HOW TO REGISTER YOUR JOB ON REVENUE:

Step 1. If you do not have yet a my account revenue you will have to register for one on this link
https://www.ros.ie/myaccount-web/register.html|?execution=e3s1
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What do | need to register? Who can register?
1 PPS number PAYE taxpayers
2 Date of Birth LPT taxpayers
3 Mobile number or landline number Business customers, including
% Email address those who have an active

digital certificate for ROS
5 Home address
New taxpayers

To get instant access, verify your

identity with 2 of the following: 2 ]
Start Registration =
* lIrish driving licence number
or

* Information from your payslip

« Information from your Income Tax
notice of 1t or acknowl it Continue with MyGovio ()

A aalfannan

H £ Type here to search

You will receve a temporary password via an post at your residence address (home) in around 5 days from the
registration.
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Step 2. Once you receve your temporary password, you will
have to change it to a password of your choice. Then log into
your account revenue and register the job with our company  Manage Your Tax 2023: Update your tax record for this

. . . year and view your current payroll details as submitted
Kaizen Workforce Solution Ltd following the next steps. by your employer/pension provider.

Review Your Tax 2019-2022: Complete your Income Tax
Return and request your Statement of Liability.

e  Go to PAYE Services and click on Update job or

Pension details pic. nr2. _
Claim Unemployment Repayment 2023: Apply for a
° C|le on Add Job pIC nr3 repayment of Income Tax/ USC if you are out of work.

Create a Summary of Your Pay and Tax Details: Create a
' Add job = '

Update Job or Pension Details: Register or cease your
job or pension.

secure document (PDF) with your pay and tax details to
share with a third party e.g. a financial institution.
Receipts Tracker: Record and manage receipts details
and images for your expenses. Health expenses,
Nursing Home expenses and Remote Working expenses
can be claimed in real-time.

Learn more Pic. 2

Manage Your Tax 2023

Create a Summary of Your Pay and Tax Details

Add pe"siﬂn -> P. 3 Receipts Tracker
IC. View your Employment Detail Summary (EDS)
documents
& ros.ie
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https://www.ros.ie/myaccount-web/register.html?execution=e3s1

o Click on start and start the registration process pic. nr 4. It will ask
i S you to provide the company tax registration number this is 9770322A
Kaizen Workforce Solutions LTD. You are paid on a weekly basis.

myAccount =

Here is a link from the Revenue official website where it explains what
to do if you are starting your first job in Ireland.
https://www.revenue.ie/en/jobs-and-pensions/starting-your-first-

job/index.aspx

€ myAccount home

Jobs and Pensions

Add or cease a job or pension

Who is it for? Pic. 4
This service is for anyone who:
P serringanewliob Step 3. After Registering your job you have to send an enquiry to
+ s starting to receive payments from a private revenue and ask them to sed your Tax credits to your employer
pension (not a DSP, i.e. social welfare, pension) .
Kaizen.
v has left a job or pension and has received their
final payment.
What do | need?
To add a new job or pension you will need:
1 Your new employer or pension provider's tax
registration number
AA @ ros.ie ¢
< M m
This is how you can do it: Gacilge sign out
Go on home page of your account revenue. myAccou 114
Click on the menu button you can see it in pic. nr5 circled with yellow. £ my Documents
Then clickon [ My Enquiries button circled with red. My Details

21 My Enquiries

Tax services Pic. 5

PAYE Services E

Manage Your Tax 2023: Update your tax record for this
year and view your current payroll details as submitted
by your employer/pension provider.

Review Your Tax 2019-2022: Complete your Income Tax
Return and request your Statement of Liability.

Update Job or Pension Details: Register or cease your
job or pension.

Claim Unemployment Repayment 2023: Apply for a
repayment of Income Tax/ USC if you are out of work.
Create a Summary of Your Pay and Tax Details: Create a
secure document (PDF) with your pay and tax details to
share with a third party e.g. a financial institution.
Receipts Tracker: Record and manage receipts details
and images for your expenses. Health expenses,
Nursing Home expenses and Remote Working expenses
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It will open. If you did before an enquiry you will be able to see them here. Go on the bottom of this page and click
on Add New Enquiry pic nr 6.

Showing 1to 2 of 2 entries Previous {j Next

Archive Ticked Items Pic. 6

View Archive 0

Add New Enquiry =

After you click on add new Enquiry you will see the pic. nr7. You can let blank the fields that are (optional).

In the special box Enquiry details pic nr8 you will be able to write
down your request to send the tax credits to your employer Kaizen.
See example in the box below.

Tax reference type

PIC. 8 My reference (optional) @&

En q u i ry d etai ls You should not include a Tax Reference

Number or other personal data as part of
this reference (see Information tooltip).

For attention of (optional)

Enquiry details

Hello | would like to have my tax credits sent to
Kaizen Workforce Solutions my current employer
and to be added on a cumulative tax basis.

address will only be used to notify you when
there has been activity on your enquiry.

Email address *

Go at the button of the enquiry form and submit the enquiry pic. nr9. o

@ ros.ie
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e o T Once the revenue officer will see the enquiry and it will change the status from
it e in progress to completed you will have your taxes back to normal.

P what file types can | attach?

Drop files here...

2 Add files... X Cancel upload PIC 9

Submit enquiry -
penotes man!atory et

MyAccount Help = Security = Privacy =
ihility .= Disclai

Language: Gaeilge






