2. Registering for ROS

There are three steps involved in registering for ROS and, because of the strict
security requirements, the process usually takes some two to three weeks to
complete. Therefore, you are advised to start the process in good time before you
plan to use the system and to follow-up actively on each step until registration is
complete. Those already registered for ROS will have immediate access to on-line
stamping, once they have set up an RDI. Stamp duty will appear as a hew option
included in the list of tax and duty types for which you can use ROS to file and pay.

Note for existing ROS users: e-Stamping is available for holders of ROS Business digicerts
only. You cannot use a TAIN digicert for e-Stamping.

To begin the registration process, please go to Revenue’s ROS registration webpage
at www.revenue.ie
A step-by-step guide on ROS registration follows this text.

e Step one of the process invites you to apply for a Random Access Number
(RAN) which will be posted to you after you have entered your business tax
registration number and tax type to which it applies, e.g. the firm's VAT
registration number. On entering the webpage above, go to “Step 1” and click
on “Apply for your RAN” button. You will be presented with two options.
Chose “option A” and type in your firm’s tax registration number and select
the tax type to which the number refers from the drop-down menu in the “tax
type” field. Then click on “submit”. The system will automatically generate a
RAN which you will receive in the post in the following days.

e Step two: After you receive the RAN in the post, you will key in the number
on the ROS registration page. Go to the page and click on “Apply for ROS
Digital Certificate”. Once the RAN is keyed in, you will receive your ROS
password which will be sent to you by Revenue, again by post.

e Step three: On receiving your ROS password, you will enter it onto the ROS
registration page as part of the process of downloading your ROS digital
certificate to your own computer. Go to the ROS link (above) and click on
“Retrieve your ROS Digital Certificate”. The system prompts you to read and
accept the conditions. After clicking “I accept” you should complete section A
only of the next screen by entering your tax reference number and tax type.
Follow the instructions in the next screen and download the ROS digital
certificate to your hard drive. There will be detailed guidance on the page on
how to complete the download process. Once the digital certificate is


http://www.revenue.ie/

downloaded, you are registered with ROS and ready to use e-Stamping to file
stamp duty returns online.

ROS Registration

The following is a step-by-step guide to the ROS registration process

1. Login to the ROS website: www.ros.ie. This will open the Revenue home page at
Figure 1 below. Under the ROS logo click onto the ‘Register for ROS’ link.
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Figure 1: Revenue homepage
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2. The first Step in registering involves applying for a RAN (ROS Access Number).
Click on “Apply for your RAN” button (see Figure 2 below).
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Figure 2: Three steps to becoming a ROS customer

3. To apply for the RAN the practitioner should register in Section A (see Figure 3).
S/he should enter the tax type, e.g. VAT, (note - stamp duty is not a tax type and should

not be entered here) and the tax registration number to which it applies. Generally, this

will be the firm’s VAT tax reference number. Click EbmE . You'll be

prompted for phone contact information and will be shown computer requirements.
The user's RAN number will be generated by the system and posted to the user. This
can take up to a week. When the RAN is received, the user opens up the screen at

Figure 2 again and clicks on Step 2 “Apply for Digital Cert”.
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This is the first step in applying to become a ROS customer. Please enter your details in either A OR B
below and click the Submit button.
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For INTRASTAT and VIES Traders, please select VAT as your tax type and enter
relevant VAT No.
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Figure 3: Applying for a RAN

4. In Step 2, when the user clicks on “Apply for Digital Cert” button (Figure 2), the

screen at Figure 4 opens. The User should key the RAN number into the screen at

Figure 4 and click the button.. The system then generates a ROS password
and posts it to the user. This can also take up to one week. As part of this Step, you'll

be asked for an official email address
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Application for a Digital Certificate

This is the second step in your application to become a ROS customer

Please enter your ROS Access Mumber (RAM) belowe and click the Next button

Click on the -"-f,‘! aymbol below for further information

RAN [ | ®

Click onthe Nextbutton to send your details to ROS INExt

Click on the Back button to go back to the previous page

5.
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Figure 4: Apply for Digital Certificate

In Step 3 of the process, the user receives his/her ROS password in the post
and then s/he logs back onto ROS and clicks on Step 3 “Retrieve Your Digital
Cert” (see Figure 2).

In the next screen, the user should read and accept the terms and conditions.
On clicking ‘I accept’ the system continues to the screen at Figure 5 to
retrieve the ROS digital certificate. For e-Stamping purposes, the user should

complete Section A only in this screen.

||
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Retrieve your Digital Certificate

This is the penultimate step to retrieving your ROS Digital Certificate. Please enter your details in
either A OR B OR C below and click Next.

Click an ’\ﬂ symhbols below for information about the part of the form onswhich they appear

A To retrieve a digital certificate on behalf of yourself or your business, please enter your details
here:

For EU Savings Directive filers, please select VAT, PAYE-Emp,
Income Tax or Corporation Tax as your tax type and enter
relevant number.

For INTRASTAT and VIES Traders, please select VAT as your tax
type and enter relevant VAT No.

For VRT Traders, please enter relevant VAT No. or PAYE-Emp No.

Tax Type/Approval 5
No. Regn No./ID No. i o
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Figure 5: Retrieve your Digital Certificate
7. Enter the tax type and tax registration number in Section A (Figure 5), skip

Sections B and C and click at the bottom of the screen. This will

bring up a screen asking you to type in your ROS password.
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Retrieve your Digital Certificate

This is the final step to retrieving your ROS Digital Certificate

Please enter your System Password below and click the Submit button
Click on li symbaol below for further information

Enter your System Password !.......... @

Click on the Submit button to send your details to ROS Submit

Click on the Back button to go back to the previous page
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Figure 6: Entering your System Password
8. Once you have entered the system password received in the post (Figure 6)
you will be prompted to download your ROS certificate. The download
process will automatically create a ROS folder on your C drive where your

digicert will be saved.
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Request your Digital Certificate

To request your certificate, please enter the details below and click the Request Certificate button

Information  Plagge anter Your Name up to 8 characters in length. This is the name that will be given to your
certificate once it is installed. For example, For Tomn Farrell, enter TFarrell. Enter a Personalised
Password (not the ROS System Password), which is at least 3 but not rmore than 30 characters in
length, with at least ane uppercase and one lowercase letter and also includes a number. Yaou can
get further help by clicking on the information syrmbol on the |eft.

Please note that your Digital Certificate will be installed onto the hard disk of your
computer under a ROS sub-directory. If this certificate is accidentally deleted, you will
have to repeat the application process to get a new one.

Request your Digital Certificate

Certificate Directory B Ros e : b Help?

Use default directory

Your Name | |

Enter Password | |

Confirm Password | |

Request Certificate ][ Back

If you have problems requesting your certificate, please visit the on-screen help, or alternatively,
contact our Helpdesk for further assistance.
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Figure 7: Requesting your Digital Certificate

02 March 2010

9. The digital certificate will be saved on your computer in a default ROS sub-

directory as in figure 7. If you wish to change this you should ‘untick’ the ‘Use

default directory’ box and enter an alternative.

10. In the box “Your Name” you should enter the name you wish to use to identify

your digital certificate once installed. The name can have a maximum of eight

digits.

11.In the box ‘Enter Password’ insert the personalised password (NOT the

password entered at Figure 6) that you have chosen to secure access to your



digital certificate. The screen provides advice on the form the password
should take. The password should contain at least 8 characters with at least
one upper case letter and one digit. On confirming your password you
should click the box ‘Request Certificate’. The certificate will be downloaded
and installed as directed by you at Figure 7 and you will see a screen
confirming installation. (Figure 7a).
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@ Successful Installation of vour Digital Certificate

Your Digital Certificate has been successfully installed.
You are now an approved/authorised person for the purposes of Chapter 6, Part 38
of the Taxes Consolidation Act, 1997, You can now access your ROS secure services,

To sccess your ROS secure ste now click the Enter ROS button Enter ROS
Ta return to the ROS Home nowe ofick the ROS Home button ROS Horme

Click here to view Revenue's Certification Practice Statement, and here to view the Certificate Policy Statement.

Revenue Home | FAQS | Help | Accessibility
Terms & Conditions | Privacy Policy | Cerdificate Policy Staternent | Certification Practice Staternent
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12. To use ROS for stamp duty, (including filing a stamp duty return, making
payment, setting up an RDI, etc) the user should login to ROS using the ROS

login screen below (Figure 8). The user selects the digital certificate and
types in their personalised password.

Th Lasgine - Mate Inter net wsage = logged and subject o monlterfng.

mibe i Wew Poeeides Lok Heln

Qe - @ - (4 (B €| Oswrh gy @) (2 8 - [

Address - 52
Links 5 A
Revenue G
Irish Tax & Customs Eptury is Ervsnne.de
Ruwvenes Onliey Service
1. Subaer Canlfeans |Loading Corficane. .. )| Cehaoee codifoais loation
Rurswress Onling Sersice (0 riabiE o Lo sy 2. Endoe Pamnword Chunge peyyvesd
woer awn, cr your clenls, cumsni poedon wih T —
R far wE e, T T
mhuny e fonms, and rmeke payrnends for S
R R EPISL M . Loain [ Looino kOS> IS
wrsstl Links i
e Lieut B weprgs Haws Vain alw ot Bave porimbesions W access gois conificate diveoary
e SR o eemanancR oro b essing . click B Informabien iean e commman 5
8] Apoiet . rayvaras. o8 . spclets . mcharticats Authanticate Mappint atartnd Y @ Inkamat
14 Start T Mgt Dl ., o= | Tl MR - R B, 2 nesiat - boke k., X Logr - Mok inder o (PG o ek P e S & o

Figure 8: Logging into ROS to file areturn

13. The user will be brought to the ‘My Services’ screen where they will be presented
with options to ‘File and Pay on line, to set up payment instructions, etc. If you wish

to file a stamp duty return, select ‘File Return’ and choose stamp duty from the menu
presented.
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