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Introduction 
The purpose of this guide is to assist individuals in the navigation of the new PAYE Exclusion 

Order portal and show how to complete and submit the online PAYE Exclusion Order 

Application. 

The portal can be accessed by logging on to either MyAccount or the Revenue Online Service 

(ROS).  

Application Type 
A request for a PAYE exclusion order may be made by completing the online application form 

that can be accessed in the portal.  The application form is tailored based on applicant type. 

The different categories of application forms are outlined below:  

 

 

  

Applicant/ Application Type Access Point 

Non-Resident Employee  

 
ROS  

 
Pensioner  ROS/ MyAccount  

Solicitor/ Accountant  

 
ROS/ MyAccount  

 
Foreign Student 

 
ROS (when employer applies)  
MyAccount (when employee applies)  
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Accessing Exclusion Orders via MyAccount 
Access point is located at the bottom of the screen under “Manage My Record”.

 

 

Accessing Exclusion Orders via ROS 
Access point is located at the bottom of the home screen under “Other Services”. 

 

All employments/pensions must be registered with an employment ID. 
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To request a new PAYE Exclusion Order Application 
On launching the PAYE Exclusion Order the following options will be presented:  

➢ New PAYE Exclusion Order 

➢ Manage previous Applications 

 

On launching the New PAYE Exclusion Order the following information is provided:  

 

➢ An application form will be created to capture the information required for each 

application type.  
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Completing the Online Form  

 

➢ The contents of the application will differ based on the application type. 

➢ Any mandatory uploads that may required for an application must be uploaded on this 

screen.  

➢ Some fields will be pre-populated based on the applicant and application type. 
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Supporting documentation 

 

 

➢ This screen allows the upload of documentation to support the application.  

➢ A maximum of three documents can be uploaded on this screen. 

 

 

  



8 | P a g e  

Summary Screen & Declaration 
On launching the summary page, data will be displayed for verification and submission.  

 

➢ All information provided will be included on a summary screen before you confirm the 

submission. 

➢ If any information is incorrect or missing it can be edited before clicking submit on this 

screen. 

➢ Once you click the ‘Submit’ button, you will receive a message informing you that the 

form has been successfully submitted to Revenue.   
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Managing Previous Submissions  
Submissions can be viewed by clicking on ‘Manage previous submissions’ on the PAYE 

Exclusion Order home screen. 

 

 

➢ The applicant will be able to follow the progress of an application.  

➢ Application can be viewed or cancelled while being processed. 

➢ If returned by a caseworker, it can be edited.  

➢ Once a decision is made by the caseworker, the application can only be viewed. 
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Editing the Application Form   
Should additional information be required to verify the Exclusion Order, a notification will be 

sent out via My Enquiries. During this process the status of the application will change to 

“Return to Customer”.  

 

➢ A further three documents can be uploaded at this stage to verify the application. 

➢ These can be uploaded by editing the original application. 

➢ The only fields that will be available for editing will be:  

- Dates of Assignment/ Employment  

- Address fields  

➢ If any other fields are incorrect, the applicant must cancel the application and apply 

again.   
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Completed Applications   
Once the Application has been processed, an Approval Letter with Exclusion Order or Denial 

Letter will be issued and sent digitally. 

➢ The letters and Exclusion Order will be available to the Applicant in “My Documents” 

in MyAccount or the ROS inbox in ROS.  

➢ A copy of the Exclusion Order will also be available to the Employer if they are not the 

applicant.  

 

My Documents 

 

 

ROS Inbox 
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Appendix 1 
 

Sample Exclusion Order  

 


