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1 Background

Revenue Receipts Tracker is a free mobile app, to help you easily keep track and save
certain receipts, images and expense details. You can record receipts relating to the
following:

e Health, Medical, Dental and Nursing Home Expenses

e Remote Working Relief (for 2020 onwards)

e Rental Property Expenses

e Stay and Spend

e Trade or Business Expenses

e Other expenses and documents, for example tuition fees

The Revenue Receipts Tracker App (RRTA) provides an option to save and securely
store receipts details and/or images to Revenue storage. The benefits of uploading
your receiptiimages include not having to retain the original receipt images and
details of your expenses, and the details are available to assist the completion of
your income tax return (see section 4.1). If you chose not to save your receipt images
and details to Revenue storage, you must retain the original receipt for a period of 6
years.

You can also securely upload receipts details and/or images using the Receipts
Tracker imsthe web version.in myAccount or ROS. Both can be accessed on
www.revenue.ie.

In order to'claim any tax credits or reliefs due, as a result of receipts uploaded, an
Income Tax Return must be completed.

2 How to accessRevenue Receipts Tracker App (RRTA)

The RRTA is available to'download free from the Apple App Store and the Google
Play Store. It is available for both smart phone and tablet devices which have
operating systems as follows;

e Android 8.1 onwards;
e jOS 12 onwards.

The RRTA is not available for download from.the Windows App Store or for mobile
devices using Windows operating systems:

You need to have access to the internet to use the RRTA. It is recommended that you
connect to Wi-Fi, particularly when using the RRTA to save images of receipts to
Revenue storage (see section 5.1).

The image below shows the RRTA icon, as it appears on mabile devices after
download:


https://www.revenue.ie/en/online-services/services/common/manage-your-receipts-with-receipts-tracker.aspx
https://www.revenue.ie/en/online-services/services/common/manage-your-receipts-with-receipts-tracker.aspx
https://www.revenue.ie/en/online-services/services/common/manage-your-receipts-with-receipts-tracker.aspx
https://www.revenue.ie/en/online-services/services/common/manage-your-receipts-with-receipts-tracker.aspx
https://www.revenue.ie/en/online-services/services/common/manage-your-receipts-with-receipts-tracker.aspx
http://www.revenue.ie.
http://www.revenue.ie.
http://www.revenue.ie.
http://www.revenue.ie.
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Figure 1 The Revenue Receipts Tracker App icon

3 Requirements to sign in to the RRTA

In order to sign in to the RRTA customers will need to be registered for myAccount or
ROS. PAYE.only customers should use myAccount while self-employed/chargeable
customers must use ROS.

Information on"how you can register for myAccount can be found here. Information
on how you can register for ROS can be found here.

Once the RRTA is downloaded, you can choose a language preference and access
information about the RRTA from the Menu.

3.1 How to choose the language preference and Menu options

If you wish to use RRTAvin the Irish language, you can select ‘Athraigh go Gaeilge’ on
the top left-hand side of.the sign-in screen. Your preference will be saved for future
use of the RRTA.

You can also access information about the RRTA in the Menu, which is accessible at
the top right-hand corner of the sign-in page and the.homepage once a you have
signed in.


https://www.ros.ie/myaccount-web/register.html?execution=e4s1
https://www.ros.ie/myaccount-web/register.html?execution=e4s1
https://www.ros.ie/ros-registration-web/ros-registration;rjsessionid=0BA690D48018E3AADCB9FE08DCAF9D93?execution=e1s1
https://www.ros.ie/ros-registration-web/ros-registration;rjsessionid=0BA690D48018E3AADCB9FE08DCAF9D93?execution=e1s1
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3.2 How to sign in to the RRTA using myAccount registration details

When you are registered for myAccount you must enter your PPS number, date of
birth and myAccount password. If you are a ROS customer, you must follow the
instructions set out in Appendix 3.

In order to use the RRTA you must agree to the Terms of Use each time you sign in.
The Terms of Use include information about the type of data collected, the retention
period and information about saving receipts details and images to Revenue storage.

| agree 1o thi

SN in with ROS

B vt realstoned s EnEnt? Bealater mos
Mot el reqistersd Tor AVACCHUnt Y BigIsTar now

Figure 4 Revenue Receipts Tracker App‘myAccount sign in screen

3.3 How to download a ROS mabile certificate

If you are a ROS customer, you can access the RRTA by using a ROS Mobile
Certificate. Mobile certificates are sub=user.certificates thatare'set up from the
Mobile Certificate link under Other Services in-ROS. Please refer to the instructions
here or follow the steps in Appendix 3 to download a ROS mobile Certificate.

Please note that mobile certificates are created with full ROS filing and
administrative permissions — the person using that certificate has full access to all
ROS functions if that certificate is used to log on to ROS.

Tax agents and solicitors who have registered TAINs should note that TAIN
certificates cannot be used to access the RRTA.


https://www.revenue.ie/en/online-services/support/documents/ros-help/how-to-access-the-receipts-tracker-app-using-ros.pdf
https://www.revenue.ie/en/online-services/support/documents/ros-help/how-to-access-the-receipts-tracker-app-using-ros.pdf
https://www.revenue.ie/en/online-services/support/documents/ros-help/how-to-access-the-receipts-tracker-app-using-ros.pdf
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If you need to download a replacement ROS mobile certificate for the same device,
you should access the ‘Menu’ on the RRTA homepage and click on ‘Download ROS
certificate’ (see Figures 39 and 40 in Appendix 3).

A unique mobile certificate is required for each mobile device. There is no limit on
the number of mobile certificates you can download.

The mobile certificate is stored in the RRTA’s internal browser. Therefore, the
certificate will be lost if the RRTA is deleted or data is manually deleted, i.e. deletion
of files in the RRTA from the mobile device memory.

4+ Saving receipt details to Revenue storage

On first-use, when you are using the RRTA, you will be brought directly to the
‘Uploading to Revenue storage’ screen. On this screen you will be asked whether or
not you want to save your receipts details and/or images to Revenue storage. You
will also be provided with information about uploading your receipts data to
Revenue storage. You will also be provided with information should you wish not to
upload receipts datato Revenue storage.

You can confirm your chosen saving option by clicking:

- ‘Yes - Upload my receipts data’ or
‘No — I'will manage my receipts’.

It is strongly recommended that you upload your receipts data and images to
Revenue storage.

[ Oploading to Hevenue storage |

I you choose 1o upkoad your necesss data and

TECEIDTS 10 REVENULE S10Ta5E: Yes - Upload my receipts data

= You do not have 1o keep the original
receipt, However, you must be satisfied
that the images are clear, readable and
complete;

Mo - I'll manage my receipts

= W can check your receipts without
contacting you directly if we need to werify
any of your claims or returns (we may still
need o contact you howewer);

= Youwr receipts data will appear on your Form
1 or Income Tax Return Form to help you
when you are complating your income tax
return. A Form 11 or Income Tax Retuwrn will
need o be completed and submitted in
arder ta claim amy refund due as astomatic
refunds will not issue;

= Your RecsHpts tracker on your mobile
device and on the Revenue.ie web wersion
of the application will be in sync. This
rmeans that, if you lose youwr mobile dewvice,
you will 51ill have access to your receipis
diata and receipts on the web version in
rrypAccownt or ROS on Revenue.ie,

No - Fll manage rmy receipts

If you decide to stop saving 1o Revanue storage,
you can do soat any time by clicking ‘Do not save’
on the Receipts tracker home page. To delete
receipts and details previously saved to Revenue
storage, you must also delete them from the web E
version of this application an myAccount or ROS on
Revenue e, You should keep the original receipt or
‘get a replacement of the original receipt befare you
delete your receipts from this application. Future
receipts details entered in this mabile application
will also not be available to view through
myAccaunt or ROS.

If you decide to save to Revenue storage, you can
do so at any time by clicking on 'Save now’ on the
Receipts tracker hame page. By clicking on ‘Save
now, receipt images and receipts details already
entered in the Receipts trackar on your mabile
device will all be uploaded to Revenue storage.
Future receipts details entered in this maobile
application will also be available to view through
myAccaunt or ROS on Revenuee. If you are
uploading a large volume of receipts, you may want
to connect to Wi-Fi.

Figure 5 ‘Manage my receipt saving options’ screens on.first sign in to RRTA

You can change your saving option at any time by following the instructions set out
in section 4.3.
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The next time you sign in to the RRTA you will be brought to the RRTA homepage.
On this page you can choose your language preference, access Menu, access links to
more information about the different expense categories on www.revenue.ie. You
can also ‘Manage your receipt saving options’ or choose ‘Manage my receipts’.

If you click on ‘Manage my receipts’ you will be able to add a new receipt or view
existing receipts details and images already saved using your mobile device. If you
have chosen to save to Revenue storage you will also be able to view receipts data
saved using Receipts Tracker in myAccount.

4.1 .Benefits of saving receipts details to Revenue storage

When'you choose to save receipts details and/or images to Revenue storage, you:

a) Do.not have to retain original receipts. However, you must first be satisfied
that uploaded images are clear, readable and complete;

b) Will have your receipt information in automatic sync in both the RRTA
version and web version of Receipts Tracker in myAccount. Should you lose
your mobile device, you still have access to the receipt details and/or images
in myAccount or ROS in the web version;

c). Canssee your receipt details under the Health, Stay and Spend, Remote
Working.and Tuition categories automatically appearing on your online
annual Income Tax Return, making it quicker and easier to complete!; and

d) Will reduce potential contact from a Revenue caseworker in the event of
verification checks being undertaken on your claims or tax returns.

4.2 Opting not to save to'Revenue storage

Where you opt not to save to.Revenue storage, you must retain original receipts for
six years. Furthermore, you will not have access to benefits b) to d) inclusive, as
outlined in section 4.1.

In order to claim Stay and Spend tax credit and.Remote Working Relief, for utility
bills paid in 2021, you should choose the ‘Yes — upload my receipts data’. The
uploaded qualifying amounts entered from that point onwards will-be available to
claim in your Income Tax Return. You will need to complete an Income Tax Return to
confirm the amount you have uploaded and to claim the tax credit or relief.

1 Receipts recorded under Trade, Rental and Other categories are availableiin the Receipts Tracker on
myAccount or ROS to assist the completion of your income tax return.


http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
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4.3 How to change saving preference
You can change your saving preference at any time by going to the RRTA homepage

and clicking the ‘Manage my receipt saving option’ and choosing either:

- ‘Yes - Upload my receipts data’, or
- ‘No — | will manage my receipts’.

Oploading to Revenue storage

It Wil Chic=0Se 00 UpAaad i fecants data and
MECEBTS 10 Rewanue SIorege:

@  Athraigh go Gaeilge

Receipts Tracker

= Youw do not have 1o keep the original
recgipt, However, you must be satistied

The Receipts Tracker service allows you to record and that the images are clear, readable and

keep track of your receipts for expenses. These expenses

include: complete;
Health # ‘We can check your receipts without
I contacting you directly if we need to werify
Remote Working ary of your claims or returns (we may sl

et h E
Rental need o conmtact you howewer);
« Your receipts data will appear on your Form

Stay and Spend
11 or Income Tax Return Form to help you

Trade when you are completing your income tax
raturn. A Form 11 or Income Tax Return will
Other expenses and documentation need to be completed and submitted in

order to claim any refund due as avtomatic

You can save recelpt details and Images for the current - N
P 9 rafunds will mot issua;

year and the previous 4 years. The time limit for making
claims for eligible expenses s 4 years. An Income Tax
Return will need 1o be completed and submitted in order 1o * Your Recsipts tracker on youwr mobile

claim any refund due as automatic refunds will not issue devica and on the Revenuwe.ia web version
of the application will be in syne. This
rmeans that, if you lose youwr mobile device,

earn more about uploading receipts data t

you will 51ill have access to your receipls

data and receipts on the web version in
ryfccownt or ROS on Revenueie,

T |

Figure 6 ‘Manage my receipt saving options’ and ‘Uploading to Revenue storage’ screens

Where you have saved receipts to Revenue storage and stop doing so, any receipts
details and/or images already saved will remain saved. As the RRTA will no longer
be in sync with Receipts:Tracker in myAccount or ROS if you delete or amend a
receipt in the RRTA the details will remain unchanged in myAccount or ROS.

To delete receipts details and/or images previously saved to Revenue storage, you
must also delete them from.the web version of the Receipts Tracker on
www.revenue.ie. You can delete receipts details and images by signing into
myAccount or ROS, going to Receipts. Tracker on the “‘Manage My Record’ card and
delete the relevant records. Youshould ebtain and keep replacements for the
original receipts before deleting. Future receipts details and/or images entered in
the RRTA version will not be available to view in.myAccount orzROS in the web
version on www.revenue.ie. In addition, your receipt details will not be available in
your Income Tax Return.

If you did not save to Revenue storage and start doing so, receipts details and/or
images entered from that time onwards will upload to'Revenue storage. Receipt
details and images previously saved to your device will not upload to Revenue
storage and will need to be re-entered in order for them to sync and be available on
myAccount or ROS. It is recommended that you connect toe Wi-Fi if you wish to
upload a large volume of receipts and/or images.


http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
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5 Using Revenue Receipts Tracker App

You can record receipts details and images by clicking on “Manage my receipts” on

the homepage.

. You can save receipt details and images for the current

. Athraigh go Gaeilge

Receipts Tracker

The Receipts Tracker service allows you to record and
keep track of your receipts for expenses. These expenses
include:

* Health
* Remote Working
* Rental
+ Stay and Spend
* Trade

* Other expenses and documentation

e —m

year and the previous 4 years. The time kit for making
claims for eligible expenses Is 4 years. An Income Tax
Return will need to be completed and submitled in order 1o
claim any refund due as automatic refunds will not issue.

Learn more about uploading receipts data to
Revenue =

Manage my receipts 2

Manage my recelipt saving options

|
»
Figu‘Manage my receipts opti ithin RRTA’ screen

You can record receipts de er the followin ries and
sub-categories/types of expenses; ‘

. 8,
%

y

®

10
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Category Sub-Categories/Types
Dental Nursing Dental and health Nursing home
Health General (non-routine) home expenses refunded fees refunded
Remote
Working | Heat/Electricity Broadband
Other
Rental Repairs Interest expense Capital Expenditure
Stay and Accommodation
Spend Accommodation and food Food
Capital
Trade Expenses expenditure
Professional Services
Withholding Tax Tuition
Other (PSWT) Pension fees Other receipts Documentation

Table 1: List of expense categories and sub-categories.

The links in Table 1 provide information which is available on www.revenue.ie
regarding qualifying expenditure and expenses.

You.must provide the following details for each receipt entered:
e | Category;
* Type;
e | Date of expense;
e Description of expense;
e Amount of expense.

Additional details must.be entered for'some categories of receipts. For example, the
name of the student must:be entered for tuition fee receipts.

You can also choose to record images of receipts in-support of the expense. It should
be noted that it is mandatory to record a receipt image for the Stay and Spend. ltis
also mandatory to record areceipt image for Remate Working when recording
expenditure for 2021 and all future years. You should ensure that you have chosen
the ‘Yes - Upload my receipts data” under ‘Manage my receipt saving options’.

5.1 How to record images of receipts

You can take a picture of the receipt from within.the RRTA or can upload an image
from the mobile device’s camera roll. To attach a picture to a receiptivia the RRTA,
you must allow the RRTA access to the mobile device camera/photos. You should
follow the onscreen instructions for allowing the RRTA access to the camera/photes,
as the steps may be different, depending on your mobile device.

You should select “Add receipt +” and “+ Add an image”. You will be presented with
the following three options:

11


https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/index.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/what-are-qualifying-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/dental-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/dental-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/dental-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/dental-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/dental-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/nursing-home-and-additional-nursing-care-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/nursing-home-and-additional-nursing-care-expenses.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/health-expenses/nursing-home-and-additional-nursing-care-expenses.aspx
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-15/15-01-12.pdf
https://www.revenue.ie/en/jobs-and-pensions/eworking/index.aspx
https://www.revenue.ie/en/jobs-and-pensions/eworking/index.aspx
https://www.revenue.ie/en/jobs-and-pensions/eworking/index.aspx
https://www.revenue.ie/en/jobs-and-pensions/eworking/index.aspx
https://www.revenue.ie/en/jobs-and-pensions/eworking/index.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/index.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/index.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/index.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/index.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/what-expenses-are-allowed.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/what-expenses-are-allowed.aspx
https://www.revenue.ie/en/property/rental-income/irish-rental-income/what-expenses-are-allowed.aspx
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e Take a picture now
e Photo library
e Skip

Aad receipt &

@ Add an image

| B Take a picture now@ ‘

Add an
image

Mot tug eipt image to Reve! PR Photo library @

Skip©

07/01/2021

Figure 8 ‘Add an image’ options screens

If you choose to take a picture;your device camera will record the receipt image.
You will then be given the optionto ‘Use Photo’. It will then appear on the expense
detail input screen. Alternatively, you can select ‘Retake’ in which case you can
retake the photo.

If you choose ‘Photo library’ you will be brought to saved photos on your device.
You can then select and click on the image you wish to use, and this will appear on
the expense detail input screen.

You should ensure that the receipt image relates to the expense detail and is clear
and readable.

If you choose to ‘Skip’, a warning will appear informing you that you must keep the
original receipt for a period of six years. It should be noted that it is mandatory to
record a receipt image for the Stay and Spend ‘category and.for Remote Working
utility expenses paid from 1 January 2021.

If using the Receipts Tracker, through myAccount or ROS on www.revenue.ie, you
can upload a receipt image from your files or photo library. For more information

see Chapter 7.
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5.2 Stay and Spend

The Stay and Spend tax credit may be claimed in respect of qualifying expenditure
incurred between 1 October 2020 and 30 April 2021 from service providers
registered for the Stay and Spend scheme. You are required to upload receipts
details and images to Revenue storage for qualifying expenditure incurred under the
Stay and Spend category from 1 October 2020. If, on initial ‘sign in’ to the RRTA, you
chose not to upload to Revenue storage, you can change your saving preferences by
following the steps in section 4.3.

Stay and Spend category, you must choose the type of service received:
ommodation
° modation and food
[ )

Health

Remaote Working

Rental

Accommadation and Faod -

Stay and Spend Food

Trade Cancel

© Ool®|O0 O O

Other

CANCEL OK

Figure 9 Stay and.S ven ubcategories and details to be entered
You must also upload a clear anéa image of th!ece' The name of the
restaurant/business providing the s nd We amoun e total bill should be
entered. As alcohol is not a qualifyin Kf the purpos the Stay and
Spend tax credit, the amount spent on ﬂchased with f uld be
entered separately. The alcohol amount e ill be deduct e total bill
amount and the net amount of expenditure h . The mini ount
spent (excluding alcohol) must be at least €25 i i transaction.
) (‘

13

o


https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx
https://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/stay-and-spend/who-are-qualifying-service-providers.aspx

Tax and Duty Manual

Part 38-06-06

?w

Stay and Spend

Accommadation and Feod

0Bn0020

overnight stay and meal
Dl Terwn Hotel, Cork

€ 7696

€ 2536

Met Taotal:

Figure 10 Stay and Spend details to be entered screen

Further information regarding the Stay and Spend Tax Credit Incentive can be found

here.

5.3° Summary of receipts/expenses recorded

The ‘Summary’ screen provides a summary of recorded receipts details. The value of
each receiptis automatically aggregated by category to generate the total.

By selecting your preferred option, you canchoose to display the summary of

receipts values by year, month and category.

&«

Summary

Select a year

‘ 2020

Breakdown by category Breakdown by month

ther-Tuition fees

Total: €273.00

€223.00

€50.00

Download receipts details (as PDF)

Figure 11 Summary of receipts screen
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Tax Agents have no access to their clients’ RRTA. However, you can download your
receipts details, with or without images, in PDF format. You can do this either
through the RRTA or you can log into myAccount or ROS via www.revenue.ie. You
can then send the PDF Summary Documents to your agent, if required.

You can return to the ‘My Receipts’ screen to add a new receipt or view existing
receipts by clicking ‘Receipts’ in the bottom left corner of the ‘Summary’ screen.
Alternatively, you can click ‘Back’ at the top of the screen to go back to the previous
screen.

5.4 How to download a PDF summary of receipts

You can choose to download a PDF summary of your receipts by clicking ‘Download
receipts_details (as PDF)’ on the ‘Summary’ screen for a particular year. You can
choose receipts details from the categories for which you have uploaded receipts
and you can also choose to include receipts images in the PDF summary. The PDF
summary will then be created and you will have the option to save to your mobile
device, send by email or. message. The options available to you depend on the
features available on your mobile device.

< Menu = Back Menl = | 0

........

BT B
. i Which receipts do wou want o dewnload?

Select a year

- Health

Bregidoen by cabeqory  Breakdown by month Othvar

Health-Ganera Q770
Rental

Other-Caher recaipts 330,00

Lo you wanl to include images in the PLF?
Bental-Exgansa €75.00

o
Total: €522.70 o (’
Mt =»
el
et e
r——
L

[Dcwnlun(l receipts details (as PDE) L]

= Receipts B Summary

Figure 12 Sequence to download a PDF summary of receipts details

5.5 How to edit or delete receipts details

Receipts details can also be viewed, edited or deleted by selecting the relevant
receipt. On the ‘My Receipts’ screen you can choose the receipt to be reviewed or
edited. For example, you can change the date or update the amount of expense.
When the ‘Save changes’ box is selected, confirmation of the successful amendment
will appear on the screen.
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A image
2030 - Mose: il Fou 0 nad upinad recept amage o Revenus 2030
wiorage cr if he receint image i rot clesr and resdabis
U Frazet kpap e origingl kar 4 peare.
Catopary Month Categary enin
Category .
Fartal
Type .
‘Dher €330.00 I Orthar €330.00
Expense -
Wiorking from home - €330.00 Working from heme - €330,00
o Oy - ey Pt Diata of awpania - o Cibir - CRbie reaits
1-08-2020 o 09 2020 W-6-1020
Rental 47500 Rontal €500
replacement curtaing €75,00 Diescription (max 200 characters) - replacement curtaing 75,00
Rertal - Expanse Rartal - Expanse
e aine replacemeant curtaing for rental proparty 9.89_3058
Health €115.65 Amnt . Health £115.85
€7
Sarals haws Besn 5 e

Savws changes

image

2020 - Mofs: il wour da nol uplosd ol image b Sevnus
wicrags or H e recwp! image b nol clesr and resdabile
yau et kpap e ariginal kar 4 pears.

Catogary Mcnth
Categary .
Rental
Type Dolato this rocoipt
Gihar €330,00 I e yous B 0 mant B2 Senie the

gL

bt - Sty PRl
083120

o Werking frons home - €330.00

o

replacement curtaing 75,00
Reral - Expanee
09.00-2128

Description (max 200 characters)

replacement curtaing for rental property

Add receipt +

E Summary St AR | Dbty I
Figure 14 Steps and screen$ sho how to delete a 'rec@

(96/
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6 Security features

Access to RRTA will require you to sign in using your relevant myAccount or ROS sign
in detail.

All communications between the RRTA and Revenue are encrypted and protected to
industry best practice.

f"’r} When you switch between different apps or if the mobile device is locked, you will

Ly

be automatically logged out after a period of 90 seconds and will have to re-enter
your sign in details.
A

. "'Y_ofi.éh_ould, of course, take normal data protection and security precautions e.g.

oy | 2% | . .
'pfgsswprd protect your mobile device.
"-E.-'-..Il_,-"" =L

“ -

7 How to access Receipts Tracker in myAccount on revenue.ie

. 4
T 1 ey, . . . . .
" The web version of Receipts Tracker is available in myAccount on www.revenue.ie. If

yoaiu wish to use myAccount in the Irish language, you can select ‘Gaeilge’ on the top
/ght hand side of thea\‘ivww revenue.ie homepage.

o
_— .-:.'.ﬂ"]'_

!'

Sign in e myAccount« r ROS | Gaeilge

Rl Q

\mportant end of year information for employees LPT - What to do In 2021

Your 2021 Local Property Tax (LPT) record is now available

COVID-19 Support schemes and you can fulfill your LPT obligations.

COvID-19 infermation and advice for taxpayers and agents

Customs ROROD service

Jobs and pensions Personal tax credits, \Jt and
exemptions

Life events and personal circumstances

Slariing wodk, emergendy Lax, clalming 3 refund, saimiage, saparation, having children, Hliness,

a

Figure 15 Reve -e,h'c:x-i'ne age - &
On the ‘Sign In’ page you must enter you'r"E.P ,date of birth an{ga-sword You
should then complete the reCaptcha and cllck‘Slgn ln You can also: SIgn in usmg
MyGovID. il i

E
Py
fhieei
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Feeme X | myAccount aelge

@ Number \
I:I If you have a verified MyGoviD account,

WOU £an use wour MyGovlD details to sign

Date of Birth in
B
WM Y Whiat Is MyGoviD?

o

Password

I S

Temporary passwords can also If you already have a temporary password,

be used ° wse this to sign in. You do not need to
register again.

Forgot Password?

Please keep your sign in details and
password secure and never disclose the:

to anyone
Leam More
o
o= - Fmnct & rokot
o rmEAETIL
r == i Sl e

Figure 16 myAccount ‘Sign In’ screen

.-}
- jﬁ}ou are not reglstef’fd for myAccount you can do so by clicking on ‘Register Now’
a‘ﬁd F‘jlowmg the steps IOJ,gg;ster for myAccount.

> B _'«_ v e,
Once y’éu have logged on to. myACCount you can access ‘Receipts Tracker from the
’Manage My Record' card. J: b

(i My Documents & My Profile ¥ [ My Enquiries

‘You can now view your payroll detalls as submitted to Revenue by your employer/penslon provider In myaccount. click here or the ‘Manage your tax 2021’ link In

the PAYE card to detall
Tax services
PAYE Services E
Manage Your Tax 2021: Update your tax  Manage Your Tax 2021 First Time Buyers: View or start your Help To Buy

record for this year. Help To Buy application.

Review Your Tax 2017-2020 LPT Valuation Guide

Review Your Tax 2017-2020: Complete Mortgage Interest Relief: claim interest

your Income Tax Return, request your Unpdate Job or Pension Details paid on a loan used to purchase, repair,  Claim Mortgage Interest Relief

Statement of Liability, view your develop or improve the home.

Claim Unemployment Property Ownership Transfer
Employment Detail Summary Repayment 2021 LPT Valuation Guide: information on
Update Job or Pension Details: Register average market value of properties as at
or cease your job or pension. Create a Summary of Your Pay March 2013

Claim Unemployment Repayment 2021:  and Tax Details
Apply for a repayment of Income Tax/

USC if you are out of work.

Create a Summary of Your Pay and Tax

Details: Create a secure document (PDF)

with your pay and tax details to share

with a third party e.g. a financial

institution.

Learn more

Learn more

Figure 17 myAccount Hbméb%%g_
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Manage My Record

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

Learn more

My Profile Tax Registrations
My Enquiries Tax Clearance
|Receipts Tracker | Update Bank Details for PAYE

Refunds
File CAT IT38 Return

My Documents
Letter of Tax Residence

Upload Supporting Documents Update Civil Status

Figure 18 Receipts Tracker on Manage My Record page

and images using the RRTA and have chosen to
they will be also be displayed here.

7.2 How a new receiptusing Receipts Tracker
o .
To enter receipt dew gle] lick ‘Add a new receipt’.

Revenue myAccount

Receipts tracker

€ myAccount homepage RECEiPtS tracker

This service allows you to record and manage receipts for your expenses
from 2016 onwards. You can also save Images of these receipts.

If you use the Revenue Receipts Tracker App and save your receipts to
Revenue storage, you will also see your receipts details here.

Learn more

Add a new receipt =»

-_—

2020
View 2020 receipts

Download receipts details (as POF)

» Summary: €200.00

Figure 19 Receipts Tracker HomepageE
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You can record receipt details under the following categories and
sub-categories/types of expenses:

Category Sub-Categories/Types
Dental Nursing Dental and health Nursing home
Health General (non-routine) home expenses refunded fees refunded
Remote
Working | Heat/Electricity Broadband
Other
Rental Repairs Interest expense Capital Expenditure
Stay and Accommodation
Spend Accommodation and food Food
Capital
Trade Expenses expenditure
Professional Services
Withholding Tax Tuition
Other (PSWT) Pension fees Other receipts Documentation

Table 2: List of expense categories and sub-categories.

The links in Table 2 provide information about qualifying expenditure and expenses
thatare available on revenue.ie.

Yousmustprovide the followingdetails for each receipt entered:
e / Category;
o Type;
e Date of expense;
e Description of expense;
e Amount of expense.

Additional details must be entered for some categories of receipts. For example, the
name of the student must be entered for tuition fee receipts.

You can also choose to record.images of receipts in support of the expense. It should
be noted that it is mandatory to upload a receipt image for the Stay and Spend
category and Remote Working utility expenses paid in 2021.

You should choose the expense type that you wish to upload and click ‘Next’ at the

bottom of the screen. You should then choosé the relevant expense sub-type and
click ‘Next” at the bottom of the screen.
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Figure 20 Expense type and example of expense sub-types

Once the expense type.and sub-type have been chosen, you can upload receipts’
images and expenses in support of the expense that you want to record. To upload
an‘image you can drag and drop an image from your screen or browse your
computer files for the image. You can add up to three images for each individual
expense that you are recording. To save the image for the expense you should click
‘Attach image’. The image uploaded must be clear, readable and must relate to the
expense details to be recorded. It is mandatory to upload a receipt image to prove
payment for the Stay and Spend category and for Remote Working utility expenses
paid in 2021.

myaccount

myAccount

Receipls tracker = Add a receipt

+gack

pload image

Drag and drop
your image here

O browes for file

Attach image

Drag and drop
wour image here

Or Berormrse for file

e image of your recwpn s not siear, restabls and o

rplete. o

runt bae the ariginal

Figure 21 ‘Upload’image’ page

You can choose not to save an image of the receipt by clicking ‘Skip’.<If you do not
save an image of a receipt, you must retain a copy of the original receipt for six
years. In order to proceed to record the receipt details without including an image
you must click ‘Yes, | will keep the receipt’.
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Skip
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Figure 22 ‘Skip’ upload image and confirmation that the customer will

Once you-have chosen the type and sub-type of expense and whether to attach an
image or have confirmed that you will keep the original receipt, you must enter the
required details for the expense being recorded.

You must provide the following details for each receipt entered:
e Date of expense;
e Description of expense;
e Amount of expense.

Additional details must be.entered for some categories of receipts. For example, the
name,of the student must be entered for tuition fee receipts.

Once all of the required details have been entered, you must click ‘Add receipt’. The
next screen confirms that the receipt has been added successfully. If you have not
uploaded a receipt image for Stay and Spend or Remote Working utility expenses
paid in 2021, you will not be able to add the receipt until an image has been
uploaded.

If you have additional expenses.or receipts to upload, you can click ‘Add another

receipt’. You can also return to the Receipts Tracker home page by clicking on
‘Receipts Tracker’ at top of page or ‘Back to summary’.
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Figure 23 ‘Expense details’ and ‘Receipt added successfully’ screens

7.3 How to edit or delete a receipt

Receipt details can also be viewed, edited or deleted by selecting the relevant
receipt. On the Receipts Tracker homepage, you can choose the receipt to be
viewed or edited by clicking on ‘View 2021 receipts’ or from the relevant year.

myAccount myAccount
Beseiats \racker
& mysccount homepage  RECEIPES tracker Receipts tracker = 2021 experises

'.:ﬁ)b!l'.’iu'd“ﬂt:)ull 10 recoed and manage receipts for your expenses & Back 2021 Expe“ses

fremm 7016 g -an atsn Save Images of these recpipts.

Hyou use t ceipts Tracker App and save your receipts 1o
Reveswe storage, you will alse see your receipts desails here,
Loarm morg January £085.68
Remote Warking - Hea/lecticty
15/01/2011 196,68
Vies[Mene:ndd/ Delete receip!
201
I View 2021 receipts I Stay and Spend - Food
Dewnload receipts detalls {s POF) 150200 €75.68
View/imend/ Delete receipt

b Susmary $985.00

Health - Ceneral
15/01/2021 85,50
2020 View [ Amend/ Delote receipt

View 2020 receipts

Health - Dental (non-routine)
Dewnioad receipts details {as POF) o2ro1izon €756, 600
Vigve/Amend] Delete receipt

b Semmane £235.00

Figure 24 ‘View 2021 receipts’ and details.of receipts uploaded screen
In the example in Figures 24 and 25 the saved details for the Health expense for 15
January 2021 need to be amended as the date and'amount entered originally. were

incorrect.

When the amended details have been entered and the ‘Save changes’ box is clicked
the amended receipt details will be updated on the summary:
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7.4 How to download a PDF summary of receipts

You can download a PDF summary of your

receipts by clicking ‘Download receipts

details (as PDF)’ on the Summary screen for a particular year. You can choose

receipts details from the categories for wh

| myAccount

Beceios trackes

& myAccount hamepage Rel:eipts tracker
This sarvice alows you to record and manage receigts for your expenses
fiom 200 coweands. You can also save Images of these receipts,

If you us+ the Reveniss Receipts Tracker App and save YOur recHpRs to
Revenus storage, you will alss see your receipts detalls hare.

Learn mee
Add a mew receipt =

20

View 3001 receipts

[ Domnload recaipés detalls (a5 OF) ]

~ Summary: €£385.00
Remote Working: €100.00 view detall
Stay and Spend: €75.00 vew detal
Health: £810.00 view detail

2020

View 070 recelpts

ich you have uploaded receipts.

myAccount

ReCHpls iracker=F Download receipts details

«nc Which receipts do you want to download?
Remite Werking
Stay and Spend

Healzh

Figure 27 Download PDF an

d Category options screens

You can also choose to include receipts images in the PDF summary. Once you have
clicked ‘Downloead’, you will receive a message on screen that the ‘Download is
complete’. The PDF summary can be downloaded to your device or computer or can
be sent by email or message to a third party.

Aecelgts racker < Download recelpts detalls

oo DO you want to include images in the PDF?

© Yes, | would like 1o
InCluse images

3 Ko, | do ok ward io
inelude images

myaccount

Recaipts tracker = Download recelpts detalls

Downloading receipts

Ploasa wait whila we ganerate your file,
This can take 3 couple of seconds when downinading a large number of receipts,

[Batk to summary =

Figure 28 Receipt images inclusion in PDF and confirmation that. download is complete
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8 How to access Receipts Tracker on ROS on revenue.ie

The web version of Receipts Tracker is available on ROS on www.revenue.ie. If you
wish to use ROS in the Irish language select ‘Gaeilge’ on the top right-hand side of
the sign-in screen.

sign in to myAccoun or BROG | Gasilge

LPT - What to do in 2021

Your }3 Local Property Tan (LPT) recond is sow avadable
and you cain fulfill yer LPT abligations.

N Important end of year information for employees

.

Jobs and paersiong Personal ta credits, rellefs and Lite esents amd personal cirumstanoes
S1AITIN WOrk, SMErgany 1ax, Claming a refend, saemplions MaTiage, saparation, having childron, iness,
calculating Yo Lan, snderstandiag enibioments, Undiarstand o tan eatflements and onard you b disability, memplayment, retinament
DOTEaGA, b 120 cmplanm 2ot whaet yom a0 dee
Py j_,r” " Fig,u"re 29 ROS and Gaeilge optlons on Revenue homepage
"

I'fjpu'are,a ROS- reglsteﬁéd cd to,mer you will access ROS in the normal way by
selectm’g the ROS certlflcatq and entering your password.

L 4 . SRy
- gk .

M Teevenue ﬁ

SOVID-1h Wass Sebsidy Seboma Rufunds
Pleavs chach thut you haes ingat bank scoount
detuiy for REFUNDS.

pay
are WOT automaticaly saed tor refunds.
'PLEASE FOLLOVW THE SE W STRUCTION§

1. 5ebect Certificate

L

Figure 30 RO§'Se}_u'_F-e ngin page & B

Once you have accessed your ROS account, you should scroll down to ’Other
Services’ and click on ‘Receipts Tracker’. ] .
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Kevenue d
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My Frequently Used Services Add a service Q@
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Employer Services
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Request RPNs
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MyEnquiries Drivers & Passengers with Disabilities Maobile Access
Manage Tax Clearance eRepayment Claims Receipls Tracker
Verify Tax Clearance Dowmload Pre-populated Returns
VRT Certificate of Conformity

Figure 31 ROS homepage and ‘Receipts Tracker’ on ‘Other Services’

To enter expense details, upload images and download a PDF, follow the instructions
in sections 7.1 to 7.4.

9.« Trouble shooting and help

9.1 Difficulties with downloading
If you experience difficulty downloading the RRTA you should check that you have:

e |nternet connection;

e Available storage (customers should refer to the app product page on the
relevant App.store for information on download size);

e Asupported operating system (Android 8.1+ iOS 12+);
e Correct login details for the relevant App store.

9.2 Revenue help

If you experience difficulty using RRTA, you can contact Revenue Online Service
Helpdesk on 01 738 3699 (+353 1 738 3699 for international callers) between 09:00
and 17:00 (Monday to Friday) or email'roshelp@revenue.ie.
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Appendix 1: Revenue Receipts Tracker App usage issues and
possible solutions

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

[...]

Appendix 2: Error Codes

Error Code A001

Message Displayed:

“Please try.again in a few minutes. If the problem persists, please contact the ROS
Helpdesk on 01 738 3699 (+353 1 738 3699 for international callers) with the
following error-code: AO01”

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

[...]

Error Code A002

Message Displayed:

“Please try:again in a few minutes. If the problem persists, please contact the ROS
Helpdesk on:01 738 3699 (+353 17383699 for international callers) with the
following error.code: A002”

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

[...]

Error Code A003

Message Displayed:

“Unfortunately, there is a problem with the'details given, please contact the ROS
Helpdesk on 01 738 3699 (+353 1 738 3699 for international callers) with the
following error code: A003”

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

[...]

Error Code A004
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Message Displayed:

“Something went wrong. The receipts have not been synced successfully. Please try
again later. If the problem persists, contact the ROS Helpdesk on 01 738 3699 (+353
1 738 3699 for international callers) with the following error code: A004”

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

[...]

Error Code A005

Message Displayed:

“Something went wrong when processing your receipts. Please try again later. If the
problem persists, contact the ROS Helpdesk on 01 738 3699 (+353 1 738 3699 for
internationalcallers) with the following error code: A005”
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The following material is either exempt from or not required to be published under
the Freedom of Information Act 2014.

[...]

Error Code A006

Message Displayed:

“Something went wrong. Please try again in a few minutes. If the problem persists,
please contact the ROS Helpdesk on 01 738 3699 (+353 1 738 3699 for international
callers) with the following error code: A006”

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

[...]

Error Code A007

Message Displayed:

“Something went wrong when uploading the receipts images. Please try again later.
If the preblem persists, contact the ROS Helpdesk on 01 738 3699 (+353 1 738 3699
for international callers) with the following error code: A007”

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

[...]

Error Code A009

Message Displayed:

“Something went wrong. The receipts have not been synced successfully. Please try
again later. If the problem persists, contact the ROS Helpdesk on 01 738 3699 (+353
1 738 3699 for international callers) with the following error code: AO09”

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

[...]

Error Code A010
Message Displayed:
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“Something went wrong. The receipts images have not been updated successfully.
Please try again later. If the problem persists, contact the ROS Helpdesk on 01 738
3699 (+353 1 738 3699 for international callers) with the following error code: A010”

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

[...]

Error Code AO11

Message Displayed:

“Something went wrong. The receipt has not been saved successfully. Please try
again later. If the problem persists, contact the ROS Helpdesk on 01 738 3699 (+353
1 738 3699 for international callers) with the following error code: A011”

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

[...]

Error.Code A012

Message Displayed:

“Something went wrong. The receipts have not been synced successfully. Please try
again later..f the problem persists, contact the ROS Helpdesk on 01 738 3699 (+353
1 738 3699 for international callers) with the following error code: A012”

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

[...]

Error Code A013

Message Displayed:

“Something went wrong. The receipts have not.been synced successfully. Please try
again later. If the problem persists, contact.the RGOS Helpdesk on 01 738 3699 (+353
1 738 3699 for international callers) with'the following error code: A013”

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

[...]
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Appendix 3: Steps to download a ROS mobile certificate

To download a ROS mobile certificate, you need to complete the following steps:

Steps for ROS Access to Revenue Receipts Tracker App (RRTA):

Step 1 - Install the RRTA from your App store

Step 2 — Go to ROS on www.revenue.ie on your desktop or laptop and create
a mobile certificate

Step 3 — Use the RRTA to scan the QR code and download the certificate
Step 4 — Login to the RRTA with that certificate

Step 1. Install the RRTA from your App store.

Follow the instructions for your device to install the RRTA.
Step 2 - Go to ROS on www.revenue.ie and create a mobile certificate

Under “Other Services”, there is an option to create a sub-user certificate for
use with the RRTA:

Other Services

MyEnquiries Drivers & Passengers with Disabilities Mobile Access

[

Flgure32 Screenshot.showing the 'Mobile Access' option available withinROS

Type ina name for the certificate — this will appear on the login screen.
Click “Create New Certificate”

Revenue 52
ok T e G

ROS Mobile Certificate Application

Creating a mobile certificate will allow ROS users to use services in Revenue's new mobile app.
Choose a name for your new mobile certificate.

Create New Certificate

Figure 33 Screenshot showing where customers enter.a.name for their mobile certificate

A QR code will be generated.«This must be scanned using the RRTA. A QR
code is short for “Quick Response code”. By scanninga QR code using your
mobile device it will allow you to download and install'your'subcert for access
the services in the RRTA.

Revenue

ROS Mobile Certificate Application

scan this code from the Revenue mobile application (RevApp)
Open RevApp and the ‘ROS services’ card from the homescreen to access the code scanner.

Return to ROS home page

33


http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie
http://www.revenue.ie

Tax and Duty Manual Part 38-06-06

Figure 34 QR code for the ROS mobile certificate screen

Step 3 — Use the RRTA to scan the QR code and download the certificate
Open the RRTA and select “Sign in with ROS”.
e The first time you open the RRTA, you will be prompted to scan a QR
code immediately
e |f the ROS login screen appears with “No certificate loaded”, you must
select Menu and then “Download ROS certificate”

e Ifthere is a certificate already loaded, you can load another one -
select Menu and then “Download ROS certificate”

About this app

@ Athraigh go Gaeilge

Frequently asked questions

| Download ROS certificate

Receipts tracker

Terms and conditions

Sign out

inta Teaal 1l + ol o

Figure 35 ‘Download ROS certificate’ in ‘Menu’ screen

Click on “Scan QR.Code”

Download ROS certificate

1. Go to revenue.ie on your desktop or laptop
2. Click on the ROS Login link and log in

3. Click on the Mobile Access link

4. Follow on screen instructions

5. When presented with QR code, tap the
button below

6. You will need a new ROS certificate for each
mobile device you use

(o}]0]

O}

What is a QR code?

QR code is short for “Quick Response code”. By
scanning a QR code using your mobile device, it
will bring you directly to specific information or, in
the case of Receipts Tracker, will allow you to
download and install your subcert for access to
ROS.

Figure 36 Scan:QR Code screen

This will activate the device’s camera — you must give the RRTA permission to
use the camera.

Hold the mobile device up to the computer screen'where the QR codeis
displayed to scan the code. On the RRTA, you will be presented with the
standard certificate download screen.
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e The certificate name you entered for the mobile sub-cert will be
displayed.

e Enter the password you wish to use
e Enter it again to confirm

e Click “Request Certificate”

.
-]
: . pplication for a Digital Certificate
v 9 T Aottt pr SErTRIANE PRI CEFSAE ot Seis el a1 chen Ragueest Carttheate
_._,.-"' | T downioad your certficate please comalete the detads below and click Request Certificate | T -
. S P S A e W T———
o Your RO digtal certificate will be installed in your browser temponany siorage 74 el by prorped T e g B 2y of prar cevfrte ot et e b
'1. 4 F. I ey confreed scce & 80T
i Y You will be prompted to save a backup file copy of your certificate. You must save the file to
"y % ensure continued sccedd 1o ROS | oL S Y IS AN P T s (EL R
'\: '\-.\__..-"'-. y = 1 yOu requine any a3 IsTance requentng your certhicate, Chick befe
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- |
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The mobile certificate can be promoted to an administrative certificate via the main
certificate. Customers may wish to avail of this option where they want to do all
their business on ROS via their mobile device. Customers can promote the
certificate via the “Admin Services” tab in ROS. When the mobile certificate is
promoted, the administrative certificate will be demoted.

If the main certificate expires or is revoked, the mobile certificate will also expire
or become revoked.

The mobile certificate is stored in the RRTA’s internal browser. Therefore, the

certificate will be lost if the RRTA is deleted or the data is manually deleted, i.e.
deletion of files in the RRTA from the mobile device memory.
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Appendix 4: Terms and Conditions

Terms and Conditions
The Revenue Receipt Tracker Application (App) is a mobile application provided by
the Revenue Commissioners under the following terms and conditions:

The Revenue Receipts Tracker App allows users the option to upload receipts data,
images and other documents in respect of qualifying expenses in support of claims
for tax credits and reliefs.

Any information provided in this App does not purport to be a legal interpretation of
the statutory provisions and consequently, responsibility cannot be accepted for any
liability.incurred or loss suffered as a result of relying on any information provided.
Saving data to Revenue storage requires an internet connection and may incur
data orroaming charges.

An App user must agree to the Terms and Conditions of the App each time they
access the App.

Revenue collects data which relates to the software platform you use. The data
collected is non-personal and anonymous and enables us to improve our customer
experience/service. Revenue fully respects your right to privacy and security in
relation to your interactions'with the Revenue Receipts Tracker App.

Revenue does not collect any personal information in this App unless you provide
such information voluntarily. Data collected by us includes your name, date of birth
and PPSN whenyou access the service. Other data collected by Revenue includes:

e Expense category

e Expense type

e Amount of expense

e Data expense incurred

e Description of the expense

Where you use Revenue storage to upload receipts data, images and other
documents, Revenue will have access to thosereceipts data, images and other
documents in support of your claim for taxcredit’or tax relief.« Revenue may also
have access to additional information provided by you when submitting receipts
data, images and other documents. The types.of information may.include:

e Images of doctor’s receipts and prescriptions may contain information
relating to health conditions or medications in relation to health/medical
expenses.

e Receipt details and images relating to a third party if the expense relatesto a
third party but paid by you.
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e The personal or business address, telephone number, email address and any
other personal information, including any expense details of any person or
business, that may appear on receipts data, images and other documents
presented to Revenue.

Records will be retained in accordance with Revenue’s Record Retention Schedule.
Details of all retention periods and scheduled procedures are available in the Record
Retention Schedule.

Any information you provide to Revenue in the course of your business with us is not
shared with third parties unless allowed or required by law.

Revenue Receipts tracker

If you.choose to save to Revenue storage

If you choose to save your receipts data, images and other documents to Revenue
storage:

e You do not have to keep the original receipt. However, you must be satisfied
that theiimages are clear, readable and complete.

e We can check your receipts without contacting you directly if we need to
verify any of your.claims or returns (we may still need to contact you
however).

¢  Some of your receipts.data will appear on your Form 11 or Income Tax Return
to help you when completing it. A Form 11 or Income Tax Return will need
to be completed and submitted in order to claim any refund due as
automatic refunds will not issue.

e The Receipts tracker on your mobile device and the web version of the
application will beiin sync. Thisimeans that, if you lose or change your
mobile device, you will still have access to your receipts data, images and
other documents in myAccount or-ROS onrevenue.ie.

If you decide to stop saving your.receipts data, images.and other documents to
Revenue storage, you can do so at any time by clicking “Manage my receipt saving
options” on the Receipts tracker homepage and click-“No = ¥Il manage my receipts”.
To delete receipts data, images and other documents, previously saved to Revenue
storage, you must also delete them from the web version of this application. You
should first ensure that you have the eriginalreceipt or get'a replacement of the
original receipt before you delete receipts data:from this application. ‘Future
receipts data, images and other documents:entered in this mobile application will

also not be available to view in myAccount or ROS.on revenue.ie

If you choose not to save to Revenue storage
If you choose not to save receipts data and images to Revenue storage:
e You must keep your original receipts for six years..You may be contacted by
Revenue to provide your receipts if your claim or return is selected for
compliance checks.
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e Any receipts data, images and other documents entered in Receipts tracker
on your mobile device will not be available in the web version in myAccount
or ROS on revenue.ig, i.e. they will not be in sync.

e If you lose or change your mobile device, you will lose all the receipts data,
images and other documents you entered.

If you decide to save to Revenue storage, you can do so at any time by clicking
‘Manage my receipt saving options’ on the Receipts tracker home page and click on
‘Yes — upload my receipts data’. By clicking on ‘Save now’ receipts data, images and
other documents already entered in the Receipts tracker on your mobile device will
all be uploaded to Revenue storage. Future receipts data, images and other
documents entered in this mobile application will also be available to view through
myAccount or ROS on revenue.ie. If you are uploading a large volume of receipts,
you may want to connect to wi-fi.

Users are reminded to take any necessary measures to ensure the security of
sensitive information on their personal device.
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