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1. Scope

This document outlines the procedures to make an application to pay Preliminary Income
Tax by SEPA Monthly Direct Debit and to manage existing arrangements for payment by
SEPA Monthly Direct Debit. An online service in ROS, Direct Debit Online (DDOL), was
launched on 28th January 2013. This guideline replaces previous guidelines on SEPA
Monthly Direct Debit for payment of Preliminary Income Tax and sets out the approach for
a successful online application.

2. Purpose

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

3. Introduction

The facility to apply to pay current tax liabilities by SEPA Monthly Direct Debit, hereafter
referred to as Direct Debit, is currently available for VAT, Employers’
PAYE/PRSI/USC/LPT, Local Property Tax and Preliminary Income Tax customers.

Using Monthly Direct Debit.to pay Preliminary Income Tax offers advantages to the
customerand, in suitable casesyto Revenue. Some of the advantages to the customer
include:

= Self-managing Direct Debit payments.

= Spreading payments over a twelve-month period.
= Avoiding a substantial one-off payment.

= Availing ofithe 105% rule (see below).

Processing of a Direct Debit Instruction will create a Direct Debit Mandate with an unique
mandate reference number. The facility to pay by Direct Debit is a concession and
Revenue may refuse a Direct Debit application or cancel an existing Direct Debit mandate.

Payments by Direct Debit are allocated againstia customer’s Preliminary Income Tax for
the current year. If the customer fails to pay sufficient Preliminary Income Tax on the
Direct Debit Scheme resulting in an undérpayment of Preliminary Income Tax, interest
charges will arise. To avoid interest charges, payments must be at least:

=  90% of the final tax liability for the current year of assessment or,
= 100% of the tax liability for the preceding year of assessment or,

= 105% of the pre-preceding year for Direct Debit payers only (this option does
not apply where the Income Tax payable in the pre-preceding year was NIL).
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There are no restrictions to the number of amendments that a customer can make to the
Direct Debit payment value for Preliminary Income Tax.

4. SEPA Monthly Direct Debit Scheme

Since the 31st March 2014, Direct Debits are collected under the Single Euro Payment
Area Directive (SEPA) — known as the SEPA Monthly Direct Debit Core Scheme (SDD).
Provided both the bank of the creditor (Revenue Commissioners) and the debtor
(Payer/Customer) are SEPA compliant, the scheme allows a creditor to collect funds from a
debtor’s account once a mandate has been provided by the debtor to the creditor and
creates, for the first time, a payment instrument that can be used for both national and cross
border euro Direct Debits throughout the SEPA area. SEPA is comprised of the existing
member states of the European Union, together with Iceland, Lichtenstein, Monaco,
Norway, Switzerland and San Marino. It provides a standardised Direct Debit payment
service that will enable consumers to pay for goods and services in any SEPA reachable
country-without having to open a bank account in that country.

The transfer of funds (money) between the debtor’s bank and the creditor’s bank always
takes place in Euro currency.

The complete SEPA Core Direct Debit Scheme Rulebook is available from the European
Payments Council (EPC).website on www.epc-cep.eu.

5. Summary

The SEPA Monthly Direct Debit Scheme is for payment of current taxes and covers Local
Property Tax,; VAT, Employers” PAYE/PRSI/USC/LPT, and Preliminary Income Tax
only. Applications to use the Direct Debit Scheme for payment of Preliminary Income Tax
should be made by customers or their agents online via www.ros.ie. Direct Debit Online
will allow customers or their agents to Create/Amend/Cancel their monthly Direct Debits.
For a ROS guide, pleaserefer to: ROS User - Procedures. Once online, a customer must
confirm that they agree to the Terms and Conditions of participation in the Direct Debit
Scheme.

6. Process — Using Direct Debit Online

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[..]

Customers availing of Direct Debit for Preliminary Income Tax must make a minimum of
three debit payments in the first year and a minimum of eight debit payments in'€ach
subsequent year.
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The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

The Direct Debit amount should be sufficient to meet customers’ Preliminary Income Tax
requirements as mentioned above.

The first debit month for commencement on the Direct Debit Scheme for Preliminary
Income Tax is selected by the customer subject to ensuring that the customer adheres to a
minimum three debit payments rule in the first year and a minimum eight debit payments
ruleiin each subsequent year.

Direct Debit deductions for Preliminary Income Tax are taken from the customer’s bank
account on.the ninth day of each month (or the next working day where the ninth falls on a
weekend or Bank Holiday).

Continued participation in the Direct Debit scheme is conditional on submission of annual
returns and payments by the due dates.

The customer determings the value of the Direct Debit payment. Where a customer creates
a Direct Debit instruction:for Preliminary Income Tax, clicking on the “Calculate” option
populates all months with the debit amount (see example). Only the Suspend fields
remaining in the calendar yearwill be available for editing. For example, if the selected
date is in May but the May debits have already been presented to the bank, then only June
to December. will be available to suspend.

In a scenario where there are not enough months remaining in the year to meet the
minimum requirement for-payments i.e. three payments in year one and eight payments in
all subsequent years, then the following error message will be displayed to the customer on
clicking the “Calculate’ button:

“You will not meet the requiréd minimum payments rules based on 1) the number of
months suspended and/or 2)*theidate of first debit'month. Please refer to Terms and
Conditions.”

If more than one Direct Debit Mandate-was in.place in the same calendar year for
Preliminary Income Tax, debits on all mandates are included when validating the three and
eight payments rules. For example, a customer sets.up a Direct Debit Instruction in
February and makes two debit payments and cancels the Direct Debit Instruction. The
same customer sets up another Direct Debit Instruction in September. The debit payments
on both Direct Debit Mandates will be counted when validating the three and eight
payments rules.

Acceptance on the Direct Debit Scheme is determined online by successfully passing a
number of validation rules. Failing any of these rules will result in customers being
advised that they are not suitable to join the scheme.
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Customers may be removed from the Direct Debit scheme where the Direct Debit Mandate
is no longer active or the bank account details are incorrect.

NOTE: Direct Debits can only be deducted from a bank account and bank that are SEPA
compliant. Direct Debits can also be deducted from a foreign bank account but only if the
bank and the bank account are SEPA compliant.

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

7. Validation Rules — Create a Direct Debit Instruction/Mandate

The following material is either exempt from or not required to be published under the
Freedom of Information Act 2014.

[...]

8. Process — Amend and Cancel Functions

= Customers may amend the value of the debit payment as often as they wish
using Direct Debit Online.

* Customers have the option to Suspend a number of Direct Debit payments but
must ensure that remaining payments meet the three and eight payments rules.

» Customers can opt to cancel existing Direct Debit Instructions using Direct
Debit Online.

9. Unpaids

The customer’s bank may return a Direct Debit instruction to Revenue marked “unpaid” for
a number of reasons.
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An automated letter issues to advise the customer of the cancelled Direct Debit and to seek
payment to replace the unpaid Direct Debit. Customers will be removed from the Direct
Debit Scheme where the “reason” for the unpaid debit indicates that all future debits will
also be rejected e.g. incorrect bank details/closed account.

Income Tax S.

IBI Report%

The onus 's WStomer to ensure sufficient payments are made to meet Preliminary

APPENDIX{Te and Co
Terms and Conditions &
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APPENDIX 2 - The SEPA Monthly Direct Debit Legal Text

Legal text: By signing this mandate form, you authorise (A) the Revenue Commissioners
to send instructions to your bank to debit your account and (B) your bank to debit your
account in accordance with the instruction from the Revenue Commissioners.

As part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank.
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APPENDIX 3 — Direct Debit Schedule
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APPENDIX 4 — ROS Procedures

Step by Step: How to set up Direct Debit for Preliminary Income Tax

ROS My Services Screen

Revenue Record: Returns and Payments Tax clearance cerificate expires an 0101172014 (What's this?)

J You have no new documents in your Revenue Complete a Form On-line

Record. Selecta returnyouwould like to complete now: You will be given the option of filing the return with or without a payment.
i Services: Select a tax type.. v

Upload Form(s) Completed Off-line

Selectthe type of return from the drop-down listto upload 3 retum completed of-line.

Select a retum type. v

You can choose to make a payrment or declaration against a registered tax by selecting a payment type frorm the below drop-down list.
Select a payment type v

Payment Details

You can choose to make and receive payments to and from Revenue using your bank account by means of ROS Debit Instruction and Direct Debit. You
can also make payments using MasterCard or VISA debit and credit cards. Certain repayments or refunds can be made by means of Electronic Funds
Transfer

Manage Bank Accounts & ‘

fit

Home Renovation
Incentive

. &
&

Click on Manage B nts to expand options.

Gf‘
@ J}'

O
‘96/ 2

&
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ROS My Services Screen - expanded

Revenue Record: Returns and Payments Tax clearance cerificate expires an 0101172014 (What's this?)

File 3 Retum

You have no new documents in your Revenue Complete a Form On-line
Record. Selecta returnyouwould like to complete now: You will be given the option of filing the return with or without a payment.

Services: Select a tax type.. v

Upload Form(s) Completed Off-line

Selectthe type of return from the drop-down listto upload & return completed off line.

ted Retums Select a retumn type. T

= Py
Submit a Payment

“¥ou can choose {0 make a payment or declaration against a registered tax by selecting a payment type from the below drop-down list.
Select a payment type

Payment Details

You can choose to make and receive payments to and from Revenue using your bank account by means of ROS Debit Instruction and Direct Debit. You
can alzo make payments using MasterCard or VISA debit and credit cards. Certain repayments or refunds can he made by means of Electronic Funds

Transfer

ROS Debit Instruction SEPA Direct Debit Refunds
Setup a ROS Debit Instruction (RD) to allow Instruction Certain repayments or refunds due to you
fast one off payments directly from your bank frarm Rewenue can be paid directly into your

“You can choose {0 make monthly payments

bank account by means of Electronic Funds
1o Revenue for current taxes

Transfer.

accountwhen filing a return ar payrment

Manage RDIs % Manage Ditect Debits = ‘ Manage EFT

Click on'Man irect Debits 1 onthly Direct Debit Instruction.

7 O
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DDOL Options Screen

Help | Exit |

WY SERVICES REVENUE RECORD PROFILE 'WORK IN PROGRESS ADMIN SERVICES

SEPA Direct Debit Online

The SEPA Direct Debit Guarantee

j%‘ = This is a guarantee provided by your Bank as a member ofthe Direct Debit Scheme, in
'j.A.' which Banks and Criginators of Direct Debits padicipate
fis=il « [fyou guthorise pavment by Direct Dehit, then
R
‘\\j » your Direct Debit Originator will notify you in advance ofthe amounts to be dehited to your
account.

Single Euro Paymenls Area  « vour Bankwil acceptand pay such dobils, provided thal your sccount his suficient

Forinformation on DD srallablequnds

please see = [fitis established that an unauthorised Direct Debit was charged to your account, you are

Revenue.je guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unautharised Direct Dehit, and in
any event no later than 13 months after the date of debiting of such Direct Debit fo your
account,

* As part of your rights, you are entitied to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained ina
staternent that you can abtain from your bank.

= ou can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
Bank.

* You can cancel the Direct Debit Instruction in good tirme by writing to your Bank.

SEPA Direct Dietk C

IT - Income Tax

Sawdl
SR P
Empleyer (PAYEIPRS)
shibns FA
Mk
VAT - Walue Added Tax
1A TER S
Edl  Anieasind Eotw i Gibige  Ceolfombon Prachios Siwkement  Cetificals Pulicy Blstemend  PrivatyPolicy Teams & Condiling

e



Customer Details Screen

)¢
Revenue ﬁ ROS Help | Exit |

Ciin agus Custaim na hEireann

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

M1 Jae Eloggs 12345674
SEPA Direct Debit Online
Create IT Direct Debit * Denotes a required fieldt
Declaration
By Ticking an this box | am agreeing to the temns and conditions. ™
The SERA Direct Debit Online terms and conditions can he found on Revenue ie
O -

Originator Details

’ COriginator Direct Dehit Unit, Collector General, Sarsfield House, Limerick

Originator Number IE81Z7Z300729
|
Customer Details
Marne 1r Toe Bloggs
IT Registration Nurmber 12343674
Phone L ]
(o)
Revenue Home  ROS Help  Exit  Accessibility Eolas as Gaeilge  Certification Practice Staternent  Cedificate Policy Statement  Privacy Policy  Terms & Conditions
-
Tic;1 e box to agree to the/Terms and Conditions of the Direct Debit Scheme is mandatory.
The Na egistration Nu lds will be pre-populated. Phone details are not

mandatory. /
Click on “Next’ plyeed. the Bank D S en.
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Bank Details Screen

Revenue ﬁ

Céin agus Custaim na hEireann
Irish Tax

MY SERVICES REVENUE RECORD PROFILE

Customs

SEPA Direct Debit Online

Create IT Direct Debit

Payment Managemesnt

Alternatively, to add an existing Mandate or to splitthe remittance across multiple separate hank accounts please click the Manage hutton

Bank Details

Mame of Financial Institution *

Address of Financial Institution ™

IBAN *
BIC *
Mame of Account Holder

Address of Account Halder *

Pastal Code
Country
|s more than one signatory reguired on the account? *

Confirm if account can accept a Direct Debit

X Cancel

Revenue Home ROSHelp  Exit  Accessihility

WORK IN PROGRESS ADMIN SERVICES

* Denotes & required fisld The “Manage”
option enables
you to add
additional bank
accounts to an
existing mandate

est

] w w =
=3 = =
= = =
F T T
o @ @
o @ @
o k<) =

D

ester

= = (2] (2] 7] [@
g] 2] [& z
£ |8 & g
HEEIRE 2
gl 12| |E ol
a2l 18l 8 o
gl |8 |2 8

<

reland
O ves O Mo

O ves O mo

Eolas as Gaeilge  Cerification Practice Staterment  Certificate Policy Staterment  Privacy Policy  Terms & Conditions

Fields marked * are mandatery. Failure to complete all mandatory fields will result in an error

message and will restriet the user from continuing with the application.

Click “Next” to proceed when all required details are completed.

The IBAN number for an Irish bank account is 22 characters long.and must be completed in full

and the BIC can be 8 or 11 characters long.

less than or greater than 22 characters.

A foreign bank account may have an IBAN number

NOTE: Direct Debits can only be deducted from a bank account and bank that are SEPA
compliant. Direct Debits can also be deducted from a foreign bank account but enly if the bank and

the bank account are SEPA compliant.
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Remittance Details Screen

Hevenue ﬁ
It i A

N s Cantabn aa Wimany

SEPA Direct Debit Online

Craghe IT Cirect Dwbil ® Iercins mrequeed fekd
Remittancs Frequsncy
wses = D
Rerillance Frequency - IBAR IE
] (¥
¥
7]
.I: i
¥
-
-
L}
L}
-
o
u

Revenue Home ROSHelp Exit  Accessibility Eolas as Gaeilge Cerification Practice Statement  Certificate Policy Staternent  Privacy Policy  Terms & Conditions

When creating a Direct Debit Instruction for Preliminary Income Tax, the customer must first select
“Date of First Debit” and then input “Amount to be debited each month”. All monthly amount
fields are populated by clicking on “Calculate”.

The system will generate the first debit date but this'can be adjusted if the customer wishes to
commence deduction$ at affuture date i.e. the customer creates an Income Tax Direct Debit in
August but wants the Direct Debit to commence in October. This is acceptable as long as the three
and eight payments rules are adhered to.

The customer must input the amount to'be debited each month.

The customer may choose not to make payments for a number of months. To do this, the customer
should tick the selected months in the “Suspend” column. However, the three and eight payments
rules must be adhered to.

To populate the monthly amount fields the customer must use the “Calculate” button.

Click on “Next” to proceed to the DDOL Options Screen with the request in the “Your Requests”
area.
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DDOL Options Screen with item in “Your Requests”

Revenue ﬁ

s i i WY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

SEPA Direct Debit Online

The SEFA Direct Debit Guarantee

This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in
U which Banks and Originators of Direct Dehite paricipate,
Ifyou autharise payment by Direct Dehit, then

I

B
‘\\j # your Direct Debit Originator will notify you in advance of the amounts o be debited to your
¥ 5 account.
ey Smglg Euro Faymgnls hBa  « vour Bankwil aceept and pay such debits, pravided thatyaur account has suffcient
Forinformation on DD grallablemunds

please ses = [fitiz established that an unauthorised Direct Debit was charged to your account, you are
Revenue.e animmediate refund by your Bank of the amount so charged where you notify
wour Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
e any event no later than 13 manths after the date of debiting of such Direct Debitto vour

accaunt,

Az part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
staterment that you can abtain from vour bank.

You can instructyour Bark to refuse a Direct Debit payimernt by wiiting in good tirme to your
Bank

*You can cancel the Direct Debit Instruction in good time by writing to your Bank.

SEPA Direct Debit Options Once you add a SEPA direct dehit
application to your reguests you wil

R IT - Income Tax be ahle to submit

Status: In your requests
Number

Employer (PAYEIPRSI)

e | Status: b

Number :

the “Your Requests™ area to proceed to the Summary Screen.

L B

In “Your R:é:('iq'e_ ts”, the customer also has the option to Edit or to Cancel the activity already
carried out. ;

Created September 2015 16 4@

e



Summary Screen

ROS Help | Ext |

Revenue ﬁ

e MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Irish Tax and Customs

Summary
Create Income Tax SEPA Direct Dehit Online - IS5 MRJOEBLOGGS B
ar Originater Originator Number
w 4 Direct Debit Unit, Collector General, Sarsfield House, Limerick |EB1Z7Z300729
% v
e Create New Mandate - IBAN IE_
IBAN IE BIC BOFI
= Remittance Details
Date of first Debit 09102014
Subsequent Direct Debit payments will be deducted on the 9th. of every maonth or nesd working day
Amount to be debited each month 1000.00
Total Amount for the year 12000.00
January February March April June
1000 100000 1000.00 100000 1000.00 100000
S . July August September October Novemnber December
1 ‘! 1000.00 1000.00 1000.00 1000.00 1000.00 1000.00
o : Is more than one signatory required on the account?
Mo
Financial Institution Account Holder
Name Name
N test tester
- Address Address
_-:_.- address1 addressd
address? addresss
address3 addressf
Postal Code
Country
Ireland
Revenue Home ROSHelp  Exit  Accessibility Eolas as Gaeilge  Cerification Practice Statement  Certificate Policy Staternent  Privacy Palicy  Terms & Conditions
. . :
i P
i i
e i
- .o 9
" B &
I . F . .
The Summary Screen allows the customer to rev1ew.the_,d@ta11s submitted.
-
. E

Customer must click “Next” to proceed to Sign and Submlt thf: instruction or “Back” to return to
the DDOL Options Screen (preylouSrpage) which will éllow tfle, customer to Edit (in the “Your
Requests” area) following review of the Summary Screen -,.*
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Sign & Submit Screen

ROS Help | Exit |
Revenue ﬁ
MR EUE LEHIEN O _" o MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES
Direct Debit Instruction MR JOE BLOGGS 1234567A
Tnkpsmation If your transaction is ready to be transmitted, please sign and submit by entering your password below.

If you wish to review the details of this transaction click on the button marked Back.

Once your transaction has been successfully transmitted you will be provided with a notice number for
the transaction. Please keep a note of this number for your records.

Sign & Submit

Certificate 12345674 © Hep

Enter Password

Revenue Home ROSHelp Exit Accessibility 5 as Gaeilge  Certification Practice Statement  Certificate Policy ment Privacy Policy Terms & C

The Certificate field is pre-populated. Enter password and click on “Sign & Submit” to complete
the process or click “Back”to return to the Summary Screen.

ROS Acknowledgement Screen

ROS Help | Exit |

Revenue ﬁ

f‘f“ ‘Fi‘“ et MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIH SERVICES

Direct Debit - ROS Acknowledgement

*You can access a copy of this transaction through your ROS Inbox by clicking on the Revenue Record tab above.
To file another Direct Debit Instruction click on the My Services tab.

Please use the Notice Number below in any future correspondence or inquiry relating to this transaction

Notice Number 123456789
Direct Debit Online Summary:

| Action | Stats | |
|CREATE MANDATE - Income Tax | Success | |

To return to My Services page ciick the OK button

Revenue Home ROSHelp Exit Accessibity Eolas as Gaeiige  Certification Practice Statement  Certificate Policy Statement  Privacy Policy Terms & Conditions

Confirmation of the Direct Debit instruction with a notice number will issueito the customer’s ROS
Inbox showing the Status as “Success”.
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ROS Inbox

,J',.- ;""

Revenue ﬁ

8 M MY SERVICES REVEHUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

- Inbox Messages @

— OPTIONS Search by: | Select Szarch Methed [=]

[+] Inbox Messages

O Do e P Customer Name: Regn.Trader No./D Tax ypeiDuty Document Type
PAYE and USC P2C O 51 123356780 MR JOE BLOGGS 12345674 m ool
Detail .
s B = VAT VAT3
Q, Search Stamp Duty returns
B = PAYE EMP P20
Q, Stamp Duty Third Party Search
B & VAT VAT3
[ Retumns
B @ Diesel Rebste Fuel Card
B8 Payments = Scheme Hotification
5§ Refunds & Repayments H & e C ) e
A Cnarges & Payments
B & sy
</ PAYE-EMP P20
A= EventsList
- " m| VAT Recsipt
[¢] Registration Details
[# ttems Submitted iz ROS (] VAT VAT Payment
M| = AT Receipt
— SERVICES
| & VAT Statement
Request Statement of Accounts
| 2 FAYE-EMP Receipt
)y
¥ SAVED FILTERS s B @ e o
# MY SUMMARY B & PAYE-EMP F30 Payment

e

uble click on the Nsitfée Number to see what it refers to.
- g

s
-
o
-

| & W
Inbox ROS Inbox Content Screen

LANGUAGE: ENGLISH

Period Begin

NiA

01/09/2014

01102014

011112013

i,

01/09/2014

01/08/2014

01/0712014

01/07/2014

010712014

010712014

01/08/2014

0111012014

01/08/2014

ROS HELP

View Latest Messages )

Issued Date

28i11/2014

2701112014

201/2014

18/11/2014

111172014

24/10/2014

2310/2014

111012014

09/10/2014

021102014

03/10/2014

03/10/2014

03010/2014

02/10/2014

Create Income Tax SEPA Direct Debit Online - Mr Joe Bloggs

a-.-.n‘..,—'\.,-—«m. Originator Originator Number
Direct Debit Unit, Collector General, Sarsfield House, Limerick [EB1ZZZ300728

Create Mandate r:-. isan 1 A

IBAN IE! BIC BOFIIE2D

Remittance Details

Date of first Debit 0%/03/2015
Subsequent Direct Debit payments will be deducted on the 9th. of every month or next working day
Amount to be debited each month 1200.00
Total Amount for the year 13200.00
lanuary bruary March April May
Suspend 1200.00 1200.00 1200.00 1200.00

August . October November

1200.00 1200.00 1200.00 1200.00 1200.00

Is more than one signatory required on the account?

No

Financial Institution Account Holder

Name Hame

test tester

Address Address

address1 address4

address2 addressS

address3 addressg
Postal Code
Country
Ireland

June

1200.00

1200.00

The above screen will appear showing all details of the Direct Débi;_lpstruction.
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Step by Step: How to amend Direct Debit for Preliminary Income Tax

For Preliminary Income Tax, the system in “Amend” mode will function similarly to the system in
“Create” mode.

DDOL Options Screen

SEPA Direct Debit Online

& The SEPA Direct Debit Guarantee Your Requests (0)
[

« This is a guarantes provided by your Bank as a member of the Direct Debit Scheme, in which
] Banks and Originators of Direct Debits participate.
I « If you authorise payment by Dirzct Debtt, then
L
\\j  your Direct Debit Originator will notify you in advance of the amounts to be debited to your

. account
Slngle Euro PBWEHMM * your Bank will accept and pay such debits, provided that your account has sufficient
For information on DD available funds
please see
Revenue.ie

= If it is established that an unauthorised Direct Debit was charged to your account, you are
guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
aceount

« As part of your rights, you are enttied to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debied. Your rights are explained in &
statement that you can obtain from your bank.

® *ou can instruct your Bank to refuse a Diract Debit payment by writing in good time to your
Bank.

* You can cancel the Direct Debit Instruction in good time by writing to your Bank,

i & Once you add a SEPA direct debit
SEPA Direct Debit Options application to your reguests you wil

be able to submit.
IT - Income Tax
Submit
status: Active

ID Mandate: C12345
Next Debit Date: 9th March 2015

Last Updated: 28th November 2014

Employer (PAYE/PRSI)
Status: NiA

—_—
Click on “Amend” in the DDOL Options Screen. Only those customers with an existing Direct
Debit Instruction will have the option to “Amend”.

Customer Details Screen

ROS Help | Exit |

Revenue ﬂ

Ko b MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

MR JOE BLOGGS 1234567A

SEPA Direct Debit Online

Amend IT Direct Debit * Denotes s required field

Declaration

By Ticking on this box | am agreeing to the terms and conditions.
The SEPA Direct Debit Online terms and conditions can be found on Revenue.ie

¥ <
Originator Details

Originator Direct Debit Unit, Collector General, Sarsfield House, Limerick

Originator Number [EB1ZZZ300729

Customer Details

Name MR JOE BLOGGS

IT Registration Number 1234567A

Phone

X Cancel Next ¥

Revenue Home ROS Help Exit Accessibilty Eolas as Gacige  Certification Practice Statement Certificate Policy Statement  Privacy Policy Terms & Conditions

Ticking the box to agree to the Terms and Conditions of Direct' Debit Scheme is mandatory: The
Name and IT Registration Number fields will be pre-populated. Phone details are not mandatory.
Click on “Next” to proceed to the Bank Details Screen.
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Bank Details Screen

Revenue

MY SERVICES REVENUE RECORD PROFILE WORK

Cain agus Custaim ra hirvans
1rish Tax and C

SEPA Direct Debit Online

Amend IT Direct Debit

Payment Management

IN PROGRESS. ADMIH SERVICES

Alternatively, to add an existing Mandate or to spik the remitance across mutiple separate bank accounts please click the Manage bution

Bank Details
Name of Financial Institution *

Address of Financial Insfitution

IBAN *

Bc*
Name of Account Holder *

Address of Account Holder *

Postal Code
Country

Is more than one signatory required on the account? *

Confirm if account can accept a Direct Debit *

| X cancal

TFa ameﬁdlng bank details, the new detalls must be entered on this screen.

proéeéd 4

Remittance Details Screen

Re_vemle ﬂ

* n\mm b MY SERVICES REVENUE RECORD PROFILE

VORK IN PROGRESS

test
address?
address2
address3

E  ABK

o
ABKIE2DX0C
tester
addressd
addressS

address

Ireland «

2 ves @ no

@ Yes © No

ADMIN SERVICES

ROS Help | Exit |

MR IOE BLOGGS 1234567A

i

Hext ¥

Click on “Next” to

ROS Help | Exit |

SEPA Direct Debit Online

Amend IT Direct Debit

Remittance Frequency

Date of First Debit *

Remittance Frequency - Mandate ID C!

Amount to be debited for remaining months this yea

Total Amount for the year

0272015 «

(BANIET AIBK )
o
]

r* 1000.00

12000.00

1000.00
1000.00
1000.00
1000.00
1000.
1000.00
1000.00
1000.00
1000.00
1000.00
1000.00

Sugnu
January W
February ]
March I8
April I
May w
June w
July o
August m
September IR
October W
November [
Decamber ICB
X Cancel

Revenue Home ROSHelp Exit Accessibility

This screen allows the customer to amend the debit amount or to susRend a payment. Click on 3

“Calculate” and then “Next” to proceed.

Created September 2015
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DDOL Options Screen with the item in “Your Requests”

SEPA Direct Debit Online

[l

The SEPA Direct Debit Guarantee

« This is a guarantes provided by your Bank as a member of the Direct Debit Scheme, in whigh

[ | Banks and Originators of Direct Debits participate. =
= « 1T you auhorise peyment by Diees Do, i
t
@ » your Direct Debit Originator will notify you in advance of the amounts to be debited to your Action: Amend
account Number: 1234567A
S|||g|e Eumpmgmﬁm « your Bank will accept and pay such debits, provided that your account has sufficient P
For information on DD avalable funds = =
please see ; -
5 A « Ifitis established that an unauthorised Direct Debit was charged to your account, you are
e guaranteed an immediate refund by your Bank of the amount so charged where you notify
‘your Bank without undue delay on becoming aware of the unauthorised Direct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account.
« As part of your rights, you are entitied to a refund from your bank under the terms and
conditions of your agreement with your bank. A refund must be claimed within 8 weeks
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank.
B * You can instruct your Bank to refuse a Direct Debit payment by writing in good time to your
i .
. « *ou can cancel the Direct Debit Instruction in good time by writing to your Bank.
Once you add a SEPA direct debit
SEPA Direct Debit Options application to your requests you wil
no be able to sub
o IT - Income Tax m =
Status: In your requests
Humber:1234567A
ID Mandate: C12345
Next Debit Date: Sth February 2015
Last Updated: 1st December 2014
Employer (PAYE/PRSI)
Status: Active
. ID Mandate:
e Next Debit Date: 24th December 2014
. ‘! Last Updated: 1st December 2014
F o

The “Amend” request is now in the “Your Requests” areca. Click on “Submit” to proceed.
/ystomer also has the qptlon to “Edit” or “Cancel” this request.

- "'H.
'H.-'.
S’in’ﬂm-ary Screen i
|
MR JOE BLOGGS 12345674
Summary
Amend Income Tax SEPA Direct Debit Online -| 1234567A JOE BLOGES
Originator Originator Number
Direct Debit Unit, Collector General, Sarsfield House, Limerick  [E81222300723
Amend Mandate CIEEZRN- 1BAN el e A
IBAN IE AIBK BIC AIBK
Remittance Details
Effective Date of Amendment 01122014
Subsequent Direct Debit payments will be deducted on the Sth. of every month or next working day
Amount to be debited for remaining 1000.00
months this year
Total Amount for the year 12000.00
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00
Iy August September November December
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00

Is more than one signatory required on the account?
No

Financial Institution Account Holder

Hame Hame

test tester

Address Address

address? address4

address2 addressS

address3 address8
Postal Code
Country
reland

. _.__. . o .' _ i
The Summary Screen allows the customer to review the amendfnenf and ensure detafl‘sa{r/gé'gqect
Click on “Next” to proceed or “Back” to make further changes. "‘*~

&

b
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Sign & Submit Screen

Revenue ﬁ AOS Help | £xit |

beoinghie bt MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES PAYE

Direct Debit Instruction MR JOE BLOGGS 12345674

laformation If your transaction is ready to be transmitted, please sign and submit by entering your password below,
If you wish to review the details of this transaction click on the button marked Back.

Once yourtransaction has been successfully ransmitted you will be provided with a notice number for
the transaction. Please keep a note of this number for your records.

Sign & Submit

Certificate 1234567A © Hel

Enter Password

eHome ROSHelp Exit Accessibilty

Certification Practice Statement  Cerlificate Policy Statement  Privacy Policy Terms & Cond

The Certificate field is pre-populated. Enter password and click on “Sign & Submit” to finalise
the amendment.

ROS Acknowledgement Screen

Revenue ﬂ ROS Help | Exit |

MY SERVICES REVENUE RECORD PROFILE VIORK IN PROGRESS. ADMIH SERVICES

Cain agus Custaim ra hirvans
I

Direct Debit - ROS Acknowledgement MR JOE BLOGGS 1234567A

You can access a copy of this transaction through your ROS Inbox by ciicking on the Revenue Record tab above.
To file another Direct Debit Instruction click on the My Services tab.

Flease use the Hotice Number below in any future correspondence o inquiry relating to this transaction

Iotice Humper [ 1239867885
Direct Debit Online Summary:
| Action | Staws | |
|AMEND MANDATE 12325674 - Income Tax | Success | |

To return to My Services page ciick the OK button

Revenue Home ROSHelp Exit Accessibility Eolas as Gaeilge  Certification Practice Statement  Certificate Policy Statement  Privacy Policy Terms & Conditions

Confirmation of the Direct Debit instruction with a notice number will issue to the customer’s ROS
Inbox showing the Status as “Success”.
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CANCEL A DIRECT DEBIT INSTRUCTION/MANDATE FOR PRELIMINARY
INCOME TAX

On selecting the “Cancel” option the following message will be displayed:

“Your Direct Debit Instruction will be cancelled permanently. Should you choose to re-apply to
avail of the Direct Debit Scheme for paying Preliminary Income Tax, you will be required to make
a minimum of 8 payments in all future years.”

If the customer has used the Manage Mandate option when creating the Direct Debit Instruction,
cancellations must be executed using the Amend function. When using the Amend option the
customer must carefully select a particular Direct Debit Instruction for cancellation. Otherwise all
Direet Debit Instructions for a particular tax may be cancelled.

The request will then be added to the “Your Requests” area where the option to cancel the
“Cancel” request will exist. There will also be an option to Edit the request in the “Your
Requests” area. Additionally, if a customer has an active instruction attached to a ceased tax
registration number, then the tax registration will display on the DDOL Options Screen with
“Cancel” as the only option available. If there is no active instruction associated with a ceased tax
registration, then the tax registration will not be displayed.

Once the “Cancel” request has.been added to the “Your Requests” area, the customer can select
“Submit”to proceed to the Summary Screen. At this point, any Cancel request will also have a
drop down menu associated with it. This drop-down menu will contain a list of reasons for
cancellation and the customer will be required to select a reason per cancellation request.

The cancellation reasons are as follows (in order):
= Revert to standard.filing pattern.
» Ceased Trading.

= Customer Deceased.
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Step by Step: How to cancel Direct Debit for Preliminary Income Tax

DDOL Options Screen

SEPA Direct Debit Online

The SEPA Direct Debit Guarantee

« This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
Banks and Originators of Direct Debits participate.
« If you authorise payment by Direct Debit, then
« your Direct Debit Originator will notify you in advance of the amounts to be debited to your

i account
SII'Ig|E Ellm Fﬂmem Mi « your Bank will accept and pay such debits, provided that your account has sufficient
For information on DD available funds.
please see > "
i « Ifitis established that an unauthorised Direct Debit was charged o your account, you are
i guaranteed an immediate refund by your Bank of the amount so charged where you notify
your Bank without undue delay on becoming aware of the unauthorised Direct Debt, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account
* As part of your rights, you are entitled to a refund from your bank under the terms and
conditions of your agraement with your bank. A refund must be claimed within 8 weeks.
starting from the date on which your account was debited. Your rights are explained in a
statement that you can obtain from your bank
« You can instruct your Bank to rafuse a Dirsct Debit payment by writing in good time to your
Bank
i * You can cancel the Direct Debit Instruction in good time by writing to your Bank
Once you add a SEFA direct debit
SEPA Direct Debit Options application to your requests you will
be able to submit.
—
| Submit ‘
Status: Active L
Number:

ID Mandate: C12345
Next Debit Date: 9th March 2015
Last Updated: 28th November 2014

Employer (PAYE/PRSI)

Status: NiA

VAT - Value Added Tax

Homoer.
el” in the DDOL Options Screen.

Cancella 1qgﬂg,‘&irmgti9n Scree

I T AT T R Uy YUY G
Banks and Originators of Direct Debits participats
= If you authorise payment by Direct Debi, then

oI T D

our Direct Denit Originator wil notify you in advance of the amounts to ba debited

i account.
Singl EuPAMENIS AR? < your Bank wilaccept and pay sich debis, provited thetyour aceaurt has suffisert
For. ation on DD available funds

» If it s established that an unauthorised Direct Debil was charged o your account, you are
guarantesd an immediate refund by your Bank of the amount so charged whare you
your Bank without undue delay on becoming aware of the unauthorised Direct Deb, 5
any event no later than 13 months after the debiting of such Direct Debit to your
account

= As partof

conditio

r rights, you are enfitied to a refund from your bank under the terms and

U can obtain from your bank,

. your Bank to refuse a Direct Debit payment by wriing in good fime to your

* You can cance| th Diract Debt Instruction in good time by writing o your Bank

SEPA Direct Debit Options

IT - Income Tax -

Attention |

Status: Active

Number: All Direct Debit Instructions for this Income Tex |
ID Mandate: registration will be cancelled permanently. Should n

Hiext Debit Date: S5 PGS you cnoose to re-apsly to avail of the Direct Deit
LastUpdated: (81020205 5oname for paying Preliminary Income Tax, you will
b required to make & minimurm of & payments in all

future years. Please see FAQ

Employer (PAYE/PRSI
o) N

Status: Active
Number

1D Mandate:
Hext Debit Date; 24ih December
Last Updated: 1st December 201

VAT - Value Added Tax

Status: Acti
Number. .
ID Mandate

Next Debit Date: 24th
Last Updated: 1st Dec:
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DDOL Options Screen with item in “Your Requests”

MR IOE BLOGGS

SEPA Direct Debit Online

Single Euro Payments Area
For information on DD
please see

Revenue.ie

[

- -

" Summary Screen

Revenue ﬁ

Summary

The SEPA Direct Debit Guarantee

« This is a guarantee provided by your Bank as a member of the Direct Debit Scheme, in which
Banks and Originators of Diract Debits participate
« If you authorise payment by Direct Debit, then

« your Direct Debit Originator will notify you in advance of the amounts to be debited to your Action: Cancel
aceount Number: 12348674

* your Bank wil accept and pay such debits, provided that your account has sufficient —

available funds =

* Ifitis established that an unauthorised Direct Debit was charged to your account, you are
guaranteed an immediate refund by your Bank of the amount so charged where you notify
‘your Bank without undue delay on becoming aware of the unauthorised Dirzct Debit, and in
any event no later than 13 months after the date of debiting of such Direct Debit to your
account

* As part of your rights, you are entitled to a refund from your bank under the terms and

conditions of your agresment with your bank. A refund must be claimed within 8 weeks

starting from the date on which your account was debited. Your rights are explained in a

statement that you can obtain from your bank

“You can instruct your Bank to refuse a Direct Debit payment by writing in good time to your

nk.
“fou can cancel the Direct Debit Instruction in good time by writing to your Bank

Once you add 3 SEPA direct debit
SEPA Direct Debit Options application to your requests you wil

be able to
IT - Income Tax m

Status: In your requests

Humber: 112345672

ID Mandate: 12345

Next Debit Date: Sth February 2015
Last Updated: 1st December 2014

Employer (PAYE/PRSI)

Status: Active

Humber1234567a
ID Mandate:

Hext Debit Date: 24th December 2014

Last Updated: 1st December 2014

Tl_l‘q “Cancel” request isnow in the “Your Requests” area. Click “Submit” to proceed.

o b kb MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS. ADMIH SERVICES

MR JOE BLOGGS

Cancel Income Tax SEPA Direct Debit Online JOE BLOGGS

Reason For Cancellation

.1 ou are requesting to cancel this mandate, plsase provide a reason below.
(Cancellation Reason * Ceased Trading -

Originator

Originator Number

Direct Debit Unit, Collector General, Sarsfield House, Limerick [EB1ZZZ7300729

IBAN IE MBK BIC AIBH

Remittance Details

Effective Date of Cancellation 0111212014
Amount to be debited each month 1000.00
Total Amount for the year 12000.00
Janu Februa Mal April May June
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00
August September October November December
1000.00 1000.00 1000.00 1000.00 1000.00 1000.00

Click on “Next” to proceed. Other reasons on the drop down menu are:
.

= Revert to standard filing pattern. %

*  Customer Deceased. -

Created September 2015
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Sign & Submit Screen

ROS Help | Exit |

MY SERVICES REVENUE RECORD PROFILE 'WORK IN PROGRESS ADMIN SERVICES

Direct Debit Instruction MR JOEBLOGGS 12345674

Inksematian If your transaction is ready to be transmitted, please sign and submit by entering your password below.
If you wish to review the details of this transaction click on the button marked Back.

Once yourtransaction has been successfully ransmitted you will be provided with a notice number for
the transaction. Please keep a note of this number for your records.

Sign & Submit

Certificate 123345674 O Help

Enter Password

Revenue Home ROSHelp Exit Accessibility Eolas as Gaeilge Certification Practice Statement  Cerlificate Policy Statement  Privacy Policy Terms & Conditions

The Certificate field is pre-populated. The customer must enter the password and click on “Sign &
Submit” to complete the process or click “Back” to return to the Summary Screen.

ROSAcknowledgement Screen

Revenue a ROS Help | Exit |

MY SERVICES REVENUE RECORD PROFILE 'WORK IN PROGRESS ADMIN SERVICES PAYE

Direct Debit - ROS Acknowledgement MRJOEBLOGGS — 1234567A

*You can access a copy of this transaction through your ROS Inbox by ciicking on the Revenue Record tab above.
To file anather Direct Debit Instruction click on the My Services tab.

Flease use the Hotice Number below in any future correspondence or inquiry relating to this transaction

[notice Number [123a567898
Direct Debit Online Summary:
| Action | stas | |
|CANCEL MANDATE 12345674 - income Tax | Success | |

To return to My Services page ciick the OK button

Revenue Home ROSHelp Exit Accessibility Eolas as Gaeilge  Certification Practice Statement  Certificate Policy Statement  Privacy Policy Terms & Conditions

Confirmation of the Direct Debit instruction with a notice number will issue to the customer’s ROS
Inbox showing the Status as “Success”.

The Direct Debit for Income Tax is now cancelled.
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