Requesting RPNs by file upload

This option is suitable if you have created an RPN request file from your ROS compatible payroll
package.

To access Revenue Payroll Notifications for your employees, click on ‘Request RPN’ on the ‘Employer
Services’ panel on the ‘My Services’ page when you are logged into ROS.

Employer Services

Revenue Payroll Payroll Returns
Motifications{RPNs)

Submit Payroll Statement of Account
Request RPN

“iew payrall
PPS Mumber Checker

PAYE Modernisation Information

If you have more thanone PREM registration, you will be given the option of which registrationyou
want to proceed with.

You have mulitiple PREM registrations

Please select the PREM registration you would like to manage payroll for.

Registration Name Registration Number Action
SARA-ER-MURRAY GROUP Select
SARA-ER-MURRAY GROUP Select

SARA-ER-MURRAY GROUP Select

o Select ‘Request RPNs by file upload’.
e Click ‘Browsefiles’.
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Céin agus Custaim na hFireann
Irish Tax and Customs
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Request RPNs by file upload

Upload your request file to automatically retrieve, in a downloadable file, RPNs for your existing or new
employees. Your request file must be in either JSON or XML format. Learn more A

Q Browse files

No files selected

Digital Certificate

This request must be signed using your ROS Digital Certificate

Test

Password

Sign & Subm

e Browseto thelocation where you savedthe file from your payroll software.
e Click on the file name, then click ‘Open’.

Please note: separate files must be uploaded for existing or new employees. You can only submit
one RPN request file at atime. Thereis alsoa 10MB size limit on files.

The file name will then be displayed under ‘Selected files’.

A ‘Remove’ link will display beside the file where you can remove that file if you have selectedan

incorrect file.

e Input your password.
e Click on ‘Sign & Submit’.

The results of your RPN request will be returned. Depending on your web browser, you may be
askedto ‘Open’ or ‘Save’ the file. Always chose ‘Save’ tocreate the RPN file in your Downloads
folder.

ome | Accessibility | System Requirements

nd
Do you want to save RPN_03503878HH_20181107131637.csv (938 bytes) from roswebcss-sys1857 Save Cancel




Opening RPM_03502878HH_20181107131210.c5v

You have chosen to open:

15| RPN_03503878HH_20181107131210.c5v

fram: blok:

What should Firefox do with this file?

which is: Microsoft Excel Comma Separated Values File (938 bytes)

() Openwith | Microsoft Bxcel (default)

i@ SaveFile

[T] Do this automatically for files like this from now on.

oK l ’ Cancel

This savedfile can be imported into your payroll package.




