Tax and Duty Manual SSR Filing Guidelines

Chapter 13 - Filing Guidelines for Share Scheme Reporting
(SSR)

9 This document should be read in conjunction with the Share Schemes Manual.

z Document created December 2019
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The information in this docu:e tis provided as a guidei only

Revenue and is not professional advice, including legal advice. It shoul?

Céin agus Custaim na hEireann not be assumed that the guidance is comprehensive or that i
Irish Tax and Customs provides a definitive answer in every case.
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Introduction

These guidelines are designed to provide information in relation to on-line
submission of Share Scheme returns RSS1 and KEEP1 via ROS.
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1. Customer Registering for SSR - Share Scheme Reporting

1.1 Register — SSR Reporting Obligation

il This step can only be completed by customers who are registered for ROS. If you are
_ notregistered for ROS, please refer to Appendix I, Section 5.1.

]

_.._,:-;F'ol'll_b_.w steps 1.1.1 to 1.1.10 to register for SSR — Reporting Obligation.
. -_;.Lf"
1.1.7 Logiinto ROS.
Iq:l:'\-.\__.r"". .'- ; _:_.

- - e
oy

b | 1.1.2 Und'er_th'é' “My Services” tab, select “Manage Reporting Obligations” from
- the Other Services section.

GAEILGE ENGLISH ROS HELP

& TEST Bar
REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

No cumrent tax clearance cerfificate

My Frequently Used Services Add a service @ ~

MyEnquiries

File a Return

|

Complete a Form On-line ~

Upload Form(s) Completed Off-line ~

Payments & Refunds

Submit a Payment ~

Manage Bank Accounts ~

Other Services

MyEnguiries Drivers & Passengers with Disabilities Mobile Access
Manage Tax Clearance eRepayment Claims Receipts Tracker
Verify Tax Cilearance Download Pre-populated Returns

VRT Certificate of Conformity

Manage Reporting Obligations Secure Upload/Download Service

Letter Of Residence

VAT MOSS
Manage Tax Registrations

Figure 1 -Screenshot of ROS login homepage " -_:"'| i B ¥ $
= e et i
g - & T . T
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1.1.3 Select “Register” opposite “Share Schemes Reporting - SSR”.

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Registration Options

eRegistration

Manage Your Reporting

each request form
Iltems in the Your Requests’

area will not be processed
until the "Submit’ process is DAC4-CbC -pacacnc Register 3

completed. Status: Not Registered

Status: Not Registered

Obligations and Agent Links Share Schemes Reporting -ssr
Notes: Status: Not Registered

You may add multiple

requests to "Your Requests’ FATCA _FaTtcA
Eh Status: Not Registered

You will be brought back to

this screen after completing DAC2-CRS _DACZCRS

Figure 2 ROS Screenshot of My Services tab

1.1.4 Enter the registration date in the format DD/MM/YYYY (i.e. Start date of
reporting obligation.)

Note: The date entered must not be later than current date.

Ii_’:“_ "_?_?'Ei”“’“ MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

eRegistration

SSR Registration
* Denotes a required field
Registration Date (DD/MM/YYYY) ™

¥ Cancel Add To Your Requests »

Figure 3 ROS Screenshot of SSR Registration Date
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1.1.5 After registration date has been entered, click on “Add to Your Requests”.
The registration request will be added to “Your Requests” on the right-hand
side of the screen. Click “Submit”.

eRegistration

Manage Your Reporting
Qbligations and Agent Links
Notes:

You may add multiple
requests 1o Your Requests’
area

You will be brought back to
this screen after compieting
each request form.

liems in the "Your Requesis'
area will not be processed
undil the "Submil’ process is
completed

Registration Options

Share Schemes Reporting - ssr

Status: In Requests

FATCA -ratca
Status: Nol Registered

DAC2-CRS .pac2.cRS

Status: Nol Registered

DAC4-CbC -pacscrc
Status: Not Registered

Your Requests (1)

Register

You need W submit this request in order for this

transaction o be processed
Submil ¥

Figure 4 ROS Screenshot of SSR Registration “Add to Requests”

1.1.6 Click “Sign and Submit”.

i s Cusiate ma kirczon MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Irish ustoms

eRegistration

Summary

Share Schemes Reporting Registration (New)

Registration Date 01/01/2019

Sign and Submit »

Figure 5 ROS Screenshot of SSR Registration Sign and Submit

1.1.7 You will be redirected to the “Sign & Submit” screen. Enter the ROS Password
and click “Sign & Submit”.
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Return

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

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

Sign & Submit

| = 0
Enter Password

Password

[ Sign & Submit ] ‘ Back ‘

| 0%

Figure 6 ROS Scwm‘t of Password Request for Sign and Submit

%
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1.1.8 You will receive a ROS Acknowledgement and a Notice Number which you

may wish to print for your records. Click “OK”.

na hEircann

MY SERVICES REVENUE RECORD PROFILE

% ROS Acknowledgement

You have just transmitted an Online Registration Return which has been received by ROS.

You can access a copy of this tfransaction through your ROS Inbox by clicking on the Revenue Record tab above.

A Receipt will be sent to your ROS Inbox as soon as this transaction has been processed by Revenue.
To file another Return click on the My Services tab

Please use the Notice Number below in any future correspondence or inquiry relating to this transaction.
INotice Number | 44913603868 |

- eRegistration summary:

| Register SSR Success

WORK IN PROGRESS

To return to My Services page click the OK button
e ] CFPERE
Figure 7 ROS Screenshot of Acknowledgement of Receipt

_.-"'.__.'—\-\.-:

v S W
._,-"-/:'. -__.-"'.\, . .-__.-"_H"

1.1. Qf’\(ou will receive a new notification in your Revenue Record to confirm that
you have been reglste‘redTor the SSR - Reporting Obligation. Click on the

Notlce Number for con’ﬁrmatlon of the registration.

_.-' q
. - et

H REVENUE RECORD PROFILE WORK IN PROGRES § ADMIN SERVICES 2

Inbox Messages ©

Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue's

mobile app RevApp or the Microsoft Edge browser.
Iltems are archived periodically. To view all items, fick "Include Archive' in the "Search By option.

Cancel Search

Search by Search using Document Type

Tax Type/Duty/Rep. Oblig. - *  Select Document Type: * Include Archive | C, Search

*denotes a required field

Notice No. ¢4 | Customer Name 2

Refresh inbox

0 @ (s ) I — e

Figure 8 ROS Screenshot of inbox messages

Regn.Trader No/Doc ID ¢ | Tax Type/Duty/Rep. Oblig. & Document Type & Period Begin &

Izssued Date &

21/05/2019
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1.1.10 The following notice will appear which you may wish to print for your
records.

o

This is a notice of the Registration Submitted to Revenue Commissioners on 21/05/2019
Notice Number: 44913603868 Date Submitted: 21/05/2019

eRegistration

Share Schemes Reporting Registration (New)
Registration Date 01/01/201%

Status Success

Please use ROS Notice Number for any further correspondence or inquiry related to this transaction

Figure 9 ROS Screenshot of SSR registration confirmation

®,

**. AFTER COMPLETION OF THIS PROCESS, YOU SHOULD ALLOW UP TO 3
WORKING DAYS FOR THE SSR REPORTING OBLIGATION TO BE REGISTERED.
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2. Agents Registering Clients For SSR

This section is only relevant where the user of the system is an Agent. Otherwise,
please refer to Section 1 above.

For queries relating to registering for SSR — Reporting Obligation, please submit
your query via MyEnquiries.

2.1 Registering existing Client - SSR Reporting Obligation

To link to an existing Tax Registration for whom you are not the current Agent,
please refer to Section 2.2 - Agent linking to new Customers/Clients for Reporting
Obligations.

Follow steps 2.1.1 to 2.1.16 to register for SSR - Reporting Obligation.

2.1.1 Log into ROS.

2.1.2 Under the “Agent Services” tab, locate the Customer using “View Client List”.

You will beredirected to the “Client Services” tab for the relevant Customer.

Find Clients

You can file refums, make payments and manage bank details for clients through Chent Services, Select a client below to v

Client Search Your Client List

Search by registration number You can access and export your full list of clients here

® TaxRegistralions () Reporting Obligations View Client List Export Client List

Or you can display all new clients from a certain date

Enter registration no. Search
Enter date Display £

Search by name

Enter surmame Search

Figure 10 ROS Screenshot of Agent Services view client list

10
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2.1.3 Select “Manage Reporting Obligations” from the Other Services section.

Revenue ﬁ

Cin agus Custaim na hEireann AGENT SERVICES

CLIENT REVENUE RECORD

GAl

WORK IN PROGRESS

No current

EILGE ENGLISH ROS HELP
& TEST EXIT

TEST

tax clearance certificate.

File a Return

Complete a Form On-line

Upload Form(s) Completed Off-line %

l Payments & Refunds

Submit a Payment

Manage Bank Accounts

Other Services

Manage Tax Clearance

Verify Tax Clearance

b
(Manage Reporting Obligations
 ——e—

Manage Tax Registrations

VRT Certificate of Conformity

Letter Of Residence

-

" s

Download Pre-populated Returns

Secure Upload/Download

Service

VAT MOSS

2.1.4 Click ”Sélgt’t"Action” oppositg,.;’SHé[}e Schemes Reporting - SSR”.

- &

o Ak,

-

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

eRegistration

Manage Your Reporting
Obligations and Agent Links
Notes:

You may add multiple
requests to "Your Requests’
area.

You will be brought back to
this screen after completing
each request form.

ltems in the "Your Requests'
area will not be processed
until the "Submit’ process is
completed

Figure 12 ROS Screensho

Registration Options

Share Schemes Reporting - ssr
You are not linked to this reporting obligation

FATCA _ratca

You are not linked to this reporting obligation

DAC2-CRS -pac2cRs

You are not linked to this reporting obligation

DAC4-CbhC -pacacnc

You are not linked to this reporting obligation

t of SSR -Select Action

Figure il' k0§*§creenshot of ”Maf’l_ai-ge RZ—:;QQ_r_ting Obligations” under Other Services section

Select Action I

Select Action
Select Action »
Select Action »

11
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2.1.5 Select “Add and link to a new registration”.

This option is applicable to an Agent wishing to link to a current Customer/Client to
manage SSR Reporting Obligation.

eRegistration

Registration Options
Manage Your Reporting

Obligations and Agent Links Share Schemes Reporting - ssr
Notes:

You may add mulfiple ) . i o - - —

requests to "Your Requests’ You are not linked to this reporting cbligation l[ # Add and link to a new registration ]
area ~ [ # Link and cease an exisfing registration ]
You will be brought back to

this screen after completing [ Link only to an existing registration ]
each request form.

B DI TS FATCA -ratca Select Action

area will not be processed
until the "Submit’ process is
completed.

You are not linked to this reporting obligation

DAC2-CRS -pac2crs Select Action

You are not linked to this reporting obligation

DAC4-CbC -pac4cnc Select Action $

You are not linked to this reporting obligation

Figure 13 ROS Screenshot of “Add and link to a new registration”

2.1.6 The following screen will appear. Select “Confirm”.

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

eRegistration

Request Confirmation

/% You will be required to upload an "Agent Link Nofification’ letter authorising this request before completion.

Electronic copies of signed letters must be in the pdf, tif or {iff format and be less than 5 megabytes in size.

Please confirm that the customer does not have an active or ceased registration for this tax before proceeding. This information will only be available
to you online if you are already linked to the customer for this tax.

Confirming a customer's eligibility for this request will help to ensure that your request is processed as expected. Reguests deemed
invalid will not be processed.

Figure 14 ROS screenshot of client services request confirmation

12
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2.1.7 Enter the registration date in the format DD/MM/YYYY (i.e. start date of
reporting obligation).
Note: The date entered must not be later than current date.

After the registration date has been entered, click on “Add to Your Requests”.

Al AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

eRegistration

SSR Registration

* Denotes a required field
Registration Date (DD/MM/YYYY) = | i)

» Cancel | Add To Your Reguesis »

Figure 15 ROS Screenshot of Client Services Registration Date section

2.1.:8 The registration request will be added to “Your Requests” on the right-hand
side of the screen. Click “Submit”.

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

TEST
eRegistration
Registration Options Your Requests (1)
Manage Your Reporting .
Obligations and Agent Links Share Schemes Reporting - ssr

Notes: Stalus: In Requests Register

You may add muttiple SSR
requests to 'Your Requests’ FATCA _ratca Edit  Cancel
EIEL *ou are not linked to this reporting obligation

*You will be brought back to

this screen after completing

Items in the "Your Requests’

You are not linked to this reporting obligation

area will not be processed
until the "Submit' process is

YYou are not linked to this reporting obligation

‘You need o submit this request in order for this

transaction to be processed ﬁ

Figure 16 ROS Screenshot of "Your Requests" Section
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2.1.9 Select “Generate Client Consent Letter”. This will generate a Consent letter in
respect of the registrations input for your client. This will be generated in
PDF format. (This option is not mandatory; a standard Agent Link
Notification Form may be uploaded at the next stage.)

Revenue §:

e AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Irish

eRegistration

Summary

Share Schemes Reporting Registration (New)

Registration Date 01/01/2019

9 The option to generate a Consent letter that can be signed by your client and a copy retained on your records is displayed below. Click
on the "Generate Client Consent Letter" button to generate a Consent Letter in respect of the registrations input for your client. The letter will
be generated in .PDF format. To view this Letter. you will need at least Adobe Reader version 8.0 or a similar .PDF Reader. The latest
version of Adobe Reader is available for free from the following link: Download Adobe Reader.

Generate Client Consent [efier ‘ Next »

Figure 17 ROS Screenshot of “Generate Client Consent Letter”

2.1.10"Sample “Consent Letter Generated”

Revenue
Cdin agus Custaim na hEireann
I:.\' Tax and Customs

TEST confirms that TEST -is to act as the agent in respect of the following taxes.

(Share Schemes Reporting Registration (New)

TEST understands that this arrangement will remain in place until changed by either agent or client and the change
is notified to Revenue.

Signed (Agent) Date

Signed (Client) Date

Figure 18 ROS Screenshot of sample Agent Consent Letter

14
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This document opens in a separate browser for editing and saving to the Agent
network/drive, for subsequent upload.

2.1.11 Once completed, click “Next”.

Revenue §s

e AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Irish T

eRegistration

Summary

Share Schemes Reporting Registration (New)

Registration Date 01/01/2019

@ The option to generate a Consent letter that can be signed by your client and a copy retained on your records is displayed below. Click
on the "Generate Client Consent Letter” button to generate a Consent Lefter in respect of the registrations input for your client The letter will
be generated in .PDF format. To view this Letter, you will need at least Adobe Reader version 8.0 or a similar .PDF Reader. The latest
version of Adobe Reader is available for free from the following link: Download Adobe Reader.

Generate Client Consent Lefier | Next ¥

Figure 19 ROS Screenshot of Generate Consent Letter

2.1.12 To upload the completed Agent Link Notification Form on ROS, click “File”
and browse to completed Agent Link Notification saved in the Agent
network/drive. Tick the box “Share Scheme Reporting” and click “Next” to
attach link.

** Standard Agent link notification may also be uploaded**

AGENT SERVICES

eRegistration

Agent Link Attachment

In order to safeguard the integrity and security of Revenue client records, all online requests made by agents which may result in a new agent-client
link being created must be accompanied by an uploaded signed Agent Link Notification letter.

Further information and a sample letter are available here.

Electronic copies of signed letters must be in the _pdf, tif or fiff format and be less than 5 megabytes in size.

C e )

Please indicate which reporting obligations the attachment is relevant to by checking the boxes.

[ ] Share Schemes Reponing]

Please upload a copy of the signed Agent Link Notification letter by clicking the 'Next’ button._

Back to Summarny Next

Figure 20 ROS Screenshot of Agent Link Attachment

15



Tax and Duty Manual SSR Filing Guidelines

2.1.13 Click “Sign and Submit”.

eRegistration

Agent Link Attachment
Antached approval ketier file]s):

S s - ==

Back o Sursmary Sagn and Suberst

Figure 21 ROS screenshot of Agent Link Attachment upload

2.1.14 You will'be redirected to the “Sign & Submit” screen. Enter the ROS
Password and click “Sign & Submit”.

AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRES

Return

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

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

Sign & Submit
Certificate - 0 Help

Enter Password Password

{ sion & submit | | Back |

0%

Figure 22 ROS Screenshot of Sign and Submit password request



Tax and Duty Manual SSR Filing Guidelines

You will receive a ROS Acknowledgement and a Notice Number which you may wish
to print for your records. Click “OK”.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

ROS Acknowledgement

You have just fransmitied an Online Registration Retumn 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.
A Receipt will be sent to your ROS Inbox as soon as this fransaction has been processed by Revenue.

To file another Return click on Client Services tab.

To return to Agent Services click on Agent Services tab.

Flease use the Notice Number below in any future correspondence or inquiry relating to this transaction.
Notice Number | 5160017190G |

eRegistration summary:

Register and Link SSR Success

To retumn to Agent Services click on Agent Services -
tab. oK |

e :F'rgt.lre 23 ROS Screenshot of ROS Acknowledgement

-

o
-

47 ¥
- Sirred

F

F o [ .
& AT,

2,.;}:'._’15:}0u will receivé"a:r‘{gw—ﬂptification in the Client’s Revenue Record to confirm
' ; ‘that the Customer has been registered for SSR Reporting Obligation. Click
' .:-_c_).f\ the Notice Number _fg‘;:é'cmfirmation of the registration.

F. =
-3 L. 8

RVICES REVENUE RECORD PROFILE ADMIN SERVICES L TEST | ExiT
Search Clients

Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue's
mobile app RevApp or the Microsoft Edge browser.

Items are archived periodically. To view all items, tick 'Include Archive” in the *Search By’ option.

=100 1)l Search using Document Type Cancel Search
Tax Type/Duty/Rep. Oblig. : * | Select Document Type: * Include Archive | O Search

*denotes a required field. Refresh Inbox o ‘

Notice No. & Customer Name ¢ RegnJTrader NoJ/Doc ID $# Mandatory ROS filer Tax Type/Duty/Rep. Oblig. 4 Document Type # Period Begin 4 Issued Date &

O w TEST - Yes :z;:rtlrmg MY i 2110512019

gistration for SSR&.&J;'E[
r g =
k.

_. it

. - &
& K -
¢ '-. . l-
b
| i N L ._I - .
g I s
- Y
o ; ¥ F ]
LAl o - i
5 .rx-\"\-_h?' - '_-"'rr 3 e
¥ = s
L " e
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2.1.16 The following notice will appear which you may wish to print for your
records.

iz

This is a notice of the Regi i itted to R [ issi s on 21/05/2019
Notice Number: 5160017190G Date Submitted: 21/05/2019

eRegistration

Share Schemes Reporting Registration (New)

Registration Date 01/01/2016

Status Success

Please use ROS Notice Number for any further correspondence or inquiry related to this transaction

Figure 25 ROS Screenshot of Notice confirming SSR Registration

+¢*  AFTER COMPLETION OF THIS PROCESS, YOU SHOULD ALLOW UP TO 3
WORKING DAYS FOR THE SSR REPORTING OBLIGATION TO BE REGISTERED.

18
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2.2 Agent linking to new Customers/Clients for Reporting Obligations

This section is to be used by Agents who wish to link to a new Customer/Client to
whom they are not already linked on ROS and to register the Customer/Client for

SSR Reporting Obligations.

If an Agent wishes to link to an existing Customer/Client in order to register them for
SSR Reporting Obligations, please refer to Section 2.1.
A

s

i .:." l| ]

-

x‘iZZLLog onto ROS and access “Agent Services”.

L PSR,
L9

2.2.2 'Go#to’s'."ec.tion “Manage Tax Registrations”.

iy

AGENT SERVICES

REVENLUE RECORD

PFROFILE

ADMIN SERVICES

You can filke returns, make payments and manage bank detals for o

Client Search Your Client List
Search by registration number

ents through Chent Services, Select 3 chienl Below bo wiew heir available Chend Serices

You can acoess and expor your full list of clients here

Export Client List

O wou can display all new chients from a cerain dale

Enter regisiration no.

Enter date
Search by name

Enter surmame

Manage Tax Registrations

Display 2

Manage Client Registrations

Please use this option fo wpdate, add or cancel Agent'Client links and tax registrations
i your client hadhas an exdsting tax number, incl, PAYE

® Tax Registiations ) Reporing Dbligations

Enfler regesiration no

Ender name

Manage Reporting Obl_. =

Figure 26 ROS Screenshot of how to link new customer in Mar'rage"fi'a}g-R‘égistration Section «
r i ]

Register New Revenue Customer

Yol can now register new individuals, companies, partnerships trusts
Enbles with Revenue

Register Mew Revenpe Cuslomer &

¥ou can also register new reporting entities

Register Mew Reporting Entity &

|
= . . F
A% ,____,,-" '=._:.._
&

19
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2.2.3 If you wish to register an existing Tax Registration for SSR - Reporting
Obligation, select “Tax Registrations” radio button, followed by “Tax Type”
(choose existing tax type for Company), enter the “Tax Registration
Number”, along with the “Name” and select “Manage Reporting
Obligations” from the drop-down menu. To complete this step, click

“Manage”.
Manage Tax Registrations
Manage Client Registrations Register New Revenue Customer
. T msie ] B el Gt e weacreaieim | Y cor e e e v i Comrariod. Derinesstive Tusts macl Fraastac

¥
| hedhias an exsting tax number, ingd FAYT Entities waih Revenoe

s s

1 * Enler regisiration ma
et -t M Register New Reporting Entity &

| Manage |

Figure 27 ROS Screenshot for agents to register existing customer for SSR
2.2.4 Under “Registration Options”, click “Select Action” and “Add and link to a
new registration”,

This option is applicable to an'Agent wishing to link to a Customer/Client that they
are not currently linked to on RQOS, in'order to manage SSR Reporting Obligation.

m na hEircann
st

eRegistration

Registration Options
Manage Your Reporting

Obligations and Agent Links Share Schemes Reporting - 8SR Select Action ¥
Notes:

You may add multiple . . i o = - —

requests to 'Your Requests’ You are not linked to this reporting obligation I # Add and link to a new registration l
area [ # Link and cease an existing registration ]
You will be brought back to

this screen after completing [ Link only to an existing registration ]
each request form.

LEISRE RIS FATCA _ratca Select Action 3

area will not be processed
until the "Submit’ process is
completed.

You are not linked to this reporting obligation

DAC2-CRS -pac2cRs Select Action $

You are not linked to this reporting obligation

DAC4-CbC -pacschc Select Action $

You are not linked to this reporting cbligation

Figure 28 ROS Screenshot of “Add and Link to a new registration”
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2.2.5 Click “Confirm”.

eRegistration

Request Confirmation
£, You will be required 1o upioad an ‘Agent Link Melification keer authorising this request betor comgiation

Electresivs copiea of signed befers mast be in the pdi, il or il format and be bess than 5 megalsyles in siee

- Please confinm that the customser doss nol have an active of ceased registration for this tax before proceeding. This infoemation wil only be avallable
t o onling i you are already linked to the customses for this tax

Confirming a customer's aligibiity for this request will belp fo enswe thaf your request s processed as expeched. Requests deamed
tnvadld will not be processed.

I

Figure 29 ROS Scréé_n_shot of Request Confirmation for Agent Link uploaded
=

‘l.
I Y
g : %

[
¥

. 2,26 Click “Submit”. "

o o &

evenue
5 AGENT SERVICES
0292851
eRegistration

Registration Options Your Requests (1)
Manage Your Reporting .
Obligations and Agent Links Share Schemes Reporting - ssk Create Agent Link
Notes: Status: In Requests g

You may add multiple 653
requests lo "Your Requests’ FATCA _ratca Gance
area You are not linked to this reporting obligation

You wil be brought back to

this screen after completing

el chy Ry ects You are not linked to this reporting obligation
‘area will not be processed

until the ‘Submit’ process is

You are not linked to this reporting obligation

“You need to submit this request in order for this

transaction to be processed.

Figure 30 ROS Screenshot of "Your Requests" Section with Agent Link for.SSR

21
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2.2.7 Enter the registration date in the format DD/MM/YYYY (i.e. start date of
reporting obligation).
Note: The date entered must not be later than current date.

After the registration date has been entered, click on “Add to Your Requests”.

Al AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

eRegistration

SSR Registration

* Denotes a required field
Registration Date (DD/MM/YYYY) ™ i

» Cancel | Add To Your Reguesis »

Figure 31 ROS Screenshot showing Registration date entry for SSR

2.2.8 Click “Generate/Client Consent Letter”; this action generates a letter for
signing. Download and-save for editing. (This option is not mandatory; a
standard Agent Link Notification Form may be uploaded at the next stage.)

Revenue §4

Céin agus Custaim na hEircm AGENT SERVICES

Irish Tax ar

eRegistration

Summary

Share Schemes Reporting Registration

Updated Agent Request Details

Tax Agent Agent Link Authorisation Requested

@ The option to generate a Consent letter that can be signed by your client and a copy retained on your records is displayed below. Click
on the "Generate Client Consent Letter” button to generate a Consent Letter in respect of the registrations input for your client. The letter will
be generated in .PDF format. To view this Letter, you will need at least Adobe Reader version 8.0 or a similar PDOF Reader. The latest
version of Adobe Reader is available for free from the following link: Download Adobe Reader.

Generate Client Consent Letter ‘ Next ¥

Figure 32 ROS Screenshot how to “Generate Client Consent Letter”
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2.2.9 Sample “Consent Letter Generated”.

Revenue

Cdin agus Custaim na hEireann
Irish Tax and Customs

TEST confirms that TEST -is to act as the agent in respect of the following taxes.

(Share Schemes Reporting Registration (New) )

TEST understands that this arrangement will remain in place until changed by either agent or client and the change

is notified to Revenue.

Signed (Agent) Date

Signed (Client) Date

Figure 33 ROS Screenshot of sample consent letter generated

2.2.10"Once completed, click “Next”.

Revenue bd

Ciin agus G e AGENT SERVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

Irish Tax

eRegistration

Summary

Share Schemes Reporting Registration (New)

Registration Date 01/01/2019

0 The option to generate a Consent letter that can be signed by your client and a copy retained on your records is displayed below. Click
on the "Generate Client Consent Letier” button fo generate a Consent Letier in respect of the registrations input for your client The letter will
be generated in .PDF format. To view this Letter, you will need at least Adobe Reader version 8.0 or a similar .PDF Reader. The latest
version of Adobe Reader is available for free from the following link: Download Adobe Reader.

Generate Client Consent Letter | Next »

Figure 34 ROS Screenshot of “Generate Consent Letter”
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2.2.11 To upload the completed Agent Link Notification Form on ROS, click “File”
and browse to completed Agent Link Notification saved in the Agent
network/drive. Tick the box “Share Scheme Reporting” and click “Next” to
attach link.

** Standard Agent link notification may also be uploaded**

AGENT SERVICES

eRegistration

Agent Link Attachment

In order to safeguard the integrity and security of Revenue client records, all online requests made by agents which may result in a new agent-client
link being created must be accompanied by an uploaded signed Agent Link Notification letter.

Further information and a sample letter are available here.

Electronic copies of signed letters must be in the .pdf, .tif or tiff format and be less than 5 megabytes in size.

C o]

Please indicate which reporting obligations the attachment is relevant to by checking the boxes.

(Eshare Schemes Reportind

Please upload a copy of the signed Agent Link Notification letter by clicking the 'Next' button.

Back to Summany

Figure 35 ROS Screenshot of upload Agent Link Notification letter

2.2.12 Click “Sign and Submit”.

eRegistration

Agent Link Attachment
Attached approval letter file(s):

Share Schemes Reporting TEST RSS1.pdf

Figure 36 ROS Screenshot showing attachment uploaded, sign and submit.
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2.2.13 You will be redirected to the “Sign & Submit” screen. Enter the ROS
Password and click “Sign & Submit”.

T—Eff'?“n“ AGENT SERVICES

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

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

'
| r
]

Sign & Submit
y 7 Certificate © Hep

Enter Password Password

- [ Sign & Submit ] | Back |

0%

Figure 37 ROS Scre_émshot.§howing agéﬁt di.reéteql to sign and submit page

-
e

2.2.14 You W|II recplv a ROS AcknoMedgEment and a Notice Number which you
may wish f nt%or your records: Click ’iOK"

E..
&

. - -'\
AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERUICE'S

ROS Acknowledgement

¥ou have just transmitied an Online Registration Retum for your client which has been received by ROS

YU Can AcCess 3 capy of Ihis Iransaction Mrough your clienls ROS Inbax by chicking on the Clien! Revenue Record tab above
A Riecep! will be senl 1o your ROS Inbox a5 5000 a3 this ransackion has been processed by Revenue

To e another Returm cick on Client Services ab

To refum to Agen! Services dick on Agent Services tab

Flease use the Motice Number below in any future comespondence of inguiry relating to this transaction

Molice Number | 5562648873R
EHEQIS".I’E".IH‘I SINTIMEry .
Register and Link SSR | Success
To return 1o Agent Senvices dick on Agem Services
by il
o = g i
Figure 38 ROS Acknowledgement of receipt of Registration and linking fot-SISR __///,-.r“x:
% v o
& r
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2.2.15 You will receive a new notification in the Revenue Record to confirm that
the Agent link. Click on the Notice Number for confirmation of the
registration.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

\ll Clients - Inbox Messages @ Search Clients
o

Inbox: Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue’s

mobile app RevApp or the Microsoft Edge browser.
[-] Inbox Messages

Items are archived periodically. To view all items, tick ‘Include Archive” in the "Search By" option.
Information Services:
Search by. |Search using Document Type [¥] canceiSearch
[E% Outstanding Returns

Tax Type/Duty/Rep. Oblig. - = | Select [v] Document Type: = | [~ Include Archive | O, Search
[E] Request Statement of Accounts

*denotes a required field.

Properties Submitted via ROS

L TEST ®xr

Issued Date

Notice No. & Customer Name ¢ Regn./Trader No/DocID ¢+ Mandatory ROS filer Tax Type/Duty/Rep. Oblig. + Document Type & Period Begin &
bl Overview
HBl Try our onfine Demos I\ & siz6770361A No E:;gt‘rmg Entity NiA

Figure 39 ROS Screenshot of confirmation of agent link in inbox messages

2.2.16 The following notice will appear which you may wish to print for your

records.

This is a notice of the Registration Submitted to Revenue Commissioners on 1%/06/2019
Notice Number: 5618705186C

23/05/2019

Date Submitted: 19/06/2019

eRegistration

Share Schemes Reporting Registration (New)

Registration Date 18/06:2018

Status Success

Please use ROS Notice Number for any further correspondence or inquiry related to this transaction

Figure 40 ROS Screenshot of Notice of SSR Registration

+ AFTER COMPLETION OF THIS PROCESS, YOU SHOULD ALLOW UP TO 3
WORKING DAYS TO UPDATE.
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Ly

e

3. Customer Submitting SSR Returns

The following section details how customers upload SSR returns on ROS.
Section 3.1 details the process for uploading RSS1 Returns. Section 3.2 details the
process for uploading KEEP1 Returns.

3.1 Customer Submitting RSS1 Return

s

e

'!:]o(e RSSl Return can be downloaded from the following location Form RSS1.

i

&
3.1 . Log on to ROS. Under “File a Return” — “Complete a Form Online”, select

% hR’épprtlng obllgatlons and “SSR” from the drop-down list.
m MY SERUICES C GRESS 5 CES

No current tax clearance certificate.

My Frequently Used Services Add a service @ ~

MyEnquiries

Employer Services

Revenue Payroll Notifications Payroll Returns Additional Services
(RPNs)
Submit payroll Statement of Account PPS Number Checker
Request RPNs
View payroll View Latest Statement/Return PAYE Modernisation Information

File a Return
Complete a Form Online ~
Sedect a return you would like to complete now. You will be given the oplion of filing the retum with or without a payment

O Tax Registrations (@ Reporting Obligations

gssr + | | Selectatype .
Figure 41 ROS Screenshot of how to naVigate to Reportir;g Obligations -SSR
Wi i T W
b 4 .,j-
. .' h
! ..i 13 4 o
e A
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3.1.2 Select Return Type as RSS1 and “Submit”.

Employer Services

Revenue Payroll Notifications Payroll Returns Additional Services
(RPNs)
Submit payroll Statement of Account PPS Number Checker
Request RPNs
View payroll View Latest Statement/Return PAYE Modernisation Information

File a Return

"' Complete a Form Online ~

Select a refurn you would like to complete now. You will be given the option of filing the refurn with or without a payment

! O Tax Registrations (@ Reporting Obligations

SSR Submit -)

| RS§1 a

RSS1

Upload Form(s) Completed KEEP1

Figure 42 ROS Screens.lglot of select RSS1 return

'_ Thg periods avallable for selection for RSS1 Returns will be from 2014.

WELCOME, T-CHRIS

Please select the period you wish to file

01/01/2017 - 31/12/2017
01/01/2016 - 31/12/2016
01/01/2015 - 31/12/2015
€ Back 01/01/2014 - 31/12/2014

Figure 43 ROS Screenshot RSS1 Tax Period dropdown meri:u:___a-wL

I

-
B o N
N N . o S
! P Y Loy e

3.1.3 Select the appropriate:'ber-'iz'):d__f_olr the Return and (_:_Fi'ck#on “Submit”.

il Lo

. . T O

Share Schemes Reporting RSS1 Tax Period Select

PI lect the period you wish to fl
case selectihe periodyou wish fo e 01/01/2018 - 31/12/2018

€ Back Submit =

Figure 44 ROS Screenshot select appropriate Tax Period theri'{:lick_gljbmi;t:'

E .-" ¥ j

then it will be necessary to download the latest version of i‘he return from the
&

N

i .- 1
]
If you have already submitted a return for any period that-rs n_ow to be amendec}:j./Ei %
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Revenue website, complete the details and upload the zip file generated. The RSS1
Return can be downloaded from the following location Form RSS1.

3.1.4 The following screen allows the zip file generated from the completed RSS1
Return to be uploaded by clicking on the 244

below. Browse to location
of saved file to upload Return.

RSS1 Return

1 _' 4 Return Details

RSS1 Return Details for the accounting period 01/01/2018 - 31/12/2018
MNote: If you filed your RS51 return for this period prior to 15th of June 2019, it will not be presented
below for download.

If you need to amend your RSS1 return for this period, please download the latest version of
from the R i details and upload zip file generated once

completed.

Please upload the zip file generated from your completed RSS1 spreadsheet

& Attachment

Mo attachments added yet.

<
)

1 declare that the information that | have provided for the purposes of filing this return is true and correct to
F the best of my knowledge and belief

-, Please tick this box if the declaralion is comect

4 Back

Fing’é Iél-Ef_rROS;S_creenshot UpIoad,:'i_lP file for RSS1

o N . ]
F 1 " | J

3.1.5 Once'the qprc;priate file ha

| S b,éé.r] added, tick the declaration box and
"Subl”r.)i,l‘". - 3 9

Return Details

RSS1 Return Details for the accounting period 01/01/2018 - 31/12/2018

MNote: If you filed your RS51 return for this period prior to 15th of June 2019, it will not be presented
below for download.

If you need to amend your RS51 return for this period, please download the latest version of
from the i details and upload zip file generated once

completed.

Please upload the zip file from your RSS1

& Attachment

form-rss1.xlsm

@
=]

Number of line-items in spreadsheet uploaded 1

1 declare that the information that | have provided for the purposes of filing this retumn is true and comrect to
the best of my knowledge and belief

Fleaselid(mis box if the declaration is correct E l
B
« o .
Figure 46 ROS Screenshot of Declaration Box and Submit - = -

- P .
. r "

I i

r e J " -..ll
29 a0
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3.1.6 Enter Password and click “Sign & Submit”.

Revenue §d

Céin agus Custaim na hEircann
Custome

Irish Tax and Customs

Sign & Submit

Certificate o Help

Enter Password seseesss

Sign & Submit

0%

Figure 47 ROS Screenshot password request and “Sign and Submit”

3.1.7 The following confirmation'screen is shown. Click “OK” to return to Revenue

Record.

Revenue b4

Ciin agus Custaim na hEireann
Irish Tax and Customs

Thank you.
You have just transmitted your R$51 return which has been received by ROS.

You can access a copy of this Return through your ROS inbox in the Revenue Record Section on the My Services page by clicking Open Revenue Record

To return to the My Services page please click the OK button

Figure 48 ROS Screenshot Confirmation of RSS4 received
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3.1.8 You will receive a new notification in the Revenue Record to confirm that you
have submitted the RSS1 Return.

VICES REVENUE RECORD PROFILE WORK IN PROGRES 5 ADMIN SERVICES 2

X Messages ©

1 5 "\- - _-" Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue's
mobile app RevApp or the Microsoft Edge browser.

Items are archived periodically. To view all items, tick ‘Include Archive’ in the "Search By" option.

Search by: Cancel Search
' Tax Type/Duty/Rep. Oblig. : *  Select Document Type: * Include Archive O, search
*denotes a required field. Refresh Inbox
| | Notice No. & Customer Name & Regn.JTrader NoJDoc ID & Tax Type/Duty/Rep. Oblig. % Document Type & Period Begin 3 Issued Date 3
(] T302393890745267127C SSR RS51 01/01/2018 27/05/2019
i, Figure 49 ROS Scre'_e'n_shhot of notification confirming submission of return
] i)

v
i ;.

[
¥

. 3.1.9 Click on the Notice Number for confirmation of the Return submitted.

N ,—"f & ;__,r"f
3 E A
RSS1 Retum

Return Details

RSS1 Return Details for the accounting period 01/01/2016 - 31/12/2016

Return Details for the above peried have successfully upleaded through ROS

& Attachment

RESS1 for testing (Correct version).xlsm @

Mumber of line-items in spreadsheet upleaded:

I declare that the information that | have provided for the purposes of filing this return is true and comect to
the best of my knowledge and belief

Please tick this box if the declaration is comect t

Wil &

Figure 50 ROS Screenshot notice confirming succes:sfﬁll_i_:rplqaq'-_throggh ROS

- s r . '
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3.2 Customer Submitting KEEP1 Return

The KEEP1 Return can be downloaded from the following location Form KEEP1.

3.2.1 Log on to ROS. Under “File a Return” and “Complete a Form Online”, select
“Reporting Obligations” and “SSR” from the drop-down list.

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES
No current tax clearance certificate.

il My Frequently Used Services Add a service @ ~

MyEnquiries

Employer Services

Revenue Payroll Notifications Payroll Returns Additional Services
(RPNs)
Submit payroll Statement of Account PPS Number Checker
Request RPNs
View payroll View Latest Statement/Return PAYE Modernisation Information
| File a Return

I Complete a Form Online I ~

Select a return you would like to complete now. You will be given the option of filing the return with or without a payment.

© TaxRegistrations @ Reporting Obligati

SSR v

Figure 51 ROWS - How to r eporting Obligations for SSR

Select a type v |
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3.2.2 Select Return Type as KEEP1 and “Submit”.

GABLGE  EMGLISH  ROSH

MY SERVICES FEVEMIRE RECORD PROFILE ADMIN SERVICES

o e B clegiange certficate.

iy Freguently Used Services

MyEnguines

Revenue Payroll Nolifications Payrall Feeturns Additional Services
|RPN3)

B Sl payrall Stabeenl of Aocount PPS Humbar Checker
Requast RPNz

Wisw payrel] View Latas] StatemeniReturn PAYE Mogernisatian Informslion

File 2 Redurm

Camplete & Form Online ~
Sekct aratum VO WU T 10 Comrete noe You wil Be given ihe apion ol Ting [he mium witn of $Incul 3 payment
o Tax Fegistrations @ Reportng DBligaticed

| -8
Fesgt

Upload Form(s) Completed v
j_/gure 52 ROS Screenshotdf select KEEP1 from dropdown menu

'fj],ep‘erlod s) available -EFQRSE|EC’EIOI"I for KEEP1 Returns will be from 2018.

.-. .--.\' '-H- .- .

Revenue

Cain
Irish

Share Schemes Reporting KEEP1 Tax Period Select

Please select the period you wish to file

New submisslon Perlod(s,
01/01/2018 - 31/12/2018

€ Back Submit =

Figure 53 ROS Screenshot showiné'é'\?é'ilqhié Tax Period to fiIe"fQ_r_ KEEPZ Return
4 0 At

% &
I 3
r P J . -..ll
33 i .
Al )
N 8
.
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3.2.3 Select the appropriate period for the Return and click on “Submit”.

Revenue b#

Céin

Irish Ta

Share Schemes Reporting KEEP1 Tax Period Select

Please select the period you wish to file 01/01/2018 - 31/12/2018

'F'fgqre_sil ROS Screenshot select appropriate year from dropdown and submit

'-.:..-'"'Il_,-:" T
If you'have 9lﬁe_§dy submitted a return for any period that is now to be amended,
then it will be n‘écessary to download the latest version of the Return from the
Revenue website, Cpmplete the details and upload the zip file generated. The KEEP1
Return can be downloaded from the following location Form KEEP1

.

' F &,

*'f?: 2 4 The foIIowmg screemallows the zip file generated from completed KEEP1
“-f’ Return to be u;}loa‘ded by clicking on the 244D halow. Browse to location

; of saved file to uploé<d Return.

=

Céin agus Custaim na

Irish Tax and Customs

KEEP1 Return

Return Details

KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Note: If you filed your KEEP1 return for this period prior to 15th of June 2019, it will not be

below for
If you need to amend your KEEP1 return for this period, please download the latest version of
preadsheet from the R: bsite, ¢ plete details and upload zip file generated once
completed.

Please upload the zip file generated from your completed KEEP1 spreadsheet

& Attachment

<
o

Mo attachments added yet.

| declare that the information that | have provided for the purposes of filing this return is true and correct to
the best of my knowledge and belief

Flease tick this box if the declaration is comect O

_ e

Figure 55 ROS Screenshot of Zip file upload function L % v f kil
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3.2.5 Once the appropriate file has been added, tick the declaration box and
“Submit”.

KEEP1 Return

Return Details

KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Note: If you filed your KEEP1 return for this period prior to 15th of June 2019, it will not be
pr below for

If you need to amend your KEEP1 return for this period, please download the latest version of
from the

details and upload zip file generated once
completed

Please upload the zip file generated from your completed KEEP1 spreadsheet

& Attachment

Form KEEP1 xlsm

MNumber of line-items in spreadsheet uploaded:

9

| declare that the information that | have provided for the purposes of filing this return is true and correct to

the best of my knowledge and belief

j, ] Flease fick this box if the declaration is correct

€ Back

iy

- ',F'fgure 56 ROS Screenshot of geclaratlon box and submit

.-"““.'
&

= “‘w-' |

32”6 I;nter Password and gme’Slgn & Submit”.

{‘am agut; fmmm na hFlrrann

Sign & Submit

Certificate o Help
Enter Password ces0808s
(Son s suomt ]
0%
Figure 57 ROS Screenshot password request and sign and submit -

fote B
gl 1
-1 UL 2
. ¥ =
pie -

-. .\._'-

3.2.7 The following confirmation screen is shown. Chek QHto return to Rey :

Record.

#3 veny-eq ’
._h‘ - ; ."r ""

L

-

N
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Revenue bd

Ciin agus Custaim na hE

Thank you.
You have just transmitted your KEEP1 return which has been received by ROS.

You can access a copy of this Return through your ROS inbox in the Revenue Record Section on the My Services page by clicking Open Revenue Record.
To return to the My Services page please click the OK button

OK =

Revenue Home | Tax Clearance Information | Accessibility | System Requirements

Terms & Conditions | Privacy Policy | Certificate Policy Statement | Certification Practice Statement
igure 58 ROS Screenshot confirmation of KEEP1 received
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3.2.8 You will receive a new notification in the Revenue Record to confirm that you
have submitted the KEEP1 Return.

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRES S ADMIN SERVICES 2

S - Inbox Messages @

Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue's
'mobile app RevApp or the Microsoft Edge browser.

Items are archived periodically. To view all items, tick "Include Archive’ in the "Search By’ option.

Search by: Cancel Search
Tax Type/Duty/Rep. Oblig. : * |Select Document Type: * Include Archive QSearcn

*denotes a required field Refresh Inbox

Notice No. &

Customer Name 2 Regn.JTrader No./Doc ID &

Tax Type/Duty/Rep. Oblig. = Document Type & Period Begin 2 Izsued Date 2

O T275849731671599192N

Figure‘m

SSR KEEP1 01/01/2018 27105/2019

eenshot notification confirming submission of return

3.2.9 Click on:

Notice Number for confirmation of the Return submitted.

e

KEEP1 Retum

Return Details

KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Return Details for the above peried have successfully uploaded through ROS
& Attachment

Form KEEP1 xlsm

Mumber of line-items in spreadsheet uploaded:

I declare that the information that | have provided for the purposes of filing this return is true and comect to
the best of my knowledge and belief

Please tick this box if the declaration is comect

Figure 60 ROS Screenshot confirming upload thrﬁw



Tax and Duty Manual SSR Filing Guidelines

4. Agent Submitting SSR Returns

The following section details how Agents upload SSR returns on ROS.
Section 4.1 details the process for uploading RSS1 Returns.

_.-'-"'_--ﬁ_} Section 4.2 details the process for uploading KEEP1 Returns.

O o

:.':-_
4.1 Agent Submitting RSS1 Return
i .-"'.-
The%ﬁSl—Return can be downloaded from the following location Form RSS1.
I‘-II'\'.\__-FIII-.I- )
- i

- - e
4 r »
al A __- .

4.1.1 Logonto _RE?S, search for Client using Client Search or Client List.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Find Clients

You can file returns, make payments and manage bank details for clients through Client Services. Select a client below to

Client Search Your Client List

Search by registration number: You can access and e)(pol't your full list of clients here.
O Tax Registrations @ Reporting Obligations View Client List Export Client List
SSR .

Or you can display all new clients from a ceriain date.

Enter registration no. Search
Enter date Display £

Search by name:

I

Figure 61 ROS Screenshot Agent navigating to.C BT .
.-\.- - :_'-_ ._i it r b
L e _:’--__.-".-'
T 4
= et .
" 3 F -_ .
B . ¥ ]
£ _.-C"\-:h.'l "\-\__'_-"'.rr 3 e
-8 '-__\ - ff/:_.--'-:_:
- v
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4.1.2 From ‘Client Services’, select “File a Return” — “Complete a Form Online”,
select Reporting Obligations and “SSR” from the drop-down list.

I CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

No current tax clearance certificate.

File a Return

Complete a Form Online ~
Select a return you would like to complete now. You will be given the option of filing the return with or without a payment.
(O Tax Registrations @& Reporting Obligations

ISSR v I ‘ Select a type... v |
|

Figﬁ' 2 ROS Screenshot Agent navigating to SSR Dropdown Menu

Employer Services

Revenue Payroll Notifications Payroll Returns Additional Services
(RPNs)
Submit payroll Statement of Account PPS Number Checker
Request RPNs
View payroll View Latest Statement/Return PAYE Modernisation Information
File a Return
Complete a Form Online A~

(O Tax Registrations @ Reporting Obligations

SSR -

| RSS1 a

Select a return you would like to complete now. You will be given the option of filing the return with or without a payment.

RSS1

Upload Form(s) Completed KEEP1 v

Figure 63 ROS Screenshot select RSS1 from dropdown
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4.1.4 The periods available for selection for RSS1 Returns will be from 2014.

WELCOME, T-CHRIS

Revenue 54

Cdin agus Custaim na hEireann

01/01/2017 - 31/12/2017
01/01/2016 - 31/12/2076
01/01/2015 - 31/12/2015
] 01/01/2014 - 31/12/2014

FigurWScreenshot select Tax Period to file

4.1.5 Selec propriate period for the return and click on “Submit”.

¢ Share Schemes Reporting RSS1 Tax Period Select

" Please select the period you wish to file

01/01/2017 - 31/12/2017
Select the button to choose period(s) that can be amended

€ Back Submit =

Figure 65 ROS Screenshot Tax'Period submit y

riod that is now to be amended,
jon of the return from the

then it will be necessary to download the latest
Revenue website, complete.th e details and uploa


https://www.revenue.ie/en/employing-people/documents/form-rss1.xlsm
https://www.revenue.ie/en/employing-people/documents/form-rss1.xlsm
https://www.revenue.ie/en/employing-people/documents/form-rss1.xlsm
https://www.revenue.ie/en/employing-people/documents/form-rss1.xlsm
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4.1.6 The following screen allows the zip file generated from the completed RSS1

Return to be uploaded by clicking on the Add O

of saved file to upload Return.

RSS1 Return

below. Browse to location

Return Details

RSS1 Return Details for the accounting period 01/01/2017 - 31/12/2017

Note: If you filed your R551 return for this period prior to 15th of June 2019, it will not be presented
‘ below for download.

If you need to amend your RS51 return for this period, please download the latest version of

i
E
3
g
El
=]
S

y P details and upload zip file generated once
completed.

Please upload the zip file generated from your completed RS51 spreadsheet

& Attachment

No attachments added yet.

1 declare that the information that | have provided for the purposes of filing this reum is true and correct to
q the besl of my knowledge and beliel

Please tick this box if the declaration is corract

Figure 66 ROS Scr

shot Upload zip Wn for RSS1
//1 9 i q
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4.1.7 Once the appropriate file has been added, tick the declaration box and
“Submit”.

RS551 Return
Return Details

RS51 Return Details for the accounting period 01/01/2017 - 31/12/2017

Note: If you filed your RS51 return for this period prior to 15th of June 2019, it will not be presented
below for download.

If you need to amend your RS 81 return for this period, please download the latest version of

spreadsheet from the Revenue website, complete details and upload zip file generated once
completed.

Please upload the zip file generated from your completed RSS1 spreadsheet
& Attachment

form-rss1.xism

Mumber of line-items in spreadsheet uploaded:

. I declare that the information that | have provided for the purposes of filing this return is true and correct to
] the best of my knowledge and belief

Please fick this box if the declaration is correct

Figure 67 ROS Screenshot declaration box andxéub:mlit

- " W
L . }w -i‘_,.-.'-l...l:':;-_&_":
4 &

4.1.8 Enter Passw’arﬂlafﬁd‘-click “Sign & Submit”. ..

. Fo

F

Revenue

Cidin agus Custaim na

Irish Ta:

Sign & Submit

Certificate O Hep
Enter Password [..".... ]
0%
- =
Figure 68 ROS Screenshot password request and sign and submit " o
ot
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4.1.9 The following confirmation screen is shown. Click “OK” to return to Client

Services page.

Reven_ue

Thank you.
You have just transmitted your RS51 return which has been received by ROS.

*You can access a copy of this Return through your ROS inbox in the Revenue Record Section on the My Services page by clicking Open Revenue Record

To return to the My Services page please click the OK button

Figb?e{éQ"R@"S Screenshot confirmation of return received in ROS
i‘:.l‘_.\_-,__.-'..-
- e

oy
P

_ 4.1.10 You :v_v'ilrl_ i"é‘geive a new notification in the Client Revenue Record to confirm
i that you have submitted a RSS1 Return.

' -
RVICES CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRES S

MR T-CHRIS HAGENES

Messages ©

Some documents open in a popup window. Click here for instructions to enable popups for ROS. Please note that documents cannot be opened if you are using Revenue's
mobile app RevApp or the Microsoft Edge browser.

Items are archived periodically. To view all items, tick "Include Archive' in the "Search By' option.

Searchby BT Cancel Search

Tax TypeiDuty/Rep. Oblig. - *  Select Document Type: * Include Archive O, search
Refresh Inbox §

*denotes a required field

Period Begin & Izsued Date &

Tax Type/Duty/Rep. Oblig. & Document Type &

Notice No. & Customer Name & Regn.JTrader No.J/Doc ID &
D (5] 897467T98T6787323106K ] SSR R5S1 0102007 07I06/2019
Figure 70 ROS Screenshot notlflcatlcn conflrmmg submission of retucrn
B .
e o By o
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4.1.11 Click on the Notice Number for confirmation of the return submitted.

RSS1 Retumn

Return Details

RS551 Return Details for the accounting period 01/01/2016 - 31/12/2016

Return Details for the above peried have successiully uploaded through ROS

& Attachment

RZS1 for testing {Correct version).xlsm @

Mumber of line-items in spreadsheet uploaded:

I declare that the informaticn that | have provided for the purposes of filing this return is true and comect to
the best of my knowledge and belief

Please tick this boux if the declaration is comect t

"

_ji'gdrejl ROS Screenshot}b'ﬁﬁrming upload through ROS

e g - oA

. Tl
il Fra -H\I'.
a b H iy
".-"‘I-. 4 '-{l:\. "'H.'.-_.-

IgfIéPi Return

L "

& » '.'x
4.2° Agent Submitting
The KEEljij_R.étl..l.l"'.n can be downl5§§ed"from the following location Form KEEP1.

LT q
. - et
= ¥ &

L ]

o .
fos :.-‘_ _\:\._ .. ¢

4.2.1 Logon to ROS, ;ség"r"ch for CIien'tffﬁig-_i% '@jient Search or Client List.

= R P

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

m na hBireann
st

Find Clients

You can file returns, make payments and manage bank details for clients through Client Services. Select a client below to

Client Search Your Client List

Search by registra“ﬁn number: You can access and E)(port your full list of clients here.
O TaxRegistrations  ® Reporting Obligations View Client List Export Client List
‘ SSR .

Or you can display all new clients from a certain date.

v gionro. |
‘Enter date | Display £

Search by name:

| =z

Figure 72 ROS Screenshot Agent navigating to Client Services s
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4.2.2 From ‘Client Services’, select “File a Return” — “Complete a Form Online”,
select Reporting obligations and “SSR” from the drop-down list.

I CLIENT SERVICES CLIENT REVENUE RECORD WORK IN PROGRESS

No current tax clearance certificate.

File a Return

o
Complete a Form Online ~
Select a return you would like to complete now. You will be given the option of filing the return with or without a payment.

- O Tax Registrations @& Reporting Obligations

ISSR v I ‘ Select a type... v

Fig&rél;ZB;RQS_ Screenshot Agent navigating to SSR Dropdown Menu
S .

y . 4.2.3 select R.etu.t;n Type as KEEP1 and “Submit”.

v

MY SERVICES FEVEMIRE RECORD PROFILE ADMIN SERVICES

iy Freguently Used Services

MyEnainies

Revenus Payroll Nolificalions Fayrall Feturns Additional Services
RPMS
farel Suteitil payrall StaleMent of Account PPS Mumbar Checker
Requast RPNz
‘\.'isweg':r:ll View Latasl SatementiReturn PAYE Modermigation Informsalion
File a Redurm
Camplete & Form Online ~
Select aretum VO woukd ke 10 compiete now. You will e given he apicn of Ting he mium win of wilhoul 3 payment.
T T Megitiatians @ Repeitag OBlgaices
| o
Fesgt
oo o compees o T v
. =3 " o SEFPLD
Figure 74 ROS Screenshot select KEEP1 fromdropdown menu o« = =
e g . .
S L .9
2y i
L -'. 3
X
e
o o
2 s .
& i
'_". - r
bl r
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The periods available for selection for KEEP1 Returns will be from 2018.

Revenue §4

N Share Schemes Reporting KEEP1 Tax Period Select
T 2]

- -\.\, ..._. Please select the period you wish to file New SUDMISSIon Partod(s
o 01/01/2018 - 31/12/2018

: € Back ‘ Submit =
Fig&rél;?S;RQ-S_ Screenshot of Tax Periods available to file
e -

i 4.2.4 Se'ie'ct_the'appropriate period for the Return and click on “Submit”.
o %=

Revenue
Céin
Irish

Share Schemes Reporting KEEP1 Tax Period Select

Please select the period you wish to file

01/01/2018 - 31/12/2018

4 Back Submit =

Figure 76 ROS Screenshot select year to file'and sub’mlt
'\-\. - B

k- Ak,

=

** If you have alreadv/ubmltted a returnx‘fbr any period that is now to be amended,
then it will be necessary to download the latest ver5|on of the Return from the
Revenue website, complete thedetails and upload the 2|p file generated. The KEEP1
Return can be downloadedufrom 'the foIIowmg Iocatlon grm KEEP1

.' ]
- -
L ’
L, L Fooe
o
i T ¥ :
. W a A
Nt F
- F
& Tl a
oy =
L - . " L]
_.-_:_l_;.'
Fed o,
..:.: -
A '.'.-- i "I i
B B P,
i & T
&9 - |
AR - il
5 .r'\:"\-_x ‘ - '_-"'rr 3 il
o = Tk,
Ly _,-" »
. L
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4.2.5 The following screen allows the zip file generated from the completed KEEP1

Return to be uploaded by clicking on the AddD 1 elow. Browse to location
of saved file to upload Return.

evenue b

Cdin agus Custaim na hFireann

KEEP1 Return

Return Details

] KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Mote: If you filed your KEEP1 return for this period prior to 15th of June 2019, it will not be

p below for

If you need to amend your KEEP1 return for this period, please download the latest version of
preadsheet from the R bsite, lete details and upload zip file generated once

completed.

Please upload the zip file generated from your completed KEEP1 spreadsheet

& Attachment
d

' Q Mo attachments added yet.

| declare that the information that | have provided for the purposes of filing this return is true and comrect to
the best of my knowledge and belief

4
)

Please tick this box if the declaration is comrect

€ Back

Figure 77 ROS ScréensWd zip file returﬂawl
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4.2.6 Once the appropriate file has been added, tick the declaration box and
“Submit”.

KEEP1 Return
Return Details
KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Note: If you filed your KEEP1 return for this period prior to 15th of June 2019, it will not be
pr below for

If you need to amend your KEEP1 return for this period, please download the latest version of

spreadsheet from the Revenue website, complete details and upload zip file generated once
completed.

Please upload the zip file generated from your completed KEEP1 spreadshest
& Attachment

Form KEEP1.xlsm

B Number of line-items in spreadsheet uploaded:

| declare that the information that | have provided for the purposes of filing this return is true and correct to
. the best of my knowledge and belief

=t Please fick this box if the declaration is correct

€ Back

Figure 78 RO_S_.Scré_épshot_decIaration H@))'(ﬁa_n-d-' submit

& .:.:'; a
4.2.7 Enter Password‘and click ”Sign'&f.ﬁ.y/b:ﬁit".

L

Revenue

Cdin agus Custaim na hEireann

Irish Ta:

Sign & Submit

Certificate © nen

Enter Password [........ ]

0%

Figure 79 ROS Screenshot password request and sign and submit »
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4.2.8 The following confirmation screen is shown. Click “OK” to return to Revenue

Record.

Revenue

agus Custaim na

Thank you.
You have just transmitted your KEEP1 return which has been received by ROS.

You can access a copy of this Return through your ROS inbox in the Revenue Record Section on the My Services page by clicking Open Revenue Record

To return to the My Services page please click the OK button
oK =

Revenue Home | Tax Clearance Information | Accessibility | System Requirements

o Terms & Conditions | Privacy Policy | Certificate Policy Statement | Certification Practice Statement
Figure{ggo ROS Screenshot confirmation of KEEP1 received by ROS

.
£l

- e
= 5
P

4.2.9 You will rec%ive a new notification in the Client Revenue Record to confirm

y _ that you have submitted a KEEP1 Return.

.
RVICES CLIENT SERVICES CLIENT REVEN UE RECORD WORK IN PROGRES S & TEST

Some documents open in a popup window. Click here for instruc fions to enable popups for ROS. Please note that documents cannot be opened if you are uging Revenue's
mobile app RevApp or the Microzoft Edge browser.

X Messages ©

ltems are archived periodically. To view all items, fick "Include Arc hive' in the *Searc h By' option.

5l See oh s ing Docurment Type: Cancel Search

TaxType/DutyRep. Oblig. :* |Select Docum ent Type: * Include Archive | O Search

*denoies a required field

Refresh inbax (@)

Period Begin 4 | Issued Date

Tax Type/DutyRep. Oblig. 4 DocumentType &

CustomerName 4 | Regn.Trader No./Doc 1D §

[0 [ 7723286518730957801G S5R KEEFP1 oo r2me 1206209

Figure 81 ROS Screenshot netification confirming submissfoﬁ_gf-(eturn
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4.2.10 Click on the Notice Number for confirmation of the return submitted.
Return Details
KEEP1 Return Details for the accounting period 01/01/2018 - 31/12/2018

Return Details for the above pericd have successfully uploaded through ROS

& Attachment

‘ Form KEEP1 xism

@
1

Mumber of line-items in spreadsheet uploaded:

2

I declare that the information that | have provided for the purpeses of filing thie return is true and comect to
the best of my knowledge and belief

Please tick this box if the declaration is comect
L]

. |

myROS Screenshot ch upload through ROS
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5. Appendix | — ROS Registration & Reporting Entity
Registration

5.1 Register for ROS
This step is only relevant if the Customer is not already registered for ROS.

The Customer must register for ROS using the Tax Registration Number provided by
Revenue.

Details'on how to register for ROS are available on the Revenue website.

Online services Tax professionals Customs traders and agents

Figure 83 Select Online Services

Sign in to myAccount or ROS | Gaeilge

Revenue i
Cain agus Custaim na hEircann Search Q
Irish Tax and Customs

Back to homepage

Online services List services by:

Sign in or register

myAccount . ——— N = ]
myAccount is a single access point to secure online

services such as PAYE services including Jobs and
Pensions, HRI, MyEnquiries and more.

Claims and refunds ~

o = Customs ~
Sign in to myAccount
Register for myAccount L) )
Excise ~
Sign in to myAccount using MyGoviD
ROS Manage your record ~
Revenue Online Service (ROS) enables you to view
your own, or your client's, current position with PAYE Services »
Revenue for various taxes.
Sign in to ROS Payments ~

Figure 84 Register for ROS

For queries relating to ROS or technical difficulties using the spreadsheets, please
contact the ROS Technical Helpdesk:

e MyEnquiries: If you have access to MyEnquiries click' Add a new Enquiry and
select 'Other than the above' and 'Revenue Online Service (ROS) Technical
Support' from the dropdown options available.

e Email: roshelp@revenue.ie

e Telephone:(01) 73 83 699 Callers from abroad: +353 1 73 83 699

51
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6. Appendix Il — Setting Sub-User Permissions on ROS

This section details how to allow registration permissions on a ROS sub-user
certificate for SSR Reporting Obligations.

Instructions for creating new sub-users are available here.
Please contact the ROS Technical Helpdesk if further assistance is required:

e MyEnquiries: If you have access to MyEnquiries click Add a new Enquiry
and select 'Other than the above' and 'Revenue Online Service (ROS)
Technical Support' from the dropdown options available.

e Email: roshelp@revenue.ie

o Telephone:(01) 73 83 699. Callers from abroad: +353 1 73 83 699.

6.1 ROS Administrator logs onto ROS

6.1.1 Click on “Admin Services”.

Revenue |

f:'?'l i i = LT MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES
ish Tax ams
Administration Services

RC....L._ZTLTD

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

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

relevant option box below.

Additional information about these functions.

System Certificate

Select Surname  Firstname 1D Ref. Status
Password Password Add New
TEST TEST :
SURNAME  FIRSTNAME 12122078 & ACTIVE View

Revise

MyEnquiries
Permissions

Amend ROS Email
Addresses

Promote

Suspend

Figure 85 ROS Screenshot Admin Services

6.1.2 Select the individual’s Name and click “Revise”.

W

2


https://www.revenue.ie/en/online-services/support/ros-help/getting-started-on-ros/sub-user-or-linked-certificate/index.aspx
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Revenue b4

Chin agus Qustnim o biimaan MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Administration Services

Rt LTD

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

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

relevant option box below.

Additional information about these functions.

Select Surname  Firstname 1D Ref. System n Cer‘tlflcatie Status Add New

TEST TEST
SURNAME  FIRSTNAME 122018 o] & ACTIVE

86 ROS Screenshot h ise permissions
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6.1.3 Select the SSR Reporting Obligation and place tick under “File”. Ensure SSR
Reporting Obligation is selected to enable filing.

m ma kfiranz REVEHUE RECORD PROFILE WORK IN PROGRE 3 ADMIN SERVICES

Revise Permissions

You have selected : . IDRef: ~f Rack
# Tio revise permnissions on TasProcedunes Serdoes chok on tha rebesant chisck boses under he "Pemiissions on TawFroosdures
Eervioes” heading

¢ To RevSE PErmissions on SAOmiNSIaton Seraoes chok on B relean chisck Booses UNSer 1he "Adminisination Sanioss” heading

+ T resircl aocess o speofio PAYE-Emg Fomes ol an fhe Aactriot PAYE-Emp Formes bubicn

¢ O yod R comsfoied your changes please chok on thae Condinm bution

+  Clok the Back amow abone io relum fo Adminisiration Sendoes

SEED Number

+  IMhis cerifcate belongs o a BEED wuser, you may ender of updade iher SEED Humber Delow

L ]

EOQRI Identifier

+ IMhis cenifcate s for an IG5 Camer who submis declaraions Wa an agenl, you may enter their EJRI kenlifer
vl v

L ]

Permissions on Tax/Procedures Services

+ Wierar: [ookup informalion. Preparne: ender detal's on a form, Flie: sign and submil Torm o Resenue
+  View for CAT and Siawap Duty: ook infovmadion snd' wWew nbox documents

Taxzes/Procedures Mo Permissions
PAYE-Emp

Income Tax

Capital Gains Tax
C&E

CAT

Transit

EL Sawings Dir
Stamp Duty

Exciss Licence
Pension Schemes
Lewy

Bank Levy

Solid Fuel Carb.Tax

Matural Gas
Carb.Tax

Damicls Lewy
Electricity Tax
Encashmernt Taz

Film WithHoalding
Tax

Starmp Dty - Fin.
Se

©

oo DDDDE

Starmnp Dwty - Ins.
Le

Pension Tax
Light Dues Tax
MG Tax
Cherishad
Murnbers

ASSS (Fair Deal)
RS

RTSO Tax

MOT

ssr |

OOooO00 0 O00O0 O OO0O00OO0oO0O0ooooooooag
OREEE B DEE B B B BEE A EE A EIEEIEJISIISIISIHE]E

EO0000 00000 O O000oaooaod I:IDEIEIEIEIEIEIEIE

OQOooOo00 0 O000O 0O O0O000DO0O00ao

Tases/Procedure | REmave Al | [ viewau | [ Prepar=an | [ Fieaa |

Figure 87 ROS Screenshot add SSR to reporting obligations

54



Tax and Duty Manual SSR Filing Guidelines

6.1.4 To allow a sub-user to add a new SSR reporting obligation, provide the
“Submit Registration”” administration permission by selecting “Yes” under
“Submit Registration”. Click “Confirm”.

Permissions on Administration Services

+  HNoo Pormnsskon nol asalabie, Yee: Pormssion avallabde

=
(4]

Service

Add New

Revise

Amend Email Addresses

Revaks

Set Signature Reguirements
Inbox Adrninistration

Eubmit Registration

Arcass Direct Debif Instruction
Access Electronic Funds Transfer
Access Secure Upload

Access Manage Tax Clearancs
Access Verify Tax Clearance
Access DPD System

Access Phased Payment Arrangament

Ca M- - o o (] afcalicalicalicalica -
OOoO0ooOoOERjooOoOoon

All Administration Services

Figure 88 ROS Screenshot permissions-on Administration Services

6.1.5 The following screen confirms permissions.

Revenue ﬁ

Lo ik g Hiktmpan: MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Irish Ta Customs

The permissions changes that you have specified for [ '} BN PR 5" B are now in place.

To return to Administration Senvices page now click the OK button

Figure 89 ROS Screenshot confirmation of changes updated

% AFTER COMPLETION OF THIS PROCESS, THE UPDATED PERMISSIONS TAKE
EFFECT FROM THE SUB-USER’S NEXT LOGIN.
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