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Summary

%dance relating to specific aspects of registering for and using MyEnquiries is available in linked
nuals:

P -00-36 MyEnquiries

Part 32-00-36B MyEnquiries: Submitting and Managing Enquiries in myAccount
Part 37-00- MyEnquiries: Submitting and Managing Enquiries in ROS

Part 37-00- yEnquiries: Tracking of Enquiries

Part ﬁ;OO—%E‘ﬂ@uiries: Notifications about Enquiries
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1 Access to MyEnquiries via myAccount, ROS or LPT

1.1 myAccount

myAecount is a single access point, with a single login and password, for Revenue’s online services
foriPAYE customers. You can register for this service on Register for myAccount.

See paragraph 2 of this manual for more detailed information about MyEnquiries in myAccount.

1.2 ROS

Business custemers who have a ROS digital certificate can access MyEnquiries using the ‘My
Services’ tab uhder ‘Other Services’.

Business customersiWho do not have an active ROS digital certificate can register for ROS. (Please
note thatifibusiness customers registes for ROS in order to access MyEnquiries they will receive
their tax returns and other,correspondence electronically rather than in paper format.)

Foreign-based‘agents/advisors who have™aiTAIN but have no Irish tax reference number can
register for ROS @Sing their TAIN:(i.e., no taxreference number is required).

See paragraph 3 ofithis manualfor more detailed information about MyEnquiries in ROS.

1.3 MyEnquiries link from Local,Property*Tax (LPT)

MyEnquiries can be accessed from LPT*by clicking on the ‘MyEnquiries’ button at the top of the
LPT screen.

See paragraph 4 of this manualfofimore detailed information about MyEnquiries in LPT.

2 MyEnquiries in myAccount

MyEnquiries can be accessed in myAccount by:
- clicking on the MyEnquiries link under ‘Manage'my record’iar
- clicking on MyEnquiries in the taskbar at the top right of myAceétnt (see Figures 1 and 2
overleaf).
You are brought directly to the Enquiries Record,screen (Inbax).

The email address contact information in myAccount.éan be updated in the ‘MyProfile” screens by
clicking on ‘MyDetails” and updating the ‘Contact details’s Notificatiens about replies to Enquiries
are sent to the email address on a customer’s record.

Refer to Tax and Duty Manual (TDM) Part 37-00-36B for further information on how to submit
enquiries via myAccount.
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myAccount

3 My Documents

& My Profile +

& My Enquiries

| Tax services

PAYE Services

Property and Land Services

Manage Your Tax 2024: Update your tax
record for this year and view your
current payroll details as submitted by
your employer/pension provider.

Review Your Tax 2020-2023: Complete
your Income Tax Return and request
your Statement of Liability.

View/Cease Your Job or Pension
Details: View/Cease any jobs/pensions
on your record this year.

Claim Unemployment Repayment 2024:
Apply for a repayment of Income Tax/
USC if you are out of work.

Create a Summary of Your Pay and Tax
Details: Create a secure document
(PDF) with your pay and tax details to
share with a third party e.g. a financial
institution.

Receipts Tracker: Record and manage
receipts details and images for your
expenses. Health expenses, Nursing
Home expenses and Remote Working
expenses can be claimed in real-time.

Figure 1: myAccount meﬁu@page) show -ﬁ

il

Manage My Record

Manage Your Tax 2024
Review Your Tax 2020-2023

View/Cease Your Job or
Pension Details

Claim Unemployment
Repayment 2024

Create a Summary of Your Pay
and Tax Details

Receipts Tracker
Expenses/Benefits

View your Employment Detail
Summary (EDS) documents

Property Owners

View, file and pay your LPT

LPT valuation guide: average market
value of properties as at November
2021

Claim tax relief on the renovation of
a property

Claim tax relief on mortgage interest
paid

First Time Buyers: View or start your
Help To Buy application.

Learn more

Local Property Tax (LPT)
Home Renovatlon Incentive
Help To Buy

LPT Valuation Guide
Property Ownership Transfer
Register New Property
Vacant Homes Tax

ing the two o@s to access MyEnquiries

(a2

Gifts & Inheritances

Manage My Record: a range of services to manage and update your record and

make enquiries.

Learn more

My Profile

My Enquiries

Receipts Tracker

My Documents

Letter of Tax Residence

Capital Gains Clearance

Reglstration Status Letter

Figure 2: myAccount menu (webpage) showing the two options to access MyEnﬂ'—@ (cont'd)‘&

Tax Registrations

Trust Register Functions

Tax Clearance

Update Bank Details for PAYE
Refunds

Update Civil Status
VAT Number Verification

Manage Professlonal Services
Withholding Tax

Manage Non-resident
Landlord Withholding Tax

CAT/IT38 return: File an IT38/CAT
retumn.

Statement of Affairs (Probate) Form
SA.2: Submit a Statement of Affairs
(Probate) Form SA.2

Learn more

File CAT IT38 Return

Statement of Affairs (Probate)
Form SA.2

?
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3 MyEnquiries in ROS

1 Link to MyEnquiries (Individuals)
case of individual customers, the link to MyEnquiries can be found under the ‘My Services’

ta m\e ‘Other Services’ section.

ustomers can add ROS services to ‘My Frequently Used Services’ and MyEnquiries is also
accessible ffom there.

== MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES
Tax Clearance
My Frequently Used Services Add a service @
MyEnquirnes

File a Return

Complete a Form Online

Upload Form(s) Completed Offline

Payments & Refunds

Submit a Payment

Manage Bank Accounts

Other Services

MyEnquiries Drivers & Passengers with Disabilities Mobile Access

Figure 2: ROS access to MyEnquiries (Individual’s scw u& U
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3.2 Link to MyEnquiries (Agents/Advisors)

‘Agents and advisors can access the link to MyEnquiries in the ‘Agent Services’ tab and then in the
Other Services’ section.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Find Clients

You can file returns, make payments and manage bank details for clients through Client Services. Select a client below to view their available Client Services.
Manage Tax Registrations

Properties
Upload Form(s) Completed Offline

Agent Employer Services

Other Services

yEnquiries P2C Search Mobile Access

View Property History

Manage Financial Statements

Upload Multiple Financial Statements

Figure 3: ROS access to MyEn@(Agent’s creen) ‘-G

gl
3.3 ROSAdministrator-Gggessan age ?ﬁ‘unctions

3.3.1 Access Cf 0 d"
The MyEnquiries icon is always visib@ios adm‘gﬁtors. F&-users' the icon only displays

if the user has permissions on an active V%quiries il addres fhave been set up for
MyEnquiries by the ROS Administrator. O J\ 0

L)
For ‘sub-users’ the icon only displays if the sub- as be&ﬁ' n pern@:ns on an active

MyEnquiries email address by the ROS Administ Sub-u yEnquiries access is managed
from Admin Services tab using the Manage My En s Per option.
If no email address has been set up, the Administrato@cgves the%ing message when they

click on the ‘MyEnquiries’ icon. This message explains set up ?mil address for use with

MyEnquiries. O

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

MyEnquiries

Currendly you do not have any MyEnguinies email addresses sel up in ROE, Please go to the Admin Serdces screen and
click the Manage My Enguiries buthon

Figure 4: ROS Informational screen 0
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3.3.2 MyEnquiries auto-registration for new ROS Registrations
MyEnquiries access is automatic for ROS Administrators.

When a ROS Administrator carries out Step One of the ROS registration process, a contact email
address must be entered. That email address will be added as an active MyEnquiries email
address.

The'R@S Administrator can subsequently login to their MyEnquiries application, via My Services’
tab (individual) in the ‘Other Services’ section, Figure 3 or ‘TAIN Services’ (agent/advisors) tab in
the ‘OtherServices’ section, Figure 4.

This email will adtomatically activate MyEnquiries if it is not already active. It will enable the ROS
Administrator ;to 'select that email address when using MyEnquiries without needing to add it
through the AdminsServices tab, see below Figure 8.

Sub-useér access is not'automatic and must be managed by the ROS Administrator.

3.3.3 Prigrity Email address

Since 15 Junei2024, MyEnquiries has a facility for ROS customers/agents to mark an email address
(Enquiries Recond) as the Prigrity Email address for Revenue-initiated correspondence.

As ROS users can register multiples€mail addressés (including ‘group’ email addresses), it is up to
the customer/agent to select the ‘priority’ emailaddress; it is expected that the email address
selected will be one that isialways monitored by individuals with relevant authorities to follow-up
on important correspondences, This williensure that cfugial Revenue correspondence is identified
as priority for follow-up andiis‘directed tosthe relevant staff member.

The ROS user can set the priorityiemail address'via the ‘AdminsServices’ tab in the ‘Manage
MyEnquiries’ section. Only one email.address can be selectedds.a priority email at a time. If there
is only one email address, it is automatically selectéd as'the priority.email address. When selected,
it is marked as the one with a yellow starjisee below Figure 6.

i Add New Email Address

Enter New Email Address.

Verify Email Address

Figure 5: ROS screen showing the priority email address.

[MyEnquiries in myAccount only shows one address for the customer so this update applies only
to ROS customers.]
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%.3.4 Management and administration functions

icking the ‘Admin Services’ tab at the top of the screen brings the user to the Administration
ices page from where they can access the MyEnquiries administration functions.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Administration Services

LIVE TEST CRS

To select an individual, click on the Select item radio butten to the left of the name

To apply for a certificate for an individual to act on your/company's behalf, click the Add New button
You can View or Revise the permissions of the selected individual by clicking on the

relevant option box below.

Additional information about these functions.

select surname Firstname ID Ref. system Password Status
SUE-CERT TEST MC TEST 5 REGISTERED

Amend ROS Email
Addresses

Restore

Other Functions

You can add a new email address for MyEngquiries by clicking the Manage MyEnquiries button. Manage
MyEnquiries

Figure 6: ‘Admin Services’ screen ‘ :OI

The ROS Administrator can grant M iries access 1o sub- us@ selecting the sub-user and
clicking the ‘MyEnquiries Permissions’ bu'l.lt Acce yEnquw\fus‘ietermmed by email
address and the tax registration number OQN associat W|th th digital certificate. It is
possible to set up more than one email ad e%

Sub-users who share the same (or group) emal@ess for qumesQwew the same
enquiries and Revenue replies. It is the responsibi the R ministrator to manage sub-user
access to MyEnquiries through the management of il addres

Sub-users with Administrator permissions also have aceess.to the '&Bﬂ Services’ tab and the
MyEnquiries management function buttons.

If no sub-users are set up, the screen looks like this: o’J\ O

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Administration Services

LIVE TEST CRS

To apply for a certificate for an individual to act on your/company's behalf, click the Add New button

There are currently no individuals linked to this certificate Add New

A
You can add a new email address for MyEnquiries by clicking the Manage MyEnquiries button.

Manage
MyEnquiries

Figure 7: ‘Admin Services’ screen (no sub-users)
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JGEI\IT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

i Add New Email Address

Enter Hew Email Address

Verify Email Address

Mew =mail 3ddress sdded successiully.

“

i MyEnquiries Email Addresses

Show Removed Addresses? LJ

Show | 10 v Filter:
Email Address o Status ] Action
JOEBLOGGS@GMAIL. COM ACTIVE EI
Showing 1 to 1 of 1 entries. Fravious 1 ezt

Figure 8: ROS ‘Setting up an email addres?@Enquirieﬁ n @

ROS Administrators can set up one or motelémail a(@‘es for usgﬁitl; MyEnquiries. Old email
addresses can be deactivated but not del The ROS gjministrat access all enquiries
submitted under any of the email addresses'set up in thi @To set ub-user for

MyEnquiries, the email address of the sub-use first b 61p in quiries Permissions’.
v A

®

ries by all them access to an email

9‘*&

3.4 Sub-User access

ROS Administrators can give sub-users access to MyE
address that has permission to access MyEnquiries.

O

Please note that access is based on the email address. If tw@ers areg ermission to access
MyEnquiries with the same email address, for example a grouqﬁ'nail address, they can view each

other’s queries regardless of whether they are an Administrato@gb-us 'ﬁ

In the ‘Admin Services’ tab, select the sub-user and click the “MyE ies Per s’ button.
: Q’z,

v

10
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AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

i Permissions

. ) rtificate for user TEST SUB-CERT. You can amend permissions for this cerificate by using the table below.
Checking the status checkbee adjacent to an

email address will give the selected sub cert
anoess to MyEnguires messages associated v
with the email address.

Mo data available in table

Filter:

Showing 0 to 0 of 0 entries Previous Nt

Figure'9; S ’Sub-Us@cess’ screen

This links to the ’Permé i

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRE 55 ADMIN SERVICES

i Permissions

You have selected the sub certificate for user JOE BLOGS. You can amend permissions for this certificate by esing the table below.

Show | 10 L Filter:
Email Address o Status
JOEBLOGGSGMAIL COM o
Showing 1 te 1 of 1 entries Previous 1 Mesct

-
Figure 10: ROS ‘Permissions’ screen ‘?ﬁ .JF@

e Tick the Status box beside the email address tk@u -user is‘?ﬁfcr MyEnquiries (more
than one email address can be selected).

e Submit the changes. O “

e The same process works in reverse — untick the box todyl/e per |ssmns.

3.5 Accessing MyEnquiries é' GE

L ]
ROS Administrator: If more than one email address has been set up S, users e the option
to select which of those email addresses they want to use at that time. G
L
Sub-user: If the ROS Administrator has set up more than one email address for the sub@to use

with MyEnquiries, they must select the email address they wish to use at that time. ;

K2

11
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English / Gaeilge

Revenue ﬁ

s Cusinim ea hEieann

Select eMail Address

Select eMail Address

AT e

BLOGGS@GMAIL. COM - | i

Figur'@’Select e!\@dress’ screen

The Enqcﬁ ecord n (Inbox e selected email address is displayed. Only one email
address eviewed at@atime. Au st exit MyEnquiries to select another email address.
An enquiry ca ubmitte cInckmg dd New Enquiry’ button which brings up the ‘Add a

New Enquiry’ sc elow. / . (Q

Further information gphow to SL@ enqumqﬂ&n be found in the Tax and Duty Manual Part 37-
00-36C MyEnquiries: S@nttmg and Managing @l ries in ROS

Q.';.,@

3.6 Removing email a ses

Email addresses may be deactlvgﬁ by remo them fr#che list of Email Addresses in the
Manage My Enquiries option. This,i ne by g the b| bol. The email address is hidden,
not deleted. However, customers ote th &nqulry ox/enqumes raised under an
email address that has been remov no lon ible. To those enquiries, the email
address must be restored. j" .

An email address may be restored by t|ck| e check%how re ed email addresses” and
then clicking the circular arrow to the right of t uire

ﬁaddres
When an email address is deactivated, this is lighted evenue Staff replying to active
enquiries or initiating enquiries. @

O "::
o“-?a- “%
0. &

%

¢ %
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i Add New Email Address
1 Enter New Email Address

Verify Email Address

i MyEnquiries Email Addresses

Show Removed Addresses?

Show 10 v Filter:

Email Address ~ Status — Action
DOUBLEQUOTES@GMAIL.COM ACTIVE @
TEST@REVENUE IE REMOVED

Showing 110 2 of 2 eniries Previous 1 Next

Figure 12: %ve eMail%sl screen'y

4 MyEnqui cces ed:f'rpm E&I Property Tax (LPT)
MyEnquiries link Local li.ﬂperty T{%BDT)

MyEnquiries can be acce@rom LP%icking @65 ‘MyEnquiries’ button at the top of your
"

LPT screen.

Local Property Tax

including Household Charge arrears

2020
=

Cork County Council
(32768040H)

Contact us if the Local Authority is wrong

Your Household Charge Please update your HC arrears
arrears: €200.00 @ Update your HC arrears record ;:;(:;: :teforg setting up a

(@ You have not yet paid your Household Charge arrears. O claim DIRT F.T.6 Refund

(@ You have an action outstanding for your 2013 LPT record.

Current Status:

(@ You have an action outstanding for 5
@ You have an action outstanding for your 2015 LPT record.

Figure 13: LPT screen

You will be brought directly to the Enquiries Record screen (Inbox).

13
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E’?ﬁ'f’l‘f‘ﬁﬁ myAccount

MyEnquiries

' & mysccount homepage - Enquiries Record
Tax Reference Number
KOO0
Tax Reference Type
cust
Previous Enquiries Sgarch provious enquiries
Select for archive Enquiry 1D Date + Enquiry relates to More specifically Reference

You have o previous enquiries

Showing 0 to 0 of 0 entries Previous Next

Archive Ticked Items

View Archive o

Figure 14@ iries Rec reen (Inbox)@

You can sub enqu?&' licking ﬁdd New Enquiry’ button which brings you to the ‘Add a

New Enquiry’ 5
5 Problems \‘tf}‘reg (‘bn Iofg,gtc

e MyEnquiries: If ym@ i nce a fflculty %MyEnqumes you should email

MyEnquiries@revenuesi€. Please hat this ox should not be used to

(i) submit general taxa buerles,

(ii) seek progress reports orﬁevnous enﬂles sub g via MyEnquiries (which can be
done through the tracking fac@as set o¢the link anual Part 37-00-36D).

Personal Division operate this ma@( and deaﬁ any ﬁs regarding the operation of
MyEnquiries.

e myAccount: If you have any dlfflculty r erlng for%ount (ﬁwuld contact the

myAccount Registration Unit as below

phone: 01 738 36 91

(callers from outside the Republic ?ﬁnd shb(@e + 353 17383691)

Email: RegisterForMyAccount@revenue.ie, :
e ROS: If you need technical assistance with using ROS o ng in, yf@ould call the ROS
Helpdesk on 01 738 36 99. f. f"
(Callers from outside the Republic of Ireland should use + 353¢8 36 99)@
% &
: Q’z

v

14
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