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1. Introduction

This manual provides detailed instructions on how to use the elnvoicing Service Provider Accreditation Portal and walks you
through the portal’s functionalities.

Read this guide thoroughly before you submit your elnvoicing Service Provider Accreditation Application to get your work done
faster and more efficiently.
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2. The Purpose of Creating the User Guide

The purpose of this document is to help Service Providers use the elnvoicing Service Provider Accreditation Portal.

Service Providers are encouraged to use this manual whenever they are trying to perform any activity on the elnvoicing
Service Provider Accreditation Portal to make sure it's done in a correct and efficient manner.
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3. Manual Review and Development

This User Guide will be reviewed by the Ministry of Finance and updated according to changes or updates.
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4. elnvoicing Service Provider Accreditation Portal Introduction

The below process flow diagram provides you a high-level overview of the Accreditation process:

o —— 2 3 4 5 6

Stage 1 Stage 2 Stage 3 Stage 4 Stage 5 Stage 6
Submit Pre-approval Production Pre-approval Tax Data Accreditation
application testing trial run certification Reporting certification
testing

Please make sure you enter accurate information while submitting your accreditation application. Entering wrong or inaccurate
information might negatively affect the approval of your accreditation application. The information in your application on this
portal is the sole responsibility of the Service Provider.

In case you face any problem with logging into your account, please contact us for assistance via the Ministry of Finance call
center at 800533336 or email: info@mof.gov.ae
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5. elnvoicing Service Provider Accreditation Portal

Logging in to the portal

Accessing the portal requires logging in with UAE Pass. If you do not have an existing UAE Pass account, please visit
https://uaepass.ae/ to create a new account first.

You will be re-directed to UAE Pass login page to enter your credentials. Complete the Authentication process using UAE Pass

mobile app

77

g

Login to UAE PASS

Remember me

Don't have UAEPASS account? Create new account

Recover your account

i

Enter your UAE PASS
Login Details

.....................................

: Enter the number :
: showing on screen into :
: the mobile app to login :

# Approve Login Request

2= uodyl dugall
r@' UAE PAGS Cancel Request x

Login request from

MOF DPP WEB

Open your UAE PASS app, select the l
number shown and confirm to login &

A (o .

Once you are successfully authenticated, you will be redirected to the Home page of the elnvoicing Service Provider
Accreditation Portal which is explained later in this document.


https://uaepass.ae/
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The structure of the portal
The Portal header is always accessible both on the portal and in the accreditation application. The header allows you to:
e Go to the “Home” page of the portal by clicking the Home icon

¢ Redirect to the Ministry of Finance website by clicking the Ministry of Finance logo
e Change preferred language (English vs. Arabic)

e Logout

; UNITED ARAB EMIRATES
@ e English Logged in as John Doe
() Home

The footer of the portal provides:

e Link to the portal user guide
e Link to FAQs
¢ The contact information of the Ministry of Finance

Documentation and support Contact the Ministry
elnvoicing Service Provider Portal Guide Email: info@mof.gov.ae
FAQs Toll Free: 800533336

© 2025 Ministry of Finance. All rights reserved.
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The portal has three main pages/tabs:

1. Home
2. Submit Accreditation Application
3. My Application Status

1
(A) Home

elnvoicing Service Provider Accreditation Portal

Submit Accreditation Application My Application Status

Home

The first time you log into the elnvoicing Service Provider Accreditation Portal, you will be shown the Home page. In this page
you are provided with an introduction to the accreditation process. Here you can see:

e The high-level flow diagram of the accreditation process
e Links to the user guide and FAQs
¢ Mandatory documents required for the accreditation application process
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Introduction

About this service:

How to get accredited?

0o—: a -= s

Stage 1 Stage 2 Stage 3 Stage 4 Stage 5
Submit Pre-approval Production Pre-approval Tax Data
application testing trial run certification Reparting
testing

Senvice Provider Accreditation Process - User Guide
Semvice Provider Accreditafion Process - FAQ's

Fees: Mo Fees

Duration of service provision: 90 business days
Audience: elnvoicing Service Providers
Responsible Department: elnvoicing Office

Service Channels: Browser and Responsive Website

Mandatory Documents®:

Trade License

Proof of Paid-up Capital

UAE Corporate Tax Registration Certificate

Representative Power of Afforney

OpenPeppol PKI cerificate

Signed Service Provider Agreement with OpenPeppol or any other Peppol Authority
Werifiable Proof of elnvoicing Experience

Business Continuity 150 22301 Certificate

Details of Technical Environment Design

Deetails of Multifactor Authentication

Deetailz of Encryption at Rest and in Transit

Details of Regular Security Monitoring

ISONEC 27001 Certificate

Proof of Ongoing Support and Maintenance

Proof of how Updates and Upgrades will be Handled

Insurance documents (required while submitting pre-approval testing results)

Use this service if you are an elnvoicing service provider (referred to as Service Provider) who intends to become an Accredited elnvoicing Service Provider in
the UAE.

Stage 6
Accreditation
certification

How te submit an application: You can submit 3 new application using the “Submit Accreditation Application” button at the top of this page.

*Please note that if your business has net yet completed a full 12 months of operation and you do net possess an 150 business confinuity certificate, you may
submit altemative evidence to substantiate your business's existence for less than 12 months. The Ministry will review your documents and inform you of the
deadline for submitting the IS0 certificate.
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Submit Accreditation Application

To start an accreditation application, click the ‘Submit Accreditation Application’ button. You will then be redirected to the
accreditation application page.

Note: this button will be grayed out and not clickable if you have already submitted an application. If you have started an
application but have not yet submitted it, clicking this button will take you to your application draft.

My Application Status

The 'My Application Status' tab will be empty during your first login as no application has been submitted yet.

Submit Accreditation Application My Application Status

Welcome to the elnvoicing Service Provider Accreditation Portal. This page displays the status of your ongoing application.
You currently have none. If you want to apply to be accredited, click the "Submit Accreditation Application” button. If you have
already started an application, please click on "Submit Accreditation Application” and continue from where you left off.
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However, once an application has been submitted the application will be displayed in a table with the relevant information.

I My Application Status

Welcome to the elnvoicing Service Provider Accreditation Portal. This page displays the status of your ongoing application.

Application Number Submission Date Application Type Status Actions

2025 - 39 04-02-2025 12:17 Application accreditation for Awaiting Service Provider Additional Information
InvoSyne Solutions Response Required

View Application
Deadline: 20/08/2025

Showing 1to 1 of 1 rows

The table contains the following columns:

e Application Number: The application number, and two buttons: View Application and See emails. These buttons are
explained in further detail in the subsequent sections of this user guide.

e Submission Date: The date and time when the application was submitted

e Application Type: The type of application (e.g. Accreditation application) + the Legal Name of the Service Provider

e Status: The status of the application will be automatically updated based on which stage of the accreditation process
you are currently at. The different status codes can be seen in the next section.

e Actions: The potential actions that need to be taken by the service provider (e.g. respond to additional information
required or uploading test results) and the related deadline. If no actions are needed, this column displays the text
“There are currently no actions needed”. The different actions are described in a later section.



Application Status codes

Under elnvoicing Office review: The elnvoicing Office is currently reviewing your application, and no actions are
needed from you currently.

Awaiting Service Provider response: The elnvoicing Office is awaiting your response on a certain action (e.g.
missing information or uploading of test results).

Service Provider response received: The elnvoicing Office have received your response from a certain action (e.g.
missing information or uploading of test results).

Service Provider pre-approved: The elnvoicing Office have granted you the pre-approval accreditation with a
certificate.

Service Provider accredited: The elnvoicing Office have granted you full accreditation with a certificate and the
application will now be closed.

Application rejected: The elnvoicing Office have rejected your accreditation application and the application will now be
closed.
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View Application

iew lication
To view your submitted application at any time, click the “‘View Application’-button . This allows you to view and

download a copy of your application in PDF format.

Accreditation Application Summary - 2025 - 42

= Document

Accreditation Application
Service Provider: Invoice Tech

Application Reference No.: 2025 - 64

UAE Legal Name Involce Tech
UAE Licansing Body Invaica Tech
Narne as on the Main Jahn Doe
Trade License

UMAE Maln Trade License 1204387951 23456
Number

UAE Tracke License Expiry | 28002:2028

Date

UAE Corporate Tax 1234567801 23401
| Registation Nurmber

Busldng Nome snd tant

Number

Sireet et text

Aron Arca 51
Emiate | Abu Dnabi

PO Box 345

Represantative First Name | Robart
epresertative Last Narme | © Jurir
Representative Email miail @il mail
| Address |

Represantative Prione 32453425
Number

“Are You b Foreign No
Headguortered Based
| Company?
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See emails

Clicking on the ‘See emails’ button takes you to an overview of correspondences. Here you can see all
communications received and sent from the elnvoicing Service Provider Accreditation Portal, associated with your
accreditation application.

Application no. 2025 - 39

This page provides a list of all emails associated with this application.

Document Title Date Sender

Reminder — Upload pre-approval testing resulis for 23-02-2025 08:00 elnvoicing Office
Accreditation Application 2025 - 39

Reminder to fill in required additional information - 23-02-2025 08:00 elnveicing Office
2025 -39
Acknowledgement of submission of Insurance 21-02-2025 11:09 elnvoicing Office

documents 2025 - 39

Additional ion request for 21-02-2025 11:05 elnvaicing Office
application 2025 - 39

Reminder to fill in required additional information - 19-02-2025 08:00 elnvoicing Office
2025 -39
Reminder — Upload pre-approval testing results for 19-02-2025 08:00 elnveicing Office

Accreditation Application 2025 - 39

Reminder to fill in required additional information - 16-02-2025 08:01 elnvoicing Office
2025 -39
Reminder — Upload pre-approval testing results for 16-02-2025 08:01 elnveicing Office

Accreditation Application 2025 - 39

Additional information request for accreditation 13-02-2025 13:35 elnvoicing Office
application 2025 - 39

Reminder — Upload pre-approval testing results for 12-02-2025 08:00 elnveicing Office

Accreditation Application 2025 - 39

Showing 1to 10 of 17 rows 2 Next
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Clicking on any link in the ‘Document Title’ column opens the email in PDF format. The email can be downloaded or printed.

Acknowledgement of submission of accreditation application
2025 - 42

= g~ Toaw o~ £ @] A -+ B |2 em 7D Qe B & "

purpese pdt Hiank PUF for testing purposs.pt: Blank PUF for festing purpess pt;
Diear Applicant,

Thank you for submitting your acereditation application,
Application No: 2025 - 42
Submission date: (6-02-2025

The Ministry of Finance will review your application and respond 1o vou within the next 90 business days,

The Ministry may request additional infomsation [ required. Alter subimitting the additional informtion, it
imay take the Minkstry a further 30 business days to respond to your application,

For any inguiry or assistance, please contact us on:

Within UAE: 800533336 | Qutside UAE: +971 XXX

Email us at infodimof gov.ac or login te the acereditation portal through the following link:
o in et iced) il .

Kind regards,
The Ministry of Finance
el a5 5l
e il s e 8 £
(RN ol

(A el ) il A 3
et g (S0) bl e [ WS 3 1 s g uaSills ] e el 1) g o pks

8 (30 ) s il s 055 i o ol Ml 8 )y Al oyl 5l il )l il gl
T PR

asliae gl skl 6V lina sl G0 2y

| BOD533336 shdmidl dull S alfh Ay Jils

XX 971+ shandad iy a2 Y] i gd £ Kk
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Actions

During the accreditation process, various actions will require your response through the submission of specific information
(visible in the Actions column). Some of these actions are mandatory, while others occur only under specific circumstances.

When clicking the button Respond in the action column you are redirected to the required page with options to enter the
required information, attach any required documents and submit them.

Some examples of these actions are explained below

Additional Information Required

This action appears if the elnvoicing Office determines whether any documentation within the application is non-compliant or
incomplete. Issues may range from incorrect contact details to insufficient supporting documentation.

Additional Information Required

Additional Information Required for Your elnvoicing Service Provider

Accreditation Application (page 1 of 2)

The Ministry of Finance has reviewed your accreditation application with application number 2025 - 39 and requires additional information

To proceed with the review process, please address the below comments and resubmit your application

Field Name Comments frem the Ministry

UAE Legal Name Name does not match documentation

Overview Of The elnvoicing Solution Please provide more information of your solution

Next Cancel
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Click the “next” button to enter the additional information or amendments that have been requested and then click on “Submit”

Accreditation Application (page 2 of 2)

The Ministry of Finance has revi d your ditati ication with li

number 2025 - 39 and requires additional information.

To proceed with the review process, please address the below comments and resubmit your application.

Deadline for Service Provider to respond

20-08-2025

Field Name ‘Comments from the Ministry ‘Amended Details * Service Provider Comments
(optional)

UAE Legal Name Mame does not match

documentation

Crverview Of The elnvoicing Solution Please provide more information of

your solufion

InvoSync Solutions ] ‘

I have now provided more
information. Please let me know
if you need more
documentation

Remove Replace

Please note that any documents
you upload at this time will replace bl
your previously submitted
attachments for the Overview of
“four elnvoicing Solution. Therefore,
kindly resubmit all documents
related to this requirement.
Attachment Guidelines: Maximum
File Size: 25 MB. Allowed Formats:
PDF, JPG, PNG, etc.

‘You can select 10 files.

|

Provide any additional commentsiremarks (optional field)

By submitting this application, | certify that all i ion and d i

knowledge. | understand that any false 5 or

are true, . and ate to the best of my
may result in the rejection of my application or other

legal consequences. | acknowledge that the Ministry of Finance reserves the right fo request additional information, verify the submitted

details, and approve or deny the application at its sole discretion

« Previous m

Cancel
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ISO 22301 Certificate
If you selected "No" in response to the question, "Do you have the Business Continuity ISO 22301 Certificate?" on your
application, you will be required to upload the certification upon acquisition, within the specified deadline.

Upload Business Continuity ISO 22301 Certificate

Upload Business Continuity ISO 22301 Certificate

Attach Business Continuity 150 22301 Certificate * @

[ Select file

By submitting this, | certify that all information and documents provided are true, complete, and accurate to the best of my knowledge. |
understand that any false statements, omissions, or misrepresentations may result in the rejection of my application or ather legal
consequences. | acknowledge that the Ministry of Finance reserves the right to request additional information, verify the submitted details,
and approve or deny the application at its sole discretion.
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Insurance documents
Once the elnvoicing Office has reviewed your initial application, you will be required to upload the necessary insurance
documents.

elnvoicing Service Provider Accreditation Application
(Insurance Documents)

elnvoicing Service Provider Accreditation Application (Insurance Documents)
Please note that all insurance policies must be issued within the State

Service Provider Name: InvoSync Solutions

Application Number: 2025 - 70

Comments from elnvoicing Office

Please upload your insurance documents

F

Professional indemnity insurance * @

[

Crime insurance * (3

l

Cyber fraud insurance * ()

[

Additional Comments (optional field)

Z)

By submitting these insurance policy | certify that all i ion and d provided are true, complete, and accurate to
the best of my 1 that any false jissions, or mi ions may result in the rejection of my
ion or other legal | that the Ministry of Finance reserves the right to request additional information,

verify the submitted details, and approve or deny the application at its sole discretion.
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Pre-Approval OpenPeppol Testing

Once the elnvoicing Office has assessed that you are ready to perform the Pre-Approval Testing with OpenPeppol, you will get

an action to upload the documentation once testing is completed.

elnvoicing Service Provider Accreditation Application (Pre-approval
Testing — OpenPeppol Testing)

elnvoicing Service Provider Accreditation Application (Pre-approval Testing — OpenPeppol Testing)

SAVED 11:37:08

Service Provider Name: Invoice Tech

Application Number: 2025 - 42

Comments from elnvoicing office

Please upload relevant documentation

i

Attachment Guidelines: Maximum File Size: 25 MB. Allowed
Formats: PDF. JPG, PNG.
You can select 10 files.

Pre-approval OpenPeppol Testing Results *

Comments (aptional field)

4

l:‘ By submitting this, | certify that all information and documents provided are true, complete, and accurate to the best of my knowledge. |
understand that any false omissions, or misrepresentations may result in the rejection of my application or other legal
consequences. | acknowledge that the Ministry of Finance reserves the right to request additional information, verify the submitted details,

and approve or deny the application at its sole discretion.

m Concel
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Pre-Approval End-User Onboarding Testing

Once the elnvoicing Office has assessed that you are ready to perform the Pre-Approval End-User Onboarding Testing with
the FTA, you will get an action to upload the documentation once testing is completed.

elnvoicing Service Provider Accreditation Application (Pre-approval
Testing — End User Onboarding Testing)

elnvoicing Service Provider Accreditation Application (Pre-approval Testing — End User Onboarding

Testing)

Vou are required 10 pre-approval enc g and upload the reslts ety
Service Provider Name: InvoSync Solutions

Application Number: 2025 - 70

Comments from elmoicing Office *

Please upioad documenlation cnce lesiing is complels

Upload End User Onbaarding Testing Results

URL for cinuaicing Proguction Emircament {Engisk) * (@)

Is your elmvoicing portal available in Arabic? *

Firewall Details {Required for End User Onboarding)

Source Host Name *

Sousce 1P Address* (B)

Paint of Comtact for Production Related Matters (optional el (3
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Production OpenPeppol Testing
Once the elnvoicing Office has assessed that you are ready to perform the Production Testing with OpenPeppol, you will get

an action to upload the documentation once testing is completed.

elnvoicing Service Provider Accreditation Application (Production
Trial run - OpenPeppol Testing)

elnvoicing Service Provider Accreditation Application (Production Trial run - OpenPeppol Testing)

SAVED 11:38:42

Service Provider Name: Invoice Tech
Application Number: 2025 - 42

Comment from elnvoicing Office

Please upload relevant documentation

Fd

Attachment Guidelines: Maximum File Size: 25 MB. Allowed
Formats: PDF, JPG, PNG.
You can select multiple files.

OpenPeppol testing result *

Comments (optional field)

]

l:‘ | confirm that | want to submit this information to the Ministry of Finance

m cancel
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Production End-User Onboarding Testing
Once the elnvoicing Office has assessed that you are ready to perform the Production End-User Onboarding Testing with the
FTA, you will get an action to upload the documentation once testing is completed.

elnvoicing Service Provider Accreditation Application (Production
Trial run — End User Onboarding Testing)

elnvoicing Service Provider Accreditation Application (Production Trial run - End User Onboarding

Testing)

You are required to complete your Trial run End User Onboarding and Upload the Passed Testing Results Only

Service Provider Name: Invoice Tech

Application Number: 2025 - 42

Comments from elnveicing Office *

Please upload relevant documentation

accUpload End User Onboarding Trial Run Results *

Attachment Guidelines: Maximum File Size: 25 MB. Allowed
Formats: PDF, JPG, PNG.
You can select 10 files.

Service Provider Comments (optional field)

By submitting this, | certify that all infermation and documents provided are true, complete, and accurate to the best of my knowledge. |
understand that any false statements, omissions, or misrepresentations may result in the rejection of my application or other legal
consequences, | acknowledge that the Ministry of Finance reserves the right to request additional information, verify the submitted details,
and approve or deny the application at its sole discretion.

m Cancel
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5. User Guide Version Control

English Version Date Description of Editor Approver
Changes

1.0 05-03-25 Frist version MoF Supplier Team MoF




