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Summary

Guidance relating to specific aspects of registering for and using MyEnquiries is
available in linked manuals:

Part 37-00-36 MyEnquiries

Part 37-00-36A" Access to and registering for MyEnquiries

Part 37-00-36B  Submitting and managing Enquiries: the Enquiries Record
Screen

Part 37-00-36C  Tracking of Enquiries

Part 37-00-36D Notifications.about Enquiries, including tax clearance and
eCG50 applications made via myAccount

The information in this document is provided as a guide only and
is not professional advice, including legal advice. It should not be
assumed that the guidance is comprehensive or that it provides a
definitive answer in every case.
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1 Access to MyEnquiries via myAccount, ROS or LPT

1.1  myAccount

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

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

1.2 ROS

Business customers who have a ROS digital certificate can access MyEnquiries using the ‘My
Services” tab under ‘Other Services’.

Business custemers who do not have an active ROS digital certificate can register for ROS.
(Please note that if business customers register for ROS in order to access MyEnquiries they
will receiveitheirtax returns and other correspondence electronically rather than in paper
format.)

Foreign-based agents/advisors who have a TAIN but have no Irish tax reference number can
register for ROS using their TAIN (i.e. no tax reference number is required).

See paragraph 3 of this. manual for more detailed information about MyEnquiries in ROS.

1.3%" MyEnquiries link'from Local Property Tax (LPT)

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

See paragraph 4 of this manual for more detailed information about MyEnquiries in LPT.

2 MyEnquiries in myAccount

MyEnquiries can be accessed.in myAccount by:

- clicking on the MyEnquiries link under ‘Manage my record’, or

- clicking on MyEnquiries in the taskbar at the topright of myAccount.
You are brought directly to the Enquiries Record screen (Inbox).

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


https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
https://www.revenue.ie/en/online-services/services/register-for-an-online-service/register-for-myaccount.aspx
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust
http://www.ros.ie/PublisherServlet/info/setupnewcust

Tax and Duty Manual Part 37-00-36A

|"~"-"l_-"-'f_" I 38 M f-_J'AI:CDll nt 7 My Documents & My Profile = [ My Enquiries
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Tax services

Employees and Pension Recipients: Manage your tax 2018 Property Owners Local Property Tax (LPT)

manage your tax record, claim credits, = Vigw, filz and pay your LPT

declare income, submit a return and Review your tax 2014-2017 = LPT waluation guide: average market Home Renovation Incentlve

register your new job or pension. (Form 12 or walue of properties as at March 2013

To get an End of year statement (P21} End of year stavement (P21)) = Claim :: relisf on the rencvation of a  Help To Buy

e R prope|

click "Review your tax. Add Job or Penslon = Claim tax relief on mortgage interest LPT Valuation Gulde

To get a Tax credit certificate click paid

"Manage your tax. . ) Clalm Mortgage Interest Rellef
First Time Buyers: Vigw or start your

Learn more Help To Buy application.
Learn more

Payments/Repayments @
Drivers & Passengers with Disabilities: Drivers & Passengers with Payments: make payments online far Make a Payment
apply for tax relief on adapted wehicles Disabilit maost tax types and view your payments
and claim fuel grant. Lisablitles history. View Payments History
Wehidle Owners: Upload a VAT Certificate VRT Certificate of Conformity eRepayments: make repayment claims
of Conformity. and check status of submitted claims for eRepayments
WRT Calculator: sstimate VAT due on a VRT Calculator = Specific VAT repayments for

unregistered persons

«car, small commercial vehicle or motor | ; - .
= Mineral @il Tax paid by certain sectors

oycle. Estimate any repayment of VAT
due on the export of a car.
LEam more

Learn more

Manage My Record: & range of services to manage and vpdate your record and

make enquiries.

Learn more

T Tax Reglstrations

My Enquiries Tax Clearance

Recelpts Tracker Update Bank Detalls for PAYE

My Documents Refunds

. Ef
Figure 1: myAccount menu (webpage) showing the tﬁ to access My i
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3 MyEnquiries in ROS

3.1 Link to MyEnquiries (Individuals)

In the case of individual customers, the link to MyEnquiries can be found under the ‘My

Services’ tab in the ‘Other Services’ section.

Note: customers can add ROS services to ‘My Frequently Used Services” and MyEnquiries is
__also accessible from there.

zan MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES
Tax Clearance

My Frequently Used Services Add a service @

MyEnquiries

F

= W File a Return

L

Complete a Form Online

Upload Form(s) Completed Offline

Payments & Refunds

Submit a Payment

Manage Bank Accounts

Other Services

MyEnquiries Drivers & Passengers with Disabilities Mobile Access
i & oy E
Figure 2: ROS access to My q,wﬁles‘*([ndlvndual’s screéﬁ‘) o
'\.._I"H,_:' .: __.'"_ J )
s
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3.2 Link to MyEnquiries (Agents/Advisors)

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

GAEILGE FE

PROFILE ADMIN SERVICES

MyEnquiries P2C Search Mobile Access

View Property History

Manage Financial Statements

Upload Multiple Financial Statements

S A
Figurﬁ}ilys_.access to MyEnqui_ﬂe&MFent’s screen)
W . Y
v 4 il o
J . . ) , .
3.3  ROS Administrator —access.and management functions

: 1 N B
Access "B " . W

The MyEnquiries"l‘c:'.op_ﬁ's"z'always visible to,F.(’O.S'-q}:Iministrators. For ‘sub-users’ the icon only
displays if the user-has permissions on an a_g;t'i\'/(_a'l\_/l__s_iEnquiries email address and have been
set up for MyEnquiries?_bQ:y/t/h:b_B‘OS Administracggf. .

The ROS Administrator m”u@_t '§et"up an email addres;-'_i;é b_e used with MyEnquiries. When an
email address has been set up, clicking on the MyEni_}uiFié‘sl button on the ‘My Services’
(individual) or ‘Agent Services’ (agen:_t-')_; tab redirects the_:A_q"rﬁi.pistrator to the MyEnquiries

application. ly” & -.-'__ Tty

e

If no email address has been set up, :tﬁ_e:.Adipjnistrator receives ;c'lﬁe_ following message when

they click on the ‘MyEnquiries’ icon. Thismessage explains how to set up.an email address
for use with MyEnquiries. _;/ ¥ e

[ = L:" 4

MY SERVICES REVENUE RECORD PROFILE WORHK IN PROGRESS ADMIN SERVICES -
MyEnquiries

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

: . - -
Figure 4: ROS Informational screen P
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Management and administration functions

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

AGENT SERVICES

REVENUE RECORD PROFILE ADMIN SERVICES

Administration Services

LIVE TEST CRS

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

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

relevant option box below.

Additional information about these functions.

select surname Firstname 1D Ref. system Password status _
Add New
SUB-CERT TEST MCTEST & REGISTERED

Addresses

Other Functions

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

MyEnquiries

Figure 5: ‘Admin Services’ screen

The ROS Administrator can grant MyEnquiries access to sub-users by selecting the sub-user
and clicking the ‘MyEnquiries Permissions’ button. Access to MyEnquiries is determined by
email address and the tax registration number or TAIN associated with the ROS digital
certificate. It is possible to set up more than one email address.

Sub-users who share the same (or group) email address for MyEnquiries can view the same
enquiries and Revenue replies. It is.the responsibility of the ROS Administrator to manage
sub-user access to MyEnquiries through the management of email addresses. Sub-users with
Administrator permissions also have access to the ‘Admin Services’ tab and the MyEnquiries
management function buttons.

If no sub-users are set up, the screen looks:like this:

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Administration Services

LIVE TEST CRS

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

There are currently no individuals linked to this certificate Add New

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

Manage
MyEnquiries.

Figure 6: ‘Admin Services’ screen (no sub-users)
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GENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

i Add New Email Address

Enter Hew Email Address

Verify Email Address

Mew email address sdded successiully.

i MyEnquiries Email Addresses
Show Removed Addreszes? L
Show | 10 L Filter:
Email Address = Status % Action

JOEELOGGS@GMAIL.COM ACTIVE EI

Showing 1 to 1 of 1 entries Pravious 1 ezt

Figure 7: ROS ‘Setting up an email address for MyEnquiries’ screen

ROS Administrators can set up one or more email address for use with MyEnquiries. Old
email addresses can be deactivated but not deleted. The ROS Administrator can access all
enquiries submitted underany of the email addresses set up in this way. To set up a sub-
user for MyEnquiries, the.email address of the sub-usér must first be set up in ‘MyEnquiries
Permissions’.

3.4 Sub-User access

ROS Administrators can give sub-users access to MyEnquiries by allowing them access to an
email address that has permission to.access MyEnquiries.

Please note that access is based on the email address. If two users are given permission to
access MyEnquiries with the same email address, for example a group.email address, they
can view each other’s queries regardless of whether they are an Administrator or a sub-user.

In the ‘Admin Services’ tab, select the sub-user and click the “MyEnquiries Permissions”
button.
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AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES
i Permissions

~ ) rtificate for user TEST SUB-CERT. You can amend permissions for this certificate by using the table below.
Checking the status checkbaox adjacent to an
email address will give the selected sub cert
access o MyEnguiries messages associated
with the email address.

_ n

Mo data available in table

Filr:

' Showing 0 to 0 of O entries Previous Mext
“

> =
Figuf'éfé_: ROS ‘Sub-User Access’ screen

v 4 AR,

This links to the ‘Permissions’ screen.
I"x “'be e

Ao,

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

i Permissions

“ou have sslected the sub certificsts for user JOE BLOGS. You can amend permissions for this certificsts by using the table below.

Show | 10 Filter:
JOEBLOGGS@GMAIL.COM
Showing 1 to 1 of 1 entries Previous 1 Next
-
g ! - . i
[+ ¥ . A
Figure 9: ROS ‘Permissions’ screen ¥ i
3 . Fonn
- e -

i i I N

.

e Tick the Status box beside the emai ladc ress the sub- user |s usmgfor MyEnquiries
(more than one email address can bx

cte ) '":,e-j}"
e Submit the changes. /9'@ - -/ﬁ

e The same process works in reverse — uﬁ/cktﬁe box to remove pe'rmlssmns

g = " .
i F i
E

3.5 Accessing MyEnquiries '. -

ROS Administrator: If more than one email address haS been setup in ROS, users have the
option to select which of those email addresses they want tq-use at that time. '1*

P

a3 a
Sub-user: If the ROS Administrator has set up more than one! é,'m'qrf address for the su/bfﬁser

to use with MyEnquiries, they must select the email address th-Ey wish to use at that time.
b .-I r "'-. =
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English / Gaeilge

Revenue ﬁ

Ciin agus Cusialm ea hEireann

Select eMail Address

Select eMail Address | joERLOEEEEE) e . g

EELOGGS@GMAIL. COM

Figure 10: ‘Select eMail Address’ screen

The Enquiries Record screen (Inbox) for the selected email address is displayed. Only one
email address can be viewed at a time. A user must exit MyEnquiries to select another email
address.

An enquiry can be submitted by clicking the ‘Add New Enquiry’ button which brings up the
‘Add a New Enquiry’ screen below.

Further information on how to submit enquiries can be found in the Tax and Duty Manual
37-00-36B - Submitting'and managing Enquiries: the Enquiries Record Screen

4 MyEnquiries accessed from Local Property Tax (LPT)
MyEnquiries link from Local Property Tax (LPT)

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

Local Property Tax

including Household Charge arrears

2020
=

Cork County Council
(32768040H)

Contact us if the Local Authority is wrong

Your Household Charge Please update your HC arrears
arrears: £200.00 @ Update your HC arrears record record before settingup a
payment.
Current Status:

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

(@ You have an action outstanding fi 3 LPT record.

(@ You have an action outstanding fi L
G) You have an action outstanding for your 2015 LPT record.

Figure 11: LPT screen

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

MyEnquiries

& mysccount nomepage - Enquiries Record

Tax Reference Number
KOO

Tax Reference Type
cusT

Previous Enquiries Search provious enguiries

Select for archive Enquiry ID Date » Enquiry relates to Maore specifically Reference

You have no pravious enquiries

Showing 0 to 0 of 0 entries Provious Next

Archive Ticked Items

view Archive

Add New Enquiry =

Figure 12: Enquiries Record screen (Inbox)

You can submit:an'enquiry by clicking the ‘Add New Enquiry’ button which brings you to the
‘Add a New Enquiry’ screen.

5 “Problems with registration, login etc.

e MyEnquiries: If you experience any difficulty in using MyEnquiries you should email
MyEnquiries@revenue.ie. Please note that this mailbox should not be used to (i)
submit general taxation queries, or (ii) seek progress reports on previous enquiries
submitted via MyEnquiries (wWhich can be done through the tracking facility as set out
in the linked manual 37-00-36C).

Personal Division operate this mailbox and deal with any enquiries regarding the
operation of MyEnquiries.

e myAccount: If you have any difficulty registering for myAccount you should contact the
myAccount Registration Unit as below

phone: 01738 36 91
(callers from outside the Republic of Ireland should use + 353 1 738 36 91)

Email: RegisterForMyAccount@revenue.ie.

e ROS: If you need technical assistance with using ROS or logging in, you should call the
ROS Helpdesk on 01 738 36 99.
(Callers from outside the Republic of Ireland should use + 3531 738:36 99).
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