Step 3 — ROS Administrator

To continue the ROS registration process when you receive the verification code text or email, click
on the "I have my verification code” button, or go to www.revenue.ie and click "ROS". Click on
"Register for ROS" where you will see the three registration steps. Click on step 3 "Download and
Save your Digital Certificate".
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ROS Registration

Thank you for completing Step 2 of your application to become a
ROS customer

Step 2 of your application has been received by ROS and is being processed.
it will receive yaur verification code via Text

HMext Step - When you receive your Verification Code you shouald:

Click "1 have my werification code” bution below to proceed directly
1o step 3 = Download and save your digital certificate.

Please Note: Your Verification Code will expire in 1 hour

1| have my verification code <

Accept the terms and conditions to proceed.

Select "An Individual or Company" unless you are registering for ROS as a Tax practitioner, Solicitor
with a TAIN or LPT Receiver.

Tax Type: click the dropdown box and select a tax type that the individual or entity has been
registered for. Any other tax types that you are registered for will be included automatically.

Please note that PAYE-Emp refers to employers only.

Registration Number: Enter the tax registration number for the individual or entity that you are
registering for. For individuals, this is often the same as PPS number.

Tax practitioners, Solicitors with a TAIN and Receivers need to enter their TAIN or Receiver Number
instead.

Click "Next".

g
2 A Nas
Exmm:l

Revenue ¢

Céin agus Custaim na hEireann
Irish Tax and Customs


http://www.revenue.ie/

Download and Save your Digital Certificate

Are you applying in your capacity as:

© An Individual or Compamy

O ATax Agent

) AN LPT Recelver

O ASubUser

¢ ASollcitor TAIN

To retrieve a digital certificate on behalf of yourself or
your business, please enter your details here:

TakType = Wnat Is this?

| Please select B |

Registration Number * ‘What Is this?

Enter the verification code received by text or email (either upper case or lower case letters may be
used). Click "Next".

Download and Save your Digital Certificate

Please enter your Verification Code below and click the Next button
The * symbol beside a field denotes that this field is required

Enter your Verification Code *




You must provide answers to 5 out of 10 security questions and click "Submit" to proceed.

The security questions and your contact details will be used for authentication so that you can
obtain a new ROS digital certificate for this individual or entity if you forget your ROS digital
certificate password or the digital certificate is lost or expired.

Please note that digital certificate passwords cannot be reissued or accessed by Revenue staff. The
password is bound to the digital certificate and can only be reset by obtaining a new digital
certificate. A "Reset ROS Login" option is available from the Register for ROS screen for this purpose.

You may update your security questions and your contact details from your Profile tab after you log
in to ROS.

Certificate Name: Enter a name for your digital certificate - this may contain up to 20 characters but
no spaces or punctuation marks or symbols. The name will appear on the ROS login screen and will
help you identify which cert you want to log in to ROS with, if you have more than one account.

Password: Make up a password for your digital certificate - this will be your login password. Your
password must contain at least 8 characters, including at least one Upper case character, one lower
case character and 1 digit. It may not contain your certificate name.

Check whether you have Caps Lock on and ensure that you will remember your password.
Enter your password again to confirm.

Click "Request Certificate".
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Application for a Digital Certificate

To download your certificate please complete the details below and click Request Certificate

Return to Revenue.ie

Your ROS digital certificate will be installed in your browser temporary storage.

You will be prompted to save a backup file copy of your certificate. You must save the file to
ensure continued access to ROS

If you require any assistance requesting your certificate, click here.

i Certificate Name

i Enter Password

i Confirm Password

Downloading and installing certificate.

This can take up to 3 minutes on iOS.
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Click the “Save” button.

Save Certificate (%]
& Click "Save" to save a certificate backup file
in your Downloads folder,

| You must SAVE and KEEP this backup file |
to retain continued access to ROS. |

If you receive a further prompt to Open or
Save the file, choose SAVE
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You should now see this prompt. Your ROS digital certificate has downloaded but you must save it
on your computer by clicking “Save”.

When you click "Save" check for a message at the very bottom of your computer screen. If you see a
message asking whether you want to open or save the file, select “Save”.

This will download the digital certificate to your Downloads folder. Please make sure that you keep
a copy of this downloaded certificate on your computer.



