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1. Log into ROS 
 
 

 
 

2. Click on Revenue Record 
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3. Click on PAYE and USC P2C Details 
 

 
 

4. Click on Search 
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5. Click Export Amendments Only 
 

 
 
 
6. Proceeding any further will mark all P2Cs as exported.  Click OK to continue. 
 

 
 

 
7.  Click Save to continue 
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8.  We recommend you save this file to C:\ROS\P2C 

 
 

N.B. if you keep the file name the same, every download will overwrite the previous downloaded file.  
If you don’t want this to happen, we suggest entering in a year and week number in the File name box. 
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9. Your export is complete.  Log in to your payroll to import. 
 

 

10. Select the Miscellaneous - Tax Credit Import – Import Tax Credits menu option.  

 

11. The Locate P2C Tax Credit Import File window displays. Click Browse to locate your import file. 
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12. Here you specify the location of the Tax Credit Import file you have downloaded from the Revenue 
Commissioners. The default location is the last used location, but you can browse to a different 
location if necessary.  

 

 

 The employer no. on the file should match the Employer Registration Number entered 
in the payroll. If the Company/Payroll Details record lacks an Employer Registration 
Number, you can specify one on this screen. 

 The files Tax Year MUST match that of the payroll. i.e. you can only import 2017 Tax 
Credit File into the 2017 Payroll. 

13. Click Next to proceed.  
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14. The Select Tax Credit Record window displays.  

This window lists all the Tax Credit Records in the Tax Credit Import File. Micropay Professional 
checks each record for discrepancies with your existing payroll information, and displays records 
with apparent discrepancies in red. Other records are displayed in black, and are selected for 
import by default.  

 

 
 

Possible types of discrepancy include:  

 Records for employees who have left your payroll. 
 Records for employees in other payrolls. 

You can import records that have discrepancies, but doing so risks introducing errors to your 
payroll system. You should investigate the cause of each discrepancy, and consult with Revenue to 
clarify any relevant issues.  

15. When you have selected all the records you want to import, click Import Now.  
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16. The Import process is complete.  You can generate a report on the import process by clicking the 
Print Tax Credit Import Report button. 
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We recommend you print the Tax Credit Import Report as it provides an easy to read schedule of 
changes. 

 

17. Click Done to close the tax credit import window. 
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18. You can also generate this report later by selecting the Miscellaneous - Tax Credit Import - 
Print Tax Credit Import Report menu option.  

 

 
 

You can specify which sections of the report you want to print, and whether you want to generate 
a detailed or a summary report.  

 

N.B. The information on this report will be replaced when the next import is run. 

 

 

10. Spot-check a few Employee Details records to confirm that the Tax Credit information has been 
updated correctly.  

N.B. If you have more than one Payroll under the same Employer Number, you will have to 
repeat Step 4 for all other payrolls. 
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