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List of used abbreviations and symbols

Table 2. List of used abbreviations and symbols

Abbreviation/ .

Symbol Meaning

AK, AKMF Aplikacje Krytyczne Sp. z 0.0.

AP Application programming interface, a set of rules which precisely describes the
principles of communication between the programs or subprograms.

CESO.P T.axpayer CESOP Application (registration and report forms), JPK Gate and JPK Client (JPK —

Application -

S, Standard Audit File for Tax).

(,,Application”)

Bramka JPK APl issued by MF used for the purposes of sending files to the MF systems.
Central Electronic System of Payment Information, via which the Payment Service
Providers will be able to report the transactions related to specific payments under

CESOP the Directive 2020/284, which were implemented to the Polish legal system by the Act

of 14 April 2023 amending the act on the goods and services tax and certain other
acts.

Report form (PSP-
IP)

The form dedicated to the Payment Service Providers, supporting the process of
creating and manual filling of the XML files compliant with the PaymentData.xsd
scheme.

Registration form
(PSP-FR)

The form dedicated to the Payment Service Providers, supporting the process of
creating and manual filling of the XML files compliant with the XSD CES-FR.xsd scheme.

The file containing metadata of a document sent via PSP. The application enables

initUpload generating and downloading the initUpload file by the user for the purposes of signing
it using an external tool.

NRA National Revenue Administration

EC European Commission

JPK Client, KWD

The application for sending files to the MF system. The tool enables also checking
the status of sent file using the provided reference number (as well as downloading
UPO, Error Report, Validation Report)

MF Ministry of Finance
File Means the XML file created in line with the XSD PaymentData.xsd scheme.
PSP Payment Service Provider

Error Report

The report made available in the XML format containing all identified business errors
for the sent file.

Validation Report

The report made available by the European Commission containing information on
the result of validation made at the European level. Its content demonstrates whether
the message containing the payment data was verified positively and, if the validation
result is negative, contains the list of identified errors.

Official Confirmation of Receipt, the document confirming the receipt of file by the

OCR Ministry of Finance, issued if there are no technical and business validation errors.
XML Extensible Markup Language intended for structured data representation.

XSD XML Schema Definition, the standard used for defining the XML document structure.
ZIP The file generated by the Application in the process of sending documents via PSP.
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1. Introduction

1.1. Purpose and structure of the document
This CESOP Taxpayer Application User Manual is addressed to all stakeholders obliged to report the

transactions related to certain payments to the Central Electronic System of Payment Information

(CESOP). This Application was made available to the general public, to all payment service providers

covered by the reporting obligation and this Manual describes how it works.

The potential users of the Application consist of the entities subject to the obligation of keeping and

provide access to the records of the selected cross-border transactions, including:

a national bank in the meaning of Article 4(1)(1) of the Act of 29 August 1997 — Banking Law
i.e. a national bank established in the territory of the Republic of Poland,

a foreign bank branch in the meaning of Article 4(1)(20) of the Act — Banking Law, i.e. an
organisational unit of a foreign bank performing on its behalf and for this bank all or certain
activities under the licence granted to this bank, provided that all organisational unit of the
foreign bank concerned corresponding to these features, established in the territory of the
Republic of Poland, shall be deemed a single branch,

a credit institution in the meaning of Article 4(1)(17) of the Act — Banking Law; i.e. a credit
institution referred to in Article 4(1)(1) of the Regulation 575/2013 of 26 June 2013 on
prudential requirements for credit institutions and investment firms and amending
Regulation (EU) No 648/2012, established in the territory of the Member State other than
Poland and a credit institution branch, referred to in Article 4(1)(17) of the Regulation
575/2013, being neither the national bank branch nor the foreign bank branch,

electronic money institution and electronic money institution branch — if the branch is
located in the Member State and such electronic money institution is established outside the
Member State, provided that the payment services provided by the branch are related to
issuing of electronic money,

a branch of an entity providing the postal payment services in the Member State other than
the Republic of Poland, pursuant to the laws of this state, authorised pursuant to the laws of
this state to provide payment services and the Poczta Polska Spétka Akcyjna in the scope, in
which the separate provisions authorise it to provide postal services,

a payment institution,

a cooperative savings and credit union or the National Cooperative Savings and Credit Union
in the meaning of the Act of 5 November 2009 on the cooperative savings and credit unions,
in the scope, in which the separate provisions authorise it to provide postal services.

Detailed rules of providing access to the records and the scope of recorded data are provided for in

the Act of 14 April 2003 amending the act on the goods and services tax and certain other acts,
available at: https://dziennikustaw.gov.pl/DU/2023/996.

The document contains the description of general assumptions of the user interface and detailed

description of functionalities available in the Application.


https://dziennikustaw.gov.pl/DU/2023/996
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1.2. General description
The CESOP Taxpayer Application was made available to enable the payment service providers
performing the obligations of providing access to the records of the selected cross-border
transactions. These obligations were introduced by the Act of 14 April 2003 amending the act on the
goods and services tax and certain other acts, implementing Directive 2020/284 of 18 February 2020
amending Directive 2006/112/EC as regards introducing certain requirements for payment service
providers.

Using the Application, the payment service providers will provide access to the record containing
data on the selected cross-border transactions in order to send it to the Head of National Revenue
Administration.

Access to the record via the Application will be provided electronically, only in the form of a
structured XML file.

Operation of the CESOP Taxpayer Application was integrated with the JPK Gate and JPK Clientin a
way to handle data sending to the Head of NRA and to enable direct provision of the forms by the
providers, excluding the process of filling data in the forms made available in the Application.

The functionalities available in the Application enable among others:

e preparing and sending the “Registration Form” enabling preparation of the file allowing for
registering and saving information on the payment service providers’ agents,

e preparing the “Report form” in “0” version allowing for sending zero information on
transactions (no data to report),

e visualisation of files containing the registration form or report form in ,,0” version,

e signing, sending to the Head of NRA, checking the status of sent files and downloading of
OCR or Error Report for the sent files,

e integration of the payment service provider systems with the JPK Gate in order to send
documents to the Head of NRA, checking the status of sent files and downloading of OCR or
Error Report.
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2. General assumptions of the interface elements
2.1. Obligatory fields

The Application contains the fields of various levels of obligation.
The obligatory fields are marked with an asterisk (*).

The exemplary obligatory field:

E-mail*

Wpisz w formadie: xxx@xxx.xx

Figure 1. Obligatory field
Fields, which are not obligatory, have an additional description — “optional”.

The exemplary optional field

Figure 2. Optional field

Adres ePUAP (opcjonalnie)

Wpisz w formacie: /nazwa/skrzynka

2.2. Validation of entered data

The Application created the validation rules verifying the correctness of entered data. In the event of
entering incorrect data or no value in the obligatory field, the short messages informing on an error
will be displayed, for example:

e information on failure to enter the value in the obligatory field:

Miejscowosc*

Wpisz maks. 200 znakow.

Pole obowigzkowe

Figure 3. No value for obligatory field
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e information on entering incorrect date:

Data urodzenia petnomocnika*

2050.12.31 0

Data urodzenia nie moze
byc z przysztosci

Figure 4. Entering incorrect data

e information on entering an e-mail address in the incorrect format:

E-mail pelnomocnika*

1

Pole nie zawiera poprawnego adresu email

Figure 5. Entering incorrect e-mail address
e information on failure to check the obligatory checkbox field:

Figure 6. Failure to check the checkbox field

Powaod zlozenia formularza*

C] Brak danych do zgtoszenia

Fole obowigzkowe

2.3. Fields with character limit
The Application contains the fields allowing for entering of a limited number of characters. The fields
with character limits contain information specifying the number of characters that can be entered,
for example:

Ulica (opcjonalnie)

f\Npisz maks. 200 znakow.

Figure 7. Field with character limit
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2.4. Screen buttons

The Application has the designed buttons displaying on various screens, for example:

e ,Utwoérz dokument/Create document/” — the button redirecting the user to the screen,
which enables filling of the registration form (PSP-FR) or transaction information (PSP-IP) in

Figure 8. "Utwdrz dokument/Create document" button

,0” version.

e ,Weczytaj dokument/Load document” — the button redirecting the user to the screen, which
enables loading the document in a working version saved on the user device and continuing
its filling in the Application.

Wczytaj dokument

Figure 9. "Wczytaj dokument/Load document" button

e+ Dodaj plik/+ Add file” — the button enabling selecting the file saved on the user device
and loading it in the Application. The button has two versions in the Application, depending
on the applicable functionality.

When adding the file for the purposes of loading it (“Wczytaj dokument/Load document” tab),
visualising (“Wizualizuj dokument/Visualise document” tab) or generating the file to be signed
(“Wygeneruj pliki do podpisania i wysytki/Generate files for signing and sending” tab), the
Application will display the version 1 button:

+ Dodaj plik

Figure 10. "+ Dodaj plik/+ Add file" button (version 1)

When adding the files ready for sending (“Wyslij pliki/Send files” tab), the Application will display the
version 2 button:

Dodaj plik

Figure 11. "+ Dodaj plik/+ Add file" button (version 2)

e ,Dodaj petnomocnika/Add agent”’— the button redirecting to the section, in which the user
can fill data of the agent authorised to send the report data on behalf of the payment
service provider.
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+ Dodaj peinomocnika

Figure 12. "+ Dodaj petnomocnika/Add agent" button

,Podpisz i wyslij/Sign and send” — the button redirecting the user to the screen generating
the files for signing and sending. After clicking the button and before redirecting the user,
the Application will display the corresponding message informing on further steps.

Figure 13. "Podpisz i wyslij/Sign and send" button

,Pobierz/Download” — the button resulting in downloading the XML file of the form
containing data filled by the user onto the user drive.

Pobierz

Figure 14. "Pobierz/Download" button

»Anuluj/Cancel” — the button enabling the user abandoning its activities, for example
further filling of the form. After clicking the button and before redirecting the user to home
page, the Application will display the corresponding message informing on the
consequences of cancelling the active operation.

Anuluj

Figure 15. "Anuluj/Cancel” button

»Wrao¢ do formularza/Go back to form” — the button enabling further continuation of filling
the form despite clicking the “Anuluj/Cancel” option.

Wréc€ do formularza

Figure 16. "Wrd¢ do formularza/Go back to form" button

»Zrezygnuj/Quit” — the button confirming the intent to discontinue filling the form after
clicking the “Anuluj/Cancel” option.

Zrezygnuj

Figure 17. "Zrezygnuj/Quit" button

10
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e  Kontakt/Contact” — the button redirecting the user to the website
https://www.podatki.gov.pl/skontaktuj-sie-z-nami/ enabling contact with the NRA.

Kontakt [

Figure 18. "Kontakt/Contact" button

e, Sprawdz/Check” — the button, which initiates the searching of the Application resources to
provide the user with access to the OCR for the sent file, after entering the correct reference

Figure 19. "Sprawdz/Check" button

number of the document.

e, Rozwi/Unfold” — the button, which enables opening (“unfolding”) of a hidden data
section.

+ Rozwin

Figure 20. "Rozwiri/Unfold" button

e Zwin/Fold” — the button, which enables hiding (“folding”) of the selected data section. Data
“folding” is reversible (see the “Rozwin/Unfold” button).

— Zwin

Figure 21. "Zwin/Fold" button

e Powrét/Return” —the button, which enables going back to the home screen of the
Application.

<« Powroét

Figure 22. "Powrdt/Return" button

e Wyslij/Send” — the button, which enable sending the attached files.

Figure 23. "Wyslij/Send" button

11
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3. Internet browser requirements

The CESOP Taxpayer Application is accessed via the latest stable versions of Internet browsers, e.g.
Google Chrome, Mozilla Firefox and Microsoft Edge.

4. Starting the Application

In order to open the Application, enter the address https://kwd.mf.gov.pl/cesop in the Internet
browser window.

Using the Application requires no logging-in by the user.

5. Description of functionalities

5.1. Main menu

After the home page of the Application is displayed, the main menu displays on the left side of the
screen and consists of seven tabs:

A Stronagtéwna

Utwérz dokument 2
Wezytaj dokument

> Podpisz i wyslij 4
R Sprawdz status 9
@ Wizualizuj dokument [

B Dokumentacja 1

Figure 24. Main menu

12
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[1] Strona gtéwna/Home page — contains the essential information on the functionalities offered by
the Application and buttons — shortcuts enabling straight redirection to creation of document [1a] or
loading the file from a drive [1b]:

= Menu g4 cesop PL v

A Strona gtéwna

Witaj! [ nad

Dzigki aplikacji dla dostawcow:

B Utworz dokument

B Weczytaj dokument ¢ ztozysz informacje o transakcjach w wersji “0”,
* wyslesz przygotowane pliki .xml pozostatych wersji informacji o transakcjach,

> Podpiszi wyslij » sprawdzisz status wystanego dokumentu i pobierzesz Urzedowe Poswiadczenie
Odbioru (UPO) lub Raport btedow.

B Sprawdz status / L
© Wizualizuj dokument Weczytaj dokument )
fa ~ ’ | [

B Dokumentacja

Figure 25. Home page of the Application

e [2] Utworz dokument/Create document — enables creating a document in two variants:
registration form (PSP-FR) and transaction information in “0” version (PSP-IP),

e [3] Wczytaj dokument/Load document — enables loading of a working version of the
registration form or transaction information in “0” version from the user drive and continue
its filling in the Application,

e [4] Podpisz i wyslij/Sign and send — redirects the user to the KWD application, which enables
generation of files for signing and sending,

e [5] Sprawdz status/Check status — enables checking the status of sent document, including
downloading of OCR or error report in the KWD application,

e [6] Wizualizuj dokument/Visualise document — enables visualisation of the registration form
or transaction information in “0” version load from the user device,

e [7] Dokumentacja/Documentation — redirects the user to the website
https://www.gov.pl/web/kas/dostawcy-uslug-platniczych, at which documentation on the

Application and the CESOP system can be found.

The menu can be navigated by illuminating the tab currently entered by the user.

A default tab is the [1] Strona gtéwna/Home page, to which the user is redirected in the event of
discontinuing the activities in the Application, for example in effect of quitting from further filling the

form.

13
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Important!

Selecting one of the tabs below will redirect the user to the JPK Client named Data Exchange
Component (KWD). KWD is a separate component of the CESOP System, dedicated to sending
the files prepared in the Application at an earlier stage or personally by the user. Thus, each tab

below should open in a new browser tab.

> Podpisz i wyslij i}
R Sprawdz status 9

@ Wizualizuj dokument [§

Figure 26. Tabs redirecting to KWD

Opening of one of the tabs above in the Data Exchange Component will make a different menu

layout available to the user:

= Menu
Wygt?nerfjj .pliki do . 8
podpisania i wysytki
> Wyslij pliki 0
B Sprawdz status 10

©® Wizualizuj dokument 1]

Figure 27. KWD menu

14
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e [8] Wygeneruj pliki do podpisania i wysytki/Generate files for signing and sending — enables
loading by the user of a document ready for signing and sending and, on its basis, generating
the .ZIP file along with instruction specifying the next steps that should be taken to correctly
sign the document and send it,

e [9] Wyidlij pliki/Send files — enables sending to the Head of NRA of files generated in the
previous step along with the initUpload file signed by all required persons,

e [10] Sprawdz status/Check status — enables checking the status of sent document, including
downloading of OCR or error report,

e [11] Wizualizuj dokument/Visualise document — enables visualisation of the registration
form or transaction information in “0” version loaded from the user device.

5.2. Utworz dokument/Create document
The ,,Utwérz dokument/Create document” functionality available in main menu of the Application

enables displaying and filling the form for:

Utwoérz dokument

Wybierz dokument, wypetnij i wyslij.

Formularz rejestracyjny (PSP-FR) 1

Jesli chcesz zarejestrowac sie jako dostawca ptatnosci - wypetnij ten formularz.

2 ;

Jesli chcesz ztozy¢ informacje o transakcjach w wersji “0” - wypetnij ten formularz.

Informacja o transakcjach (PSP-IP)

Figure 28. Utwdrz dokument/Create document — form selection

e [1] Registration Form (PSP-FR)
e [2] Transaction Information (PSP-IP) in “0” version.

In order to go to form edition, click the selected tile [1] or [2].

The user can also download the file to save it on the device drive at each stage of filling the form.
This is made with the ,,Pobierz/Download” button available in the lower part of the form:

15
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Identyfikator podatkowy dostawcy ustug ptatniczych*
Wskaz numer, ktory podates w dokumencie rejestracyjnym

Nazwa dostawcy ustug ptatniczych zgtaszajgcego dane o ptatnosciach*

rd

+ Dodaj nazwe

Podpisz i Wyslij Pobierz Anuluj

Figure 29. Utwdrz dokument/Create document — downloading the file on drive

5.2.1. Registration Form (PSP-FR)
5.2.1.1.  Purpose of submission

If the user selected the option ,Formularz rejestracyjny (PSP-FR)/Registration Form (PSP-FR)”, the
user may:

e register as a payment provider,

e report the agent to submit the transaction information,

e correct data sent at an earlier stage, including identification and address data as well as data
related to the previously reported agents

In the first step, the user should provide the purpose of submitting the form. If the registration form
is the first form submitted by a given provider in the history, the [1] “Ztozenie/Submission” option
should be selected. If the file is re-submitted, the [2] “Korekta/usuniecie / Correction/deletion”
option should be selected:

PSP-FR Formularz rejestracyjny

Jesli chcesz zarejestrowac sig jako Dostawca ptatnosci, zgtosi¢ petnomocnika lub skorygowac wczesniej przekazane
dane, wypetnij ten formularz.

Pola oznaczone gwiazdka (*) sg wymagane.

Cel zlozenia*
1 (@ Ziozenie

2 (O Korekta/usuniecie

Figure 30. PSP-FR - Purpose of submission

16
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5.2.1.2. Payment provider — identification data
In the “Dane identyfikacyjne/ldentification data” section, the user should enter the data identifying
the payment provider in the following scope:

Dane identyfikacyjne

Typ identyfikatora* 1

{ Wybierz v w

Pole obowigzkowe

Identyfikator podatkowy dostawcy ustug ptatniczych* 2
Kod BIC lub inny kod identyfikacyjny instytucji, ktéry jednoznacznie identyfikuje dostawce ustug ptatniczych

|

Pole obowigzkowe

Pelna nazwa* 3

Whpisz maks. 200 znakow.

Pole obowigzkowe

Kategoria podmiotu* 4
() Bank krajowy w rozumieniu art. 4 ust. 1 pkt 1 ustawy - Prawo bankowe
() Oddziat banku zagranicznego w rozumieniu art. 4 ust. 1 pkt 20 ustawy - Prawo bankowe

() Instytucja kredytowa w rozumieniu art. 4 ust. 1 pkt 17 ustawy - Prawo bankowe i odpowiednio oddziat instytucji
kredytowej w rozumieniu art. 4 ust. 1 pkt 18 ustawy - Prawo bankowe

() Instytucja pienigdza elektronicznego i oddziat instytucji pienigdza elektronicznego - w przypadku gdy oddziat
znajduje sie w panstwie cztonkowskim, a siedziba takiej instytucji pienigdza elektronicznego znajduje sie poza
panstwem cztonkowskim, o ile ustugi ptatnicze Swiadczone przez oddziat sg zwigzane z wydawaniem pienigdza
elektronicznego

() Oddziat podmiotu $wiadczacego w innym niz Rzeczpospolita Polska paristwie cztonkowskim, zgodnie z prawem tego
panstwa, pocztowe ustugi platnicze, uprawnionego zgodnie z prawem tego panstwa do Swiadczenia ustug
ptatniczych oraz Poczta Polska Spotka Akcyjna w zakresie, w jakim odrebne przepisy upowazniajg jg do Swiadczenia
ustug platniczych

() Instytucja ptatnicza

() Spoldzielcza kasa oszczednosciowo-kredytowa lub Krajowa Spétdzielcza Kasa Oszczednoéciowo-Kredytowa w
rozumieniu ustawy z dnia 5 listopada 2009 r. o spétdzielczych kasach oszczednosciowo-kredytowych (Dz. U. z 2022
r. poz. 924, 1358, 1488 i 1933), zwanej dalej ,ustawg o spotdzielczych kasach oszczednosciowo-kredytowych” - w
zakresie, w jakim odrebne przepisy uprawniajg je do Swiadczenia ustug ptatniczych, zwane dalej , kasg
oszczednosciowo-kredytowg”

Adres ePUAP (opcjonalnie) 5

[ Whpisz w formacie: /nazwa/skrzynka ]

E-mail* ﬁ

[ Whpisz w formacie: XXx@xXXX.Xx

Figure 31. PSP-FR - Identification data

17
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Table 3. List of fields for the registration form (PSP-FR) — identification data.

No. | Field name Obligatory Field type Business description of field
content

[1] | Identifier type Yes Single-choice Field containing the indication of

dropdown list the identifier type of the provider:
BIC or other identifier.

[2] | Tax identifier of Yes Text field Field containing the BIC code (if
the payment indicated in field ([1]) or any other
service provider tax identifier clearly identifying the

payment service provider.

[3] | Full name Yes Text field with Field containing full name of the

200 characters payment service provider.
limit

[4] | Entity category Yes Single-choice Indication of payment service

field provider category, in accordance
with the statutory classification of
entities.

[5] | ePUAP address No Text field Field containing the address of the
e-PUAP box assigned to the
payment service provider.

[6] | E-mail Yes Text field Field containing e-mail address of

forcing the the payment service provider.
format of

entered data:
XXX @ XXX. XX

18
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5.2.1.3.  Service provider —address data
In the “Dane adresowe/Address data” section, the user should enter the address data of the
payment provider in the following scope:

Dane adresowe

Typ adresu* 1

[ Wybierz v l

Kod kraju adresu* 2

[ Wybierz v l

Ulica (opcjonalnie) 3

Wpisz maks. 200 znakow.

Y

Numer budynku lub inny identyfikator budynku przy ulicy (opcjonalnie)
Identyfikacja biura lub podobnej czesci budynku (opcjonalnie)
Pigtro (opcjonalnie)

| | 6

Dzielnica (opcjonalnie) |

Wpisz maks. 200 znakow.

Skrzynka pocztowa (opcjonalnie) 8

| l

Kod pocztowy (opcjonalnie) 9

| l

Miejscowosc* 1 I]

Wpisz maks. 200 znakow.

Wojewédztwo lub inna jednostka podziatu
administracyjnego kraju (opcjonalnie) 11

Wpisz maks. 200 znakow.

Adres nieustrukturyzowany (opcjonalnie) 12

Wpisz maks. 1000 znakéw.

Figure 32. PSP-FR - Address data
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Table 4. List of fields for the registration form (PSP-FR) — address data

No. | Field name Obligatory Field type Business description of field
content
[1] | Address type Yes Single-choice Field containing the indication of
dropdown list the address type for the provider:
e Address of seat or
business activity
e Address of seat
e Address of business
activity
e Address of registered
office.
[2] | Address country Yes Single-choice Field containing the indication of
dropdown list the state, in which the payment
provider has the entered address.
[3] | Street No Text field with Field containing the street name
200 characters | for the provided address.
limit
[4] | Building number of No Text field Field containing the building
any other building identifier for the provided
identifier at the address.
street
[5] | Identifier of the No Text field Field containing the identifier of
office or similar part the officer or other part of the
of the building building for the provided address.
[6] | Floor No Text field Field containing the floor number
for the provided address.
[7] | District No Text field Field containing the district name
for the provided address.
[8] | P.o. box No Text field Field containing the p.o. box
name for the provided address.
[9] | Postal code No Text field Field containing the postal code
identifier for the provided
address.
[10] | Locality Yes Text field with Field containing the name of
200 characters | locality for the provided address.
limit
[11] | Voivodeship or any No Text field with Field containing the name of

other administrative
division unit

200 characters
limit

administrative division unit for
the provided address.
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No. | Field name Obligatory Field type Business description of field
content
[12] | Non-structured No Text field with Field containing the complete
address 1000 address of payment service

characters limit | provider, if the address cannot be
entered in a structured form,
using the form fields described
above.

5.2.1.4. Payment provider —agent
Clicking the “Dodaj petnomocnika/Add agent” button located under the “Dane adresowe/Address
data” section will open a new section in the form dedicated to submitting the agent data:

Adres nieustrukturyzowany (opcjonalnie)

Wpisz maks. 1000 znakow.

Pelnomocnik* /

+ Dodaj petnomocnika

Podpisz i WysSlij Pobierz Anuluj

Figure 33. PSP-FR - Dodaj petnomocnika/Add agent

After clicking the “Dodaj petnomocnika/Add agent” button, the data entered into the form in the
previous sections will disappear. To restore their view, click “Anuluj dodawanie/Cancel adding”
available in the lower part of the form:

Oswiadczenie dostawcy ustug ptatniczych o upowaznieniu petnomocnika do podpisywania informacji o
ptatnosciach oraz korekt formularza rejestracyjnego*

D Upowazniam wskazanego petnomocnika do podpisywania informacji o ptatnosciach oraz korekt formularza
rejestracyjnego

Dodaj peinomocnika Anuluj dodawanie

Figure 34. PSP-FR - Cancel adding of the agent
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Uwaga!

Klikniecie przycisku , Anuluj dodawanie” spowoduje utrate danych wprowadzonych w formularzu
»Dodaj petnomocnika”. Aby zachowac uzupetnione dane petnomocnika, nalezy uzupetnic¢ wszystkie

wymagane pola i potwierdzic je, klikajac ,,Dodaj pethomocnika”:

Oswiadczenie dostawcy ustug ptatniczych o upowaznieniu petnomocnika do podpisywania informacji o
ptatnosciach oraz korekt formularza rejestracyjnego*

[:] Upowazniam wskazanego petnomocnika do podpisywania informacji o pfatnosciach oraz korekt formularza

r

Anuluj dodawanie

rejestracyjnego

Dodaj peinomocnika

Figure 35. PSP-FR - Dodaj petnomocnika/Add agent

In the “Dodaj petnomocnika/Add agent” section, the user should enter the data of the payment

service provider agent in the following scope:

1) Identification data:

Dodaj pethnomocnika

Dane identyfikacyjne

Pierwsze imie*

[ Whpisz maks. 30 znakow l

Nazwisko* 2

[ Whpisz maks. 81 znakéw l

Data urodzenia petnomocnika*

Typ podpisu petnomocnika* 4

[ RRRR.MM.DD ]

O Podpis kwalifikowany

() Podpis zaufany

Figure 36. PSP-FR - Agent data (1)
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Identyfikator pelnomocnika* 4a

@ NIP

() PESEL

() Inny identyfikator petnomocnika

NIP* 4']

[ Whpisz 10 cyfr

Figure 37. PSP-FR - Agent data (2)

Identyfikator peltnomocnika* 43

() NP

() PESEL

@ Inny identyfikator petnomocnika

Numer i seria paszportu lub inny dokument potwierdzajacy tozsamosc lub inny numer identyfikacyjny
petnomocnika* 4'}

Whpisz maks. 3500 znakow

Kraj wydania paszportu lub innego dokumentu potwierdzajgcego tozsamos¢ lub innego numeru
identyfikacyjnego petnomocnika* 4['

Wybierz v }

Figure 38. PSP-FR - Agent data (3)

Typ podpisu petnomocnika* 4|

() Podpis kwalifikowany

© Podpis zaufany

peseL AP

‘ Wpisz 11 cyfr

Figure 39. PSP-FR - Agent data (4)
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Dane identyfikujgce petnomocnika postugujacego sie kwalifikowanym podpisem elektronicznym=* 5

Wpisz maks. 3500 znakow

Numer seryjny podany w identyfikatorze certyfikatu podpisu pelinomocnika* ﬁ
Uwaga! Nie myli¢ z numerem seryjnym certyfikatu podpisu.

Figure 40. PSP-FR - Agent data (5)

Table 5. List of fields for the registration form (PSP-FR) — identification data of the agent

No. | Field name Obligatory Field type Business description of field
content
[1] | First name Yes Text field with 30 Field containing the first
characters limit name of the agent.
[2] | Surname Yes Text field with 81 Field containing surname of
characters limit the agent.
[3] | Date of birth of | Yes Data field with Field containing date of
the agent validation blocking | birth of the agent.
the entrance of a
,future” date of
birth or a date
indicating that the
agent is a minor
[4] | Type of Yes Single-choice field Field indicating the type of
signature of the signature of the agent:
agent e Qualified signature
e Trusted signature
[4a] | Agentidentifier | Yes, if field [4] Single-choice field Field indicating the type of
indicates the identifier of the agent:
“Podpis e VATID (NIP)
kwalifikowany/Qu e Personal ID (PESEL)
alified signature” e Other agent
identifier
[4b] | VAT ID/Personal | Yes, if field [4a] Text field with 10 Field containing the agent
ID indicates the characters (VAT ID) | identifier (VAT ID or
“NIP/VAT ID” or or 11 characters Personal ID).
“PESEL/Personal (Personal ID) limit
ID”
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No. | Field name Obligatory Field type Business description of field
content

[4c] | Number and Yes, if field [4a] Text field with 3500 | Field containing the number
series of indicates the “Inny | characters limit and series of passport or
passport or identyfikator other document confirming
other document | petnomocnika/Ot the identity or other
confirming the her agent identification number of the
identity or other | identifier” agent.
identification
number of the
agent

[4d] | Country of issue | Yes, if field [4a] Single-choice Field indicating the country
of the passport indicates the “Inny | dropdown list of issue of the passport or
or other identyfikator other document confirming
document petnomocnika/Ot the identity or other
confirming the her agent identification number of the
identity or other | identifier” agent.
identification
number of the
agent

[4e] | Personal ID Yes, if field [4] Text field with 11 Field containing the
(PESEL) indicates “Podpis characters limit Personal ID of the agent.

zaufany/Trusted
signature”

[5] | Identification
data of the
agent using the
qualified
electronic
signature

Yes, if field [4]
indicates the
“Podpis
kwalifikowany/Qu
alified signature”

Text field with 3500
characters limit

Field containing
identification data of the
agent using the qualified
electronic signature.

[6] | Serial number
provided in the
identifier of the
agent signature
certificate

Yes, if field [4]
indicates the
“Podpis
kwalifikowany/Qu
alified signature”

Text field

Field containing the serial
number provided in the
identifier of the agent
signature certificate.
Note! Do not mistake with
the serial number of
signature certificate!
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2) Address data:

Dane adresowe

Typ adresu* 1

[ Wybierz v

Kod kraju adresu* 2

l Wybierz v }

Ulica (opcjonalnie) 3

Wpisz maks. 200 znakow.

2|

Numer budynku lub inny identyfikator budynku przy ulicy (opcjonalnie)
Identyfikacja biura lub podobnej czesci budynku (opcjonalnie)
Pietro (opcjonalnie)

| | 6

Dzielnica (opcjonalnie) [

Wpisz maks. 200 znakow.

Skrzynka pocztowa (opcjonalnie) 8

| |

Kod pocztowy (opcjonalnie) 9

| |

Miejscowosc* 10

Wpisz maks. 200 znakow.

Wojewédztwo lub inna jednostka podziatu
administracyjnego kraju (opcjonalnie) 11

Wpisz maks. 200 znakow.

Adres nieustrukturyzowany (opcjonalnie) 12

Wpisz maks. 1000 znakow.

Figure 41. PSP-FR - Address data of the agent
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Table 6. List of fields for the registration form (PSP-FR) — address data of the agent

No. | Field name Obligatory Field type Business description of field
content
[1] | Address type Yes Single-choice Field containing the indication of
dropdown list the address type for the provider:
e Address of seat or
business activity
e Address of seat
e Address of business
activity
e Address of registered
office.
[2] | Address country Yes Single-choice Field containing the indication of
dropdown list the state, in which the payment
provider has the entered address.
[3] | Street No Text field with Field containing the street name
200 characters | for the provided address.
limit
[4] | Building number of No Text field Field containing the building
any other building identifier for the provided
identifier at the address.
street
[5] | Identifier of the No Text field Field containing the identifier of
office or similar part the officer or other part of the
of the building building for the provided address.
[6] | Floor No Text field Field containing the floor number
for the provided address.
[7] | District No Text field Field containing the district name
for the provided address.
[8] | P.o. box No Text field Field containing the p.o. box
name for the provided address.
[9] | Postal code No Text field Field containing the postal code
identifier for the provided
address.
[10] | Locality Yes Text field with Field containing the name of
200 characters | locality for the provided address.
limit
[11] | Voivodeship or any No Text field with Field containing the name of

other administrative
division unit

200 characters
limit

administrative division unit for
the provided address.
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No. | Field name Obligatory Field type Business description of field
content
[12] | Non-structured No Text field with Field containing the complete
address 1000 address of payment service

characters limit | provider, if the address cannot be
entered in a structured form,
using the form fields described

above.

3) Other data:

Pozostate dane

Data waznosci petnomocnictwa (opcjonalnie)

1

Adres skrzynki ePUAP do doreczen elektronicznych w przypadku, gdy petnomocnikiem jest adwokat, radca
prawny lub doradca podatkowy, albo osoba, o ktérej mowa w art. 138c § 2 ustawy - Ordynacja podatkowa

(opcjonalnie) 2

Do | RRRR.MM.DD ]

[ Wopisz w formacie: /nazwa/skrzynka ]

Numer telefonu petnomocnika* 3

| |

E-mail pelnomocnika* 4

[ Whpisz w formacie xx@xx.xxx ]

Oswiadczenie dostawcy ustug ptatniczych o upowaznieniu petnomocnika do podpisywania informacji o
ptatnosciach oraz korekt formularza rejestracyjnego* 5

[ ] Upowazniam wskazanego petnomocnika do podpisywania informacji o platnosciach oraz korekt formularza
rejestracyjnego

Figure 42. PSP-FR — Other agent data
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Table 7. List of fields for the registration form (PSP-FR) — other agent data

No. | Field name Obligatory Field type Business description of field

content

[1] | Date of validity of No Data field Field indicating the expiry date of
the power of the power of attorney validity.
attorney Note! If the validity date of the

power of attorney is not entered,
the system will treat the power of
attorney as granted for an
undefined period of time.

[2] | Address of ePUAP No Text field Field containing the address of
box for electronic ePUAP box of the agent.
communication, if
the agentis an
advocate, legal
councillor or tax
advisor, referred
to in Article
138c¢(2) of the Tax
Ordinance Act

[3] | Phone number of Yes Text field Field containing the phone number
the agent of the agent

[4] | E-mail of the Yes Text field Field containing e-mail address of
agent forcing the the agent.

format of
entered data:
XXX @XXX.XX

[5] | Statement of the Yes Checkbox field Field containing the statement of
payment provider the payment provider on
on authorising the authorising the designated agent to
designated agent sign information on payments and
to sign corrections of the registration form.
information on
payments and
corrections of the
registration forms

After entering all required data of the reported agent and the statement, the user should confirm

saving these data by clicking “Dodaj petnomocnika/Add agent”
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Oswiadczenie dostawcy ustug ptatniczych o upowaznieniu petnomocnika do podpisywania informacji o
ptatnosciach oraz korekt formularza rejestracyjnego*

Upowazniam wskazanego petnomocnika do podpisywania informacji o ptatnosciach oraz korekt formularza
rejestracyjnego

Dodaj peinomocnika Anuluj dodawanie

Figure 43. PSP-FR - Confirmation of adding the agent

After confirming data with the abovementioned button, the Application redirects the user to the
registration form view with data identifying the provider entered at an earlier stage.

The fact of entering the agent data will be recorded in the lower part of the form, under the
”Petnomocnik/Agent” field. The application will display there a table containing the entry on the
added agent along with the actions available under the “three vertical dots” icon in the
“Akcje/Actions” column:

e [1],Edytuj/Edit”

e [2],Usun/Delete”

Petnomocnik*

Petnomocnik Akcje /

HHHK KKK @

/' Edytuj

l + Dodaj petnomocnika I

Podpisz i Wyslij Anuluj

& Usun 2

Figure 44. PSP-FR - Agent (actions)

Clicking the [1] “Edytuj/Edit” button results in redirecting the user to the screen displaying the form
containing the agent data entered at an earlier stage with the option of their changing and re-saving
using the “Zapisz zmiany/Save changes” button:
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Oswiadczenie dostawcy ustug ptatniczych o upowaznieniu petnomocnika do podpisywania informacji o
ptatnosciach oraz korekt formularza rejestracyjnego*

Upowazniam wskazanego petnomocnika do podpisywania informacji o ptatnosciach oraz korekt formularza
rejestracyjnego

rd

Figure 45. PSP-FR - Zapisz zmiany/Save changes

Clicking the [2] “Usuni/Delete” button results in displaying the window containing the message
informing on the consequences of deleting the agent data:

Chcesz usunaé¢ wybrane dane? @

Jesli klikniesz “Usun” wybrane dane zostang usuniete i nie
bedzie juz mozliwa ich edycja.

3 4

Figure 46. PSP-FR - Deleting the agent

In order to confirm the intent to delete the agent data, click the [3] “Usuii/Delete” button. If data
should not be deleted, click the [4] “Anuluj/Cancel” button or the “X” icon in the upper right corner of
the window.

The user can also add another agent. To this end, the user should once again click the “Dodaj
petnomocnika/Add agent” button and repeat the data entering process.

Peitnomocnik*

Peinomocnik Akcje

FOOC XXX

+ Dodaj petnomocnika

Figure 47. PSP-FR - Adding another agent
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Wazine!
lezeli:

+ jakiekolwiek zgtoszone wczesniej dane petnomocnika ulegty zmianie,
+ dostawca ptatnosci posiada nowego, niezgtoszonego petnomocnika,
* petnomocnik zgtoszony wczesniej nie jest juz petnomocnikiem dostawcy,

nalezy ponownie wypetni¢ formularz rejestracyjny, wybierajac jako cel ztoienia
,Korekta/usunigcie” i na nowo uzupetni¢ cata sekcje ,Dodaj petnomocnika”. Jesli czes¢
uprzednio zgtoszonych danych zachowata aktualnos¢ nalezy uzupetni¢ je ponownie.
System, weryfikujac uprawnienie petnomocnika do ztozenia informacji o transakcjach (PSP-IP),
bierze pod uwage wylacznie dane pochodzace z ostatniego, przestanego formularza
rejestracyjnego.

5.2.1.5.  Podpisz i wyslij/Signed and send
If all required data of the registration form are entered and the user decided that the form is
complete in terms of optional fields, the Application enables redirecting the user to the functionality
of generating files for signing and sending.

In order to complete the form filling stage, the user should click the [1] “Podpisz i wys$lij/Sign and
send” button in its lower part. The user can also save the completed form on user device’s drive at a
later stage. To this end, the user should click the [2] “Pobierz/Download” button and the file should
be downloaded automatically

1 2

Podpisz i Wyslij Pobierz | Anulyj

Figure 48. PSP-FR - Podpisz i wyslij/Sign and send

After clicking [1] “Podpisz i wys$lij/Sign and send”, the Application will display the message informing
that after going to the page generating the files for signing, further edition of the document will not

be possible:
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Czy chcesz zakonczyé wypetnianie
dokumentu i przejsé¢ do generowania plikow?

Jesli klikniesz “Podpisz” dalsza edycja dokumentu nie bedzie
juz mozliwa.

System automatycznie przekieruje Cie do strony, gdzie
wygenerujesz pliki potrzebne do podpisania i wysytki.
Wypetniony XML zostanie automatycznie pobrany na Twoje
urzgdzenie. Mozesz go wykorzystac, aby zwizualizowac
dokument,

3 4

Figure 49. PSP-FR - Redirection to generation of files for sending

After confirming the intent to end the edition of the form by clicking the [3] ”Podpisz/Sign” button,
the file with entered data will be automatically downloaded on the user’s drive to enable its
reloading and potential edition using the “Weczytaj dokument/Load document” functionality
described in part 5.3 of the Manual. At the same time, the user will be redirected to the KWD
application enabling generation of files for signing and sending. The description of further proceeding
with the file for the purposes of sending it is provided in part 5.4 of the Manual.

In order to close the window and quit from redirection to sending, click the [4] “Anuluj/Cancel”
button or the “X” icon in the upper right corner of the window.
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5.2.2. Transaction information (PSP-IP) in ,,0” version

5.2.2.1.  Reason for submission and reported period
If after opening the “Utwdrz dokument/Create document” tab the user selected the “Informacja o
transakcjach (PSP-IP)/Transaction information (PSP-IP)” option, the Application will display the
reported document form in “0” version.

Utworz dokument

Wybierz dokument, wypetnij i wyslij.

Formularz rejestracyjny (PSP-FR) 5

Jesli cheesz zarejestrowac sie jake dostawca ptatnosci - wypetnij ten formularz.

Informacja o transakcjach (PSP-1P) / >

Jesli cheesz ztozy¢ informacje o transakcjach w wersji “0” - wypelnij ten formularz.

Figure 50. Utworz dokument/Create document — form selection

Wazne!

Za posrednictwem Aplikacji moziliwe jest wypetnienie (i edycja) wytacznie informacji
o transakcjach w przypadku braku danych do zaraportowania (wersja ,0” formularza

raportowego).

If the provider holds data, which it is obliged to report (report in non-zero version), it should prepare
the report file on the basis of schema made available on the official website of the Public Information
Bulletin of the Ministry of Finance/National Revenue Administration, sign it and send using the
“Podpisz i wyslij/Sign and send” functionality or via shared API. The Application does not provide

access to the functionality of edition of such form.

In the first step after opening the form, the user should select information that the form concerns
the lack of data to report [1] and indicate the period to which the submitted form refers in the range

covering a quarter [2] and a year[3]:
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PSP-IP Formularz raportowy

Jesli cheesz zlozy¢ informacje o transakcjach w wersji “0" - wypelnij ten formularz.

Pola oznaczone gwiazdka (*) sa wymagane.

I Powdd ztozenia formularza*

[:] Brak danych do zgltoszenia

Okres, ktorych dotyczg dane o ptatnosci
Kwartat* 2 Rok* 3

’ Wybierz Vl l Wybierz

Figure 51. PSP-IP - Reason for submission and reported period

5.2.2.2.  Reason for submission and reported period
The next step is completing the “Informacje o dostawcy ptatnosci, ktory przekazuje dane
o ptatnosci/Information on payment provider submitting the payment data” section with tax
identifier [4a] and [4b] and the name of payment service provider [5]:

Informacje o dostawcy ptatnosci, ktoéry przekazuje dane o

ptatnosciach

Typ identyfikatora* 4a

l Wybierz v l

Identyfikator podatkowy dostawcy ustug platniczych*
Wskaz numer, ktory podates w dokumencie rejestracyjnym

| |

Nazwa dostawcy ustug ptatniczych zgtaszajacego dane o ptatnosciach* 5

Cormd

Figure 52. PSP-IP - Information on payment provider
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Table 8.

List of fields for the report form in “0” version (PSP-IP) — information on payment provider

No. | Field name Obligatory Field type Business description of field
content
[1] | Reason for Yes Checkbox field Field indicating no data to report
submission of under the prepared report file.
the form
[2] | Quarter Yes Single-choice Field indicating the quarter, to
dropdown list which the prepared report file
applies:
e 1st quarter
e 2nd quarter
e 3rd quarter
e 4th quarter.
[3] | Year Yes Single-choice Field indicating the year, to which
dropdown list the prepared report file applies.
[4a] | Identifier type Yes Single-choice Field indicating the identifier type
dropdown list of the payment provider:
e Bic
e Other
[4b] | Tax identifier Yes Text field Field containing the tax identifier of
of the the payment provider. The number
payment must be identical with the number
service provided in the registration form by
provider a given provider to enable
identification of the provider and its
agents authorised to report
payment information.
[5] | Name of the No Heading with Field enabling adding the name of
payment “+Dodaj payment provider using the
service nazwe/+ Add “+Dodaj nazwe/+ Add name”
provider name” button button.
reporting the
payment data
[5a] | Name type Yes, if the user | Single-choice Field indicating the type of name of
decided to add | dropdown list the payment provider:
the name e Business
e Commercial
e Legal person
e Natural person
e Other.
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decided to add
the name

200 characters

limit

No. | Field name Obligatory Field type Business description of field
content
[5b] | Name Yes, if the user | Text field with Field containing the name of

payment provider.

In order to enter the name of the payment provider, the user should click the “+Dodaj nazwe/+ Add
name” button. In effect, the Application will display the window, which enables specification of the
name by selecting the type of name [5a] and entering the name [5b]:

Dodaj nazwe

Typ nazwy* Ea

©

Wybierz

Pole obowigzkowe

Nazwa* 5']

Whpisz maks. 200 znakow.

1

Anuluj dodawanie

Figure 53. PSP-IP - Adding the name of payment provider

In order to confirm the provided data and add the name of the provider to the form, the user should
click the [6] “Dodaj/Add” button. Clicking [7] “Anuluj dodawanie/Cancel adding” or the “X” icon in
the upper right corner of the window will result in going back to the form without saving the provided

data.

After adding the provided name of the provider, the name should display in the table visible in the
lower part of the form. The Application will display here the table containing the entry with added

name along with the actions available under the “three vertical dots” icon in the “Akcje/Actions”
column:

[1] , Edytuj/Edit”
[2] ,,Usuri/Delete”
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Nazwa dostawcy ustug ptatniczych zgtaszajacego dane o ptatnosciach*

Typ Nazwa Akcje

Handlowa Nazwa handlowa @

Vi Edytuj1

+ Dodaj nazwe

@ Usuh 2

Figure 54. PSP-IP - Presentation of names of payment providers

Clicking the [1] “Edytuj/Edit” button will redirect the user to the window containing data of the
provider name entered at an earlier stage with the option of their change and re-saving using the
[3]”Zapisz/Save” button:

Edytuj nazwe P @

Typ nazwy*

Handlowa v

Nazwa*

Nazwa handlowa

3 4

m Anuluj edycje

Figure 55. PSP-IP - Edition of the payment provider name

Klikniecie przycisku [4] ,,Anuluj edycje” lub ikony ,X” w prawym gérnym rogu okienka spowoduje
zamkniecie okienka i powrdt do formularza bez zapisywania zadnych zmian.

5.2.2.3. Podpisz i wyslij/Sign and send
If all required data of the report form in “0” version are entered and the user decided that the form is
complete in terms of optional fields, the Application enables redirecting the user to the functionalities
of generation of files for signing and sending.

In order to complete the form filling stage, the user should click the [1] “Podpisz i wys$lij/Sign and
send” button in its lower part. The user can also save the completed form on the user device’s drive
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at an earlier stage. To this end, the user should click the [2] “Pobierz/Download” button and the file
should be downloaded automatically

1 2

Podpisz i Wyslij Pobierz Anuluj

Figure 56. PSP-IP - Podpisz i wyslij/Sign and send

After clicking [1] “Podpisz i wyslij/Sign and send” the Application will display the message informing
that after redirecting to the page generating the files for signing, further edition of the document will
not be possible:

Czy chcesz zakonczy¢ wypetnianie
dokumentu i przej$¢ do generowania plikéw?

Jesli klikniesz “Podpisz” dalsza edycja dokumentu nie bedzie
juz mozliwa.

Systermn automatycznie przekieruje Cie do strony, gdzie
wygenerujesz pliki potrzebne do podpisania i wysytki.
Wypetniony XML zostanie automatycznie pobrany na Twoje
urzadzenie. Mozesz go wykorzystac, aby zwizualizowac
dokument.

3 4

Figure 57. PSP-IP - Confirmation of redirection to signing and sending

After confirming the intent to end the edition of the form by clicking the [3] "Podpisz/Sign” button,
the file with entered data will be automatically downloaded on the user’s drive to enable its reloading
and potential edition using the “Wczytaj dokument/Load document” functionality described in part
5.3 of the Manual. At the same time, the user will be redirected to the KWD application enabling
generation of files for signing and sending. The description of further proceeding with the file for the
purposes of sending it is provided in part 5.4 of the Manual.

In order to close the window and quit from redirection to sending, click the [4] “Anuluj/Cancel”
button or the “X” icon in the upper right corner of the window.
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5.3. Wczytaj dokument/Load document
The form (registration form and report form in “0” version) loading functionality is available in the
“Wczytaj dokument/Load document” tab accessible from the level of side menu of the Application:

= Menu CEsOP

A Strona gléwna

Woczytaj dokument

B Utworz dokument

Wezytaj dokument

> Podpisz i wyslij 1 /
Upusé pliki tutaj lub kliknif+ Deodaj plik

Maksymalny rozmiar dokumentow: 100 MB
@ Wizualizuj dokument Rozszerzenie: .xml

Zapisates wersje roboczg formularza rejestracyjnego lub informacji o transakcjach w wersji “0"? Wezytaj dokument i kontynuuj jego wypetnianie.

B Sprawdz? status

B Dokumentacja

Figure 58. Wczytaj dokument/Load document

In order to load a document, the user should click the [1] “+ Dodaj plik/+ Add file” button and then
select the file from the device resources.

Uwagal

Aplikacja umoiliwia wczytywanie wyltacznie plikow w formacie XML sporzadzonych na bazie
dedykowanych schem xsd: PSP-FR i PSP-IP.

The maximum size of a loaded file is 100 MB. If there is a need for preview or introducing changes to
the file of a size exceeding the permissible size, the user should use its own device enabling the
edition of XML files.

5.3.1. Incorrect file

When attempting to load a XML file non-compliant with the dedicated schema, the Application will
display the error message:

@ Biednaschema .xml X

Dodaj poprawng scheme formularza PSP-FR lub PSP-IP. P

Figure 59. Incorrect file loading

5.3.2. Correct file

If a correct document is loaded, the Application will display the message on successful file adding:

To confirm file loading, click the “Wczytaj/Load” button
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[ @& Plik zostat dodany. / X

Nazwa:

PSP-FR_160220241323.xm| B Usuni

&

Figure 60. Correct file loading

5.3.3. Loading the registration form (PSP-FR) or report form in “0” version (PSP-IP)

If the user attached the following file under the “Wczytaj dokument/Load document” functionality:

e registration form (PSP-FR)

e repot form in “0” version (PSP-IP),

the user will be redirected to the loaded form edition mode under the “Utwdrz dokument/Create
document” tab. The Application will display the form fields and fill them with data originating from
the attached file. Data will be editable, while the modified form is downloadable on the user device,
in accordance with the functionalities described in part 5.2 of the Manual.

5.3.4. Loading the report form containing the payment data (PSP-IP)
If the user attached the file with the report form containing the payment data and prepared outside
the Application under the “Wczytaj dokument/Load document” functionality, the user will be
redirected to the loaded file data review mode in the “Utwérz dokument/Create document” tab.

Edition of data for this type of the form will be impossible. The scope of displayed data will be limited
only a part of loaded file. The Application does not enable the preview of all data contained in the
report form.

If there is a need for editing the payment data contained in the loaded file, the user should make use
of its own software, with which it prepared the report file.
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5.4. Podpisz i wyslij/Sign and send

5.4.1. File loading
The Application enables technical preparation of the files for signing and then sending under the

“Podpisz i wyslij/Sign and send” functionality accessible from the side menu:

= Menu

| # Strona gléwna

B Utwodrz dokument

Wezytaj dokument/

B Sprawdz? status
@ Wizualizuj dokument

B Dokumentacja

Figure 61. Menu - Podpisz i wyslij/Sign and send

Since both processes are performed in the KWD application, after clicking the “Podpisz i wyslij/Sign
and send” tab the user is redirected to another screen, which provides access to the other tabs in

side menu. This is the correct operation of the system.
After clicking “Podpisz i wyslij/Sign and send”, the Application will redirect the user to the
“Wygeneruj pliki do podpisania i wysytki/Generate files for signing and sending” tab:
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Wygeneruj pliki do
podpisania i wysytki

= Wyslij pliki

B Sprawdz status

@ Wizualizuj dokument

Figure 62. Menu - Wygeneruj pliki do podpisania i wysytki/Generate files for signing and sending

If the user has the file, which is complete, correctly filled and prepared according to the provided
schema, it can start preparing the file for signing. Placing a signature(s) is necessary for successful
sending of the files.

In order to sign the file correctly, such file should form the basis to generate two separate files of the
dedicated format:

(1) “ZIP” containing the original XML file with a completed form,

(2) “initUpload” being the file “shortcut” with a completed form. The initUpload file is the file that
needs to be signed.

In order to generate the files listed above, the user should load the completed and not signed
registration or report form in the “Wygeneruj pliki do podpisania i wysytki/Generate files for
signing and sending” tab. This is made with the “+ Dodaj plik/+ Add file” button available in the box
enclosed with a dashed line:

Ef:g Komponent Wymiany Danych
Wygeneruj pliki do podpisania i wysyiki
Wygeneruj dokumenty potrzebne do wysytki do Szefa KAS.

Na podstawie Twojego dokumentu aplikacja wygeneruje plik .ZIP z oryginalnym XML oraz plik initUpload.

Upus¢ plik tutaj lub klikni+ Dodaj plik /

Maksymalny rozmiar dokumentow: 100 MB
Rozszerzenie: .xml

Figure 63. Sending - file adding
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Then the user should indicate the location of the file on the user device and confirm the selection.

Uwagal
Dopuszczalne parametry zatgczanego pliku to:

e rozmiar: max. 100 MB

e rozszerzenie: XML

The files inconsistent with the specification above will not be supported by the Application.

5.4.1.1. Correct file loading
If the loaded file is correct, the Application will display the message [1] on its successful adding. The
table containing the parameters of the loaded file will be also displayed:

Wygeneruj pliki do podpisania i wysyiki

Wygeneruj dokumenty potrzebne do wysytki do Szefa KAS.

[ 0 Plik zostat dodany prawidiowo. 1 X

Na podstawie Twojego dokumentu aplikacja wygeneruje plik .ZIP z oryginalnym XML oraz plik initUpload.

Nazwa 2 / Typ dokumentu 3 Typ metadanych 4 Status semantyczny dokumentu 5
G

o
PSP-1Sv711.xml @ PSP-IP, wersja 4-02 PSP + Poprawny

Figure 64. Presentation of added files

e [2] “Nazwa/Name” — name of loaded file,

e [3] “Typ dokumentu/Document type” — a type of schema, according to which the loaded file
was prepared with indication of the schema version,

e [4] “Typ metadanych/Metadata type” — technical specification of the type of data contained
in the forrm,

e [5] “Status semantyczny dokumentu/Document semantic status” — indication of the view of

validations performed on the loaded file.

5.4.1.2. Loaded file deleting
If the attached file occurs to be incorrect, it is possible to delete it and reload. This is made with the
[6] “Usuri/Delete” button. After clicking this button, the Application will display the window, in
which the user can confirm its intent to delete the file — the [7] “Usunn/Delete” button or to cancel

this action - the [8] “Anuluj/Cancel” button or the “X” icon in the upper right corner of the window:
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Chcesz usunac plik? @

Jesli klikniesz “Usun”, bedziesz musiat dodac ponownie plik,
aby pobrac plik przygotowany do wysytki.

Figure 65. Deleting the file for sending

5.4.1.3. Incorrect file loading
If the loaded file is incorrect, the Application will display the message on attaching incorrect file,
content of which depends on the type of error, for example:

e Incorrect type of file:

l @ Biedny typ pliku X

Dodaj plik .xml, zgodny z epublikowanymi wzorami struktur logicznych. h

Figure 66. Loading of incorrect file for sending

e File containing a signature:

| @ Plik zawiera podpis X

Wgraj niepodpisany plik w formacie .xml.

Figure 67. Loading of file without a signature for sending

Signing of such incorrect file will be impossible. After receiving the message of incorrect file, the user
should verify the file correctness, enter the necessary modification and repeat the load attempt.

5.4.2. Generation of files for signature
If the correct files are loaded and the Application displays no error message, the user should read the
instruction on the process of signing and sending the document available under the file metadata
table.

To enable file generation, it is necessary to confirm reading the instruction using the checkbox field
“Zapoznatem sie z instrukcja/I have read the instruction”, followed by clicking the
“Wygeneruj/Generate” button.
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Uwaga!
Oswiadczenie (checkbox) nie bedzie wyswietlane przy kolejnej prébie generowania plikéw do
wysytki, jesli uzytkownik korzysta z tego samego okna przegladarki. Oswiadczenie pojawi sie

ponownie dopiero po zamknieciu i ponownym uruchomieniu przegladarki.

Jak podpisac i wystac pobrany dokument

Podpisz tylko plik InitUpload. Plik .ZIP z oryginalnym dokumentem zachowaj w niezmienionej formie. Bedzie Ci potrzebny podczas wysytki.

Pobrany InitUpload mozesz podpisac:

* podpisem kwalifikowanym, z pomocg oprogramowania dostarczonego przez jego dostawce,
s profilem zaufanym, przez strone gov.pl

Po podpisaniu dokumentu przez wszystkie wymagane osoby, bedziesz magt wysta¢ dokumenty do Szefa KAS.
Aby wystac dokument:

o przejdz do zakadki “Wyslij pliki”,
* dodaj pobrany wczesniej .ZIP oraz podpisany InitUpload,
* podaj adres e-mail, na ktory wyslemy Ci potwierdzenie wystania dokumentu i numer referencyjny potrzebny do weryfikacji statusu wysytki i pobrania

Urzedowego Poswiadczenia Odbioru (UPO),
o i kliknij “Wyslij pliki”

| gotowe!

Potwierdzenie*

() Zapoznatem sie z instrukeja

Wygeneruj /

Figure 68. Instruction of signing and sending the files
In result, the following two files should be downloaded on the user drive:

e (1) initUpload. XML
e (2).zIP.

The next step to be made to enable the file sending is to sing the downloaded initUpload file. The file
should be signed by the competent persons, depending on the type of submitted file:

e registration form (PSP-FR) — should be signed by the persons authorised to represent the
payment provider,

e payment information (PSP-IP) should be signed by the agent empowered to submit files on
behalf of the payment provider, authorised to do so in the registration form submitted at an

earlier stage.
The downloaded initUpload file can be signed with:
e qualified signature, using software supplied by its provider,

trusted profile, via gov.pl. In order to send the signed file, the user should go to the “Wyslij
pliki/Send files” tab in the side menu of the KWD application:
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= Menu

Wygeneruj pliki do
podpisania i wysytki

o

a3

B Sprawdz? status

@ Wizualizuj dokument

Figure 69. Menu - Wyslij pliki/Send files

5.4.3. File sending

5.4.3.1.  Attaching the files
In the “Wyslij pliki/Send files” tab, the user should attach two files:

o (1).zIP file generated in the previous step, in which no modifications were made,
e (2)initUpload file signed by all required persons.

Uwagal!
Dopuszczalne parametry zatgczanego pliku to:

e dla pliku .ZIP - max. 60 MB, format .ZIP
e dla pliku initUpload - max. 100 KB, format .XML lub .XAdES.

The files inconsistent with the abovementioned specification will not be supported by the

Application. If there is a need to send files of a size exceeding the permissible size, these should be
sent via shared API.

The selected files are added using the “Dodaj plik/Add file” button:
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ZIP oryginalny i niepodpisany, wygenerowany razem z plikiem InitUpload*

Dodaj plik
(.zip, max. 60 MB)

Dodaj plik

InitUpload podpisany przez wszystkie wymagane osoby*

Dodaj plik
{.xml lub .XAdES, max. 100 KB)

Dodaj plik

Figure 70. Adding the files after signing

After clicking the button, the user should specify the file location on the user device and confirm the
selection.

5.4.3.2. Deleting the files
Each added file can be deleted and re-added. In order to delete a selected file, the user should click
the “Usun/Delete” button:

ZIP oryginalny i niepodpisany, wygenerowany razem z plikiem InitUpload*

2020 usun )

InitUpload podpisany przez wszystkie wymagane osoby*

initupload (1 ).xml

Figure 71. Deleting the files forr sending

Before deleting, the Application will display the window, in which it will ask the user to confirm its
intent to delete the file. To this end, the user should click the [1] “Usuii/Delete” button or
alternatively — [2] “Anuluj/Cancel” button (or the “X” icon in the upper right corner), if the file is to
remain on the page:
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Chcesz usunac plik? @

Jesli klikniesz “Usun”, plik zostanie usuniety.

Figure 72. Confirming the intent to delete the file for sending

5.4.3.3.  Verification of added files
The files added by the user should display according to the name provided to them by the user. If the
signed initUpload file was added, the Application will read the signatures made and display them in
the “Ztozone podpisy/Signatures made” section in table in the lower part of the screen [1]:

ZIP oryginalny i niepodpisany, wygenerowany razem z plikiem InitUpload*

zip.zip @ Usun

InitUpload podpisany przez wszystkie wymagane osoby*

initupload (1) (1).xml @ Usun

E-mailx ® 2

‘ xxx@mail.com

Ztozone podpisy 1

Lista podpisow

D 11

3
Con Rl

Figure 73. Verification of signatures for the file

Prior to sending, the user should also enter the e-mail address [2], on which the reference number of
the file will be sent. The reference number can be used to verify the sending status.

In order to send the files, click the [3] “Wyslij/Send” button. In response, the Application will display
the window informing on inability to edit file after its sending. In order to confirm the intent of
sending, the user should click [4] “Wyslij/Send”. In the opposite case, the user should click the [5]
“Anuluj/Cancel” button or the “X” icon in the upper right corner. In this case, the files will not be
sent and the user will be redirected to the previous screen with data of the attached files.

49



A Finanséw

Chcesz wysta¢ dokument? @

Jesli klikniesz “Wyslij”, dokument zostanie wystany i nie
bedzie juz mozliwa jego edycja.
Upewnij sie, ze wszystkie osoby podpisaty dokument.

d 5

Figure 74. Confirmation of intent to send a document

If the user sent the files, the Application will display the screen informing on completion of the process
and display the table with metadata of transferred files.

The message on sending the document does not mean however that it will be correctly processed by
the system. In order to check, whether the file is verified correctly, use the “Sprawdz status/Check
status” functionality, providing the reference number of sending, which is displayed on the final
screen. The same number should be also sent at the e-mail address provided by the user in the
previous step. The user can copy the number using the [1] “Kopiuj/Copy”

button and save it on its own device.

Potwierdzenie wystania dokumentu

Potwierdzenie wystania dokumentu

£ Powrot
© Dziekujemy za wystanie dokumentu

A Wystanie dokumentu nie oznacza jego prawidiowego przetworzenia.

Potwierdzeniem dostarczenia dokumentu jest Urzedowe Poswiadczenie Odbioru (UPO).
Skopiuj numer referencyjny, aby sprawdzic status dokumentu i pobrac¢ UPO lub Raport btedow.

Nazwa Typ dokumentu Typ metadanych Numer referencyjny 1

PSP-IP_170220241528 xml PSP-IP, wersja 4-02 PSP e0cd6e2302a4930500000044354f5844
2

Figure 75. Confirmation of sending

Clicking the [2] “Sprawdz status/Check status” button will display the window reminding of the need
to copy the reference number before leaving the summary screen:
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Chcesz wyjs¢ z ekranu podsumowania? @

Pamietaj! Bez numeru referencyjnego, sprawdzenie statusu
dokumentu nie bedzie mozliwe.

Jesli nie zachowates numeru referencyjnego, pozostarn na
stronie i skopiuj numer.

1 2

Figure 76. Message on copying the reference number

In order to stay on the page and make sure that the reference number is copied, the user should click
the [1] “Pozostan na stronie/Stay on the page” or the “X” icon in the upper right corner of the
window. Clicking the [2] “Wyjdz/Leave” button will redirect the user to the “Sprawdz status/Check
status” tab.

5.4.3.4. Sending incorrect files
There may be the case, where the user attached the correct files in terms of format and size, but
they are not matched correctly, for example the attached file with signature (initUpload) refers to a
different file than the attached .ZIP file. In such case, after initiating the sending, the Application will
display the error message and the sending will be unsuccessful.

@ Btad dopasowania plikéw

Brak dopasowania pliku initupload do pliku zip.

Figure 77. Match error of sent files
In such case, the user should delete the attached files and add the new ones.

When sending the files, the Application verifies also, whether the attached initUpload file was signed.
If it is found that the file bears no signatures, sending will be interrupted and the Application will

display the error message:

o Dodany plik nie posiada podpiséw!

Dodaj ponownie podpisany plik Initupload w formacie .xml lub .XAdES.

Figure 78. No signatures in the sent file
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5.5. Sprawdz status/Check status
The “Sprawdz status/Check status” tab enables verifying of the status of file sending. In order to
check the status, the user needs to have the reference number of sending. This number is displayed
by the Application on the final screen of file sending and sent via e-mail at the address provided by
the user during sending.

In order to verify status, the user should enter the reference number in the [1] “Numer
referencyjny/Reference number” field and then click the [2] “Sprawdz/Check” button.

Sprawdz status

Aby sprawdzi¢ status wystanego dokumentu, wklej w pole ponizej skopiowany numer referencyjny 1 kliknij przycisk "Sprawdz"
< Powrdt

Numer referencyjny

‘ 20e9415600p93e430000004448530che 1 ‘

e B

Figure 79. Sprawd? status wysytki/Check status of sending

In effect, the Application will verify the status of sending and display the following information set:

e [1] “Numer referencyjny/Reference number” — the reference number being the sending
identifier provided by the user,

e [2] “Status/Status” — information on the sending status, content of which depends on th
result of verification made by the Application. It indicates the step or result of sending,

e [3] “UPO/OCR” or “Raport btedéw/Error report” — the file containing the OCR or Error
report, depending on the status and result of sending:
- if the Application provides the user with access to OCR, this means that sending was
completed successfully. OCR can be downloaded on the user drive using the “Pobierz
XML/Download XML” button or “Pobierz PDF/Download PDF” button, depending on the
format preferred by the user.
- if the Error report is available, this means that sending was not completed successfully. In
order to read the Error report, the user should download the shared file (by clicking the [4]
“Pobierz XML/Download XML” button) and open it on the user device.
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Numer referencyjny

l e0c46e2302a493b500000044355475844

Numer referencyjny 1 e0c46e2302a493b50000004435475844

Status 2 Przetwarzanie dokumentu zakonczone btedem. Wygenerowano Raport btedow. (428)

Raport biedow 3 B Pobierz XML

Rysunek 80. Information on sending status

Information on the meaning of individual status is available in the Application, after entering the
“Sprawdz status/Check status” tab and clicking the “+ Rozwin/+Unfold” button:

= Menu Komponent Wymiany Danych
. Wygeneruj plikido =
podpisania i wysytki SpraWdZ Status
> Wyslij pliki Aby sprawdzi¢ status wystanego dokumentu, wklej w pole ponizej skopiowany numer referencyjny i kliknij przycisk "Sprawdz"

B Sprawdz status < Powrot

R Numer referencyjny
@ Wizualizuj dokument

I Wpisz numer

N

Co oznaczaja otrzymane statusy? @

Figure 81. Designations of sending statuses (1)
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The Application will display information on the possible statuses and their designations:

Co oznaczaja otrzymane statusy? — Zwin

1. Dokument uzyska status 200 (Przetwarzanie dokumentu zakonczone poprawnie Wygenerowano UPO) - bedziesz mogt pobrac na swoje urzadzenie
Urzedowe Poswiadczenie Odbioru (UPQ).

2. Dokument uzyska status 301, 302, 303 lub 304 - poczekaj na przetworzenie dokumentu i zweryfikuj status ponownie.
3. Dokument uzyska jeden z pozostatych statusow - wypetnij i wyslij dokument ponownie.

A Przetwarzanie dokumentu moze potrwac od kilku minut do kilku dni. X

Nie wysytaj dokumentu ponownie przed jego przetworzeniem i uzyskaniem jego ostatecznego statusu.

Figure 82. Designations of sending statuses (2)

5.6. Document visualisation

The Application enables visualisation of file saved on the user drive. The Application enables
visualisation of:

e registration forms (PSP-FR)
e payment information (PSP-IP) in “0” version.

In order to visualise a document, the user should click the “+ Dodaj plik/+ Add file” button available
on the screen after going to the “Wizualizuj dokument/Visualise document” tab:

Wizualizuj dokument

Dodaj pobrany plik XML, aby zobaczy¢ podglad dokumentu. Pamietaj, podglad dokumentu nie oznacza jego wystania.

< Powrét

Upusc pliki tutaj lub kiiknif+ Dodaj plik

Maksymalny rozmiar dokumentéw: 100 MB
Rozszerzenie: .xml

Figure 83. Loading a file for visualisation purposes

Uwaga!

Aplikacja umoiliwia wizualizowanie wylacznie plikow w formacie xml sporzadzonych na bazie
dedykowanych schem xsd: PSP-FR i PSP-IP, o rozmiarze nieprzekraczajacym 100 MB.
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Then the user should indicate the file location on the user device and confirm the selection. In

response, the Application will display the name of the selected file. If the file is correct, the user
should confirm the selection by clicking the [1] “Wizualizuj/Visualise” button:

Wizualizuj dokument

Dodaj pobrany plik XML, aby zobaczy¢ podglad dokumentu. Pamietaj, podglad dokumentu nie oznacza jego wystania.

< Powrét

Nazwa

PSP-ISV7 1 ‘xrﬂ\ 2
| e

Figure 84. Deleting the file loaded for visualisation

If the file is incorrect, there is an option to delete and load another document. To this end, the user
should click the [2] “Usui/Delete” button and attach the file again.

After clicking “Wizualizuj/Visualise”, the Application will open file visualisation in a new browser tab.
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