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Summary

Guidance relating to specific aspects of registering for and using MyEnquiries is available in linked
manuals:

Part 37-00-36 MyEnquiries

7-00-36B MyEnquiries: Submitting and Managing Enquiries in myAccount

37-00-36C MyEnquiries: Submitting and Managing Enquiries in ROS

a

rt 37-00-36D MyEnquiries: Tracking of Enquiries
rt37-

Pa MyEnquiries: Notifications about Enquiries
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1 Access to MyEnquiries via myAccount, ROS or LPT

1.1  myAccount

myAccount is a single access point, with a single login and password, for Revenue’s online
services for PAYE customers. You can register for this service on Register for myAccount.

See paragraph 2 of this manual for more detailed information about MyEnquiries in
myAccount.

1.2 ROS

Business customers who have a ROS digital certificate can access MyEnquiries using the ‘My
Services” tab under ‘Other Services’.

Business custemers who do not have an active ROS digital certificate can register for ROS.
(Please note that if business customers register for ROS in order to access MyEnquiries they
will receiveitheirtax returns and other correspondence electronically rather than in paper
format.)

Foreign-based agents/advisors who have a TAIN but have no Irish tax reference number can
register for ROS using their TAIN (i.e. no tax reference number is required).

See paragraph 3 of this. manual for more detailed information about MyEnquiries in ROS.

1.3%" MyEnquiries link'from Local Property Tax (LPT)
MyEnquiries can be accessed from LPT by clicking on the ‘MyEnquiries’ button at the top of
the LPT screen.

See paragraph 4 of this manual for more detailed information about MyEnquiries in LPT.

2 MyEnquiries in myAccount

MyEnquiries can be accessed.in myAccount by:

- clicking on the MyEnquiries link under ‘Manage my record’, or

- clicking on MyEnquiries in the taskbar at the topright of myAccount.
You are brought directly to the Enquiries Record screen (Inbox).

The email address contact information in myAccount can be updated in the ‘MyProfile’
screens by clicking on ‘MyDetails’ and updating the ‘Contact details’. Notifications about
replies to Enquiries are sent to the email address on a customer’s record.

Refer to Tax and Duty Manual (TDM) Part37-00-36B for furtheriinformation on how to
submit enquiries via myAccount.
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— My Documents

My Profile = [ my enguines

Tax services

PAYE Services

Employess and Pension Recipients: Manage your tax 2018
manage your tax record, claim credits,

declare income, submit a return and Review your tax 2014-2017
register your new job or pension. (Form 12 or

To get an End of year statement (P21} End of year statement (P21}

click "Review your tax”
v Add Job or Penslon
To get a Tax credit certificate click

"MENEEE your tax.

Learn more

Drivers & Passengers with Disabilities:
Apply for tax relief on adapted vehicles
and claim fugl grant.

Drivers & Passengers with
Disabilitles

vehidle owners: Upload 2 VAT Certificate  VRT Certificate of Conformity

Property Owners

= View, file and pay your LPT

» LPT valuation guide: average market
wvalue of properties as at March 2013

Local Property Tax (LPT)

Home Renovation Incentive

»  Claim tax relief on the renovationofa  Help To Buy
property

»  Claim tax relisf on mortgage interest LPT Valuation Gulde
paid

Clalm Mortgage Interest Rellef

First Time Buyers: View or start your
Help To Buy application.

Learm more

Payments/Repayments

[€]

Payments: make payments online for
mast tax types and view your payments
history.

Make a Payment

View Payments History

of Conformity.

VAT Calculator: estimate VAT dug on a
car, small commercial vehicle or motor
cycle. Estimate any repayment of VRT
due on the export of a car.

VRT Calculator

Learn maore

Manage My Record: a range of s2rvices to manage and update your record and
make enquiries.

Learn maore

Tax Reglstrations

My Enqulries

Tax Clearance

Recelpts Tracker Update Bank Detalls for PAYE

My Documents Refunds

Figure 1: myAccount menu (webpage) showing

7.

pay ts: make repayment claims
and check status of submitted claims for
= Specific VAT repayments for
unregistered persons
= Mineral 0il Tax paid by certain sectors

eRepayments

Learm mare

opt",\s to access“ﬁ’I

(N,
% 2o,
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Manage My Record

Gifts & Inherltances

make enquiries.

Learn more

My Profile
My Enquiries
{ Receipts Tracker
My Documents
| Letter of Tax Residence

Upload Supporting Documents
Capital Gains Clearance

Manage My Record: a range of services to manage and update your record and

CAT/IT38 return: File an IT38/CAT File CAT IT38 Return
return- ] Statement of Affairs (Probate
Statement of Affairs (Probate) Form Form SA2

R ) SA2: Submit a Statement of Affairs
Iﬂ!ﬂﬁﬁlﬂ[ﬂlﬁﬂs (Probate) Form S&.2
Trust Register Functions
Tax Clearance
Update Bank Details for PAYE
Refunds
Undate Civil Staf
VAT Number Verification

Learn more

Manage Professional Services
Withholding Tax

MY SERVICES

MyEnquiries

File a Return

Complete a Form Online

Upload Form(s) Completed Offline

Payments & Refunds

Submit a Payment

Manage Bank Accounts

Other Services

MyEnquiries

REVENUE RECORD

My Frequently Used Services Add a service @

yAccount menu (webpage) showing the two options to access MyEnquiries

ices’ section.
ervices to ‘My Frequently Used Services’ and MyEnquiries is

PROFILE WORK IN PROGRESS ADMIN SERVICES

Tax Clearance

Drivers & Passengers with Disabilities Mobile Access

Figure 2: ROS access to MyEnquiries (Individual’s screen)
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3.2 Link to MyEnquiries (Agents/Advisors)

Agents and advisors can access the link to MyEnquiries in the ‘Agent Services’ tab and then
in the ‘Other Services’ section.

GAEILGE E

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Find Clients

You can file retumns, make payments and manage bank details for clients through Client Services. Select a client below to view their available Client Services.

Manage Tax Registrations

Properties

Upload Form(s) Completed Offline

Agent Employer Services

Other Services

|
A yEnquiries P2C Search Mobile Access

View Property History

Manage Financial Statements

Upload Multiple Financial Statements

Figtir?;i:_.a ROS access to MyEnqujrie%-(hg_ent’s TAIN screen)
k-~ | B

._,-f":/:-'..___.-"--\. {';._'-H_ '::'_:-—‘-x_
33 R%'Agministrator —access and management functions

0 __|'

3.3.1 Acceéé;_'_-i' . B AV
The MyEnquiriés.iCbn;_is"z'aiways visible 't(_)fRdS'g}:lministrators. For ‘sub-users’ the icon only
displays if the userhas permissions on an gc;i\ie_-l\_/_l_\'/Enquiries email address and have been
set up for MyEnqwnesM?ﬁ)S Admlnls‘fr?gfﬁ ’ ﬂ
For ‘sub-users’ the icon o’:ﬂﬂy‘-‘_c-:iis'blays if the sub-userﬁa‘s been given permissions on an active
MyEnquiries email address by the ROS Administrath:'ifq_EJ;pser MyEnquiries access is
managed from Admin Services tab using the Manage Mys.Eﬁgpiries Permissions option.

-..____::.._. .-.._-l ,'... e -
If no email address has been set u\p, :the_ Administrator re(felzi\(_'e"s the following message when
they click on the ‘MyEnquiries’ icon.'THi'é_ message explains Ho_w tQ's.gt up an email address

[ - B -

for use with MyEnquiries. A v &

MY SERVICES REVENUE REC ORD PROFILE WORK IN PROGRESS ADMIN SERVICES

MyEnquiries

Currendly yau do not have any MyEnguinies email addresses sel up in ROS, Please go to the Admin Sendces screen and
click the Manage My Enguiries button

Figure 4: ROS Informational screen Y
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3.3.2 MyEnquiries auto-registration for new ROS Registrations

As an enhancement to ROS, since 25/6/22, MyEnquiries access will be automatic for ROS
Administrators.

When a ROS Administrator carries out Step One of the ROS registration process, a contact
email address must be entered. That email address will be added as an active MyEnquiries
email address.

The ROS Administrator can subsequently login to their MyEnquiries application, via My
Services’ tab (individual) in the ‘Other Services’ section, Fig 2 or ‘TAIN Services’
(agent\advisors) tab in the ‘Other Services’ section, Fig 3.

This.email will automatically activate MyEnquiries if it is not already active. It will enable the
ROS Administrator to select that email address when using MyEnquiries without needing to
addiit through the Admin Services tab, see below Fig 7, page 8.

Sub-user access is not automatic and must be managed by the ROS Administrator.

3.3.3 Management and administration functions

Clicking the ‘Admin Services’ tab at the top of the screen brings the user to the
Administration Services page from where they can access the MyEnquiries administration
functions.

PROFILE

ADMIN SERVICES

AGENT SERVICES REVENUE RECORD

Administration Services

LIVE TEST CRS

To select an individual, click on the Select item radio button to the left of the name

To apply for a certificate for an individual to act on yourfcompany's behalf, click the Add New button
You can View or Revise the permissions of the selected individual by clicking on the

relevant option box below.

Additional information about these functions.

select surname Firstname ID Ref. System Password Status
SUB-CERT TEST MC TEST & REGISTERED

Add New

el

Amend ROS Email
Addresses

Revoke

Promote

Suspend

1

Other Functions

You can add a new email address for MyEnguiries by clicking the Manage MyEnquiries button. Manage

MyEnquiries

Figure 5: ‘Admin Services’ screen

The ROS Administrator can grant MyEnquiries access to sub-users by selecting the sub-user
and clicking the ‘MyEnquiries Permissions’ button. Access to MyEnquiries is determined by
email address and the tax registration number or TAIN associated with the ROS digital
certificate. It is possible to set up more than one email address.

Sub-users who share the same (or group) email address for MyEnquiries can view the same
enquiries and Revenue replies. It is the responsibility of the ROS Administrator to manage
sub-user access to MyEnquiries through the management of email addresses.
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Sub-users with Administrator permissions also have access to the ‘Admin Services’ tab and
the MyEnquiries management function buttons.

If no sub-users are set up, the screen looks like this:

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

Administration Services

LIVE TEST CRS

To apply for a certificate for an individual to act on your/company's behalf, click the Add New button

There are currently no individuals linked to this certificate Add New

A
You can add a new email address for MyEnquiries by clicking the Manage MyEnquiries button.

Manage
MyEnquiries

Figure 6:+“Admin Services’ screen (no sub-users)

'-....-'"'!l_,-‘.: T

N GENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

i Add New Email Address

Enter New Email Address

Verify Email Address

Mew email address added successiully.

i MyEnquiries Email Addresses

Show Removed Addresses? L

Show | 10 v Fitter:
Email Address & Status % Action
JOEBLOGGSE@GMAIL.COM ACTIVE EI
Showing 1 to 1 of 1 entries Previous i =
Figure 7: ROS ‘Setting up an email address for MyEnquiries’ -sci=een" 2

£
i F
E

ROS Administrators can set up one or more email addresses for use with MyEnqumes Oold
email addresses can be deactivated but not deleted. The ROS Administrator can accessxall
enquiries submitted under any of the email addresses set uﬁln thls way. To set up asu a
user for MyEnquiries, the email address of the sub-user must ﬁ?‘st.he setupin My‘Eﬂﬂprfle_s

Permissions’. W
- r
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3.4 Sub-User access

ROS Administrators can give sub-users access to MyEnquiries by allowing them access to an
email address that has permission to access MyEnquiries.

Please note that access is based on the email address. If two users are given permission to
access MyEnquiries with the same email address, for example a group email address, they
can view each other’s queries regardless of whether they are an Administrator or a sub-user.

In.the ‘Admin Services’ tab, select the sub-user and click the “MyEnquiries Permissions”
button.

AGENT SERVICES REVENUE RECORD PROFILE ADMIN SERVICES

MyEnquiries

i Permissions

. ) rtificate for user TEST SUB-CERT. You can amend permissions for this cerificate by using the table below.
Checking the status checkbaox adjacent to an

email address will give the selected sub cert
access to MyEngquiries messages associated v
with the email address.

Mo data available in table

Filter:

Showing 0 to 0 of 0 entries Previous Next

Figure'8: ROS ‘Sub-User Access’ screen

This links to the ‘Permissions’ screen.

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRE 55 ADMIN SERVICES

i Permissions

“ou have sslected the sub certificsts for user JOE BLOGS. You can amend permissions for this certificate by using the table below.

Show | 10 v Filter:
Email Address o Status
JOEBLOGGSMGMAIL COM o
Showing 1 to 1 of 1 entries Previous 1 Mext

Figure 9: ROS ‘Permissions’ screen

e Tick the Status box beside the email address the sub-useris.using for MyEnquiries
(more than one email address can be selected).

e Submit the changes.

e The same process works in reverse — untick the box to remove permissions.

10
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3.5 Accessing MyEnquiries

ROS Administrator: If more than one email address has been set up in ROS, users have the
option to select which of those email addresses they want to use at that time.

Sub-user: If the ROS Administrator has set up more than one email address for the sub-user
to use with MyEnquiries, they must select the email address they wish to use at that time.

English / Gaeilge

Revenue ﬁ

Cdin agus Cusialm ea hEireann

Select eMail Address

Select eMail Address | joEELOCREEE) o . i

BLOGGS@EMAIL COM

Figure 10: ‘Select eMail Address’ screen

The Enquiries Record screen(Inbox) for the selected email address is displayed. Only one
email address can be viewed at.a time. A user must exit MyEnquiries to select another email
address.

An enquiry can be submitted by clicking the ‘Add New Enquiry’ button which brings up the
‘Add a New Enquiry” screen below.

Further information on how to submit enquiries can be found in the Tax and Duty Manual
Part 37-00-36C MyEnquiries: Submitting and Managing Enquiries in ROS

3.6 Removing email addresses

Email addresses may be deactivated by removing them from the list of Email Addresses in
the Manage My Enquiries option. This is done by clicking the bin symbol. The email address
is hidden, not deleted. However, customers must note that the enquiry inbox/enquiries
raised under an email address that has been removed are no longer visible. To view those
enquiries, the email address must be restored.

An email address may be restored by ticking the checkbox “Show.removed email addresses”
and then clicking the circular arrow to the right of the required email address.

When an email address is deactivated, this is highlighted to Revenue staff replying to active
enquiries or initiating enquiries.

11
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i Add New Email Address
Enter New Email Address

Verify Email Address

i MyEnquiries Email Addresses

Show Removed Addresses?

Show 10 hd Filter:

Email Address . Status. N Action
DOUBLEQUOTES@GMAIL.COM ACTIVE @
TEST@REVENUE IE REMOVED

Showing 1o 2 of 2 entries Previous 1 Next

Figure 11: ‘Remove eMail Address’ screen

4. MyEnquiries.accessed from Local Property Tax (LPT)

MyEnquiries link from Local Property Tax (LPT)

MyEnquiries can be accessed from LPT by clicking on the ‘MyEnquiries’ button at the top of
your. LPT screen.

Local Property Tax

including Household Charge arrears

2020

PROP,
TAX 35

Cork County Council
(32768040H)

iew Payment History

Contact us if the Local Authority is wrong

Your Household Charge Please update your HC arrears
arrears: €200.00 @r Update your HC arrears record :,:cr’:::sfore settingup a

@ You have not yet paid your Household Charge arrears. O claim DIRT F.T.8 Refund

@ You have an action outstanding for your 2013 LPT record.

Current Status:

@ You have an action outstanding for yc

@ You have an action outstanding for yo

Figure 12: LPT screen

You will be brought directly to the Enquiries Record screen (Inbox).

12
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myAccount

MyEnquiries

& mysccount nomepage - Enquiries Record

Tax Reference Number
KOO

Tax Reference Type
cusT

Previous Enquiries Search provious enguiries

Select for archive Enquiry ID Date » Enquiry relates to Maore specifically Reference

You have no pravious enquiries

Showing 0 to 0 of 0 entries Provious Next

Archive Ticked Items

view Archive

Add New Enquiry =

Figure 13: Enquiries Record screen (Inbox)

You can submit an enquiry by clicking the ‘Add New Enquiry’ button which brings you to the
‘Add a New Enquiry’ screen.

5 Problems with registration, login etc.

e MyEnquiries: If you experience any difficulty in using MyEnquiries you should email
MyEnquiries@revenue.ie. Please note that this mailbox should not be used to

(i) ssubmit general taxation queries, or

(ii) seek progress reports on previous enquiries submitted via MyEnquiries (which can
be done through the tracking facility as set out in the linked manual Part 37-00-36D).

Personal Division operate this mailbox and deal with any enquiries regarding the
operation of MyEnquiries:

e myAccount: If you have any difficulty registering for myAccount you should contact the
myAccount Registration 'Unit as below

phone: 01 738 36 91
(callers from outside the Republic of Ireland should use + 353 1 738 36 91)

Email: RegisterForMyAccount@revenue.ie.

e ROS: If you need technical assistance with using ROS or logging in;you should call the
ROS Helpdesk on 01 738 36 99.

(Callers from outside the Republic of Ireland should use + 353 1 738 36 99).
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