GIBAN reference number and amount when making your payment. Please ensure that you do not include any additional text when quoting your reference number via online banking. You should anly enter the &

digit reference number provided
2) Please note that payments should be received by the FTA befors the and of day on dus date to avoid any late payment penalties

©Once your payment has been received by the FTA
1) The amount will ba updated on your account and the selected liabilities will be settied

2} You will receive a notification via your prefered means of correspondence confirming this payment
3) You can view this payment in your Transaction Histary

4) You can downlcad the receipt from "My Correspondence”

Important ;

1. Quote Correct GIBAN:Please ensure you quote the correct GIBAN and reference number and pay the exact amount against that reference number

2. For Different Amounts, Generate New Reference Number:If you wish to make a payment for a different amount, please cancel the i and reference nurm the Allccation pending payment, and generate a new raference
number for the required amount

3. Payment Penalties for Incorrect GIBANS:If the GIBAN or reference number are quoted incorrectly, the FTA cannot guarantee accurate allocation of your payment. This could result in late payment penalties being impased.

For any queries plesss CONEACE U3 ON WWWLXYZ.COM OF CORTAE us directly at our call cantss number 1234567890 or smail atxyzigmail.com _ -
Downlaad Back to Dashboar
[\

Step Action

(1) Click on the “Download” button and download the payment instructions.
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9 vour Payment
1) Please quote the above mentioned GIBAN reference number and amount when making your payment. Please ensure that you do not include any additional text when quoting your reference number via online banking. You should anly enter the &
digit reference number provided

2) Please note that payments should be received by the FTA befors the and of day on dus date to avoid any late payment penalties

©Once your payment has been received by the FTA
1) The amount will be updated on your account and the selected liabilities will be settied

2} You will receive a notification via your prefered means of correspondence confirming this payment
3) You can view this payment in your Transaction Histary

4) You can downlcad the receipt from "My Correspondence”

Important ;

1. Quote Correct GIBAN:Please ensure you quote the correct GIBAN and reference number and pay the exact amount against that reference number

2. For Different Amounts, Generate New Reference Number:If you wish to make a payment for a different amount, please cancel the i and reference nurm the Allccation pending payment, and generate a new raference
number for the required amount

3. Payment Penalties for Incorrect GIBANS:If the GIBAN or reference number are quoted incorrectly, the FTA cannot guarantee accurate allocation of your payment. This could result in late payment penalties being impased.

For any queries plesse COARACE 5 Gn W XYZ.COM o CONTACE s directly at our call cantsr rumber
Downlaad Back to Dashboard
2]

Step Action

(1) Click on ‘Back to Dashboard’ to go back to dashboard
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Thank you
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