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1. Log into ROS
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2. Click on Revenue Record

RE\. /enue ﬂ

uuim 5 bFimans

MY SERVICES REVENUE RECL FROFILE I FROGRE

1. Select Certificate  P1MS v

2. Enter Password | ®

GAEILCE
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Il you expenence problems iegging in. iy our new System Compatiblity Check oo
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Revenue Home | EAQs | Melo | Acceasibifty | System Requitements

ENGLISH

Revenue Record:

You hawe 2 new documerts in your Hevenue

Recod

Services:

Returns and Payments

Complete a Form On-line

Soted a return fou woulkd like

Salarl o Loy type *

Upload Form|s) Completad Off-line
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Selecd
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Submit a Payment

Selecl a paymenl 1ype.. -

Fayment Details
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Information
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3. Click on PAYE and USC P2C Details

LANGUAGE:

MY SERVICES REVENUE RECORD PROFILE PRI 5% ADMIN SERVICES

-Inbox Messages @

searchby. B
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4. Click on Search
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5. Click Export Amendments Only

Revenue ﬁ

Cale ages Castaie ra bfiresns

MY SERVICES

REVENUE RECORD PROFILE WORK IN PROGRESS
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LANGUAGE: ENGLISH *  FAQS  HELP
F 3 Bat

- PAYE and USC P2C Details

PAYE and Universal Social Charge P2C Details

Registration No- * e
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6. Proceeding any further will mark all P2Cs as exported. Click OK to continue.

YettoExport  PPSH

Surname

Forerame  Works Number Address

Messeape o we lipage

ik JHPCRAT KT NOITRCE o
PROCEEDIMNG Aby FURTHER WILL HaRE &1L P00 a5 ENFORTED,
B KO NS W00 iaank B0 continue?

Chck on Cancel ko nebum to the POC Resulis Pags

Clhick on OF ko procesd vath pour ExporbQeguest [Pesss Nobe: ol F208 vl e narked s azported),
L'

|_ . | | Carwrl |

A Thes fla can also be Importec into

P Export By Dww hexr

Date Of Cert  CertBegina  CeortEnds  WIMYT  Total Pay T)

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

x|
Tax Year 2018
How do | complete processing for 20177 info
User
Mgt \USER |
Passward | |
Fayroll
Name  |DEMO] ¥
Payrolls from 2017 not listed? info
Passward | |
[ 0K l [ Cancel l

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

o e I&rEndEﬂdp JLock
= o EQ B H |7 = Backup...

o)
Set Period Emp Detais Timeand Pay Reports EOP Rewind Notepaq  ReSt0/e-

Period Archive...

Budg

Tasks Data Import »
Salary/Rate Update...

Siet Pariod
E,‘JEdllEmp\ﬂyees
[ Enter Tirme and Pay
7 Batch Time and Pay
&l Contral Summary Report
& Gross To Nett Report
&S End Of Period
&k vigwePrint Payslips
EEankTransfer
@Other Reparts
LdPracess Nominal
[ﬁ Frocess Pension
EEBackup

Printer Setup... Print Tax Credit Import Report

Set Perio Send eMail

Usage Data

@,

Edit

Emiyses

11. The Locate P2C Tax Credit Import File window displays. Click Browse to locate your import file.

B Tax Credit Import

Locate P2C Tax Credit Import File

s

]

' Payroll

Location of Tex Creditimport File: CAROS\P2C\P2ZCEXPORT_B367258L_ALL 2017 DEMO. CE‘

Summary

Click 'Next to praceed tothe Select
Tax CreditRecard scresn

Applicable Tax'ear. 2017

10/12/2016

63572501

PIMS BUSINESS SYSTEMS LTD
Number of Recards 00013

Date of Issue
Tax Fegistration Number:

Employer Name:

Summarytaken from

CAROS\P2C\P2CEXPORT_B357258L_ALL 2017 DEMO.CSY

Tellme more.
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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.

B Tax Credit Import File x|
_ . Browse
Look in: | | P2 Q & & ek
I-NN.\, Bote-modified
g 1@ p2cExport_6357258L_ALL 2017 DEMO2.csv 15/11/2016 15:44
RecentPlaces
Desktop
Libraries
A
Computer
y
Network
L | i
File name: F'EIZZE}FIF‘ORT_E’.E‘.E?EBE‘.L_ALL 2017 DEMO.CSV) g Open
Files of type: |CSVP2C Files =] Cancel

Cancel

e 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.

e 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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]
@ Locate P2C Tax Credit Import File
§ )

Location of Tax Credit Import File: C:\ROS\P2CYP2CEXPORT_6357256L_ALL 2017 DEMO.CE

Click 'Next to proceed to the Select
Tax Credit Record screen

Summary

Applicable TaxYear 2017

Date ofIssue 10/12/2016

TexRegistration Number. 63572561

Employer Name PIMS BUSINESS SYSTEMS LTD
Nurmber of Recards: 00013

Summarytaken fram

CHROSYPZCYPECEXPORT_6357258L_ALL 2017 DEMO.CSY

Tell me more.

e

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.

ﬂ
@ Select Tax Credit Record
e

Show. I n Tex Credit Import File

Date of Date onwhich Date on which
Impot?  PPS Number  Emplayee Name Cerfficats Centificate begins ~ Cerfficate encs

There are 13 tax credit records an U innie Mause 0 01/01 /2017 31/12/2017
this file. B734079M Daffy Duck. 10/12/2016  01/01/2017 31/12/2017
Ofthese, 13 smployess are curreithy 2059621U Yogi Bear 08/01/2006  01/01/2017 3171272017
onthe payroll and can be selected 5119550R \Winnie the Poch 10/12/2006  01/01 /2017 I1/1202m7

70514926G White Snow 1071242006 01/01/2017 3171202017
Usethe checkb 306244400 CruellaDe Ville 10/12/2006  01/01/2017 3171272017
Le\‘gm;;a" B 8209520M Chicken Licken 08/01/2016  08/01/2017 I11202m7

52225150 Prince Charming 1071242006 01/01/2017 31/1202m7
Entries with discrepancies are 9050071 Foey Loy 08/01/2016_08/01/2017 anerny =)
displayedin red

Valid

ou can selectthese for import if

necessary, butdaing so risks

introducing errars to your system.

Check with Fievenue befors Currently on Payroll On Tax Credit Import Fils
importing red entrigs.

Total Pay to Date (Previous Emplayments) 0.00 000
Total Tox to Date (Previous Employmerts) 0.00 000

Tax Credit 1800.00 330000

Standard Rate Cutoft 000,00 3380000

Marginal Relief Rate No No

Telme more... Tex Status Normal Normal

i “<Prevow l i e

Possible types of discrepancy include:

e Records for employees who have left your payroll.
e 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.

8
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¥ Tax Credit Import x|
@ Select Tax Credit Record
Show [~
Date of Dateonwhich  Date onwhich

Import?  PPSNumber  Employes Name Cerblicate Certificate begins  Cariicate ends
There are 13 tax credit records on B ¥ Mouss 10/12/2016
this file. 6734079 Dafty Duck. 10/12/2016 01012017 npzemn?
Otthesa, 13 emplayees are cunenily ¥ 29595211 “Yogi Bear 08/01/2016 oyjonzm7 nneeEnz
onthe payroll and cen be selected. v S119550R  Winniethe Poch 01220 010 20T 31272017

¥ 70519280 ‘White Snow 10/12/2018 oozmy nneeEn?
Use the checkboxto selectarscord v 0BAMCW  Cruelle De Ville W20 01012007 LR
ot mprost Cureriy, 13 erines oea ¥ B#%M  ChickenLicken 0B01/20E 0827 1707

v 52225150 Prince Cherming 0242006 0101207 NN
Entries with discrapancies are v 50500714 FaeLanv 0840142016 08/M1/2017 nnzemz =l

displayedin red

You can seleci thes for importif

necessany, but daing so risks

introducing enors to your system

Check with Revenue betore Currantty on Payroll On Tax Credit inport Fils
imporing red enies,

Tatal Pay to Diate (Previous Employments) 0.0 0.0
Total Tax 0 Date (Frévious Employments) 000 0.00
e Crecit 1800.00 330000
Standard Rate Cut-off 3500000 3380000
Mesginal Fieiet ate No No
Tolmemore. Tax Status HNormal MNormal

16. The Import process is complete. You can generate a report on the import process by clicking the
Print Tax Credit Import Report button.

Tax Credit Import x|

@ Import complete - Congratulations!

Click the 'Print Tax Credit Import
Reports.! button to get & detailed
wiew of what was imparted

Irnport progress

Thig button will become enabled on
completion ofimport

Final impart summanry
This report can be printed at a later
date by accessing the 'Print Tax

CreditImport Fiepont’ option which is MNumber of records on Tax CreditImport File 13

located under the

"Miscellaneousi Tax Credit Import MNumber of records imported 13

menu MNumber of records notimported 0
MNurmber of invalid records found 0
MNumber of Employees not on Tax Credit Import file: 0

Print Tax CreditImport Report.

Tell me mare...
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We recommend you print the Tax Credit Import Report as it provides an easy to read schedule of

changes.

Close Next  Last  Print
Pinbroock Software
Tax Credit Import
Date: 21/11/2017  Time: 14:47 Page: 1
Run Date: / / Pay Period: 00 Frequency: W Narrative:
Tax Credit Import (Summary)
Close  First Previous Next  last  Print
Zpplicable Tax Year: 2018
Date of Issue: 16/11/2017
Tax Registration Number: 63572581 Pimbrook Software
Employer Name: Pimbrook Software Tax Credit Imporc
Humber of records found: 00007
Number of records imported: 00004 Date: 21/11/2017 Time: 14: Page:
Run Date: / Pay Period: 00 Frequency: W Narrative:
Summary taken from
C:\ROS\P2C\P2CEXPORT 63572581 ALL — COPY.CSV Employees updated from Tax Credit Import File
Employes Name PPS Number Cert. Date Imported?
Minnie Mouse 22585210 07/12/2017 Yes
Field Updated Before After
Tax Credit: 3300.00 3300.00
Std. Cut Off: 33800.00 33800.00
Total Pay to Date: 0.00 0.00
Total Tax to Date: 0.00 0.00
Marginal Relief Rate: No No
Tax Status: Normal Normal
Yearly cut off 1: 12012.00 12012.00
Yearly cut off 2: 18772.00 18772.00
Yearly cut off 3: 70044.00 70044.00
Gross Income to Date: 0.00 0.00
USC to Date: 0.00 0.00
No No
0.00 0.00
Cruella DeVille 5118550R 07/12/2016 Yes
Field Updated Before After
Tax Credit: 3300.00 3300.00
std. Cut Off: 42800.00 422800.00
Total Pay to Date: 0.00 0.00
Total Tax to Date: 0.00 0.00
Marginal Relief Rate: No No
Tax Status: Normal Normal
Yearly cut off 1: 12012.00 12012.00
Yearly cut off 2: 18772.00 18772.00
Yearly cut off 3: 70044.00 70044.00
Gross Income to Date: 0.00 0.00
USC to Date: 0.00 0.00
USC Exempr: No No
Total LPT: 0.00 0.00
Foxzy Lox; 52225150 07/12/2016 Yes
Tax Credit Import
@ Import pl - Congrat H
Click the "Print Tax CreditImport Import progress
Reparts.' button to get a detailed
wiew of what was imported
This butian will become enabled on
completian of import
Final import summary
This report can be printed ata later
date by accessing the 'Print Tax
CreditImport Report' optian which is Mumbeer of records an Tax Credit Import File: 13
located under the
"Miscellaneous) Tax Creditimport Nurmber of recards imported 13
fmenu Mumber of records notimported 0
Mumber of imvalid records found 0
Number of Employees not on Tax Credit Impart file: L1}

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie

Tellme more...

Print Tax CreditImport Report.
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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.

B sage Micropay Professional 2017 v19.0, Unlimited Employees, Feature Pack 1

Login Processing Reports Nominal Company/Payrol Year End Help Tools
= B D EE &S
Set Period Emp Detals Time and Pay Reports EOP Rewind Notepac ~ Lestoré-
Period Archive... h
Tasks Data Import 3

& Salary/Rate Update...

EJEditEmployees - :

7 Enter Time and Pay _ | Import Tax Credis...
,_' Biatch Tirme and Pay Printer Setup...

= Cantrol Summary Repart

[l Gross To Nett Report Set Perio Send eMail

(& End Of Period

= F51 Usage Data

3 View/Print Payslips g

Bank Transfer
P Other Repors
Ll Pracess Nominal
[Z Process Pension
&= Backup

Edit
Em%yees

M

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.

B§ Tax credit Import Report Settings x|

Select section of report to print:

|Emp|0yees updated from Tax Credit Import file D|

[“IPrint detailed report

[ Preview H Print H Setup l
| poF || emai |

Cancel

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.
11
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