Submitting a Form 11 using the ROS Offline Application

To work on your Form 11 offline you must use the ROS Offline Application.

Instructions on how to install the ROS Offline Application are available in ROS Help under the ROS
Offline Application section.

Download the Form 11 template

Once installed, open the ROS Offline Application.

Click "Download" on the home screen, then click on the "Refresh" button and scroll up/down the
screen to find the Form 11 template that corresponds to the year you wish to file for. Download or
upgrade this template as necessary, then scroll to the bottom of the screen and click the "Finished"
button.
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Download a Pre-populated Return

If a pre-populated Form 11 is available, it can be downloaded from ROS for completion using the
ROS Offline Application.

The pre-populated form includes details from the most recent information available on Revenue
systems relevant to the period of the Form 11 being completed. Some details are carried over from
the previous year’s Form 11. Any updates to Revenue systems which take place after you start the
pre-populated return will not be included.

You must enter your actual details for the Form 11 period into the relevant screens, as the pre-
populated details are an informational aid only. You should have the actual details from your own
records.

Employment details can be confirmed in the Employment Detail Summary - accessible through the
“Review your tax” link in PAYE Services under “Other Services” in ROS.

To download a Pre-populated return, first login to ROS.

On the "My Services" page, click on the "Download Pre-populated Returns" button under “Other
Services” at the bottom of the page.
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Under “Tax Type” click on the dropdown arrow and select “Income Tax”, “Return Type” should be
“Form 11” and the “Tax Regn./Trader No.” will be your Income Tax registration number.

Click “Go” to display a list of periods available for download. Select the period you wish to file for
and click "Download".


https://www.ros.ie/login.jsp

Download Pre-populated Return

Where appropriate, you will be given the option of downloading a pre-populated retum form that you cen complete using the ROE
offline application.
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When you click the download button below, you will be presented with a "File Download" or " S5ave™ Dialog Box.
Please click the "5awve" Button to complete the download process.
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Move the Pre-populated Return from Downloads to the form11 folder

Depending on what internet browser you use and what settings you have chosen regarding
downloads, at this point, the following may happen:

e The prepopulated form will save automatically to your Downloads folder, or

e You will be asked whether you want to Open or Save the file — choose SAVE to create the file
in your Downloads folder, or

e you may be given the option of which folder to save the file to — choose a location where
you can find the return later.

The downloaded file should be copied from Downloads to C:\ROS:\form11, as this is where the ROS
Offline Application expects to find it by default. You will have to create the form11 folder if it does
not already exist. (On a MAC, this is Applications -> ros -> ¢/:\ros -> form11).
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Open the pre-populated Form 11 offline

Open the ROS Offline Application and on the home screen click "Open" and select the “F11” icon.
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Beside the field "Look In:" form11 will be displayed. You should be able to locate the pre-populated
form that you have downloaded from ROS in this window.

You can look elsewhere on your computer by clicking the dropdown "Look In".
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Highlight the relevant file and click "Open".

You will see a message "Please wait while your form is loaded...".
You can now start completing the form.

Saving your work

You should save your work regularly to ensure that you do not lose it, however, you cannot save the
form until you have visited all sections marked with a tick and the IT Self Assessment panel.

To save the return, click on the word "File" in the top left hand corner of the ROS Offline Application,
do NOT click on the icons, and then select "Save" from the dropdown list.



Entering Information and Navigating through the form

When the form opens, you must click “Next” on the bottom of the Personal Details screen to
activate the rest of the form. Any mandatory fields must be completed to proceed to the next
screen.

You can navigate the form by clicking “Next” at the bottom of each page or by clicking on the left-
hand tabs for the pages you want to visit. Only complete pages that apply to you.

Entering a zero is not the same as leaving a box empty.

Each page which contains pre-populated data is identified with a yellow tick in the left-hand tab.
The tick changes to white when you visit that tab. Ensure that you visit every employment in the
PAYE/BIK/PENSIONS (1) & (2) pages.

You must visit each tab with pre-populated data before you can save the return.

You must also complete the Self Assessment panel before Signing and Submitting the return.

Submitting your Completed Form
Once the Return has been completed and saved, you should login to ROS to upload the return.

On the My Services screen, under "Upload Form(s) Completed Off-line", Select “Form 11” and click
"Upload Return".

File 8 Retum

Complete a Form Online v

Upload Formi{s) Completed Offline ~

ST from the drog-dowm it 10 upload & fetum comgaieted o

Fuam 1 ’ Upload Return 4

Click "Add File(s)".

ROS Upload

B y0u weh 20 can 4G tooMy, Famet 1 Aotume naad (e CONicfod ssmg aier e RDH Ofine Appdcaton of corgating hard party sofwars. Tha RDS Offkes Apptdaton can B

raricalid Dy LANNG fane
r T i) your 1ot 1 Bheln), <k on B “Acs Fiia)” Suton an M W) and st Do (e
Al Fleoo %1 you wiet W send In Meswein

Rosove A4 7o remeve o fer barn De

vk the Remwve AF taiton
Fieane te awmr Mt Hie ROS Ofoe Agpcaion saves Qeodated Ses 1o CYRO N o1t
by defaut Yoo may need 33 aovgale % 0 I0CZRon whan yOu 2pen e fie chooom

You me usng cicate

E10N0 pour passwn0. *
© Coment Wt | idels)

* Donates a regusad haal



Windows

e Inthe File Chooser window, navigate to the folder where your form is saved.
e Click on "Computer" (this may by "This PC" or "My Computer" depending on your operating
system) in the left-hand column.
e Inthe right-hand column, double click on your “C: drive” and then double click on the “ROS”
folder.
e Double click on the “form11” folder. Double click on the “.f11” file that you wish to upload.
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MAC
Navigate to Applications -> ros -> ¢/\ros -> form11.
If you saved the form in a different location, you will have to navigate to this location instead.

The selected file will now be displayed in the window.

Enter your ROS Login password and click the “Upload File(s)” button.

ROS Upload
f o Wioth 0 o thes fhciily | Formtt Matuims pust De Compieled Lomng s Ti ROS Ofia AppBciion of compath Bed pary softwac. Tha ROS O ADSAcation cn be Somsloscod by Cuhing bas
Toc 2 your Farm 1 ) Maly). chok on e “Asd Fielal™ hetior on e o® sed sofect $ Meis) rog sl 1o send 0
2020_1234557AM Ao Fiai Revenen
fienowe M o revnren o8 Bhey o D bel ool e Parrove AX tten
Pl e dwvams Tt 1 ROE e Apphcatind 2aves gunsrutind thas % CAROS M1 by deladl Yiu may rosd b
tavigate 12 165 MO Wik you spes e S ChOdSee

You ore uzing comicale

Eeter youw panvwond * I

© Canel [IENSSE O

The file should upload successfully to 100%.

To proceed to the Statement of Net Liabilities and payment screens, select the "Process this Return"
option and click the "Next" button.



List of Uploaded Form 11s
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You may then see the Statement of Net Liabilities screen (this can only be completed once):

Statement of Net Liabilities (Pay And File)

Step 2: Payment Details Form Data  Payment Details  Sign & Submit m?ln
To continue, review the details below and click the Next button. —i () B

Statement of Net Liabilities (Pay + File) - If compieting values must be 2ntered n all fislds.
Please enter whole liability amounts: (enter “0" if nil liability)

The Statement of Net Lizbilities determines how payments are caicuiated and aliocated Please complete it carefully,
Payment made with this instruction will be aliocated firstly against the balance amount due and secondly against preliminary income tax.
Refunds are paid by bank fransfer. Please check your details at "Manage Bank Accounts - EFT”
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N.B. If you have caiculated that there is a refund due o you for this year. enter the amount of the refund and tick the bax 1o indicate

that the value is a
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[CJ Please indicate if you wish to file a Return with Statement of Net Liabilities only without making a payment

[CJ1 wish to warehouse the outstanding tax liabilities set out in this Statement on the basis of a minimum 25%
reduction in my Income when compared to 2019 due to COVID-19 related restrictions and on the understanding
that | meet all other criteria. 1

[_J Although my income has not reduced by 25% when compared to 2019, | wish to warehouse my Schedule E
(PAYE) liability in respect of the tax deducted from director emoluments as set out in this return on the basis that |

am restricted by Section 997A TCA 1997 from claiming credit for tax deducted from those emoluments as a result
of my employer company warehousing their PAYE (Employer) liabilities.

| Omit ] Click Omit if you do not wish to complete Statement of Net Liabilities at this tims.

Please note that there may be a short defay In processing payments during the peak period, and thess payments might not be refiected in the letier of
Acknowledgement of Seif assessment
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e  The Income Tax Balancing Amount may be brought forward from Line (i) of the Self Assessment
panel on your Form 11. It is the liability as calculated on the Form 11 MINUS any preliminary
tax or direct debits you have already paid for this period. If itis not brought forward, enter the
value to the nearest Euro, do not enter cents. If the amount is a refund, tick the “Refund” box —
negative amounts should not be entered.

You can check Preliminary Tax payments by clicking the Payments option on the left-hand side
of your Revenue Record.

e Enter Preliminary tax due for the following period, do not enter cents (e.g. for 2021 Preliminary
tax, 100% of 2020’s liability OR 90% of known liability for 2021). Further information on
Preliminary Tax is available on the Revenue website.

e You can opt not to make the payment at this time by ticking the “Please indicate if you wish to
file a Return with Statement of Net Liabilities only without making a payment” box.

e You may opt to warehouse your Income Tax liability if you meet the qualifying conditions. Please
refer to the Debt Warehousing information page.
e Information on debt warehousing is available from the Collector Generals Division

https://www.revenue.ie/en/corporate/communications/documents/debt-warehousing-
reduced-interest-measures.pdf and

https://www.revenue.ie/en/contact-us/customer-service-contact/collector-generals-
division.aspx

Click “Next” to proceed to the Payments Screen.
Choose the required payment method.

A ROS Debit Instruction can be used to avail of the ROS filing extension - enter the required payment
date. Payment requests are processed on the selected date. It may take several days for the
payment to clear through the banking system and appear on your bank statement

Card transactions are validated and processed immediately - payment date is the current date.
There are no fees for card transactions.

If no payment is being made at this time, select “File Return Only” — you cannot enter a zero-
payment amount.

Queries relating to payments can be referred to ROS Payment Support Unit: 01 738 3663

(International +353 1 7383663), or through MyEnquiries: "Other than the above" -> "Revenue
Online Service (ROS) Payments".

Confirm that you have entered the correct details and click “OK”.

Enter your certificate password and click “Sign and Submit”.

You will get an acknowledgement that your transaction has been accepted.


http://www.revenue.ie/en/self-assessment-and-self-employment/guide-to-self-assessment/what-is-preliminary-tax.aspx
https://www.revenue.ie/en/starting-a-business/paying-your-tax/debt-warehousing/index.aspx
https://www.revenue.ie/en/corporate/communications/documents/debt-warehousing-reduced-interest-measures.pdf
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https://www.revenue.ie/en/contact-us/customer-service-contact/collector-generals-division.aspx
https://www.revenue.ie/en/contact-us/customer-service-contact/collector-generals-division.aspx
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Form11 Return

You should check your Revenue Record to ensure that your Form 11 has been transmitted
successfully.
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You will see confirmation of your Form 11 (and payment instruction if you submitted one) in your
Revenue Record Inbox. A letter of Self Assessment will usually issue within 2 working days.

To open these documents, click on the Notice Number. To view the Form 11 content, you must
allow popups from https://www.ros.ie

Instructions are available in the yellow box on the Revenue Record screen.


http://www.ros.ie/

