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Note: References to jobs in this document also refer to pensions unless specifically
mentioned. Similarly, references to employers also refer to pension providers.

1. Background

Jobs and Pensions is an online service that allows customers, or their agents, to register a
new job with Revenue.

The Jobs and Pensions service is available in PAYE Services in myAccount for customers and
in the.Client Services tab in ROS for agents.

The.information contained in Section 3 of this Tax and Duty manual outlines specific
information for agents who want to add a job for their clients using Jobs and Pensions. The
information in the remaining sections is relevant to both customers and agents using the
service.

The Jobs and Pensions service should not be used to register a new job unless the old job
has been ceased'on Revenue’s record. If a new job is added before this information is
updated, it will be treated as a second job. See Section 2.1.1 - Adding a second job.

Jointly-assessed customers may be asked to provide information in relation to their spouse
or civil partner.

Revenue will use any relevant information from the customer’s Revenue record and will
only ask foriinformation where it is missing or may not be up to date.

Customers who are jointly assessed to tax will be able to register a job for their spouse or
civil partner.

2. Overview of Jobs and Pensions service: Information required

The Jobs and Pensions service has four distinct sections and the customer will be taken
through each section in turn.

Help text is provided throughout the service to assist customers._This is accessed by clicking
on the relevant link.

2.1 Section 1: Details of new job

Customers will see up to date information on theirjobs for the currentyear, even if they are
ceased. Joint assessed customers will be able to see the relevant details'for their spouse or
civil partner.

If a customer has already left a job but the employer has not yet advised Revenue;.it will
show as an active job until such time as the customer’s record.is updated.
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Customers can input a job with a start date in the current or previous 5 tax years. A start
date in a future year will not be accepted.

Figure 1: Display screen — customer with no jobs during the current tax year

Jobs and Pensions
Back  Section1of &

Jobs and pensions for 2016

No jobs or pensions on record for 2016

Add job -

Figure 2:  Display screen — customer with a job during the current tax year

myAccount

Jobs and Pensions
€eack  Section10f3

Jobs and pensions for 2016

Lzdp W Gzzb Ltd (xypenzp Hkpb) :l

Active Start date: 01/01/2014 View details
Add job =

Add pension =
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Figure 3: Display screen - joint assessed customer

myAccount

Jobs and Pensions
=Back  Section1of&
Jobs and pensions for 2016

sam{ ]

fff]f,:l ?f[]ﬂ? For Sour Dough Company

Aclive Start date: 01/00/2016 View details

Official Name For[ |-Bread Comp[ |

Active Start date: 01/01/2016 View details

posie ]

No jobs or pensions on record for 2016
Add job -

Add pension -3

Customers will be asked to provideinformation on the new job and will also be asked for
information to establish whether they are entitled to the Employee tax credit and/or FREs.
As FREs only relate to jobs, a customer adding a pension will not be asked to provide these
details.

2.1.1 Adding a second job

Customers adding an additional job to their record (i.e. there is already at least one active
job on the customer’s record) will be advised that this will be treated as a second or
subsequent job.

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

[...]

Customers will also be advised that if they are changing jobs.and their old job'is still active
on Revenue’s record, they should not register the new_job until the old job has been ceased.
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Figure 4: Message displayed to customer adding an additional (second or subsequent) job

Additional job or pension?

with the job or

¥ Why does this matter?

Addjob >

Or

Cancel

2.1.2" Adding a second job with the same employer (dual employments)

Customers.adding a second job for the same employer will be prompted to confirm that this
is the position: Many customers have second jobs (called ‘dual employments’) with the
same employer.

Some employers trade using a different name to the one on Revenue’s record and their
employees may not recognise this name. In such cases, customers may try to register their

job asecond time.

Figure 5: 'Message displayed to customer adding a second job with the same employer

Are you adding the same job or
pension?
You are already registered with Lzdp W Gzzb Ltd
(xypenzp Hkpb).
¥ | don't recognise this name

Your employer or provider may use a different name.

f you want to register a second job or pension with Ladp W
Gzzb Ltd (xypenzp Hkpb) click "Continue”, if not click "Cancel”,

Qr

Cancel

2.2 Section 2: Residency details

A customer’s tax residency position has to be determined so the correcttax credits can be
granted to the customer.

In most cases, the information is already available on Revenue’s record to determine this.
However, the following customers will have to provide additionalinformation as we.do not
have sufficient information or our information may be out of date:
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= All customers starting their first job in Ireland;
= Customers currently marked as non-resident;
= Customers with no live employment in the previous 6 months.

Joint assessed customers may be asked to provide information for their spouse or civil
partner.

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

[...]

2.2.1 Election

Customers who are non-resident can elect to be tax resident in the current tax year if they
will be resident inthe State in the following tax year under any one of the residency tests. It
is not possible for customers to elect for their spouse or civil partner as each individual must
complete their own election. The customer will be advised of the position. Similarly, it is not
possible for agents to elect fortheir clients. Customers wishing to elect to be tax resident
should"make this request themselves via the MyEnquiries service in myAccount.

Figure 6: Message displayed to customer whose spouse or civil partner is considered non-
resident

Information Message

Your spouse/civil partner will be registered as non-resident. If
your spouse/civil partner wishes to elect to be resident he/she
can make this election by notifying Revenue through
MyEnquiries.

2.3 Section 3: Incomes and earnings

Additional information will be sought from relevant customers to ensure that their tax
credits are correctly adjusted to take account of any taxable DSP.payments received in the
current tax year.
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2.3.1 DSP payments

Information is received directly from DSP on certain taxable benefits. However, the amount
customers receive from DSP in respect of the following payments is not received:

= Blind Pension
= Survivor’s Pension (Non-Contributory)
= Carer’s Income (Allowance/Benefit).

Recipients of these payments will be asked to enter the amount of their weekly payment.

It should be noted that Carer’s Income currently displays on the record of the assessable
spouse/ nominated civil partner. Where this is recorded against the wrong spouse, the
customer is asked to contact Revenue so the record can be amended. (Note: this will be
fixed shortly and the message removed).

Where customers are asked to provide this information, details of any other DSP taxable
payments.received by them.will.also be displayed on screen. However, this will not display
for new customers.

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

[...]

Figure 7: Display screen= DSP payments not on record

€ 0ack  Section 3 of &
Department of Social Protection (DSP)
Income

You are in receipt of the following taxable benefits. Please
provide the weekly amount for the benefits highlighted below

P What payments are taxable?

Pl enter the kly t below:

DSP One Parent Payment - on record

DSP Income - on record

P Why is this information required?
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2.3.2 USC

The rate of USC customers pay on their income is determined by their total annual income
(excluding DSP payments), by their age and whether they have a full medical card.
Customers will be asked if their total annual income is less than €13,000 (exemption
threshold for 2016 and 2017). Based on the information provided, customers may be
granted an exemption to USC.

Revenue receives information directly from the HSE regarding individuals who have been
granted a full medical card. Customers will pay a reduced rate of USC if their total annual
income (excluding DSP payments) is below €60,000 (reduced rate threshold for 2016 and
2017) unless they are entitled to an exemption from USC.

The reduced rate of USC also applies to customers aged 70 and over whose total annual
income (excluding DSP payments) is over €13,000 but less than €60,000.

Customers with a medical card, based on information received from the HSE, or those
customers over 70 years of age, will be asked to confirm their total income for the year to
determine whether the reduced rate of USC applies.

2.4 "Section 4: Summary and declaration

When the customer has completed the previous sections they will then be brought to the
summary screen.

Figure 8: Display screen - summary screen: single customer

myAaccount

Are these details correct?
Section 1: jJob details

Employwe's tan rogistration | |

o,
Employes mame

Pirs $LArL dale

Section Z: Residency

Moo pes dent

Section 3: Additional incomes.

> B0 Putn

Universal Social Charge
| Combumm VA TR Wt b prcertaad ke thin Sorw trus send Coseat 1 the Beut of =
Rrvcmmke-tyge aret Bt | burws s habnd il Infiormationn ebevant U this sppicaten

10
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Figure 9: Display screen - summary screen: joint assessed customer

-

Are these details correct?

Section 1: job detalls

Employer's tan eogistration [ |

ne.
Lmplcryes manme
Poks start date
Vou are pald

Proprirtary director Nome
relatanashg

Flas rate sxpemes

Section 2: Residency

Wen- res dent

Section 3: Additlonal incomes

O58 Blind Pensd

Undversal Social Charge

Smtrm thuat S vormation provided bn thit 4arm i L1 s £3rIeE 13 Ehe e of v

AremLe S PO DT | Faer 1S5 B SOCmALioN EHPTACE 3 LM1 BOSLMIEN

Customers can edit any of the details provided. If they do so, they will need to answer all
subsequent questions in the registration process. This is necessary because each question is
dependent.on the answer to'the previous question.

When a customer is satisfied that all the information provided is correct they should click on
the declaration and submit the registration form. They will then have to complete the
‘Secure sign and submit’ screen for the registration to be submitted.

Figure 10: Display screen —secure sign and submit screen

Jobs and Pensions

o

Secure sign and submit

—— ]

—
E==m

2.4.1 Acknowledgement messages

An acknowledgement message will display when the registration form has been/submitted.

There are different messages depending on the information provided by the customeér. This
is to provide additional information to customers based on their particular circumstances.

11
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The message will also take account of whether the customer is adding a job for his/herself
or for his/her spouse or civil partner.

Details of the different types of acknowledgement message are set out in Appendix 2.

~Figure 11: Display screen — standard acknowledgement message

) Revenue & IObS and Pensions 3 My Documents
" et
§
Thank you.
- . .
4 Your details have been submitted.
b = Reference number: 4905208417
[ Your new Tax Credit Certificate will be available to view online within 2
i working days.
A new Tax Credit Certificate will also issue to your employer. It may take
some time for your employer to apply these changes to your pay.
Please note that any tax credits awarded are based on the information
you have provided and your certificate will include any taxable incomes
held on record. You can declare additional incomes and manage your
tax credits on PAYE Services: Manage your tax.
Important notice
k
__.' From now on all your PAYE correspondence will only issue
> . electronically and you can view, print or download items securely
- from My Documents. You can access your correspondence quicker
g = and it supports a cleaner environment.
o
.
4 -

2.5 Savingdata on Jobs and Pensions

Customers can save their data and complete and submit the job registration at a later time.

When the customer signs |n later, a message WI" be displayed to inform him/her of the
saved data. The job that’hé’s been partially mpﬂt will also display on the screen and is
labelled ‘In progress’.

Figure 12: Display screen — customer screen where data saved

© You have saved updates from your last session. Please click ‘Continue’ to finish and submit these updates or ‘Cancel’ to

start again.

Jobs and Pensions

4Back  Section 1of &

Jobs and pensions for 2016

Official Name For[ ] Sour Dough Company
Active Start date: 02/02/2016 View details

Official Name For| Sour Dough Company

In progress Cancel
:I -I
il &
— L
g T A
-'\\\. 4 r

12
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3. Agent access to Jobs and Pensions

From 25 November 2017, agents can access the Jobs and Pensions service in ROS.
Agents can now register the following on behalf of their client:

first ever job in Ireland

= achangeinjob

a second or subsequent job

« 1 = anoccupational pension
'1:.-'-::_,-" =L . .
{ = payment from a private pension
W )
. .-"l- ..."H..
P

| "’-3.'1 An exis_t_i'ri--gthlient that has a PAYE registration

.th:ai’:é.a client/agent Iin!<-e'x'_i§'_cs for a PAYE registration, the Jobs and Pensions card is

évgjjé’f)le;-j_n the ‘Other rvig:é_s_f section of the ‘Client Services’ tab as displayed in Figure 13
be'ioinﬂlfo_ﬁ'é__e an agent cIick§',_~c'>h{_i:\H:.e Jobs and Pensions card they are brought into the Jobs
and Pep's/i'o'n;’service. W g

Figure 13: Jobs and Pensions card location in ROS

F
"t

1 1.8

GAEILGE = ENGLISH ~ROS HELP

Revenue a & RECNSDWCBYPEZC&CO | EXIT
Ciimags Cusaim sa éieara AGENT SERVICES UV  CLIENT REVENUE RECORD  WORK IN PROGRESS

MR FREDDIE STEELE
Revenue Record: Returns and Payments Tax Clearance Certiicate Expired

B8 Open Client Revenue Recod (D

File aRetum

There are no new documents in Client Revenue Complete a Form On-line
Record Select a relum you would like to complete now. You will be given the option of iing the return with or without  payment

Services: | select

ty

pe... v

B Manage Tax Regisirations ) Upload Form(s) Completed Off-line
Select the type of return from the drop-down list to upload a return completed oft-ine.

BB Manage Reporting Obligations  (?) NS SRR v

‘1) Download Pre-populated Retums ~ (3)
M Payments & Refunds

[+ VIR Submit a Payment
You can choose to make a payment or detlaration against a registered tax by selecting a payment type from the below drop-down list

% Manage Tax Clearance D ( seiecta payment type v |

% Verify Tax Clearance: ) Payment Details
You can choose to make and receive payments to and from Revenue using your bank account by means of ROS Debit Insiruction and Direct Debit. You can akso make payments using MasterCard or VISA debit and credit cards. Certain
repayments or refunds can be made by means of Electronic Funds Transfer.

Manage Bank Accounts &

o Other Services

"
i VAT i
ﬂ E PAYE Services ﬁ PAYE Services

Home Renovation Jobs 2nd Pensions ‘ ‘2%‘3'591512 VAT MOSS VRT Ceriifcate of 2017 Tax Year
Incentive (HomeOwner) neluding Form Conformity
¥ — o
0 L Ty
b T w5
. o
L A
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3.2 An existing client that has no PAYE registration but has some
other tax registration

Where a client/agent link exists for a tax registration other than PAYE, an agent can add the
PAYE taxhead by selecting ‘Manage Tax Registrations’ in the ‘Client Services’ tab.

ure 14: ‘Manage Tax Registrations’ in the ‘Client Services’ tab

Revenue ﬁ

Revenue Record Returns and Payments

Trars e & new doxamerty o Chaet Severs Complete a Form On-line

i oed St 3 relur® pou would e 1 COFGEN Aow You will B et B 00RO OF g T rehurR wilh OF eSOt B DEyTeeT
Services.

Uploed Forrnisi Completed OH line

17 type o FOM P GrOp-008 1951 10 LG 3 MU {OMOINGND oI

Submul a Payme nt

® 3 DayeeT OF ORCUNIBON BONIAT B TRQRINIG LN Dy BANCTIG 3 Dyt fyTe TOM Feb DOW 3F00-00W 142

Payment Doialls

Y £ (OO 10 Miak 0 1 e Py 10 3ng B0 Rrvinius NG pOur Bk SCC0UR! Dy Mebdr of A0S Dl Ininadton and Direct Detal Yiou N S50 Male DdyTents Ling ManterCand of VISA Getal and (redt«
B i By mabas of Elon Funds r-\w

Marage Bars Accourss &

Q Otthar Services
var’ - ﬁ

available:

N “‘"@
The agent is then brou(é& eRegistrations screen where there are three actions

> PAYE registrations

y '-r, with a ceased PAYE

dy PAYE registered
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Figure 15: PAYE options available on the eRegistrations screen

AGENT SERVICES

eRegistration

Manage Your Tax
Registrations and Agent

CLIENT SERVICES

CLIENT REVENUE RECORD

Registration Options
Income Tax -

WORK IN PROGRESS

Select Action

Your R

Links You are not linked to this tax
-—-_ -
-~ Notes:
You may add multiple
. requests to "Your Requests’ Value Added Tax var
| area You are not linked to this tax
Ty ¥ou will be brought back to
this screen after completing
each request form. Employer (PAYE/PRSI) -rrem
ltems in the "Your Requests’ You are not linked to this tax
area will not be processed
until the "Submit’ process is
completed Relevant Contracts Tax -rcT
You are not linked to this tax
Environmental Levy -ELEv
You are not linked to this tax
O
Pay As You Earn rave o
- You are not linked to this tax [ # Add and link to a new reqistration ]
- [ " Link to and re-reqister a ceased ]
‘! [ " Link only to an existing ]
Diesel Rebate Scheme brs
You are not linked to this tax
Charitable Donations Scheme _cbs
You are not linked to this tax
e ————
- E
.
e

All opt?dns’Fequire the agent'toi'ﬂf;:)loéd either the PAYE A1 or PAYE A2 authorisation form.

The link and/or reglstratlon will take approx. 2 working days to process, following which the
agent will have access to Jobs and Pensmns in Client Services as shown below.

o

Figure 16: Jobs andPensmns card availa i) le after 2 working days
L.-" 1

Revenue ﬁ

i AGENT SERVICES

CLIENT SERVICES

.H."-\.-

il

CLIENT REVENUE RECORD

WORK IN PROGRESS

Revenue Record:

ient Revenu

Returns and Payments

) FieaReum

MR FREDDIE STEELE

Tax Clearance Certificate Expwed

There are no new documents in Chent Revenue

Services:
[l Manage Tax Registrations
3l Mmanage Reporting Obligations

Q Download Pre-populated Retums

oad/Download Service

v

Complete a Form On-line
Record Select a retur you would ke to complete now. You will be given the opbion of fiing the return with or without a payment

Upload Form(s) Completed Off-line

Select the type of retum from the drop-down list 10 upload a retum completed off-ine

& Payments & Refunds

Submit a Payment
You can choose 1o make a payment or declaration against a regrstered tax by selecting a payment type from the below drop-down kst

@ Verily Tax Clearance

Payment Details
You can choose to make and recerve payments 1o and from Revenue using your bank account by means of ROS Debd Instructon and Direct Debit. You can aiso make payments using MasterCard or VISA debdt and credit cards Certan
repayments or refunds can be made by means of Electromc Funds Transfer

Manage Bank Accounts &

o
PAYE Services VAT
2013- 2016
Inchuding Form 12

PAYE Services

2017 Tax Year

fid

Home Renovaton
Incentive (HomeOwner)

Jobs and Pensions VAT MOSS
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3.3 Linking to a new client

Where a client/agent link does not exist for any taxhead, an agent can add the PAYE taxhead
by using the ‘Manage Tax Registrations’ section of the ‘Agent Services’ page as shown in
Figure 17 below. The agent will need to enter a tax type which the client is already

Hg—;}glstered for on Revenue’s records, the client’s tax registration number and the client’s
© name.

.

Figutjq 17: Linking to a new client using ‘Manage Tax Registrations’

s

e

- ﬁ cBLGE | EnGusH | RoOSHEL?
Revenue srecwonsvececo o
Ciin agus € na barvans. AGENT SERVICES REVENUE RECORD PROFILE /ADMIN SERVICES

Revenue Record: Clients

@ Find Clents
You can e relums, make

ST lients through Client Services. i ‘available Client Services.
Client Search Your Client List Last 10 Clients Accessed
Search by registration number: You can access and export your ful st of cients here. & AMZIQSGQ (YZQUFXAZI)LTD - 4735330 & FREDDIE STEELE - 1118369
@ TexRegir (O Reporting Obligations View Client List B} Evport Client List & & BERNARD KEEGAN-2450437U & MARTIN ALLEN - 10630497
e v ‘ & STEVENHOGAN-1085024N & GUSCEJT LUSIM-D170129H
Or you can display all new clients from a certain date. & RZEAFZD HFLYOYG LAT ZQEGFK - 8552335Q.
| Enter registration no. || Search ¥ | Enter dste || Display £

Search by name:

| Enter sumame || Search %
E View Property History o

B Manage Tax Registations

Manage Client Registrations

Please use tis option fyour clent hadihas an exsting ex number nc. PAYE. Enfer
© TaxRegitrations () Reporting Obigations

+ |[Enterregitrton no.

Register New Revenue Customer

individuals, compani

e, 8dd or \gent/Clent ink

Revene.

Register New Revenue Cusl

| selext a tax type.

|Ertername. v | [ Manage

‘You tan also register new feporting enties.
Register New Reporting Entty &

Returns:

B Upload Formi(s) Completed Offine:
Selectthe type of etum

file and any of the Financial of Withholcing taxes through Client Senvices.

e Add and link to a new regrstratloh for first tlm*e PIWE _registrations
Link to and re-register a ceased regl‘strat|on for customérs with a ceased PAYE

.

taxhead who wish to re- reglster % T )
e Link to an existing PAYE reglstratld

\:-\.
ﬁ -

r
= - -

oy =
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Figure 18: PAYE options available on the eRegistrations screen

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

eRegistration

Registration Options

Manage Your Tax

Regiatrations and Agent Income Tax -ir
- Links You are not linked to this tax
=i Notes:
You may add multiple
. requests to "Your Requests’ Value Added Tax .- vat
| area You are not linked to this tax
o You will be brought back to
this screen after completing
each request form Employer (PAYE/PRSI) - prem
Items in the "Your Requests’ You are not linked to this tax
area will not be processed
until the ‘Submit’ process is
completed Relevant Contracts Tax -rcr
You are not linked to this tax
Environmental Levy ELev
You are not linked to this tax
O
Pay Ax You Eam -oure g
You are not linked to this tax [ # Add and link 1o a new reqistration ]
=
— [ # Link to and ter 3 ceased ]
L
b ] (L~ Lok onv 0 an exsting reaisranon J

Diesel Rebate Scheme -ors

You are not linked to this tax

Charitable Donations Scheme _cos

You are not linked to this tax

[ Auintomac © Eswalen - ——————
o

L ¥
.3 . i {';..'xx.'f e
All opt?oh;{r’éqqi_re the agent toi-i;_;.)loéd either the PAYE Al or PAYE A2 authorisation form.
The link a'riqu/_qf registration will take approx. 2 working days to process, following which the

agent will have-access to Jobs and Pensions in Client Services as shown below.

e A -

Figure 19: Jobs.ér_lg Pensions card availaiaqua.'f;gr._z working days

- -
- ..a"'-

Revenue ﬁ :- susH R ..

var AGENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

MR FREDDIE STEELE
Revenue Record: Returns and Payments Tax Clearance Certficate Expired

There are no new documents in Client Revenue Complete a Form On-line
Record Select a retum you would like to complete now. You will be given the option of fiing the return with or without a payment

Services: v

Bl Manage Tax Registrations 0 Upload Form(s) Completed Off-line

Select the type of retum from the drop-down list to upload a retumn completed off-ine

Submit a Payment

Yourcan choose o make a payment or declaration agains! a registered tax by selecting a payment type from the below drop-down list

Payment Details

You can choose to make and receive payments 10 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

Manage Bank Accounts &

PAYE Services & PAYE Services

2013- 2016 /AT MOSS VRT Certiicate of 2017 Tax Year
R VAT MO VRT Certificate of
nchuding Form 12 SS Contormay

fid

Home Renovabion
Incentrve (HomeOwner)

Jobs and Pensions
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3.4 Registering a client that is unknown to Revenue

Where an agent is registering a client that has no Revenue record, for example: the client
has never worked in Ireland or has recently moved to Ireland to take up employment, they
click on ‘Register New Revenue Customer’ on the ‘Agent Services’ page as shown in Figure

0 below.
___,&5 elow

“ "Figure 20: Registering a client with no Revenue record

m ﬁ anSLGE  ENousH | RoSHELP
evenue - 2/ RIE CNSDWCE YPEZGACO | EXIT
[ P PEWEN  REVENUERECORD ~ PROFILE  ADMIN SERVICES
Revenue Record: Clients
BB Open Revenue Record @ Find Clients
You can fie reurs, llers through Clent Senvices g :
Services:
Client Search Your Client List Last 10 Clients Accessed

WA Manags Financial statements. () (IS L L You can aceess and export you full st of lients here.

@® TaxRegiuations () Reporing Obigations View Clent Lt B | | ExpottCient List &
ax type. v

q P2G Searth [0) = 2 O you can dispiay all new Clents from a certain date.

HZIQSGQ (YZQUPXAZI)LTD - 47363360 & FREDDIE STEELE - 1118869N
ERNARD KEEGAN - 24504370 & MARTIN ALLEN - 1063049T

STEVEN HOGAN - 1065024 & GUSCEJT LUSIM - D170128H

RZEA FZD HFLYOYG LAT ZQEGFK - 85523350

Enterregistisionno. | Search Entercate Display £
[ vobie cess © [
Enter sumame Search %
®

/ N ey

P Manage Tax Regstatins

Manage Client Registrations

Please use this option ifyour client hadhas an existing tax number nc. PAYE. Enter Giients etails below to update, add or cancel reistrations or AgentGiient inks:

Register New Revenue Customer

‘You can now register new individuals, compani

@® TexRegstitions () Reporting Obligations e
Select a tax type. + |[Enter registrationno. | (Enter name

+ | Manage You can also register new reporting entities.

Register New Reporting Enity &

Retumns

FE Upload Fom(s) Completed OffHine

Selectthe type of etum

file and any of the Financial o Withholding taves through Gient Services.

MyEnquires

- - ol

: Py W
The agent then clicks “Register an individugj,i"; as seen in Figure 21.
R F v

Figure 21

AGENT SERVICES

eRegistration

New Customer Registration

This service allows new customers to be registered with Revenue, including individuals and new (resident) companies. This service may not be used
to register any class of body which is on the Registry of Friendly Societies. Please select one of the options below to proceed.

Individuals will be registered for Income Tax or PAYE.
+ Companies will be registered for Corporation Tax.

Partnerships will be registered for Income Tax.

Trusts will be registered for Income Tax

| [ # Reaister an Individual

[ # Reaister a Resident Company

[ # Reaister a Partnership

[ # Reaqister a Trust ]

Please note, online registration facilities for existing customers of Revenue are available via the 'Agent Services' tab.
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The agent then selects the PAYE option on screen as in Figure 22.

Figure 22

AGENT SERVICES

eRegistration

Customer Registration

*. You will be required to upload an 'Agent Link Notification’ letter authorising this request before completion

Electronic copies of signed letters must be in the image format and be less than 5Mb in size.

Please select the registration you wish to create

O Income Tax
O Pay As You Eam (PAYE)

The agent will.need to provide the following details to set the client up on Revenue’s
records:

e PPS number

e Date of birth

e Name

e Nationality

e Address

e Email

e Upload PAYE A1/A2 mandate

Once the agent has submitted the client’s details an acknowledgement message will be sent
to the agent’s ROS Inbox as shown in Figure 23 'below.
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Figure 23: Acknowledgement message in agent’s ROS Inbox

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

ROS Acknowledgement R/E CNSDWCB YPEZC & CO -

You have just transmitted an Online Registration Retur for your client which has been received by ROS.

You can access a copy of this fransaction through your client's ROS Inbox by clicking on the Client Revenue Record tab above.
Avreceipt will be sent to your ROS Inbox as soon as this transaction has been processed which may take 2 working days.
Toretum to Agent Services click on Agent Services tab

Please use the Notice Number below in any future comrespondence or inquiry relating to this transaction
Notce Number | 4604690485F |

eRegistration summary:

Register and Link PAYE Success

Toretum to Agent Services click on Agent Services
b

e

Ihfej]hk_ and/or registratjo’ﬁ will take approx. 2 working days to process, following which the

ag‘égﬁwiﬂjhave access to Jqﬁsiéqﬁa Pensions in Client Services as shown below.
1 O
: oY __.-'

1 P e
F J . r k
Figure§4ﬂjbb§_and Pensions card available after 2 working days

4

Revenue ﬁ

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

MR FREDOIE STEELE
Revenue Record: Returns and Payments Tax Clearance Certéicate Expred

) Freareum

There are no new documents in Chent Revenue CompIE1e a FDI’I’T\ On-hne

Record Select a retum you woukd iike 1o complete now You wil be grven the opbon of King the retum with or without a payment

Services:

Upload Form(s) Completed Off-line

Select the type of return from the drop-down kst 10 upioad a retun completed off-me.

B Payments & Retunds

Submit a Payment

You can thoase lo make 2 payment or declaration agamns! a regsstered Lax by selecting a payment type from the below drop-down kst

@ Manage Tax Clearance

Payment Details

fo make and recerve payments 1o and from Revenue using your bank account by means of ROS Debit Instructon and Direct Debd You can also make payments usng MasterCard or VISA debt and credd cards Certan

unds can be made by means of Electronk Funds Transler

PAYE Services VAT PAYE Services

VAT MOSS ax Year

bs and Pensicns
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3.5 Using the Jobs and Pensions service

When an agent clicks on the Jobs and Pensions card, they are brought through the required
Jobs and Pensions screens for their client. The screens may vary slightly depending on the
client’s circumstances. A typical registration contains the following screens:

Figure 25: Information on who the service is for and what you need to use it

| myAaccount

Jobs and Pensions
%~ myaccount home Section 1 of &

Adding a job or pension

wWho is it Tor?

not add a new job or
as told us that you have
will be treated as a

second job or pension.

what do | need?
To add a new job or pension you will need:
'  Your new employer or pension providers tax registration number

2 The date your job starts or pension becomes payable and how often you

may have more or less

:
(@D Jovioshotign

Section Two:
Tell us how long you have been Living in the Republic

Tell us about your overall incomes

Section Four:
Review your details and submit

Figure 26: Choose to add-either a job or pension

Jobs and Pensions

Jobs and Pensions
€sack  Section 1of &

Jobs and pensions for 2017

No jobs or pensions on record for 2017

Add job

Add pension 3
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Figure 27: Input the employer’s tax registration number

Hello Jzbbzvx Gaeilge Sign out

myACcou nt £ My Documents

Jobs and Pensions
1 €8ack  Section 1of 4
! What is the employer's tax registration
no?

| 00032116A |

Example: 1234567AA or 1234567A

¥ Where can | find this?

Ask your employer for this number.

Figure28: Input job details suchas start date and pay frequency

| Jobs and Pensions

Jobs and Pensions

= sack Section 1 of &

Job details

Employer name
Ygxgsbg Unllkzzknsgyz
~ | don't recognise this name

Your employer may use a different name.

Job start date

a1 | | o1 | | 2e17

DD N WY
~ What is the start date?

This is the first day yvou started in the job.

How often are you paid?

| Weekly [~] |

Staff number (optional)

| 1234 |

Are you a proprietary director of the company or related
to a proprietary director of the company?

O Yes o No

- what Is a proprietary director?

A proprietary director is a company’s beneficial owner or
director who can control directly or indirectly more than 15% of
a company's ordinary share capital.
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Figure 29: Select flat rate expenses if appropriate

= Eack

Jobs and Pensions

Section 1 of 4

Does this job belong in one of these industries?

workers in one of the below industries may be entitled to flat rate expenses.

» Whnat are Nat rate expenses?

ar

Mo - the appropriate industry is not listed

below

actor (freelance)

suilders & melated Trades

Driving Instructor

Engineering & Electrical

Horse Racing Industry

Hotel & Bar Trade

Mining Industry

Optometrists/ Dispensing Opticians

Frinting Bookbinding and allied trades

religious

shipping

wetarinary

airline industry

Cosmetology

Education

Fishing

Hospital/Health Services

Journalism

Motor repair and motor assembily

Panel Beaters / Sheet metal Workers

Public Sector

Retail

Transport
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Figure 30: Select the most appropriate residency situation

Hello jzbbzvx Gaeilge Sign out

Revenue m y Account =" My pocuments

Jobs and Pensions

€ Back  Section 2 of 4

Which of the following options best
describes your residency situation?

This is to determine your tax resldency a.

© always lived in the Republic of Ireland
O living continuously in the Republic of Ireland for the past 12 months
O recently moved or returned to live in the Republic of Ireland

O not living in the Republic of Ireland

* Why Is this Informatlon required?

This information will help Revenue to determine what tax
credits you are entitled to and what incomes you receive that
are subject to Irish tax.

Figure 31: Answer the total income question for USC purposes

myAccount E=? My Documents

Jobs and Pensions
€Back Section3 of 4

In 2017, do you expect your total income
from all your jobs and other sources
(excluding DEASP* payments) to be less
than €13,000?

*DEASP = Department of Employment Affairs and Social Protection

This will determine your rate of Universal Social Charge (USC) 2.

Q Yes, | expect to receive less than €13,000 from all my jobs and other sources

Q No, | expect to receive more than €13,000 from all my jobs and other sources
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Figure 32: Review summary page and confirm if correct

myAccount =" my Documents

Jobs and Pensions
€ Back Section 4 of &

Are these details correct?

Section 1: Job details EdIt
Employer's tax registration 088321164

no.

Employer name Tymrinlmjx Hg Smbinmau

Job start date 01/81/2017

You are paid Weekly

staff number 1234

Proprietary director None

relationship

Flat rate expenses Hospital/Health Services
Nurse
where obliged teo supply and
launder their own uniforms

Section 2: Residency EdIt
Resident

Section 3: Overall incomes EdIt
universal soclal charge Exempt

l:l I confirm that the information provided in this form is true and correct to the best of
my knowledge and belief. | have included all information relevant to this application.

Figure 33: Enter password on'the sign and submit screen

Sign & Submit

Certificate 27025Q-206708

Enter Password Password

Sign & Submit

0%
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Figure 34: An acknowledgement screen will display confirming the successful submission
and providing information tailored to the customer’s submission details

Jobs and Pensions

Thank you.
Your details have been submitted.

Reference number: 4880716595

Your new Tax Credit Certificate will be available to view online within 2
working days.

A new Tax Credit Certificate will also issue to your employer. It may take
some time for your employer to apply these changes to your pay.

Please note that any tax credits awarded are based on the information
you have provided and your certificate will include any taxable incomes
held on record. You can declare additional incomes and manage your
tax credits on PAYE Services: Manage your tax.

Go to myAccount homepage -

4, Issue of a Tax Credit Certificate

After the job is registered on the Jobs and Pensions service, a TCC will issue to the new
employer. A copy of the TCC will be available to view in My Documents in myAccount
usually within 2 working days of the submission being made.

TCCs set out a customer’s tax credits and rate bands for the current tax year.

The information provided by the customer, in addition to the information held on Revenue’s
record, will determine the appropriate tax credits and rate bands.

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

[...]

Output of TCCs stop in early December each year. Jobs can continue to be registered after
output has stopped but no employee TCC will issue for the current tax year. The customer
will be advised of this in the acknowledgment message — see Appendix 2. Revenue will
continue to issue employer TCCs through ROS for new commencements until later in
December.
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4.1 Tax credits

The Jobs and Pensions service will automatically grant the following credits if the customer
meets the relevant criteria:

Personal Tax Credit

mployee Tax Credit

raome Credit
= FRE ’.

customer is ﬁto other credits for the current tax year, they can be claimed in

Services: M e my tax. (Note: If you are setting up a job for the very first time you

d to sign out of unt and sign back in later to see the PAYE Services card).

7 .
5. Blocking ruw

6. Real Time Risk (RTR) Frameﬁ O



http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/employee-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/employee-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/employee-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/employee-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/employee-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/age-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/age-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/health-and-age/age-tax-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/earned-income-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/earned-income-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/earned-income-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/earned-income-credit/index.aspx
http://www.revenue.ie/en/personal-tax-credits-reliefs-and-exemptions/income-and-employment/earned-income-credit/index.aspx
http://www.revenue.ie/en/employing-people/employee-expenses/employee-expenses-overview/index.aspx
http://www.revenue.ie/en/employing-people/employee-expenses/employee-expenses-overview/index.aspx
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7. ITP processing

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

[...]

Other information

8.1 .. Jobs with cessation date 25/12

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

[...]

8:2 . Incorrect submission by a customer

A customer/agent who submits.an incorrect submission will need to contact Revenue via
MyEnquiries to have it amended.

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

[...]

8.3 Customer decides not to take'up job

The Jobs and Pensions setvice allows a customer notify Revenue of the new job in advance
of the start date.

A customer may, following notification to Revenue of the new job, decide not to take up this
employment.

The customer will need to contact Revenue via MyEnquiries to -have his/her record
amended. Otherwise, the job will stay on*his/her record with credits and.rate bands
allocated to it.

8.4 Non e-Enabled customers

The paper Form 12A will still be available for customers unable to use myaccount. The
paper Form 12A will only be available on request.
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Appendix 2: Acknowledgment messages

The messages below are the possible versions that would show for a single person adding a

job, depending on the details they provided.

1. Standard

Jobs and Pensions

¥ Thank you.
Your details have been submitted.

Reference number: 4905208417

Your new Tax Credit Certificate will be available to view online within 2

working days.

A new Tax Credit Certificate will also issue to your employer. It may take

some time for your employer to apply these changes to your pay.

Please note that any tax credits awarded are based on the information

you have provided and your certificate will include any taxable incomes

| held on record. You can declare additional incomes and manage your
. tax credits on PAYE Services: Manage your tax.

Important notice

From now on all your PAYE correspondence will only issue

electronically and you can view, print or download items securely
- .-_,., from My Documents. You can access your correspondence quicker
> and it supports a cleaner environment.

™ My Documents

2. Submission to be reviewed (iC t}:é_s:és)

LTy

Thank you.

Your information will be reviewed and
we may need to contact you to confirm
some details.

Reference number: 5074433164

Once approved, your new Tax Credit Certificate will be available to view
online.

A new Tax Credit Certificate will also issue to your employer. It may take
some time for your employer to apply these changes to your pay.

Please note that any tax credits awarded are based on the information
you have provided and your certificate will include any taxable incomes

held on record. You can declare additional incomes and manage your
tax credits on PAYE Services: Manage your tax.

Important notice

From now on all your PAYE correspondence will only issue

electronically and you can view, print or download items securely
from My Documents. You can access your correspondence quicker
and it supports a cleaner environment.

3 My Documents
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3. Non-resident customer who may be entitled to credits on review

-

Revenue 5¢

Jobs and Pensions

53 My Documents

Thank you.
Your details have been submitted.

Reference number: 6090499461

A new Tax Credit Certificate will issue to you and your employer shortly.
It may take some time for your employer to apply these changes to your
pay.

Based on the information you have provided, you are non-resident for
Irish tax purposes. Tax credits are generally not due to non-residents,
however you may be entitled to further credits on review at the end of
the year. Further information is available on www.revenue.ie.

Important notice

From now on all your PAYE correspondence will only issue

electronically and you can view, print or download items securely
from My Documents. You can access your correspondence quicker
and it supports a cleaner environment.

" .-'

late

=

-

. -y
in year to issue TCC
n W

L

Jobs and Pensions

Thank you.
Your details have been submitted.

Reference number: 4862383061

Unfortunately, it is too late in the year for a new Tax Credit Certificate to
issue for 2017. The details you submitted will be included in your Tax
Credit Certificate for 2018.

Once you have received your P60 from your pension provider for 2017
you can request a review of your tax. This can be done by submitting a
Form 12 which is available on myAccount (PAYE Services: Review your
tax).

Important notice

From now on all your PAYE correspondence will only issue

electronically and you can view, print or download items securely
from My Documents. You can access your correspondence quicker
and it supports a cleaner environment.
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5. Non-resident customer

Jobs and Pensions

Thank you.
Your details have been submitted.

Reference number: SOTTTI2&THO

A new Tax Credit Certificate will issue to you and your employer shortly.
It may take some time for your employer to apply these changes to your
pay.

Please note that any tax ¢credits awarded are based on the information
you have provided and could change during the course of the year.

Important notice

From now on all your PAYE correspondence will only issue
electronically and you can view, print or download items securely
from My Documents. You can access your correspondence quicker
and it supports a cleaner environment.







