Revenue |

Cain agus Custaim na hEireann
Irish Tax and Customs

Guidance on resolving duplicate Revenue Payroll
Notifications when operating Employer’s PAYE.

The information in this document is provided as a guide only and is not professional advice, including
legal advice. It should not be assumed that the guidance is comprehensive or that it provides a
definitive answer in every case.
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1. Purpose of document

Revenue is receiving queries from employers where the employer is receiving more than one
Revenue Payroll Notification (RPN) for an employee and they have not chosen to operate multiple
employments.

This document describes the reasons why an employer may receive duplicate Revenue Payroll

Notifications when operating Employer’s PAYE and provides guidance on how an employer can
resolve these when encountered.

2. Impact of ceasing an employment

An employee can have multiple employments with one or more employers. Ceasing any of these
employments may have implications for the allocation of the employee’s tax credits, including a nil
RPN for an employer.

If you create or edit employments, you should advise the employee to log into Revenue’s
MyAccount service to ensure that the allocation of their tax credits is correct. If their tax credits are not
correct the employee must contact PAYE to make any changes.

3. Revenue Payroll Notification: terms explained

Revenue Payroll Notification (RPN):
The RPN provides employers with the necessary information to calculate the statutory deductions
through payroll. Further information on the RPN is available on the Employing people section of the
website.

Employment Identifier (Employment ID):

The Employment ID is an important field that is required on both the Revenue Payroll Notification
(RPN) and the payroll submission to identify each employment. Further information on the
Employment ID is available on the Employing People section of the Revenue website.

Revenue will issue an RPN for each employment that has been created.

Multiple Employments (also known as dual employments):

While there is no obligation or requirement to do so, some employers have circumstances where
they choose to have the same employee on their payroll with more than one live employment. The
employer may create dual employments where they wish to keep the pay of each employment
separate on their payroll records, an example of this is given here. Where an employer has chosen
to operate in this manner they will receive a Revenue Payroll Notification for each employment and
these are differentiated by the Employment ID.
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4. Reasons for duplicate Revenue Payroll Notifications:

Once an Employment ID is notified to Revenue then it should not be changed for that employment, as
each time a payroll submission is made with a different or new Employment ID a new employment is
created on Revenue systems for that employee.

While it may not be the intention of the employer to create an additional employment, Revenue are
aware that because of employer/agent actions, duplicate RPNs are issuing in a number of instances
where there should be only one employment. Actions that can give rise to this, include:

o Using an Employment ID for the employee, that is either new or different to the
Employment ID that was previously submitted to Revenue for that employee’s
employment.

o Changing an employee’s Employment ID in the payroll package after making a
submission.

o Creating multiple Employment IDs for an employee in error where there is only one
employment

o Creating multiple ‘new RPN’ requests with different Employment IDs

o Employer requesting an RPN for a new employee via ROS and including the
Employment ID and subsequently the employer is requesting an RPN through their
payroll software but using a different Employment ID.

5. Solutions to resolve incorrect multiple RPNs

Solution 1:

Use this solution to make a correction where no payroll submission has been made and one of
the following scenarios applies:

Scenario A: Multiple RPNs are available for an employee and each RPN has a different
Employment ID and no payroll submission has been submitted to Revenue on the
Employment ID you wish to remove,

Scenario B: Employment was created by the employee through Jobs and Pensions and the
employment was also created through an RPN request by employer using an
Employment ID, or

Scenario C: There are two employments for the employee on record for the same employer and
neither of these have an Employment ID.
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The following steps will guide you through using ROS to create a new nil value payroll submission
with a date of leaving that will notify Revenue to cease the incorrect Employment.

1)Log in to ROS
2) Click “Submit Payroll”

Employer Senvices

Revanus Payroll Motifications Payrol Returna Additlonal S3ervicas
|RPHz)

' Submi Eiﬁ'rlll Statement of Account PPE Numiber Chacker
Feguest RPMNs

Wiew payroil 2&YE Mogemisaton Infomation

3) Click “Submit payroll by online form”

Payroll Reporting

€ ROS homepaze

Submit payroll

¥ou must submit your payroll on or before the date you pay your employees.

Upload payroll file

if your software produces a file with your payroll submission details, you can upload it here. Your fike
must be in either |S0M ar XML format

Complete online form

If you do not have a fiks to upload, you can manually enter your payrell submissicn details by using aur
anline farm.

[ Submit payroll by online form ]

4) Select the relevant tax year

Select a tax year

Tax year:

2023 v

2819
2020

2021
2023

ROS will display a list of all employments that are active on Revenue systems. Depending on
the relevant scenario, the display will look similar to one of the following examples.
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Scenario A: Employee incorrectly has multiple employments and each employment has an
Employment ID. A payroll submission has been made using one of these Employment

IDs but not the other. You wish to cease the Employment ID which was not used in
the payroll submission.

€ Back

Select an employee

Please select an employee to whom a payment is being made. If you have a new employee, you will first need to request an RPN in order
to make the correct deductions.

| | =
Clear filter
PPS number Employee name ) ploy start date Action
I 1257236A JOHN SMITH 1 01/01/2018 select
I 1257236A JOHN SMITH 2 01/01/2018 select

My_employee is not on the list =

Note: If the employment you wish to remove has an Employment ID, it often means
that a payroll submission has been made for this Employment ID. Before proceeding
you must satisfy yourself that a submission has not been made for the Employment
ID. This can be done by viewing payroll in ROS (see how to ‘View Payroll').

Scenario B: Employee incorrectly has multiple employments one of which has an Employment

ID and one does not. A payroll submission may have been made on the employment
with the Employment ID.

€« Back

Select an employee

Please select an employee to whom a payment is being made. If you have a new employee, you will first need to request an RPN in order to make the correct

deductions.

Clear filter

PPS number Employee name Employment ID Employment start date Action

I 8933614K T-ARTHUR KILBACK 1 01/01/2014

l 8933614K T-ARTHUR KILBACK 01/01/2019 Select

My employee is not on the list -

Scenario C: Employee incorrectly has multiple employments, none of which has an Employment
ID. No payroll submissions have been made.

€ e

Select an employee

Flease

ect an emaloyee to a payment iz being made. 1¥ you have & new smploye

- t need t P r
deduct
Y][= | B
PPS number Employee name Employment ID Employment start date Action
IA T-£ZEXIEL DIBSERT 1/01/2013 seleat

5) Identify the Employment ID that is the valid employment i.e. the one that will be used to
report pay and deductions for this employee. If using payroll software, check which is the
‘active’ Employment ID in your payroll software.
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6) Once you have identified the ‘active’ employment you wish to keep you will know which
employment needs to be removed.-For the employment that you do not wish to keep, click

on “select” to start the removal process.

7) Complete the “Select a pay frequency” page. (If payroll has been submitted this page will not
appear).

e |f the Employment ID is blank (Scenario B or C) then you will be required to enter a
temporary Employment ID to allow you to proceed. Make sure that the temporary
Employment ID you enter is not an Employment ID that your payroll package has already
assigned/may assign. (For example you could enter something like “TempToDelete01”. If
you are deleting multiple employments you will need to change the 01 to 02 and so
on).

e Input the pay frequency you normally use.

o  When complete click on ‘Next’.
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8) Complete the “Submission ltem” page

Submission item

Revenue Payroll Notification (RPN) m

RN Number

dard rate cut off point

Plesse complete/update sl relevant sections below. Certain fields have been based an your last payrolt submizsion for this employee.
ce details sre correct before submitting

Employee details Update

s ks et | ]

Update

RPN number

income Tax paid

usc paid

Insurable weeks 1

100000 Employee PRSI paid

€1,000.09 Employer PRSI paid

LPT deducted

o e d e o ||

Other pay and deductions Update

urance paid by employer

Emps

Employee contribution to AVC scheme.

comtemthcae et e e | |

ﬂ

Update each section as follows:

¢ Employee details panel: include the “Date of Leaving” as today’s date

e Pay and deductions panel: include “Pay Date” as today’s date & enter the pay period. All
pay amounts should be input as zero

e PRSI Class: input class “M” with zero weeks (“Remove” the PRSI Class, if one is already pre-
populated.

e Confirm that all fields are correct
e Tick the three ‘Il confirm these details are correct’ checkboxes
e Save
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9) When ready, submit the payroll. This payroll submission will have the effect of ceasing the
incorrect employment record with Revenue and the acknowledgement screen will be
presented when complete.

10) As this cessation may trigger the reallocation of employee credits, you should request
updated RPNs in your payroll package/ROS to confirm that the details are now as expected.
Please ensure that the ROS record and your payroll software records reconcile.
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Solution 2:

Use this solution to correct a payroll submission which has been made to an incorrect

Employment ID.

The following steps will guide you through using ROS to locate the incorrect submission, amend
all payroll field values to nil and enter a cessation date to notify Revenue to cease the incorrect

employment.

1) Loginto ROS

2) Click on ‘View payroll’

Employer Senvicas

Ravanua Payroll Motifications Payral

{RPHz)

Fegueet RPNs

3) Select the payroll run to be corrected and click on ‘View payroll run’.

Returna

Subomi Eik‘l]"

Wigw payroll

Payroll Reporting

€ Back

View payroll

Payroll run
Thes

are your payroll run details, Please download the payroll run summary for further information.

Download payroll run summary, 4

Total PAYE deductions
Income Tax: €100.00

Payroll run details
Payroll reference: PR-20190114-0925027

Status: Processed O PRSI: €110.00
Last updated: 14/01/2019 USC: €60.00
LPT: €0.00

Tax year: 2019

~ Recent submissions

Date submitted Submission|D  Additions  Corrections Deletions  Invalid Income Tax PRSI
item:

wonn 1 1 0 0 0 €10000  €110.00
926 AM

~ Active items

These are the active submission items.
Submission 1D Employee PPSnumber  Employment Employer  Paydate Income Tax

name. reference

1 PAYEOS-ZOEY PA. ssez« - 1012019 €100.00
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ESlatement of Account

Submission summary

Active Items: 1
No. of warnings: 0

Payroll submisslons: 1

usc

€60.00

PRSI

£110.00

LPT

€0.00

Status

Completed

€0.00

Additional Servicas
PPE Number Chacker

PEYE Mosemisation Imformatian

Action

Action


https://www.ros.ie/oidc/login?client_id=rosint_rp

4) Inthe “Active items” section, locate the submission record that you wish to amend and click

on ‘View’

~ Active items
These are the active submission items.

SubmissionD  Employee PPSnumber  Employment Employer  Pay date IncomeTax PRSI usc LPT Action
name D reference
I 1 PAYEDS-ZOEY PA.. BSEETAIL 12 - BIOUS  €100.00 £110.00 €60.00 €0.00 View

5) Check that the ‘Submission item’ details reflect the item you wish to amend and click on
“Amend”

e e ] e

Submission item details
ese are the payrol detais for this sub Status: Active (

Reference details pay and deductions

Employee details

Employee name

Pay for USC
Employee ID
USC pald
PPS aumber
PRSI exempt
PRSI classes
PRSI class

Other pay and deductions
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6) Update all the panels on the ‘Submission Item’ page.

Revenue ﬁ

e Payroll Reporting

€ Back

Submission item
Revenue Payroll Notification (RPN)

RPN Number 1 RPN izsue date 501203
Income Tax caloulation basis Cumuilative ‘fearly tax credits 43,3000
Tax rate 1 0% ‘fearly standand rate cut off point 35, 300,00
Tax rate 2 A0
Flease complete fupdate all relevant sections below
Employee details Update
Employee name FAYEDS-Z0EY FAYEDS- FPS number B588TaIL
WEHNER
Employment ID 123 Employer reference
Employment start date i /200% Diabe of lemving
Fay frequency Wieekly Fay periods =
Directorship Hone Shadow payroll Mo

Pay and deductions

I confirm these detsils are comect D

Update

Pay date

Gross pay RPN numbser 1

Pay for Income Tax Imcoame Tax paid €100.00
USC status

Pay far UsC SO0 usC paid Ll ]
FRSI exemgt He

FRSI Class 1 a1 Insurable weeks 1

Fay for employee FRSI

Fay for employer FRSI

Employee FRS1 paid
Employer FRSI paid

LPT deducted

I confirm these detsils are comect D

Other pay and deductions Update

Gross medical insumance paid by amployer Shiare based remuneration

Taxabile lump sum Mon-taxsble lump sum

Taxabile benefits - Pension tracng number

Employer contribution to RES scheme Employes contribution to RES scheme

Employer contribution to PRSA scheme Employes contribution to PRSA scheme

Employee contribution to RAC scheme Employee contribution to SVC scheme

Employee contribution to ASC scheme

I confirm these detsils are comect D

Update each section as follows:

o Employee details panel: Include the “Date of Leaving” as the same date as the paydate on
submission.

e Pay and deductions panel:
¢ All pay amounts should be input as zero.
e PRSI Class: input class “M” with zero weeks, remove the PRSI Class already
populated
e Confirm that all fields are correct
o Tick the three ‘I confirm these details are correct’ checkboxes
e Save
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7) When ready, submit the payroll. This payroll submission will have the effect of removing
the submission and ceasing the incorrect employment record with Revenue and the
acknowledgement screen will be presented when complete.

Payroll Reporting

:g'a\’_

Thank yvou

8) As this cessation may trigger the reallocation of employee credits, you should request
updated RPNs in your payroll package/ROS to confirm that the details are now as expected.
Please ensure that the ROS record and your payroll software records reconcile.

9) IMPORTANT, as you have removed the submission for this employee, you must then use ROS

or your payroll software to re-submit the employee’s pay and deductions under the correct
Employment ID.
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