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1. Scope

This document outlines the procedures involved in making an application to pay VAT and/or
Employer Income Tax/PRSI/USC/LPT by SEPA Monthly Direct Debit and to manage existing
SEPA Monthly Direct Debit payment arrangements. An online service in ROS, Direct Debit
Online (DDOL), was launched on 28th January 2013 allowing users greater flexibility in self-
managing their SEPA Direct Debit for current VAT and/or Employer Income
Tax/PRSI/USC/LPT. This guideline replaces all previous guidelines on SEPA Monthly Direct
Debit for payment of VAT and Employer Income Tax/PRSI/USC/LPT and sets out the
approach for a successful online application.

As part of Direct Debit Modernisation, Fixed Direct Debit for Employer Income

Tax/PRSI/USC/LPT is no longer available for customers for periods fromsssss 2025 onwards.
Customers may instead avail of the option to pay their liability via Variable Direct Debit.

2. Purpose

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

3. Introduction

The facility to apply to pay:current tax liabilities by SEPA Monthly Direct Debit, hereafter
referred to as Direct Debit,.is currently available for VAT, Employer Income
Tax/PRSI/USC/LPT, Local Property Tax and Preliminary Inceme Tax customers.

Using Direct Debit to pay VAT and Employer Income Tax/PRSI/USC/LPT offers advantages to
the customer and in suitable cases, to Revenue. Some of the advantages to customers
include:

= Annual filing of VAT returns.

= Self-manage monthly Direct Debit payments.

= Spread of payments over a twelve-month period.
= Assist in business cash-flow.

= Avoid substantial one-off payments.

Processing of a Direct Debit Instruction (DDI) will create a Direct Debit mandate with a
unique mandate reference number. The facility to pay by Direct Debit is a concession-and
Revenue may refuse the Direct Debit application or cancel an existing Direct Debit mandate.
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4, SEPA Monthly Direct Debit Scheme

Since February 2014, Direct Debits are collected under the Single Euro Payment Area
Directive (SEPA) — known as the SEPA Monthly Direct Debit Core Scheme (SDD). Provided
both the bank of the creditor (Revenue Commissioners) and the debtor (Payer/Customer)
are SEPA compliant, the scheme allows the creditor to collect funds from a debtor’s account
once a mandate has been provided by the debtor to the creditor and creates, for the first
time, a payment instrument that can be used for both national and cross border euro Direct
Debits throughout the SEPA area. SEPA is comprised of the existing member states of the
European Union, together with Iceland, Liechtenstein, Monaco, Norway, Switzerland, San
Marino and the United Kingdom. It provides a standardised Direct Debit payment service
that will'enable consumers to pay for goods and services in any SEPA reachable country
without having to open a bank account in that country.

The transfer of funds (money) between the debtor’s bank and the creditor’s bank always
takes place in Euro currency.

The complete SEPA Core Direct Debit Scheme Rulebook is available from the European
Payments Council website.

5. .Summary

As result of Direct Debit Modernisation, Fixed Direct Debit for Employer Income
Tax/PRSI/USC/LPT is no longer available for customers from 2025 onwards. Customers may
instead avail of the option to pay their liability via Variable Direct Debit.

The Direct Debit Scheme is for payment of current taxes for Preliminary Income Tax, VAT,
Employer Income Tax/PRSI/USC/LPT, and Local Property Tax (LPT) only. Applications to use
the Direct Debit scheme for thé'payment of Employer Income Tax/ PAYE/PRSI/USC/LPT and
VAT should be made by customers or their agents online via ROS. Direct Debit Online
(DDOL) will allow customers or their agents to Create/Amend/Cancel a monthly Direct
Debit. For the online guide, please see ROS User Procedures. Once online, customers must
confirm that they agree to the Terms and Conditions of participation in the Direct Debit
Scheme. The Variable Direct Debit option for.Employer Income Tax/PRSI/USC/LPT only is
available since January 2019. For more information please refer to Section 6 of these
guidelines. The criteria for applying for the Fixed Direct Debit option doés not apply for the
Variable Direct Debit option.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

Applications to avail of the Fixed Direct Debit Scheme are confined to customers with bi-
monthly VAT liabilities up to €50,000 and monthly Employer Income Tax/PRSI/USC/LPT
liabilities up to €25,000. There is no limit on Employer Income Tax/PRSI/USC/LPT liabilities
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for customers applying for the Variable Direct Debit facility from 25 January 2019. The Fixed
Direct Debit amount should be at least one twelfth of the estimated liability for the current
accounting period.

The first debit month for VAT and Employer Income Tax/PRSI/USC/LPT is determined by the
Direct Debit Online system and is dependent on the customer’s current filing pattern and the
date of completion of the online application.

Direct Debit deductions are taken from the customer’s bank account on the third last
working day of the month for VAT and Employer Income Tax/PRSI/USC/LPT.

Continued participation in the Fixed Direct Debit scheme is conditional on submission of
the statutory returns and receipt of payments by the due dates.

Applications.tojoin the Fixed Direct Debit Scheme are processed online and are subject
to a number of validation rules. Failing any of these validation rules will result in the
customer being advised that they are not suitable to join the scheme. Applications to
join the Variable Direct Debit Scheme for Employer Income Tax/PRSI/USC/LPT are also
processed online and are not subject to validation rules.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

The onus is on the customer to ensure they make sufficient payments.

Where insufficient amounts are paid by Direct Debit for VAT and there is a balance of tax
payable at the end of the accounting year, interest is.payable if the balance is not paid by the
due date. In addition, if the:amount due exceeds 20% of the annual liability for VAT, then
interest will be backdated to thexmid-point of the accounting year.

For Employer Income Tax/PRSI/USC/LPT, the Fixed Direct Debit payment should cover the
amount of tax submitted on the return. Where the payment is too low, then the next fixed
direct debit payment will be allocated to the period. Where the payment is too high,
Revenue will allocate the payment to any.underpayments in.a period in the relevant year.
Interest on late payment can be charged if there is an underpayment that exceeds 10% of
the annual liability for Employer Income Tax/PRSI/USC/LPT. The Fixed Direct Debit payments
will be allocated to the oldest liability first. This.will reduce the amount of-interest that can
be charged.

As noted above, Fixed Direct Debit will no longer be available for Employer Income
Tax/PRSI/USC/LPT for periods from 2025 onwards.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]
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NOTE: Direct Debits payments can only be deducted from a bank and bank account that is
SEPA reachable. Direct Debits payments can be deducted from a foreign bank account but
only if the bank and the bank account are SEPA reachable.

6. Variable Direct Debit for Employer Income Tax/PRSI/USC/LPT

AVariable Direct Debit facility for Employer Income Tax/PRSI/USC/LPT only, has been
available since January 2019 following the introduction of PAYE Modernisation (PMOD).
The Variable Direct Debit scheme is an optional facility.

The Variable Direct Debit scheme works differently to the Fixed Direct Debit scheme. Instead
of requesting a fixed amount from your bank account each month, Revenue will obtain the
employer’s permission to request the value of the monthly liability. Since 2019, a Revenue
Payroll Notification (RPN) replaced the current tax credit certificate (P2C). The RPN provides
the employerwith the necessary information to deduct the correct amount of Income Tax,
USC & LPT from the employee.

Employers can access ROS in order to set up a Variable Direct Debit. Employers should
cancel their current fixed direct debit arrangement for Employer Income Tax/PRSI/USC/LPT
iniorder to.avoid two payments being debited from your account.

Group Remitters who wish to pay Employer Income Tax/PRSI/USC/LPT by direct debit can
select the Variable Direct Debit facility only.

7.  Fixed Direct Debit overpayments for Employer Income
Tax/PRSI/USC/LPT

Overpayments may exist following processing of the final Fixed Direct Debit payment for
Employer Income Tax/PRSI/USC/LPT in January after the previous calendar year. Revenue
will allocate these overpayments to any underpaid periodsiin.the relevant calendar year or
other underpaid periods for Employer Income Tax/PRSI/USC/LPT. Where no underpaid
period exists or where an overpayment amount still exists after allocation to underpaid
periods, the overpayment amount is refunded.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]
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8. Process — Using Direct Debit Online (DDOL)

n a customer sets up a Direct Debit for VAT, the first deduction will always take place on
ven month.
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See Table below illustrating the rules for calculating first monthly Direct Debit date:
TAXHEAD CONDITION

VAT Bi-Monthly customer: First available month for debit is always the
next available even month, provided the VAT 3 has not already
issued for the bi-monthly period in which they are applying.
Tri-Annual customer: First available month will be February, June or
October following the current simplified filing period.

Bi-Annual customer: First available month will be either February or
August following the current simplified filing period.

Annual customer: First available month is the next debit date
available.

Monthly Filers: First available month is the next debit date
Employer available.
Income Quarterly Filers: First available months will be February, May,
Tax/PRSI/ August.or November following the current simplified filing period.
USC/LPT Annual customer: First available month is the next debit date
available.

9. Validation rules — Create a Direct Debit Instruction/Mandate

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

10. Proposed Monthly. amount of Direct Debit for VAT and
Employer Income Tax/PRSI/USC/LPT

Customers availing of Direct Debit for payment of current VAT are obliged to ensure that the
cumulative monthly payments are sufficient to cover the annual liability. Interest charges
are applicable if the shortfall in Direct Debit payments exceeds certain limits. Please see
Terms and Conditions.

If availing of the Variable Direct Debit scheme for Employer Income Tax/PRSI/USC/LPT,
Revenue will obtain the employer’s permission to request the value of the monthly liability.
Since 2019, a Revenue Payroll Notification (RPN) replaced the tax credit certificate (P2C). The
RPN provides the employer with the necessary information to deduct the"correct amount of
Income Tax, USC & LPT from the employee.
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The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

In the majority of instances, the customer will opt to pay the same amount each month.
However, where the customer’s business is seasonal, the customer will be able to select up
to.three months to permanently exclude and/or permanently reduce the monthly payment.
Please see Seasonal Business section.

11. Process — Amend and Cancel Functions

Customers will be allowed to increase the existing level of payment as often as they wish.
The customer will be required to amend the estimated liability upwards and then adjust the
payment amounts for the remaining months of the annual period.

A customer request to decrease the existing level of payment will be restricted to three
times in the annual period. The customer will be required to amend the estimated liability
downwards and then adjust the payment amounts for the remaining months of the annual
period.

For customers availing of the Variable Direct Debit facility for Employer Income
Tax/PRSIJUSC/LPT, there is no requirement to increase or decrease the existing level of
payment, as Revenue will obtain permission to request the exact value of the monthly
liability.

Customers will have the option to suspend the Fixed Direct Debit payment up to a maximum
of three months in an annual.period.

Customers can opt to cancel their existing Direct Debit Instruction using DDOL.

Customers can also opt to request their bank to instruct Revenue to cancel their existing
Direct Debit Instruction.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

12. Unpaids

The customer’s bank may return a Direct Debit Instruction to Revenue marked “unpaid” for
a number of reasons.

An automated letter issues to advise the customer of the cancelled Direct Debit and to seek
payment to replace the unpaid Direct Debit.
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For the Variable Direct Debit scheme for Employer Income Tax/PRSI/USC/LPT, the original
payment is due on the third last working day of the month and interest may be charged
where there is an unpaid original payment.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

13. Seasonal Business

A seasonal business is one that has reduced trade or no trade for certain months of
the year. In the case of a seasonal business the customer may apply to
permanently reduce his/her monthly payment and/or to permanently exclude
months from payments up to a combined maximum of three months. For example,
the customerdoesnot trade for the months of December and January. In this
scenario, the customer may opt to pay the annual liability over the remaining ten
months of the year, see example.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

10
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Appendix 1 — Terms and Conditions

Fixed Direct Debit Terms and Conditions

Variable Direct Debit Terms and Conditions

Appendix 2 — SEPA Monthly Direct Debit Legal Text

Legal text: By signing this mandate form, you authorise (A) the Revenue Commissioners to

send instructions to your bank to debit your account and (B) your bank to debit your account

in accordance-with.the instruction from the Revenue Commissioners.

As part of your rights; you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank.

11
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Appendix 5 - ROS User Procedures

Once logged in to the ROS system, customers have numerous options available to them to
manage their Direct Debits. Customers should proceed as follows:

In.the ROS “My Services” Screen, click “Manage Bank Accounts” and options will expand.
Click “Select a Direct Debit Type” under the SEPA Monthly Direct Debit Instruction panel
and choose either ‘Fixed’ or ‘Variable’ Direct Debit. Click ‘Manage Direct Debits’ to proceed
to the DDOL Options Screen.

The DDOL Options Screen is the first screen presented when entering DDOL from the ROS
My Services and Client Services pages. It is the main gateway into all functions of the
applications Thisiincludes the “Create”, “Amend” and “Cancel” functions in ROS.

The DDOL Options Screen contains the SEPA Direct Debit Guarantee. This sets out the rules
and entitlements of @ customer when setting up a Direct Debit between his/her bank and
the Revenue Commissioners.

Below the Direct Debit Guarantee, the customer is presented with item boxes for each tax
for which'the Direct Debit on-line facility is available, namely VAT,
Employer Income Tax/PRSI/USC/LPT and Preliminary Income Tax.

If the customer already has a mandate for a particular taxhead, then details of this mandate,
including status, tax reference number, mandate number, next Direct Debit date, last
updated and payment frequency will be displayed for the customer’s information. It is
possible for more than'one mandate to be associated with each taxhead.

In any case where a DD mandate already exists, the customer will have two options
available, “Amend” and “Cancel”. These are displayed.as buttons to the right of the
mandate description. “Amend” allows a customer to change the value of the monthly
amount or suspend a monthly debit and if seasonal, to permanently exclude or reduce a
particular month. “Amend” may'also be used to update customer bank details. “Cancel”
allows a customer to cancel a mandate so the Direct Debitiis no longer taken from his/her
bank account. Further details of Amend/Cancel functionality will be.covered later.

Where a customer has no active mandate associated with a taxhead.registration, then only
one option, “Create”, will be available to allow the customer to set up a new mandate.
Selecting this option will bring the customer to the Customer Details Screen.

Finally, to the right of the screen, is a “Your Requests” area. This allows the customer to
submit multiple DD requests in a single submission. This caninclude a combination of

n u

“Create”, “Cancel” and “Amend” requests if so required.

Multiple options are available when creating a Direct Debit Instruction online. For the
purposes of this guideline the most common activities will be outlined.

14
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Create a Direct Debit Instruction for Current Taxes
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Figure 1: Ros My Services Screen

Click “Manage Bank Accounts”.
Click “Select a Direct Debit Type”.

L™

Manage Bank Accounts ~

You can choose to make and receive payments to and from Revenue using your bank account by means of ROS
Debit Instruction and Direct Debit. You can also make payments using MasterCard or VISA debit and credit cards.
Certain repayments or refunds can be made by means of Electronic Funds Transfer.

ROS Debit Instruction SEPA Direct Debit Instruction Refunds

Set up a ROS Debit Instruction (RDI) to You can choose to make monthly Certain repayments or refunds due to
allow fast one off payments directly from payments to Revenue for current taxes. you from Revenue can be paid directly
your bank account when filing a return into your bank account by means of

or payment. Electronic Funds Transfer.

Manage RDIs & [ setecta oirect pevit Type. . Manage EFT & ﬁ

[1 ]
rixed Direct Debit
Gifts & Inheritance Variable Direct Debit

Figure 2: ROS My Services screens expanded @
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Select ‘Fixed Direct Debit” and then click on “Manage Direct Debits”.

Ros reip | ext| (|

MY SERVICES REVENUE RECORD PROFILE WORK I PROGRESS ADMIN SERVICES

MR JOE BLOGGS 12345678
SEPA Direct Debit Online

The SEPA Direct Debit Guarantee
= i
i ke

SEPA Direct Debit Options

de
=
s: Active

D

Hext Date Cancel 3

Employer (PAYEIPRSI)

g Review

VAT - Value Added Tax

status: s

Humber 12345674 ‘

Figure:3: DDOL Options Screen

On this screen, the system displays the taxes for which Direct Debit is available as a payment
method.

The customer should select the “Create” option on the taxhead for which a Direct Debit
application is to be created.

If the “Create” option is not'available:
° Customer is not.registered for the chosentaxhead
Or
° Customer already has a Direct Debit Instruction set up for the chosen
taxhead and “Amend” is now the only.option.

If validation is passed, the customer then proceedsto the Customer.Details Screen.

16
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AGENT SERVICES

CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

SEPA Direct Debit Onll

Create VAT Direct Deb

Declaration

The SEPA Direct Debit O

MR JOE BLOGGS 12345674
ine
it * Denotes a required field
By Ticking on this box | am agreeing ta the terms and conditions. ™
nline terms and conditions can be found on Revenue.ie
0 ~gm

Originator Details
Originator

Originator Number
Customer Details

Marne

AT Registration Mumber

Phone

X Cancel

Revenue Home ROSHelp Exit  Accessibility

Direct Debit Unit, Callector General, Sarsfizld House, Limerick

IES1ZZ7300729

MR JOE BLOGGS

12345674

Eolas as Gaeilge  Cerfification Practice Statement  Cerificate Policy Staternent  Privacy Policy  Terms & Conditions

Figure 4: Customer Details Screen

Ticking the box to agree
mandatory.

to the Terms and Conditions of the Direct Debit Scheme is

The name and relevant registration number fields will be pre-populated. Phone details are

not mandatory.

The customer should click the “Next” button to proceed to the DDOL Bank Details Screen.
The “Cancel” button brings the customer back to the DDOL Options Screen.
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Bank Details Screen

Revenue
gL AGENT SERMACES CLENT SERWKES CLIERT REVEWLE RECCRT) WORK N PROGRESS

SEFA Direct Dabi Online

Cragte WAT Dwract Debit “ Devwaes 4 1o ol
Faymant Maragament The "I"."IEHE@“
b i, 10 Gy e ) M B 0 1 2 Tl i S GO L e Gl M G ok K R MGnE g L m Dptiﬂnenﬂh]ﬂs
Banl: Dotails ou to add
additional bank
accounts to an
A iiich f Financial bnatiution * ex:isti:ngmandate
2 L1 [ o
I i ]
[N 1
Addr ¥
el =
..... a O
[= i o]
= nee | RN

Figure 5: Bank Details Screen

Fields marked * are mandatory. Failure to complete all mandatory fields will result in an
error message and will restrict the user from continuing with the application.

Enter the required details and click “Next” to proceed to the Remittance Details Screen.
Selecting the “Back” button brings the customer to the Customer Details Screen. Selecting
“Cancel” abandons the process and brings the customer back to the DDOL Options Screen
without saving any changes.
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Remittance Details Screen

Revenue

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Mr Joe Bloggs 1234567
SEPA Direct Debit Online
Create VAT Direct Debit * Denctes a reguired fisld
Remittance Details
Estimated liability for the tax year ™ l:l U <=
Iz the nature of your business seazonal * O ves © 1o o
Remittance Frequency - IBAN |IE
Amount to be debited each manth * l:l o <::
Total Amount for the year [ ]
January
February
March
April
May
June
July
August
September
Qctober
MNovernber
December
S

Figure 6: Remittance Details Screen

When creating a Direct Debit Instruction, the customer is required to input a value into the
“Estimated liability for the taxyear” field and the “Amount to be debited each month”
field. On pressing the “Calculate” button, eachrmonthly field is populated and the “Total
Amount for the year” is calculated. Validation will ensure the “Total Amount for the year”,
which is the sum of the “Amount to be debited each month”, is equal to or greater than the
amount in the “Estimated liability for the tax year” field.

If the business is Seasonal then click “Yes” and the additional fields of Reduce and Exclude
will appear, see example.

Selecting “Next” runs validation and if passed, brings the customerto.the DDOL Options
Screen and the application into the “Your Requests”field for “Sign‘and Submit”.

Clicking “Cancel” brings the customer back to the DDOL Options Screen without validation
being run.

The “Back” option brings the customer back to the Bank Details Screen without running
validation.
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DDOL Options Screen with item in “Your Requests”

SEPA Direct Debit Online

The SEPA Direct Debit Guarantee @
s m « This is a quarantee provided by your Bank as a member of the Direct Debit Scheme, in whict

Banks and Originators of Direct Debits participate. R
& I you autharise payment by Direct Debtt, then

« your Direct Debit Originator will nofify you in sdvance of the amounts {o be debled foyour ~ Action: Create

5 account. Humber: 12345674
Single Euro PaymenisArea  « your Bank wit accept and pay such debts, provided that your account has suffcient
For information on DD available funds.

please see
Revenuee

Edi  Cancel

« If tis estabiished that an unauthorised Direct Debit was charged to your account, you are
guarantesd an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
any event no later than 12 months afier the date of debiting of such Direct Debit o your
account

» As part of your rights, you are entitied to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank

« You can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
Bank

* You can cancel the Direct Debit Instruction in good time by writing to your Bank.

s Onee you add a SEPA direct debit
SEPA Direct Debit Options application to your requests you wil

be able to submit.
IT - Income Tax
..., B

Status: Active

Humber: |

ID Mandate:

Hext Debit Date: Sth March 2015
Last Updated: 28th November 2014

Employer {PAYE/PRSI)

Status: Pending Review

Humber:

ID Mandate . _

Next Debit Date: 24th December 2014
Last Updated: 28th November 2014

VAT - Value Added Tax

Status: In your requests
Humber 12345674

’ e 7: DDOL Optl-or:s with item in "Your Requests"

The cust ust click ”Submit'@ “Your Requests” field to proceed to the Summary
Screen.

.9

In “Your Reque e omer also :s tion to “Edit” or to “Cancel” any
amendments made. °
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Summary Screen

H

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD 'WORK IN PROGRESS

MR IOE BLOGGS 12345674

Summary

Create Value Added Tax SEPA Direct Debit Online - St ME JOE BLOGGS 12345674 n

Originator Originator Mumber
Direct Dehit Unit, Collector General, Sarsfield House, Limerick |EB1Z2Z300729

Estimated liability for the tax year s the nature of your business seasonal
1200000 Mo

Create New Mandate - 1BAN |E{ NG A

IBAN BIC

Remittance Details

Date of first Debit IB/0B/2074
Subsequent Direct Debit payments will be deducled on the third last working day of every month
Amount to be debited each month 1000.00
Total Amount for the year 12000.00
January February March April May June
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00
July August September October November December
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00

Is more than one signatory re«quired on the account?

Mo

Financial Institution Account Holder

Name Name

test tester

Address Address

addresst addressd

addrass? arddresss

addrass3 addressh
Postal Code
Country
Ireland

Figure 8: Screen Summary

This screen shows the payments that will be debited for each month. Customers should
ensure these amounts are correct before continuing. The customer should click “Next” to
proceed to the Sign & Submit Screen.

The “Back” button will take the customer back to the DDOL Options Screen where the
customer may “Edit” details in the “Your Requests” field.
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Sign and Submit Screen

Revenue

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Direct Debit Instruction

Tnformation If your transaction is ready to be transmitted, please sign and submit by entering your pagsword below:
@ If you wish to review the details of this transaction click on the buttan marked Back

Once your transaction has been successfully transmitted you will be provided with a notice number for the
transaction. Flease kesp a note of this number for your records

Sign & Submit

Certificate O Help

Enter Password
S

0%

Figure 9: Sign and Submit Screen

The “Certificate” fieldiis pre-populated. Enter ROS password and click “Sign & Submit” to
complete the application or click “Back” to return to the Summary Screen.

ROS Acknowledgement Screen

Revenue ﬁ ROS Help | Extt |

IR &516 Dirstios oo ERcue MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Direct Debit - ROS Acknowledgement

You can access a copy of this transaction through your ROS Inbox by clicking on the Revenues Record tab above
To file another Direct Debit Instruction click on the My Services tab

Flease uss the Notice Number below in any future correspondence or inquiry relating to this transaction

Notice Number

Direct Debit Online Summary:

Action | Status | |

'Your request is under review and a decision will issue

CREATE MANDATE - VAT For Review
shortly.

To return to My Services page click the OK button

Revenue Home ROSHelp Exit Accessibiity Eolas as Gaeilge Certification Practice Statement Certificate Policy Statement  Privacy Policy Terms & Conditions

Figure 10: ROS Acknowledgement Screen

Confirmation of the Direct Debit Instruction, with a notice number, will issue to the
customer’s ROS Inbox showing the Status of the application.

In the example above, the Status shows “For Review” which means the application will be
reviewed by the Direct Debit Unit as it has failed validation rules. Following review,
confirmation will be issued by the Direct Debit Unit to‘netify if a request has been approved
or disapproved.

Status will display as Success if application is successful.
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When the customer submits his/her request, a confirmation notification will issue to his/her
ROS Inbox. This notification is the final Summary Screen that the customer submitted.

ROS Inbox

Revenue ﬁ LANGUAGE: ENGLISH =  ROS HELP

MY SERVICES REVENUE RECORD PROFILE  WORK IN PROGRESS ADMIN SERVICES 2 I =T

- Inbox Messages @
- oFTIONS <ar =
oo — 5 s
Inbox Messages
o K Notice Ho. Customer Name Regn.Trader No/Doc 1D TaxType/Duty  DocumentType  Feriod Begin  Issued Date | Archived By
=] r Joe Bloggs opl NA 201 A
123456789 Mr Joe Bl 12345672

B = ir w3 oI ZTHMME A

B = PAYE EWF P30 U 2012014 A

B = ar s oAU tEHR0E A

A & VA nmae A

B & 0 4102014 NA

| = FAYE-EWF P30 OUDNIE 231004 A

B & ar Recsipt o014 NA

H & var AT Payment ouOTZDIA  03MDZOA  NAA

B = war Recsipt ouTME  cuiR0E A

B & o NA

B & FAVEEMF Recsipt A

¥ SAVEDFILTERS P

B & ¢ RCT Statement A

B = P30 Fayment 01/08/2014 02102014 NIA

Overvien B & ; A

Try our online Demos
| a: A

-

-’f”J: Figure 11: ROS Inbox Scréen
& B %

&

Revenue b4
T T eem AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS
ME JOE BLOGGS 12345674
Summary
Create Value Added Tax SEPA Direct Debit Online - Sagdg MR JOE BLOGGS 12343874 n
ator Originator Number
DebitUnit, Collector General, Sarsfield House, Limerick |IEB1Z27300729
Estimated liability for the tax year  Is the nature of your business seasonal
12000.00 Ho
Create New Mandate - 1BAN |E{ NG )
IBAN BIC

Remittance Details

Date of first Debit 26/0B/2014
Sunsequent Qirect Deblit pavments will be deducted on the third fast working day of every month
Amount to be debited each month 1000.00
Total Amount for the year 12000.00
January February March April May June
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00
July August September October November December
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00

Is more than one signatory required on the account?
No

Financial Institution Account Holder
Name Name

test tester

Address Address

addrass! addressd
addrass? ardrassh
addrassl arddrassh

Postal Code

Country
Ireland

Figure 12: Application Summary Screen




Tax and Duty Manual VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

If the customer changes the status of their business (e.g. sole trader to

company/partnership), they will not be able to transfer their existing SEPA Direct Debit
Instruction to the new entity.

The customer will need to set up a SEPA Direct Debit Instruction for the new business entity
by logging on to ROS. The customer should also cancel the SEPA Direct Debit Instruction(s)
for the previous business entity by logging on to ROS.

<
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Create a Direct Debit Instruction for Current Taxes with Seasonal Option

If a business is seasonal, the customer may choose to permanently reduce the monthly
payment amount and/or permanently exclude months up to a combined maximum of three
months. This facility is available to users on the Remittance Details Screen. For example, the
customer does not trade for the months December and January so may opt to pay the

__aﬁnual liability over the remaining ten months of the year. The “Reduce” checkbox will allow

the customer to select up to three months to permanently reduce the amount they pay per

:_month In order to create this Direct Debit Instruction/Mandate, the customer should work
' throughthe same screens as outlined in the “Create” example above and on entering the

Remlttapce Details Screen, should opt for “Yes” in the field “Is the nature of your business
seasog,al" Step by step instructions are outlined below.

'ul;,f

ROS - My §erv_fée§ Page

MyEnquines

' Employer Services

Revenue Payrall Notifications Payroll Returns Additional Services
(RPNs)
Submil payrol Statement of Account PPS Number Checker
Request RPNs
w PAYE Modernisation Information

File a Return

Complete a Form Online v

Upload Form(s) Completed Offline v

Payments & Refunds

Submit a Paymend

Manage Biank Accounts -Sm— A

LT 1 ; i

ROS Debit instruction SEPA Direct Debit Instruction Refunds

Manage Ris + " — Manage EFT 4 ,.-f"f o

Figure 13: ROS- My Services Page &
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Click “Manage Bank Accounts”.
Click “Select a Direct Debit Type”

Manage Bank Accounts

~
You can choose to make and receive payments to and from Revenue using your bank account by means of ROS
Debit Instruction and Direct Debit. You can also make payments using MasterCard or VISA debit and credit cards.
Certain repayments or refunds can be made by means of Electronic Funds Transfer
ROS Debit Instruction SEPA Direct Debit Instruction Refunds
Set up a ROS Debit Instruction (RDI) to You can choose to make monthly Certain repayments or refunds due to
allow fast one off payments directly from payments to Revenue for current taxes you from Revenue can be paid directly
your bank account when filing a return into your bank account by means of
or payment. Electronic Funds Transfer.
| Q
Gifts & Inheritance ariable Direct Debit

Figure 14: ROS My Services Page Expanded

Select ‘Fixed Direct Debit’ or ‘Variable Direct Debit’ and then click “Manage Direct Debits”.

DDOL Options Screen

ros eip | xt| (|

MY SERVICES REVENUE RECORD PROFILE WORK I PROGRESS ADMIN SERVICES

MR JOE BLOGGS 12345678
SEPA Direct Debit Online

The SEPA Direct Debit Guarantee

ur Bank &5 @ member of the Direct Debit Scheme,
participate

notity you in advance of the amounts to be

Single E s e W oA S

= *ou can instruct your Bank
your Bank
» ou can cancel the Dir

wiiting in good time to

ction in good time by writing to your Bank

SEPA Direct Debit Options

IT - Income Tax

Status: Adtive
Number. 12345674
1D Mandate

Next Debit Date: Sth March
Last Updated: 28th Nover

Employer (PAYE/PRSI)

Status: Pending Review
Number: 12354674

ID Mandate:

Next Debit Date: er 2014
Last Updated: 28th 2014

VAT - Value Added Tax

Figure 15: DDOL Options Screen

On this screen, the system displays the taxes forwhich Direct Debitis available as a payment
method.

The customer should select the “Create” option on the taxhead for which a Direct Debit

application is to be created. If validation is passed, the customer then proceeds to Customer
Details Screen.
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Customer Details Screen

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

ME JOE BLOGGS 12345674
SEPA Direct Debit Online

Create VAT Direct Debit

* Denotes a required field

Declaration

By Ticking on this box | am agreeing ta the terms and conditions. ™
The SEPA Direct Debit Online terms and conditions can be found on Revenue.is

0 -
Originator Details
Originator Ditect Debit Unit, Collector General, Sarsfield House, Limetick
Originator Number IEB1Z77300729

Customer Details

Mame MRIOE BLOGGS
WAT Registration Mumber 12345674
Phone

X Cancel Next ¥

Revenue Home ROSHelp Exit  Accessibility Enlas as Gaeilge  Cerfification Practice Stalement  Certificate Policy Statement  Privacy Policy  Terms & Conditions

Figure 16: Customer Details Screen

Ticking'the box to agree to the Terms and Conditions of the Direct Debit Scheme is
mandatory.

The name and relevant registration number fields will be pre-populated. Phone details are
not mandatory.

The customer should click the “Next” button to proceed to the Bank Details Screen. The
“Cancel” button brings the customer back to'the DDOL Options Screen.
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Bank Details Screen

Revenue b
gL AGENT SEFACES CLIENT SERWKES CLIENT REVENLE RECCRT} WK N PROGRESS

SEFA Direct Dabi Online

Cragte WAT Dwract Debit “ Devwaes 4 1o ol
Faymant Maragament The "I"."IEHE@“
Ak b b, 0 G S WAt i 7 12 5 e W e e O L B e G b e e K 1 Mg D m u:upti;:unenahl&ﬂ
Banl: Dotails ou to add
additional bank
accounts to an
A iiich f Financial bnatiution * ex:isti:ngmandate
2 L1 [ o
I i ]
[N 1
Addr F
el =
..... a O
[ i o]
T nee | RN

Figure 17: Bank Details Screen

Fields marked * are mandatory. Failure to complete all mandatory fields will result in an
error message and will restrict the user from continuing with the application.

Enter all required details and click “Next” to proceed to the Remittance Details Screen.

Selecting the “Back” button brings the customer to the Customer Details Screen. Selecting
“Cancel” brings the customer back to the DDOL Options Screen without saving any changes.
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DDOL Remittance Details Screen — Seasonal

ROS Help | Ext |

Revenue ﬁ

IR 8516 Disdios e ERcue MY SERVICES REVENUE RECORD PROFILE WORK I PROGRESS ADMIN SERVICES

SEPA Direct Debit Online
Create VAT Direct Debit * Denctes = raquired fisld
Remittance Details

Estimated liability for the tax year * 12000.00 [ ]

Is the nature of your business seasonal * @ ves © No U'=:=

Remittance Frequency - IBAN [E!

Amount to be debited each month * 1100.00 L)
Total Amount for the year 13200.00 "
e o
Reduce Exclude
January = - 1100.00
February o ] 1100.00
March Il F 1100.00
April Il ] 1100.00
May Il I 1100.00
June o = 1100.00
July o = 1100.00
August I 7] 1100.00
Septembsr I o 1100.00
October I i~ 1100.00
November o 7] 1100.00
December Il £l 1100.00

Revenue Home ROSHelp Exit Accessibiliy Eolas as Gaeige Cerlification Practice Statement Certificate Policy Statement  Privacy Policy  Terms & Conditions

Figure 18: DDOL Remittance Details Screen — Seasonal

Clicking on “Yes” to “Is the nature of your business seasonal” will display Reduce and
Exclude fields.

The customer is required to input values to the “Estimated liability for the tax year” and
“Amount to be debited each month” fields. By'selecting the tick boxes, the customer can
Exclude a month altogether (populate with NIL) or Reduce a month by inputting a value for
this month only which is less than the.amount to be debited. each month. The customer may
Exclude any month(s) from Direct Debit or Reduce the value of the debit for a month(s) to a
combined maximum of three months.

Validation ensures that the sum of the “Amount to be debited each month” including
months either Excluded or Reduced is equal.to or greater than the amount in the “Estimated
liability for the tax year” field. Once the monthly values are populated; the customer should
click “Calculate” to populate all fields except Exclude fields.

Selecting the “Next” option validates the application and brings the customer to the DDOL
Options Screen and into the “Your Requests” field.

Clicking “Cancel” brings the customer back to the Bank Details Screen without validation.

Clicking on “Back” brings the customer back to the previous screen.
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From the DDOL Options Screen the customer can “Submit” the request and move to the
Summary Screen. The Summary Screen will show the months, if any, that the customer has
opted to have permanently Reduced or Excluded.

DDOL Options Screen with item in “Your Requests” field

SEPA Direct Debit Online

The SEPA Direct Debit Guarantee I Your Requests (1)
p * This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which

Banks and Orignators of Direct Debits participate.
 If you authorise payment D Value Added Tax
Action: Create
Number: 12345674

» your Direct Debit Originator will notify you in advance of the amounts to be debited fo your

>

. sccoun
Sngle o Paynenls Aea  + vour Bank wit acospt and pay such debis provite hat your account has sufiiont
available funds.

For information on DD
pleasesee « If itis estabiished that an unauthorised Direct Debit was charged fo your account, you are
Hevsiie e guarantesd an mmediate refun
your Bank without undue delay
any event no later tha

account
« aspartof

Edi  Cancel

ihs after the date of debiting of ebit o your
your rights, you are entitied to a refund from your bank under the terms and
ur agrecment with your bank. A refund must be ciaimed weeks
wihich your account was debited. Your rights are explained in a
bitain from your bank
refuse a Direct Debit payment by writing in good time to your

Bank
« You can cancel the Direct Debit Instruction in good fime by writing to your Bank.

Once you add a SEPA direct debit

SEPA Direct Debit Options application to your reque wil

be able to submit.
IT - Income Tax
.
Status: Active
1D Mandate:
Next Debit Date: 3th March 2015 m

Last Updated: 28th November 2014

Employer {PAYE/PRSI)

Status: Pending Review
Number

1D Mandate.

Next Debit Date: 24th December 2014
Last Updated: 28th November 2014

VAT - Value Added Tax L

Status: In your requests
Humber 12345674

Figure 19: DDOL-Options Screen withiitem in "Your Requests" field

The customer must click “Submit” in the “Your Requests” field to proceed to the Summary

Screen.

In “Your Requests” the customer also has the option to “Edit” or to “Cancel” any

amendments made.
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Summary Screen
M MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Summary

Create Employer (PAYE/PRSI) SEPA Direct Debit Online - T | A

Estimated liability for the tax yea

9700.00
Create Hew Mandate - IBAN IE IEG_— ~
IBAN e BIC BOFIEZD

Remittance Details

Date

1000.00
5700.00

1000.00 1000.00

1000.00 1000.00 1000.00 1000.00 1000.00 1000.00

Is more than one signatory required on the account?
No

Financial Institution Account Holder

Hame

tester

Postal Code

Country
Ieland

C=)

— S e P R e e

Figure 20: Screen Summary

This shows the payments that will be debited for each month. Customers should ensure
these amounts are correct before continuing. The customer should click “Next” to proceed
to the Sign & Submit Screen.

The “Back” button will take the'customer back'to the DDOL Options Screen where the
customer may “Edit” details in the “Your Requests” field.
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Sign & Submit Screen

Revenue ﬁ

el AGENTSERVICES ~ [NRENRS=-WIS=SM  CLIENTREVENUERECORD  WORKIN PROGRESS

Direct Debit Instruction

Informarion If your transaction is ready to be transmitted, please sign and submit by entering your password below
If you wish to review the details of this transaction click on the button marked Back

Once your transaction has been successfully transmitted you will be provided with a notice number for the
transaction. Please keep a note of this number for your records.

Sign & Submit

Certificate ‘ ‘ 0 Hep

Enter Password ‘ ‘

0%

Figure 21: Sign.and Submit Screen

The “Certificate” field is pre-populated. Enter ROS password and click “Sign & Submit” to
complete the process.

ROS Acknowledgement Screen

ROS Help | Exit |

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Direct Debit - ROS Acknowledgement

You can acoess a copy of this transaction through your ROS Inbax by dicking on the Revenue Record tab above.
To file ancther Direct Debit Instruction click on the My Services tab.

Plegse use the Notice Humber below in any future comespondence or inquiry relating 1o this transaction

[Notice Number 1234567834

Direct Debit Online Summary

CREATE WMANDATE 1234367 4- EmployerFRE| ‘ ForReview  [loufreavest " 1} 2 deciascr e
To retum to hly Servioss page olidk the OK button
Revenue Home ROSHelp Exit Accessibility Eolas as Gaeilge Certification Practice Statement  Certificate Pelicy Statement  Privacy Policy  Terms & Conditions

Figure 22: Ros Acknowledgement Screen

Confirmation of the Direct Debit Instruction, with a notice number, will issue to the
customer’s ROS Inbox showing the Status of the application.

In the example above, the Status shows “For Review” which means'the application will be
reviewed by the Direct Debit Unit as it failed validationrules. Following review, confirmation
will be issued by the Direct Debit Unit to notify if a request has been approved or
disapproved.

Status will display as Success if application is successful.
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Create a Direct Debit Instruction for Current Taxes using Manage Mandate

DDOL Options Screen

ROS Help | Ext |

Y SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

SEPA Direct Debit Online

The SEPA Direct Debit Guarantes

A
o « Thisis a guarantee provided by your Bank as a member of the Direct Dekit Scheme, in
l which Banks and Originatars of Direet Dehits participate
fi=r « Ifyau autharise payment by Direct Debit, then
[

\:j/ « vour Direct Dbit Originator will notity you in 3dvance ofthe amounts 1o be debites to yaur
5 account
Smgh EumFaymgMgMa = your Bankwill accept and pay such debits, provided that your account has sufficient

For infortmatian on DD shuanlends

fieaseisgs e Ifitis established that an unauthariged Direct Debil was charged o your account, you are
Revenue.ie guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unautharised Direct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account,
o As parl of your rights, you are entitled o a refund from your hank under the terms and
conditions of your agreernentwith your bank. A refund must be claimed within & weeks
starting from the date on which your accountwas debited. Your rights are explained in a
staternent that you can obtain from your bank,
& ‘ou tan instruct your Bank to refuse a Direct Debit payment by wiiting in good time to your
Bank.
& U can cancel the Direct Debitinstruction in good time by writing to your Bank

IT = Incams Tax

frahm b
Wk

Empleyer [FAYETPRSH

Figure 23: DDOL Options Screen

The customer has an active VAT mandate and wishes to “Create” a new
Employer Income Tax/PRSI/USC/LPT (titled Employer (PAYE/PRSI) in DDOL) mandate.

The customer should use the “Create” option under the Employer (PAYE/PRSI) banner and
after validation will proceed to the Customer Details Screen.

33



Tax and Duty Manual VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

Customer Detail Screen

Revenue

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

ME JOE BLOGGS 12345674
SEPA Direct Debit Online
Create Employer (PAYE/PRSI) Direct Debit * Denotes a required fisld
Declaration
By Ticking on this box | am agreeing to the terms and conditions. *
The SEPA Direct Debit Online terns and conditions can be found on Revenue.ie
[~

QOriginator Details

Originator Direct Dehit Unit, Collectar Deneral, Sarsfield House, Limerick:
Originator Number IEB1777300720
Custorner Details
MNarne MEJOE BLOGGS
Ernployer (PAYE/PRSI) Registration Murmbar 12345674
T
Phone |

X Cancel Next ¥

Revenue Home ROSHelp Exit  Accessibility Eolas as Gaeilge  Cerfification Practice Statement  Certificate Policy Statement  Privacy Policy  Terms & Conditions

Figure 24: Customer Details. Screen

Ticking the box to-agree to the Terms and Conditions of the Direct Debit Scheme is

mandatory.

The name and relevant registration number fields will be pre-populated. Phone details are
not mandatory.

Click “Next” to proceed to the Bank Details Screen.
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Bank Details Screen with Payment Management Option

RGEMT SERVICES CLIEHT SERVHES CLIENT REVERIE RECORD WORH IH PROGRESS

SEPA Direct Dabit Cnling
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Figure 25: Bank Details Screen with Payment Management Options

The customer has an active.mandate for VAT and wishes to add
Employer Income Tax/PRSI/USC/LPT to an existing mandate. The customer should select the
“Manage” option at top right-hand side to proceed.
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Manage Mandate Screen

ROS Help | Exit
Revenue ﬁ Sreniel

ey 3'E" Ant MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Irish Ta:

JOBBLOGGS 12345674
SEPA Direct Debit Online

Create Employer (PAYE/PRSI) Direct Debit * Denotes a required field

Existing/New Mandates

To add Employer (FPAYE/PRSI) to an existing mandate(s) please select the mandate(s) from the list below and click "Next”. You can also add a new bank account
by clicking "Add Bank Account”

Select | ID Mandate Name of Financial Institution IBAN BIC Further Information
= cl2345 Ulster Bank IE ULSBE ULSBIE203CCK Click For More Info
B C 5321 Bank of Ireland IE  BOFI BOFIIE2DXXX Click For More Info...

< Add Bank Account

Figure 26: Manage Mandate Screen

In this screen, the customer selects an existing VAT mandate to which Employer Income
Tax/PRSI/USC/LPT is to be added. Click “Next” to proceed to the Remittance Details Screen.

Remittance Details Screen

RQS Help | Exit |

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD 'WORK IN PROGRESS

SEPA Direct Debit Online
Create Employer (PAYE/PRS!) Direct Debit * Denotes a requires field

Remittance Details

Estimated liabilty for the tax year * [ ] @

Is the nature of your business seasonal * Oves @ @

Remittance Frequency - IBAN IE

Amuount to be debited each month * l:l o
Tatal Amount for the year 0

January
February
March
April

May

June

July
August
September
October
MNovember

December

X Cancel

Revenue Home ROSHelp Exit  Accessibility Eolas as Gaeilge Cerfification Practice Statement  Certificate Policy Staternent  Privacy Policy  Terms & Conditions

Figure 27: Remittance Details Screen

The customer is required to input a value into the “Estimated liability for the tax year” field
and the “Amount to be debited each month” field.

On clicking the “Calculate” option, each monthly field is populatediand the “Total Amount
for the year” is calculated. Validation will ensure the “Total Amount for the year”, which is
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the sum of the “Amount to be debited each month” is equal to or greater than the amount
in the “Estimated liability for the tax year” field.

Clicking on “Next” runs validation and if passed, brings the customer to the DDOL Options
Screen with the application in the “Your Requests” field.

Selecting “Cancel” abandons all changes and brings the customer back to the DDOL Option
Screen without validation being run.

The “Back” option brings the customer back to the Bank Details Screen without running
validation.

DDOL Options Screen with “Your Requests” field

Revenue ﬁ

i — RIENT SIRAMES CLEMT SIFVERS CLIKT RIVTRUE FECORD VWORH I PHOGHT 55

SEFA Direct Debit Online

ik .
v

_we;rc-ﬁmﬂu_h_ni

S

Rction: Creats
Rapmiker

Eoi  Cancal

" i
i

Euxh
® 3 Cart Can Cil T Dt Dot i rtrc ion in gacd i €

SEPA Diract Debd Cptiors

Slal R,
it EB
Empleysr PAYEIPREN

VAT - Value Added Tax
Siatus: FaE

Figure 28: DDOL Options Screen with "Your.Requests field"

Click “Submit” to proceed to the Summary Screen:

In the “Your Requests” field, the customer has the option to “Edit” or “Cancel” any
amendments made.
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Summary Screen

WVaTIEH W PRGRT S

Creste Employer [PAYEIPREN SEPA Direct Debit Onling - - n
gt Cxigle M
By iy o Tl Ly U i o g Barekpes s Sanret sl
Create Kew Wandate - 1BAN | Ll

e v Phais crvs nEmbRot y re g o] on tha gocomed 7
P [
Address Address
addresst addressd
address? addresss
address3 addressf
Pastal Code
Country
Ireland

Revenue Home ROSHelp Exit Accessibility Eolas as Gaeilge Cerfification Practice Statement  Certificate Policy Statement  Privacy Policy  Terms & Conditions

Figure 29: Summary Screen

This screen shows the payments that will be debited for.each month. Customers should
ensure these amounts are correct before continuing. The customer should click “Next” to
proceed to the Sign & Submit screen:

The “Back” button will take the customer back to the DDOL Options Screen where the
customer may “Edit” details in the “Your Requests” field.
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Sign and Submit Screen

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Direct Debit Instruction

Tafoy If your transaction is ready to be transmitted, please sign and submit by entering your pagsword below:
@ If you wish to review the details of this transaction click on the buttan marked Back

Once your transaction has been successfully transmitted you will be provided with a notice number for the
transaction. Please keep a note of this number for your records

Sign & Submit

Centificate O Help

Enter Password
Sign & Submit

0%

Figure 30: .Sign and Submit Screen

The “Certificate” field is pre-populated. Enter ROS password and click “Sign & Submit” to
complete the application.

ROS Acknowledgement Screen

Revenue ﬂ ROS Help | Exit |
ci _—
o

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Direct Debit - ROS Acknowledgement

You can aceess a copy of this transaction through your ROS Inbox by clicking on the Revenue Record tab above
To file another Direct Debit Instruction click on the My Services tab.

Please use the Notice Number below in any future correspondence or inquiry relating to this transaction

Notice Humber

Direct Debit Online Summary:

Action | staws | |
;
Fma i e For Review |0V F2Quest s under review and a decision wil issue
shortly.
Ta return to My Services page click the OK button
Revenue Home ROSHelp Ext Accessibiity Eolas as Gaeige  Certification Fractice Statement ~ Cerfficate Policy Statement  Privacy Policy ~ Terms & Conditions

Figure 31: ROS Acknowledgement Screen

Confirmation of the Direct Debit Instruction;, with a notice number, will issue to the
customer’s ROS Inbox showing the Status of the application.

In the example above, the Status shows “For Review” which means the application will be
reviewed by the Direct Debit Unit as it has failed validation rules. Following review,
confirmation will be issued by the Direct Debit Unit to notify if a request has been approved
or disapproved.

Status will display as Success if application is successful.
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Amend a Fixed Direct Debit for Current Taxes

The Amend facility is used where a customer wishes to:
e Change bank account details
e Change the amount of the Direct Debit payments

e Add a second or subsequent instruction for the same taxhead, see example
e Suspend/Reduce the Direct Debit amount for a particular month.

The Amend facility is available via the DDOL Options Screen and follows a similar suite of

screens to those found in the Create option.

DDOL Options Screen
SEPA Direct Debit Online

The SEPA Direct Debit Guarantee

.-"Q = This i= a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
— Banks and Originators of Direct Debits participate.
= = |f you authorize payment by Direct Debit, then
'\\J'/i = your Direct Debit Originater will notify you in advance of the amounts to be debited to your
account.

smgh Ellm Pa!mentﬁ Ama = your Bank will accept and pay such debits, provided that your account has sufficient

For information on DD avaiable funds.

E;:::u?ii = |f it is established that an unauthorised Direct Debit was charged to your account, you are
- guaranteed an immediate refund by your Bank of the amount so charged where you notify

your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in

any ewvent no later than 13 months after the date of debiting of such Direct Debit to your

account.

As part of your rights, you are entitled to a refund from your bank under the terms and

conditions of your agreement with your bank. A refund must be claimed within 8 weeks

starting from the date on which your account was debited. Your rights are explained in a

statement that you can obtain from your bank.

= “fou can instruct your Bank to refuse a Direct Debit payment by writing in good time to your

Bank.
= *fpu can cancel the Direct Debit Instruction in good time by writing to your Bank.

SEPA Direct Debit Options

IT - Income Tax

Status: Active

Number:

ID Mandate:

Next Debit Date: $th February 2015
Last Updated: 1st December 2014

Amend ¥

Employer (PAYE/PRSI)

Status: Active
Humberl234567a Amend ¥
ID Mandate: c54321

Next Debit Date: 24th December 2014
Last Updated: 1zt December 2014

VAT - Value Added Tax

Status: Active

Humber: 1234567

ID Mandate: 12345

Next Debit Date: 24th December 2014
Last Updated: 1st December 2014

Cancel »

Figure 32: DDOL Options Screen

By clicking “Amend”, the customer is brought to the Customer Details Screen. Only
customers with an existing Direct Debit Instruction/Mandate will'have the option to

“Amend”.

v

Once you add a SEPA direct debit
application to your requests you will
be able to submit.

Submit
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Customer Details Screen

Revenue a ROS Help | Exit |

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE

MrJoe Bloges 12345674
SEPA Direct Debit Online

Amend Employer (PAYE/PRSI) Direct Debit

Declaration

By Ticking on this box | am agreeing to the terms and conditions. *
The SEPA Direct Debit Online terms and conditions can be found on Revenue.ie

Originator Details
Originator Direct Debit Unit, Callector General, Sarsfield House, Limerick

Originator Number [E81ZZZ300729

Customer Details

Name MrJoe Bloggs
Employer (PAYE/PRSI) Registration Number 12343674
Phone

Revenue Home ROSHelp Exit Accessibiity Eolas as Gaelge  Cerfification Practice Statement  Certificate Policy Statement  Privacy Policy Terms & Conditions

Figure 33: Customer Details Screen

This screen is pre-populated with the customer’s name and tax registration number.

Ticking the box to agree to the Terms and Conditions of the Direct Debit Scheme is
mandatary. Phone number is not mandatory.

When “Next” is selected to proceed with the application, the customer is brought to the
Bank Details Screen (if there is only one active mandate to Amend) or to the Manage
Mandates Screen (if there are multiple active mandates).

41



Tax and Duty Manual

VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

Bank Details Screen

Revenue

MY SERVICES REVENUE RECORD PROFILE

SEPA Direct Debit Online

Amend Employer (PAYE/PRSI) Direct Debit

Payment Management

Alernatively, to add an existing Mandate or to spiit the remittance across multiple separate bank accounts please click the Manage bution

Bank Details

Name of Financial Institution *

Address of Financial Institution *

IBAN *

BIC*
Mame of Account Holder *

Address of Account Holder *

Postal Code

Country

Is more than one signatory required on the account? *

Confirm if account can accept a Direct Debit *

X Cancel

Figure 34: .Bank Details Screen

WORK IN PROGRESS

ADMIN SERVICES PAYE

* Denotes & required field

The "Manags"
aption enables

youto add
Manage 3 EREHIGREIREI

accounts Lo an
existing mandate

test

address1

address2

address3

IETS AIBK 9322 5517 7080 87

o

AIBKIE2DX3XX o
tester

addressd.

addressS

address8

Ireland -
© ves @ no

@ ves © no

ROS Help | Ext | BB

This screen is pre-populated with the bank details the customer input when the mandate
was first created or last amended. If a customer has multiple mandates and wishes to Create
a second mandate, Amend existing bank details or join multiple taxheads to one mandate,

the “Manage” option must be used.

Clicking on “Next” will take the customer to the Remittance Details Screen.
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Remittance Details Screen

ROS Help | Exit |

Revenue ﬁ

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE

MRIOE BLOGGS 12343674
SEPA Direct Debit Online

Amend Employer (PAYE/PRSI) Direct Debit * Denotes a requirad fisld
Remittance Details
Estimated liability for the tax year * 12000.00 0

Is the nature of your business seasonal * @ ves Ono W

Remittance Frequency - Mandate ID C (IBANIE JABK b
Amount ta be debited for remaining months this year * 1000.00 o

Total Amount for the year 12000.00 [ ]

X cane coine s >

Figure 35: Remittance Details Screen

Where a customer wishes to increase or.decrease the monthly Direct Debit amount for VAT
or Employer Income Tax/PRSI/USC/LPT, they must Amend the “Estimated liability for the
tax year” and the “Amount to be debited for remaining months this year” fields. In the
Remittance Details Screen, in Amend mode, there is a Suspend checkbox. If the customer
has selected “Yes” in'the “Is the nature of your business seasonal” field then the checkboxes
of Reduce and Exclude will also be displayed.

Reduce and Exclude optionsallow the customer to permanently reduce or to permanently
exclude the monthly debit amount up to a combined maximum of three months in the
annual period. These permanent reductions/exclusions run from year to year. See example
of creating a Direct Debit Instruction using the Seasonal option for more information.

The Suspend checkbox allows the customerto temporarily suspend up tothree months in
the annual period but will not affect future years. If a customer suspends a month then the
amount for that month will be set to zero and.a debit will not be collected for that month.
The amounts for other months will not be affected. Months for which payments have been
suspended will be reset once the debit run has been completed for those months. Monthly
debit payments will resume as normal for subsequent months.

Clicking “Calculate” will display the changes made provided validations against “Estimated
liability for the tax year” are passed. Only those months that remain in the current.annual
period will show the amended amount. The annual period refers to the calendar year for
Employer Income Tax/PRSI/USC/LPT. The annual period for VAT is based on the month of
VAT registration.
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NOTE: Direct Debits are paid one month in arrears; therefore any amendments will apply
for the remaining months in the annual period plus one month. For example, the Employer
Income Tax/PRSI/USC/LPT year end is December and December’s liability is paid by the
January Direct Debit.

The “Total Amount for the year” field will also be updated by the calculation. Finally, the
validation to ensure that the “Total Amount for the year” is greater than or equal to the
“Estimated liability for the tax year” will run in Amend mode to ensure the customer is
meeting the liability.

Selecting “Cancel” will bring the customer back to the DDOL Options Screen without
validation being run. The “Back” button takes the customer back to the Bank Details Screen
without validation being run. The “Next” button brings the customer to the DDOL Options
Screen with the item in “Your Requests”.

DDOL OptionsScreen with “Your Requests” field

ME JOE BLOGGS 12345674 o
SEPA Direct Debit Online

The SEPA Direct Debit Guarantee I ‘Your Requests (1)

o
A « This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
[ __ Banks and Originalors of Direct Debits partiipale.
i & If you authorise payment by Direct Debit, then Emplayer (PAYEIPRSI)
| v

= your Diract Debit Originator wil notify you in advance of the amounts to be debited to your Action: Amend

.

count. Humber: 12345674

h ac
S\llgh! ELIFOPIVMEHMFEE * your Bank will accept and pay such debits, provided that your account has sufficient

available funds. Edt  Cancel

For information on DD
please see

» If it is established that an unauthorised Direct Debit was charged to your account, you are
Revenue.ie

guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account

« As part of your rights, you are entiled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank.

* You can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
Bank

* You can cancel the Direct Debit Instruction in good time by writing to your Bank.

Once you add a SEPA direct debit
SEPA Direct Debit Options application o your requests you wil

be able to submi.
IT - Income Tax m I
Status: Active
Humber: 19345574
ID Mandate?
Hext Debit Date: Sth February 2015

Last Updated: 1st December 2014

Employer (PAYE/PRSI)

Status: In your requests
Humber. 12345674

ID Mandate: |

Hext Debit Date: 24th December 2014
Last Updated: 1st December 2014

VAT - Value Added Tax

Status: Active

Humber: 12345674
ID Mandate:

Hext Debit Date: 24th December 2014

Last Updated: 1st December 2014

m

Figure 36: DDOL Options Screen with "Your Requests" filed

The Amend request is now in the “Your Requests” field: In the “Your Requests” field, the
customer also has the option to “Edit” or “Cancel” any amendments made. Click “Submit”
to proceed to the Summary Screen.
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Summary Screen

SR MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE

Summary

Amend Employer (PAYE/PRSI) SEPA Direct Debit Online

Originator Originator Number
Direct Debit Unit, Collector General, Sarsfield House, Limerick [EB1ZZZ300729

Estimated liability for the tax year Is the nature of your business seasonal
12000.00 Yes

IBAN IE AIBK BIC AIBK

Remittance Details

Effective Date of Amendment 01122014
Subsequent Direct Debit payments will be deducted on the third last working dy of every month

Amount to be debited for remaining 1000.00
months this year
Total Amount for the year 12000.00
January February March April May
1000.00 1000.00 1000.00 1000.00 1000.00
July August September October Hovember
1000.00 1000.00 1000.00 1000.00 1000.00

Is more than one signatory required on the account?
No

Financial Institution Account Holder

Name Name
test tester
Address Address
address1 a

addrass? a
ag a
Postal Code
Country
reland

Figure 37: Summary Screen

June

1000.00

December
1000.00

MR IOEBLOGGE 12345674 T

m

This screen shows the payments that will'be debited for each month. Customers should
ensure these amounts are correct before continuing. The customer should click “Next” to

proceed to the Sign & Submit screen.

The “Back” button will take the customer back to the DDOL Options Screen where the

customer may “Edit” details in the “Your Requests” field.
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Sign and Submit Screen

Revenue ﬁ
rr h e, RAGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS
Direct Debit Instruction

Informd If your transaction is ready to be transmitted, please sign and submit by entering your pagsword below

@ If you wish to review the details of this transaction click on the buttan marked Back

Once your transaction has been successfully transmitted you will be provided with a notice number for the
transaction. Flease kesp a note of this number for your records

Sign & Submit

Certificate O Help

Enter Password
S

0%

Figure 38: Sign and Submit Screen

The “Certificate” field is pre-populated. Enter ROS password and click “Sign & Submit” to
complete the application or click “Back” to return to the Summary Screen.

ROS Acknowledgement Screen

Revenue ﬂ ROS Help | Exit |
ci -
Ireh Tox and C

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Direct Debit - ROS Acknowledgement

You can access a copy of this transaction through your ROS Inbox by clicking on the Revenue Record tab above
To file another Direct Debit Instruction click on the My Services tab.

Please use the Notice Number below in any future correspondence or inquiry relating to this transaction

Notice Humber

Direct Debit Online Summary:

Action | stws | |
;
hrm e i SRy |:::rrt;/eques: is under review and a decision will ssue
To return to My Services page click the OK button
Revenue Home  ROSHelp Ext Accessibiity Eolas as Gaeige  Certification Fractice Statement  Cerfificate Policy Statement  Privacy Policy  Terms & Conditions

Figure 39: Ros Acknowledgement Screen

Confirmation of the Direct Debit Instruction, with a notice number, will issue to the
customer’s ROS Inbox showing the Status of the application.

In the example above, the Status shows For Review which means the application will be
reviewed by the Direct Debit Unit as it failed validation'rules. Following review, confirmation
will be issued by the Direct Debit Unit to notify if a request has been approved or
disapproved.

Status will display as Success if application is successful.
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Where the customer has an active mandate for VAT and wishes to add an additional
mandate for Employer Income Tax/PRSI/USC/LPT using new bank account details, they can
do so by selecting the “Amend” function. This also applies where the customer has an active
mandate for Employer Income Tax/PRSI/USC/LPT and wishes to add an additional mandate
for VAT using new bank account details.

Customer Details Screen

ROS Help | Exit |
Revenue ﬁ
o yhcen MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE
ME JOE BLOGGS 12345674
SEPA Direct Debit Online
Amend Employer (PAYE/PRSI) Direct Debit * Denotes a required field
Declaration
By Ticking on this box | am agreeing to the terms and conditions. *
The SEPA Direct Debit Online terms and conditions can be found on Revenue.ie
£l
Originator Details
Originator Direct Debit Unit, Collector General, Sarsfiekd House, Limerick
Originator Humber EBEERA LeA
Customer Details
Name JOE BLOGGS
Employer (PAYE/PRS) Registration Number 12345674
Phane
Revenue Home ROSHelp Ext Accessibiity Eoias 53 Gaelge  Certification Practice Statement  Certficate Policy Statement  Prvacy Policy  Terms & Conditions

Figure 40: Customer Details Screen

Ticking the box to agree to Terms and Conditions of the Direct Debit Scheme is mandatory.
Name and relevant registration number fields are pre-populated. The phone number is not
mandatory. Click “Next” to proceed to the Bank Details Screen.

47



Tax and Duty Manual

VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

Bank Details Screen with “Manage

” Option

ROS Help |Ext | |3}

MY SERVICES REVENUE RECORD PROFILE WORK I PROGRESS ADMIN SERVICES PAYE
MR JOE BLOGGS 12345674
SEPA Direct Debit Online
Amend Employer (PAYE/PRSI) Direct Debit * Denotes a required field
Payment Management The "Manage"
Alternatively, to add an existing Mandate or to spiit the remittance across multiple separate bank accounts please click the Manage button ;};35'; Z’;;blﬁs
additional bank
Bank Details accounts to an
existing mandate
Name of Financial Institution * test
Address of Financial Institution * address1
address2
address3
IBAN * E7S  ABK 9322 5617 87 1
BIC * AIBKIE2DX00¢ (]
Mame of Account Holder * tester
Address of Account Holder * addressd
addressS.
addressé
Postal Code
Country Ireland -
Is more than one signatory required on the account? * @ @ no
Confirm if account can accept a Direct Debit * @ no
= d
—_ =

Figure 41: Bank Details Screen with "Manage" Option

The customer must use the “Manage” option in order to “Add New Bank Account”.
Manage Mandate Screen

ROS Help | Exit |

Revenue ﬁ

i s Ol o kirmaen MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

JOE BLOGGS 12345674 -

SEPA Direct Debit Online

Amend VAT Direct Debit * Denotes a required field

Existing/New Mandates

To add Value Added Tax to an existing mandate(s) please select the mandate(s) from the list below and click "Next™. You can also add a new bank account by
clicking "Add Bank Account”
Select 1D Mandate

Name of Financial Institution IBAN BIC Further Information

c12345 Allied Irish Banks IE AIBF AIBKIE2DXXX Click For More Info.
54321 Bank of Ireland IE BOF BOFIIE2DXXX Click For More Info.

Figure 42: Manage Mandate Screen

The customer can view all current mandates and must select“Add Bank Account” to create
a new mandate with different bank account details. This option will bring the customer to
the Bank Details Screen as shown below.
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Bank Details Screen

Revenue
fi‘” - e MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE
MEJOE BLOGGS 12345674
SEPA Direct Debit Online
Amend VAT Direct Debit * Denctes a required fisld
Payment Management
Alternatively, to add an existing Mandate or to split the remittance across multiple separate bank accounts please click the Manage button. m
Bank Details
Name of Financial Institution * test
Address of Financial Institution * addresst
address2
address3
IBAN * 3 ABK |
) E
BIC* ABKEZDXAX (5]
Name of Account Holder * tester
Address of Account Holder * addressé
addressS
addresss
Postal Code
Country reland -
Is more than one signatory required on the account? * @ ves ® no
Confirm if account can accept a Direct Debit * es © no

Figure 43: Bank Details Screen

Input new bank details and click “Next” to proceed to the Mandate Management Screen
showing the new bank details.

Mandate Management Screen

Revenue ﬁ ROS Help | Exit |

SoE R MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Irish ‘ustoms

SEPA Direct Debit Online

Create Employer (PAYE/PRSI) Direct Debit * Denotes a required field
Existing/New Mandates
To add Employer (PAYE/PRSI) to an existing mandate(s) please select the mandate(s) from the list below and click "Next". You can also add a new bank account
by clicking "Add Bank Account”.

Select | 1D Mandate Name of Financial Institution IBAN BIC Further Information

NEW Allied Irish Bank IE ABK AlBK Click For More Info... @

== Add Bank Account
— = | (X

Figure 44: Mandate Management Screen

In this screen, the customer can see the new accountiand if an error has been‘made the
customer can delete the newly created mandate by using the “Delete” option. Click “Next”
to proceed.

49



Tax and Duty Manual

VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

Remittance Details Screen with Multiple Mandates

MY SERVICES REVENUE RECORD

PROFILE

ROS Help | Exit |

WORK IN PROGRESS ADMIN SERVICES

SEPA Direct Debit Online
Amend VAT Direct Debit
Remittance Details
Estimated liability for the tax year *

Is the nature of your business seasonal *

Remittance Frequency - Mandate ID C12345

Amount to be debited from this account *

Amount to be debited for remaining months this year *

Total Amount for the year

Click to see monthly distribution

Remittance Frequency - Mandate ID Csa3zt

Amount to be debited from this account ™

Amount to be debited for remaining months this year *

Total Amount for the year

Click to see monthly distribution

X Cancel

JOE BLOGGS 12345674

* Denetes a required field

50000.00 [ ]
© Yes @ No (]
(IBAN IE AIBK )
50000.00 [ ]
5000.00 [ ]
[60000.00 (]
(IBAN IE iBOFI )
36000 00 [ ]
36000.00 (7]

43200000 [ ]

Figure 45: Remittance Details Sereen with Multiple Mandates

The customer must input “Amount to be debited from this account” and click “Calculate”
which will populate the monthly fields. The “Cancel” button will cancel the process and take
the customer back to.the DDOL Options Screen without validation being run. The “Next”
button will run validation and.if passed, the customer will be taken to the DDOL Options
Screen with the item in the “Your Requests” field.
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DDOL Options Screen with “Your Requests” field

SEPA Direct Debit Online

Single Euro Payments Area

For information on DD

please see
Revenue.ie
-
Tk
=

Figure 46: DDOL Op:cjon'

The SEPA Direct Debit Guarantee

Your Requ

This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
Banks and Originators of Direct Debits participate.
If you authorise payment by Direct Debit, then Value Added Tax
« your Direct Debit Originator wil notify you in advance of the amounts to be debited to your Action: Amend
account. Humber: 12345672

» your Bank will accept and pay such debits, provided that your account has sufficient .
available funds. Edit  Cancel

Ifit is established that an unauthorised Direct Debit was charged to your account, you are
guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account.

Az part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can cbtain from your bank.

“fou can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
Bank.

“ou can cancel the Direct Debit Instruction in good time by writing to your Bank.

.

Once you add a SEPA direct debit

SEPA Direct Debit Options application to your requests you wil
be able to submit.

IT - Income Tax
ER e

Status: Active

Humber: 12345672

ID Mandate:

Next Debit Date: Sth February 2015
Last Updated: 1st December 2014

Employer (PAYE/PRSI)

Status: Active

Humber: 12343674

ID Mandate:

Next Debit Date: 24th December 2014
Last Updated: 1st December 2014

VAT - Value Added Tax

Status: In your requests
Humber]gaqsgy

ID Mandate: c12345

Next Debit Date: 24th December 2014
Last Updated: 1st December 2014

& K
creen with "your Reg};eéts" field

v

P o

k.

-

(e

The Amend request is now in*“Your Requests” field. _{h:_qu”Your Requests” field, the
customer also has the option to “Edit”.or “Cancel” any air_nem__d__ments made. Click “Submit

-

to proceed to the Summary Screen.

)
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Summary Screen with Multiple Mandates

ROS Help | Exit |

Revenue ﬁ

C"’ ”‘“5 g usiaim o rF reann MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

MR JOE BLOGGS 12345674

Summary

Amend Value Added Tax SEPA Direct Debit Online JEEE02S | JOEELOGGE [N

Originator Originator Number
Direct Debit Unit, Collector General, Sarsfield House, Limerick |IEB1ZZZ300729

Esllmaled liability for the tax year Is the nature of your business seasonal

Create New Mandate - 1BAN IEJuUL 5o N
Amend Mandate CJJJiil] - '2~N iElieor I v
Amend Mandate CIEN - 'BAN IEI B+ v

e

. Figure 47 Summary Screen with Multiple Mandates
X oo
"~ Click where indicated.to expand the screen and view the details submitted.

.

'\-\.::.j_,-"; i __ -..__‘.-"'f P
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Summary Screen (expanded)

Revenue ﬁ ROS Help | Exit |

P e MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

MR JOE ELOGGE 12345674

Summary

Amend Value Added Tax SEPA Direct Debit Online RN e

Originator Originator Number
Direct Debit Unit, Collector General, Sarsfield House, Limerick IEB1ZZZ30072%

Estimated liability for the tax year Is the nature of your business seasonal
60000.00

No
create New Mandate - IEAN IEJJsL sE I v
Amend Mandate CJJJil]- 1BAN IE'OF_ v

Amend Mandate CJ- 15N e e« -~

IBAN IE AIBK BIC AIBKIE

Remittance Details

Effective Date of Amendment 06/03/2015
Subsequent Direct Debit payments will be deducted on the third last working day of every month
Amount to be debited for remaining 5000.00
months this year
Total Amount for the year 60000.00
January February March April May June
5000.00 5000.00 5000.00 5000.00 5000.00 5000.00
July August September October November December
5000.00 5000.00 5000.00 5000.00 5000.00 5000.00
Is more than one signatory required on the account?
No
Financial Institution Account Holder
Name Name
Allied Irish Banks Test Case
Address Address
The Building Street
O'Connell 5t Town
Limerick County
Postal Code
Country
Ireland

Figure 48: Summary Screen Expanc_i_ed o

& = ¥

This screen shows the payments that will be debited for each month. Customers should
ensure these amounts are correct before continuing. The customer sb_ould click “Next” to

proceed to the Sign & Submit screen. =Y I . L ¥
Lo -\. B . .-"-'._.-"
“ ” . : l(//-’_t;{/; . J -"'-'l-. 1
The “Back” button will take the customer back'to the DDOL Options Screen where the
customer may “Edit” details in the “Your Reques‘_f;"__fie’l'd._ .t .
LR : > # \I_';
v & J




Tax and Duty Manual VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

Sign and Submit Screen

Revenue ﬁ
c piman

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Direct Debit Instruction

Tnformation If your transaction is ready to be transmitted, please sign and submit by entering your pagsword below:
@ If you wish to review the details of this transaction click on the buttan marked Back

Once your transaction has been successfully transmitted you will be provided with a notice number for the
transaction. Flease kesp a note of this number for your records

Sign & Submit

Certificate O Help

Enter Password
S

0%

Figure 49: Sign and Submit Screen

The “Certificate” field is pre-populated. Enter ROS password and click “Sign & Submit” to
complete the application or click “Back” to return to Summary Screen.

ROS Acknowledgement Screen

ROS Help | Ext |

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Direct Debit - ROS Acknowledgement

You can access a copy of this transaction through your ROS Inbox by clicking on the Revenue Record tab above
To file another Direct Debtt Instruction click on the My Services tab

Flease uss the Notice Number below in any future correspondence or inquiry relating to this transaction

Notice Number

Direct Debit Online Summary:

Action [ Status | |
! . . , .
e o PR |\sf::;";equast is under revisw and a decision wil issue
To return to My Services page click the OK button
RevenueHome ROSHelp Exii Accessibiity Eolas as Gaelge Cerlification Practice Stalement Cerfficale Poicy Stalement Privacy Policy  Terms & Condiions

Figure 50: ROS Acknowledgement Screen

Confirmation of the Direct Debit Instruction, with a notice number, will issue to the
customer’s ROS Inbox showing the Status of the application.

In the example above, the Status shows “For Review” ‘which means the application will be
reviewed by the Direct Debit Unit as it has failed validation rules. Followingreview,
confirmation will be issued by the Direct Debit Unit to notify if a request has been approved
or disapproved.

Status will display as Success if application is successful.
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Cancel a Fixed Direct Debit Instruction for Current Taxes

In the DDOL Options screen where the customer has only one Direct Debit
Instruction/Mandate for a particular taxhead the customer should select “Cancel”. Where
the customer has multiple mandates and used the Manage Mandate option when creating
the Direct Debit Instruction, cancellations must be executed using the Amend function.
When using this option, the customer must carefully select the particular Direct Debit
Instruction/Mandate for cancellation from the selection detailed in order to avoid cancelling
all debit instructions in error.

If a customer clicks the “Cancel” option, different warning messages will be displayed for
VAT and Employer Income Tax/PRSI/USC/LPT.

For VAT the following warning will be displayed: “All Direct Debit Instructions for
this VAT registration will be cancelled permanently. This will generate a short
annual VAT return to <period based on cancellation date> and you will revert to
bi-monthly filing pattern thereafter.”

For Employer Income Tax/PRSI/USC/LPT the following message will be displayed:
“All Direct Debit Instructions for this Employer (PAYE/PRSI) registration will be
cancelled permanently and you will revert to a monthly filing pattern for
PAYE/PRSI.”

The request.will then be added tothe “Your Requests” area. Customers can “Edit” or
“Cancel” the request within this area. Additionally, if a customer has an active mandate
attached to a'ceased tax registration number, then the registration will display on the DDOL
Options Screen with the only option available being “Cancel” (see screens below). If there is
no active mandate associated with a ceased registration, then the registration will not be
displayed.

Once the cancel request has been added to the “Your Requests” area, the customer must
select “Submit” to proceed to the Summary Screen. At this point, any “Cancel” request will
also have a drop-down menu associated with it. This drop-down will contain a list of reasons
for cancellation and the customer will.be required to select a.reason for the cancellation
request.

The cancellation reasons are as follows:
e Revert to standard filing pattern.
e Ceased Trading.
e Customer Deceased.

If the customer makes a request to cancel a DD Instruction/Mandate on a date after the
Direct Debit file has been sent to the bank, the following error.message will be displayed to

the customer:

“The system cannot process your cancellation request until <date>. Please re-submit your
request on or after this date.”
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Cancel a Direct Debit for Current Taxes
Please read instructions prior to cancelling a Direct Debit Instruction for Current Taxes.

DDOL Options Screen

The SEPA Direct Debit Guarantee
A « This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
[ ) Banks and Originators of Direct Debits participate.
I ™ « If you authorise payment by Direct Debi, then
T
U « your Direct Debit Originator will nofify you in advance of the amounts to be debited to your
3 account
smg\e Euro Paymenh Area  your Ba accept and pay such debits, provided that your account has sufficient
For information on DD avalaple funds M
— ;‘““ == « If it is established that an unauthorised Direct Debit was charged to your account, you are
. Bevenueg guaranteed an immediate refund by your Bank of the amount so charged where you notify
‘your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
. any event no later than 13 monihs after the date of debiting of such Direct Debit to your
i account.
« As part of your rights, you are entited to a refund from your bank under the terms and
condtions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank.
« You can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
Bank
« You can cancel the Direct Debit Instruction in good time by writing to your Bank.
) Once you add a SERA direct debit
SEPA Direct Debit Options application to your requests you wil
be able to submit
IT - Income Tax
Submit
Status: HiA
Employer {PAYE/PRSI)
o= Status: NiA
VAT - Value Added Tax
Status: Active
1D Mandate: £123t5
Next Debit Date: 24th December 2014
Last Updated: 1st December 2014
Revenue Home ROS Help Exit  Accessibility Eolas as Gasige  Certification Practice Statement Certificate Policy Statement  Privacy Policy Terms & Conditions ™
—_ .--.-__
igur 1 pti U e
Click ”Cancel" under the VAT Value Added Tax banner
A
o
pA = A Tour Requess §3}
ARARER
A B Bt P e
P pab i) b e e
LY
iy
X

Figure 52: Value Added Tax Banner Screen

Error message appears. Click “OK” to proceed with Cancellation. & "

|._ 3

56 4 .I (3, »
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e . .'ul :I



Tax and Duty Manual VAT and Employer Income Tax/PRSI/USC/LPT Direct Debit Guidelines

DDOL Options Screen with “Your Requests” field

“ OO ciccicoe o toeMmPSDGRESS ADEMSTRNCES R
SEPA Direst Dabit Online

| »

5

Singh Fun Fromnt ey

SEMA Direct Dobd Cplions

Figure 53: DDOL Options Screen with "Your Requests" field

The Cancel request is now in'the “Your Requests” field. In the “Your Requests” field, the
customer-also has the option te.“Edit”.or “Cancel” any amendments made. Click “Submit”
to proceed to the Summary Screen.

Summary Screen

H

REVEME RECORD PROFILE ORI PROCRE S AT SERVICES e

Surrmary

Canosl Valus Added Tax SEPA Direct Debit Gniins - _

T A T 13 i P A, 8 R 4 B B

CHBCHAINGA FLAMAEN * P i bidd 01 - ":i:

g | [T Y

I um | AR

Fastiance Detals

== ——

Figure 54: Summary screen

A reason for cancellation must be selected from the drop-down menu e.g. Ceased Trading.
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Click “Next” to proceed. Other reasons on the drop-down menu are:
= Revert to standard filing pattern.

= Customer Deceased.

Sign & Submit Screen

Revere ﬁ

Hin st i g s YT MR BECOAD PROFILE TAORK W PRDCAESS AT SERCES PRAE

Direct Debit Instrucbce

LT WRARICTNN |8 P00 B3 Do WA EITVRA T, PIE RS SADN Bre] S40 PR Oy VMR AN [ BAANT ek
| I vBU Wi 13 P e R3S oF R4S IRaR 230N GO Dh e DArB3 R MaIEed

Combme [

| dan P peerd

Figure 55: Sign and Submit Screen

The “Certificate” field is pre-populated. Enter ROS password and click “Sign & Submit” to
complete the application or click “Back” to return to the Summary Screen.

ROS Acknowledgement Screen

REVEME RECORD PROFILE ORI PROCRE S AT SERVICES e

Figure 56: ROS Acknowledgement Screen

Confirmation of the Direct Debit Instruction, with a notice.number, will issue to the
customer’s ROS Inbox showing the Status as Success.

The Direct Debit for VAT is now cancelled
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Create a Variable Direct Debit Instruction for Employer Income
Tax/PRSI/USC/LPT

Manage Bank Accounts

You can choose to make and receive payments to and from Revenue using your bank account by means of ROS Debit Instruction and Direct Debit. You can also
make payments using MasterCard or VISA debit and credit cards. Certain repayments or refunds can be made by means of Electronic Funds Transfer.

ROS Debit Instruction SEPA Direct Debit Instruction Refunds

Set up a ROS Debit Instruction (RDI) o allow fast one You can choose to make maonthly payments to Revenue  Certain repayments or refunds due to you {
off payments directly from your bank account whenfiling ~ for current taxes. can be paid directly into your bank account
a refum or payment. Electronic Funds Transfer.

Manage RDIs ¥ Select a Direct Debit Type.. 7 Manage EFT

Figure 5;: R ervices Page
ick “Manage Bank Accou
Pé Direct Debit Instruction”

Manage Bank Accounts

You can choose to make and receive payments to and from Revenue using your bank account by means of ROS Debit Instruction and Direct Debit. You can also
make payments using MasterCard or VISA debit and credit cards. Certain repayments or refunds can be made by means of Electronic Funds Transfer.

ROS Debit Instruction SEPA Direct Debit Instruction Refunds

Set upa ROS Debit Instruction (RDI) to allow fast one You can choose to make momnly payments o Revenue Certain repaymems or refunds due to you from Rey
0ff payments directly from your bank account when filing ~ for current taxes. can be paid directly info your bank account by mea
a return or payment. Electronic Funds Transfer.

Manage RDIS = Variable Direct Debit v Manage EFT %

Manage Direct Debits %

_

Figure 58: ROS My Services page expa

Select “Variable Direct Debit”’
Click “Manage Direct Debits”
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€ Back

Variable Direct Debit

The Variable Direct Debit Scheme is for you if you wish to authorise (A) the Revenue Commissioners to send
instructions to your bank to debit your account and (B) your bank to debit your account in accordance with the
instruction from the Revenue Commissioners. The amount owed to Revenue at the time of payment will be

based on the balance outstanding for the period in question and therefore may be variable. Learn more 7

Your Existing Mandates

You currently have no Variable Direct Debit mandates set up.

Create New Mandate =2

Figure 59: Variable Direct Debit page

Select “Create New Mandate”

Payments

€ Back

Create Mandate

Select the registrations you would like to add to your mandate.

Add Registrations

Tax Type Tax Number Add to Mandate?

I Employer PAYE /PRSI [ ] v

Figure 60: Create Variable Direct Debit screen

Select a Registration number from all available registration numbers that can'be selected for
Variable Direct Debit

Click “Next”
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A

Create Mandate

Please enter your bank account details and read and accept the terms and conditions.

Bank Details

Name of Account Holder

Test

Address of Account Holder

Address Line 1

Test

Address Line 2

Test

Address Line 3

Test

Country

Ireland

Add Additional Account Holder Name and Address

G 4
A
Q

61 ®
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BIC (optional)

aibkie2d

IBAN

Originator Details

Originator
Direct Debit Unit, Collector General, Sarsfield House, Limerick
Originator Number

IEB1ZZZ300729

Declarations

I declare that | authorise (A) the Revenue Commissioners to send instructions to my bank to debit my
account and (B) my bank to debit my account in accordance with the instruction from the Revenue
Commissioners. As part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks starting from
the date on which your account was debited. Your rights are explained in a statement that you can
obtain from your bank.

I confirm that this account can accept a Direct Debit.

I confirm that | have read and accept the terms and conditions. A

o> I

Figure 62: Variable Direct Debit Bank Details screen expanded

Enter required details - Name, Address, BIC (optional) and IBAN

Tick the Declarations and click on “Next”
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Create Mandate

Summary

Are these details correct?

Mandate Details

m
—

Tax Type Tax Number

I Employer PAYE /PRSI ]

Bank Details

rr'
—_

Name of Account Holder
Test

Address of Account Holder
Test, Test, Test, Ireland

BIC

aibkie2d

IBAN

ie19aib kNG

You will receive a notification with the date of your first payment when your application has been submitted.
Subsequent payments will be deducted on the third last working day of every month.

Figure 63: Variable Direct'Debit Create Mandate Summary screen

A Summary screen with alljof the details that were entered will be displayed
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You will receive a notification with the date of your first payment when your application has been submitted.
Subsequent payments will be deducted on the third last working day of every month.

Declarations

- | declare that | authorise (A) the Revenue Commissioners to send instructions to my bank to debit my
account and (B) my bank to debit my account in accordance with the instruction from the Revenue
Commissioners. As part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks starting from the

date on which your account was debited. Your rights are explained in a statement that you can obtain

from your bank.

= | confirm that this account can accept a Direct Debit.

= | confirm that | have read and accept the terms and conditions.

Figure 64: Variable Direct Debit Declaration screen

Click on ‘Submit’

Sign & Submit
Certificate I © Hep

Enter Password ssccscnsl

Sign & Submit

0%

Figure 65: Variable Direct Debit Sign and Submit screen

ROS user must “Sign and Submit”
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Payments

Acknowledgement

Thank you. Your request to set up a Variable Direct Debit mandate has been received.

Upon completion of this request, Revenue will send a confirmation letter confirming your bank details, mandate
number and deduction details

Back to ROS =

Figure 66:Variable Direct Debit Acknowledgement screen

Acknowledgement screen received once completed

+ Back

Variable Direct Debit

The Variable Direct Debit Scheme Is for you if you wish to authorise (A) the Revenue Commissionars to send
instructions to your bank to debit your account and (B) your bank to debit your account in accordance with the
instruction from the Revenue Commissioners. The amount owed to Revenue at the time of payment will be
based on the balance outstanding for the period in question and therefore may be variable. Learn more A

Your Existing Mandates

Mandate Tax Type Tax Number{s) Status Action

number

I emoloyerpave/prs ACTI Amend
Cancel mandate

Create New Mandate -

Figure 67: Variable Direct Debit page with Amend and Cancel options

Once the Variable Direct Debit is set up the customer has the option to Amend or Cancel the
mandate
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