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1 Purpose of this document 

 
The main purpose of this document is to guide Taxpayer how to 

raise Refund Request for Special Entities. Only certain Special 

entities would be eligible to raise the refund request. Taxpayer 

can raise refund request for specific half-yearly period.  
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2 Steps to Submit Refund Request 
 

Step 1: Login Screen  
 

Taxpayer should login on the Dhareeba and is there after directed 

to the NAS portal where the Taxpayer should login through QID or 

Email address and its associated password, as shown in the 

screen below: 
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Step 2: Dashboard 
 

After successful login, the Taxpayer will be navigated to the home 

tab on Dashboard. 
 

Taxpayer will click on Create Button on Refunds Tile on the 
Payments/ Refunds tab to raise request for Refunds. 
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Step 3: Tax Type Selection 
 

After clicking on “Create” button on "Refunds" tile, Taxpayer will 

be navigated to the page where the Taxpayer needs to select Tax 

Type and Refund Type. 

 

If Taxpayer is registered only for Excise Tax, then Refund type 

would be defaulted as “Special Refund”, else Taxpayer should 

select Tax Type as “Special Entities” and Refund type as ‘Special 

Refund. 
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Step 4: Instructions Screen 
 

The Taxpayer will be navigated to “Instructions” screen and must 

click on “Start Now” button, after reading the instructions. 

 

Taxpayer should select the Refund period. 

 

If Taxpayer selects the period which is less than Six months, then 

Taxpayer needs to answer the following question “Are you leaving 

your Diplomatic mission in State of Qatar”? 
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Taxpayer needs to attach mandatory attachment for the question. 
 

 
 
If the Taxpayer is filing the refund later than 60 days from the end 

of that period, then system will ask Taxpayer ‘Reason for delay’. 
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Step 5: Refund Details 
 

After clicking on "Start Now" button, Taxpayer will be navigated to 

"Refund Details " screen where Taxpayer can submit the refund 

details by using any of the below methods: 

• by entering the details manually by clicking on Add More 

button, or, 

• by uploading the details using Excel sheet using the Upload 

and Download Buttons 
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To enter details manually, Taxpayer should enter the Invoice number 
and related details.  
To enter the details related to Excise tax, the Taxpayer must click on 
“Details” icon which is there on the top of the “Total Excise Tax Paid 
(QAR)” and “Total VAT Paid (QAR)” fields. 
 

 
 

           Click on + Details button for Total VAT Paid (QAR) 
 
Once clicked on + Details, the below screen will be available. 
Taxpayer should enter the details. Click on Save. 
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If Taxpayer wants to add more details, then he can click on + button. 

After adding Goods Details, click on Save. 

 
 
Now Click on + Details button for Total Excise Tax Paid(QAR) 

Once clicked on + Details, the below screen will be available. 

Taxpayer should enter the details. Click on Save. 
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To enter details, the Taxpayer should select one the option as Goods 
Type or SKU Code. 
 

 

Taxpayer should enter the required details and click on Save. 
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After clicking on Save, the below screen appears. 

 

If Taxpayer wants to add more details, then he can click on + button. 

After adding Goods Details, the Taxpayer should click on Save 

button. After clicking on Save button, he will be navigated to the 

below screen: 
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When the Taxpayer clicks on attachment icon, a popup window will 
open where Taxpayer can attach the invoice copy and the payment 
document. Taxpayer should upload and then click on Close button. 
 

 

If the Taxpayer chooses to use the Upload and Download 

Buttons, Taxpayer can download the Excel sheet by clicking 

Download button.  
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The Excel sheet gets downloaded as shown in the below screen. 

Taxpayer should save the Excel sheet to the computer, open the 

same and enter the details of Refund into the Excel sheet. After 

entering the required details, the Taxpayer should save this excel 

file. 

 

 
 
Taxpayer should click on the Upload button, select the excel file to 

be uploaded and click on OK, as shown in the below screen. 
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During the upload process of the Excel, below screen will appear. 

 

 
 

Details uploaded by Taxpayer are available on Refund Details 

page. Taxpayer clicks on Continue button to proceed ahead. 

 

 
 

 

 

 

 

 



19 
 

Refunds for Special Entities 

version 1.0 – 2021 
 
 

Step 6: Additional Information 

 
This will be an optional section to enable the Taxpayer to add 

some notes or attachments that will support this application. 

However, this is mandatory in case additional information is 

requested by GTA. 
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Step 7: Bank Details 

 
Taxpayer will either enter IBAN number and validate the IBAN number 

or will select the checkbox for “Use your previous bank account 

details” to get the previous account details. 

 
 
 
Taxpayer should attach mandatory Proof of Bank Account details.  
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Step 8: Summary 
 

After clicking on "Continue" button, the Taxpayer will be navigated to 

"Summary" screen where Taxpayer will be able to view details for each 

section. The Taxpayer should check all the details and click on Edit 

button if any details require to be updated.  

After verifying details, Taxpayer should click on the ‘Continue’ button. 
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Step 9: Declaration 
 

After clicking on "Continue" button, Taxpayer will be navigated to 

"Declaration" screen. 

Taxpayer needs to select the checkbox to submit his application. 
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Step 10: Acknowledgement 
 

After clicking on "Submit" button, Taxpayer will be navigated to 
"Acknowledgement" screen where the application reference number is 
displayed.  
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3   Annexure – Correspondence received by 
Taxpayer. 

 

3.1 Steps how Taxpayer can open and view 
notifications on the portal. 

 

Taxpayer should log in to Taxpayer Portal and needs to click on “View” 

button on “My Notifications” tile under the “Home” tab. 

 

 

 

 

 

 

 

 



26 
 

Refunds for Special Entities 

version 1.0 – 2021 
  

The Taxpayer can check and download the Notifications by clicking on 

the Download button.  

 

 

3.2 Taxpayer receives SMS, Email, PDF on 
Mobile, Email ID, Dashboard 

 
 
The Taxpayer will receive the following notifications: 

1. Taxpayer will receive SMS, Email and PDF on Submission 

2. Taxpayer will receive SMS, Email and PDF for Approval 

3. Taxpayer will receive SMS, Email and PDF for Additional 

Information required 

4. Taxpayer will receive SMS, Email and PDF for Additional 

Information received. 

5. Taxpayer will receive SMS, Email and PDF for Rejection 
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Status of Refunds for Special Entities form. 
 

 
Taxpayer needs to navigate to the Payments/Refunds tab on the 
Taxpayer Dashboard and click on the View button of Refunds tile. 

 
 

 
 
The Taxpayer will be navigated to below screen.  
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