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INTRODUCTION 

 

The JPPU application (hereinafter JPPU) is a location where taxpayers can access electronic services of the 

Tax Administration, through the following link:  

https://e-porezna.porezna-uprava.hr 

Taxpayers can submit VAT and excise duty refund requests on the form „Application for Refund of Tax To 

Diplomatic and Consular Missions, Special Missions and International Organizations registered in the 

Republic of Croatia“ (hereinafter P-DIP). 

HOW TO BECOME A USER 

In order to obtain access to JPPU and to use the electronic services, the taxpayer must have authentication 

credentials.  

An Authorised person represents the user who mediates in use of electronic services in the name and for 

another taxpayer.  

  

https://e-porezna.porezna-uprava.hr/
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JPPU SYSTEM SIGN-IN 

In order to access the JPPU system, it is necessary to open your web browser and go to the following 

website:  

https://e-porezna.porezna-uprava.hr  

Requirements for using the JPPU system are possessing a credential and registration. In order to perform 

the registration, the Ministry of Foreign and European Affairs must be contacted. Afterwards, the Ministry 

of Foreign and European Affairs will enter the required registration data. After the registration, it is possible 

to successfully access the JPPU system with your credential. 

 

JPPU home page 

It is possible to access the JPPU system by two different methods. Both methods are described through 

steps in the following two chapters. 

The first step in both cases is to select the red button „Ulaz/Odregistracija“ (Login/Deregistration).  

 

  

https://e-porezna.porezna-uprava.hr/
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JPPU SYSTEM SIGN-IN THROUGH OPTION „ULAZ“  

On the drop drown menu „Ulaz/Odregistracija“ (Sign-in/Deregistration), it is necessary to select the option 

„Ulaz“ (Sign in). 

  

Selecting option „Ulaz“ 

The following step is entering NIAS (National Identification and Authentication System), where the list of all 

possible credentials for JPPU entry is visible. 

In order to access the list, select the button „Pristajem“ (I accept). 

 

Entry into NIAS  

On the credentials list, select the credential you wish to use. For P-DIP form submission, the requirement is 

a credential with minimum security level 2.  

All credentials with security level 2 or 3 are marked with a red dashed line on the following image. 
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Credential selection for logging into JPPU 

 

Depending on the selected credential, the title of the next screen will differ, but the step for opening the 

selected credential is always identical.  



JPPU System – P-DIP Form Ministry of Finance – Tax Administration 

 

P-DIP – User Manual  Str. 7  

 

Opening the certificate (example for security level 3) 

On the pop-up window, select the desired credential and the confirmation option „OK“.  

This step of the process depends on the type of credential. For example, for a credential issued by a bank, 

a pop-up window from the bank will appear, where it is necessary to enter the serial number of the token 

and a one-time password. 

 

Certificate acceptance (example for security level 3) 

In this step, a general rule is the appearance of a pop-up window which contains various data depending 

on the type of credential. A password or different authentication method is always entered, after which the 

user is redirected to the screen for selecting a taxpayer within the JPPU system. 

JPPU SYSTEM SIGN-IN THROUGH THE OPTION „PRIJAVA AKD ILI FINA CERTIFIKATOM“  

If you have a credential issued from AKD or FINA, instead of the option „Ulaz“ (Sign in), it is possible to 

choose the option „Prijava AKD ili FINA certifikatom“ (Sign in with AKD or FINA Certificate).  
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Selecting the option „Prijava AKD ili FINA certifikatom“ 

A window for certificate selection will appear: it is necessary to position on the wanted certificate and select 

it by clicking. Afterwards, the selection is confirmed by choosing the option „OK“. 

 

Certificate acceptance 

Next, a pop-up window will appear for entering the authentication password (the layout of the window 

depends on the type of selected credential). After entering the password, select the option „OK“. 
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Password entry 

Afterwards, the user is redirected to the screen for selecting a taxpayer in the JPPU system. 
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JPPU SYSTEM HOME PAGE  

After successfully signing into the JPPU system, select the appropriate taxpayer from the list of available 

taxpayers and afterwards choose the option „Ulaz u korisnički portal“ (Log into the user portal). 

You may enter an OIB number into the field „Pretraga subjekata“ (Entity Search) or select it from a list of 

available OIB numbers. 

 

Client portal entry 

When entering the application for the first time, in the following step the user must give their consent for 

working in the JPPU system. A pop-up window „Obrada osobnih podataka“ (Processing Personal Data) will 

appear. If the user consents, it is necessary to select the option „U redu“ (I accept). On the next sign-in this 

step will be skipped. 

 

Consent 
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In the case of unread messages existing for the current selected taxpayer, in the following step the user will 

see a pop-up window containing the messages. The pop-up window with messages can be closed by 

selecting the option „Zatvori“ (Close). 

By selecting a specific message, a pop-up window with the content of the selected message will appear. 

In case there are messages which require mandatory delivery, it is necessary to read them all before an 

option to close the window is enabled.  

In case there are no unread messages, this step will be skipped. 

 

Unread messages 

After the above mentioned actions are completed, the JPPU system home page will appear. 
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JPPU home page 

OPENING THE P-DIP APPLICATION 

The JPPU system home page contains various modules and options, and opening the P-DIP form page is 

enabled in one of the following ways: 

• Quick menu: enables the user access to content through one click, regardless of where the user is 

located within the application. 

o Enter the prompt „P-DIP“and a menu with a filtered list of services will appear.  

o Afterwards, select the option „Obrazac P-DIP“ from the search result list. 

 

P-DIP entry through quick menu option 

 

• Main application menu: contains links to different parts of the application, grouped by certain 

categories within the main modules.  

o For P-DIP, select the module Obrasci i Zahtjev za priznavanje prava na porezne olakšice 

u godišnjem obračunu - povrat poreza (ZPP-DOH) (Forms and Application for the 

Recognition of the Right to Tax Relief in the Annual Account - Tax Refund). 
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o The forms module contains links to different categories and the category „Dostavi obrazac“ 

(Submit form) should be selected. 

 

Selecting the Form Submission Module 

 

Selecting P-DIP through the Forms module 

After accessing the list of available forms, select P-DIP and then click on the option „Popuni obrazac“ (Fill 

in the form), selected from the drop-down menu. 
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Selecting the module for filling out the P-DIP form 

AUTHORISATION FOR THE CATEGORY „DIPLOMATI“  (DIPLOMATS) WITHIN JPPU 

Different users are able to see different categories of forms in JPPU, depending on the authorisations of 

each user. If the user does not have an authorisation for the category „Diplomati“ (P-DIP form), this module 

will not be visible. 

This case is only necessary when a user who has been previously registered and authorised for work on the 

P-DIP form wishes to authorise another (new) person. 

Select the tab „Administracija“ on the home page. 

 

  Selecting the Administration module 

On the module „Administracija“, select the option „Dodaj ovlaštenika“ (Add Authorisation) within the 

category „Diplomati“, in order to assign a new authorisation or to change an existing authorisation. 
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Authorisation Management 

A list of various authorisations is visible, and it is necessary to go to the bottom of the list, where the 

authorisation category „Povrat PDV-a diplomatskim i konzularnim predstavništvima“ is visible. Within this 

category, there is a list of all the persons who have the authorisation to work on P-DIP for the selected 

taxpayer. 

The name and surname of the authorised person is also visible, their OIB number, the OIB number and 

name of the legal or natural person through whom they are authorised and the authorisation’s validity 

period. 

 

Taxpayer administration 

CHANGING THE AUTHORISATION VALIDITY PERIOD 

If you wish to change the period, remove the check mark in the field „Neograničeno“ (Unlimited) and enter 

a new date in the field „Vrijedi do“ (Valid to).  
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Authorisation validity period change 

Afterwards, the option „Pohrani“ (Save) must be selected. 

 

Saving changes in authorisation administration 

A message regarding change confirmation will appear: select the option „OK“ for acceptance or the 

option „Cancel“ for withdrawal. 

 

Change confirmation 

AUTHORISATION REMOVAL 

In case you wish to completely remove the authorisation, remove the check mark on the left from the 

authorisation validity period. 
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Authorisation removal 

Afterwards, the option „Pohrani“ (Save) must be selected. 

 

Saving change on authorisation administration 

A message regarding change confirmation will appear: select the option „OK“ for acceptance or the option 

„Cancel“ for withdrawal. 

 

Change confirmation 

ADDING A NEW AUTHORISATION 

In order to add a new authorisation, select the option „Dodaj ovlaštenika“ (Add Authorisation). 
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Adding an authorisation 

A pop-up window for entering data about the new authorised person will appear: first, enter the OIB number 

of the person to whom the authorisation will be assigned, then the OIB number of the legal or natural 

person through whom the authorisation is to be assigned. 

 

New authorised person entry 

Data regarding the name or name and surname is automatically filled by selecting the option „Provjeri OIB“. 

(Validate OIB). 
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Filling out the data on a new authorisation 

Next, the option „Prihvati“ (Accept) must be selected. 

Finally, select the option „Pohrani“ (Save) in order to complete the authorisation assignment process. 

 

Saving a new authorisation 

As in the previous examples regarding changes to the authorisation period, a message for change 

confirmation will appear: select the option „OK“ to accept or the option „Cancel“ to cancel. 
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THE P-DIP FORM 

JPPU enables the filling out and submission of electronic P-DIP forms through the Internet. P-DIP can be 

filled out and delivered to the Tax Administration or saved for later use.  

The user has the possibility to: 

✓ Submit a P-DIP form, 

✓ view a submitted P-DIP form, 

✓ view a saved P-DIP form, 

✓ view a P-DIP form awaiting approval. 

FILLING OUT A P-DIP FORM 

 

P-DIP Form initial appearance 

By selecting P-DIP, a new page will appear, containing the form’s full name and available options for: 

✓ filling out data in the P-DIP form,  

✓ verifying the entered data,  

✓ submitting the P-DIP form, 

✓ exporting the P-DIP form (XML or PDF file download),  

✓ saving a draft of the P-DIP form,  

✓ opening a new, submitted or saved P-DIP form. 
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P-DIP FORM HEADER 

On the P-DIP form, the tab regarding general data about the taxpayer („Zaglavlje“) is first filled out. All the 

fields are provided in both Croatian and English translations. 

The following data regarding the taxpayer is automatically filled out, based on information from the Tax 

Administration's registries; manual editing is disabled for the data fields listed below: 

PODACI O PODNOSITELJU / SUBMITTER 

• Naziv / Official name of the representation (Mission) or organization  

• OIB / Personal identification number  

Data that cannot be changed is marked by grey fields.  

 

Automatically filled-out fields on P-DIP that cannot be changed 

The remainder of the data on the P-DIP header can be entered or changed freely by manual entry: 

PODACI O PODNOSITELJU / SUBMITTER  

• Telefon / Contact telephone No. 

o Note: value must be entered in the form „+385xx…“. 

• A dropdown menu containing the following options: 

o Diplomatsko ili konzularno predstavništvo, odnosno posebna misija (Diplomatic, consular 

or special mission) 

or 

o Međunarodna organizacija ili predstavništvo međunarodne organizacije (International 

organization or representation of an international organization) 

• A dropdown menu containing the following options: 

o Član diplomatskog ili konzularnog osoblja predstavništva (Member of the diplomatic or 

consular staff of the mission) 

o Član obitelji diplomatskog ili konzularnog osoblja predstavništva (Family member of the 

diplomatic or consular staff of the mission) 

o Član administrativnog ili tehničkog osoblja predstavništva (Member of the administrative 

or technical staff of the mission) 
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o Član obitelji administrativnog ili tehničkog osoblja predstavništva (Family member of the 

administrative or technical staff of the mission) 

PODACI O VLASNIKU RAČUNA / ACCOUNT HOLDER 

• OIB / Personal identification number  

o Note: the value is initially automatically filled. It can be changed manually, but in that 

case, the new value must also be formally correct. 

• Naziv / Official name of the representation (Mission) or organization  

o Note: the value is initially automatically filled. It can be changed manually, but in that case, 

the new value must also be formally correct. 

• BIC / SWIFT  

o Note: the value must be formally correct.  

• IBAN  

o Note: the value must be formally correct.  

RAZDOBLJE (PERIOD): 

• Datum od / Date from  

o Note: the value must be formally correct. Selection from the dropdown calendar or by 

manual entry. 

• Datum do / Date to  

o Note: value must be formally correct. Selection from the dropdown calendar or by 

manual entry. 

 

Example of a filled P-DIP  

All the data fields on the P-DIP header are mandatory. 

If a data entry is formally incorrect, the system will issue a signal with an appropriate error message, marked 

by a red error icon . Set the cursor above the icon in order to display detailed information regarding the 

error.  
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P-DIP FORM DATA 

After completing the tab „Zaglavlje“ (Header), the tab regarding the form data must next be filled out 

(„Podaci“/Data). 

For a new row entry into the table „Podatke o PDV-u / Information regarding VAT“ or „Podatke o 

trošarinama / Information regarding Excise Duty“, select the option „Dodaj novi zapis“ (Add New Entry).  

 

New row entry in P-DIP form data 

In order to save the row, all data fields in a single row are mandatory (except the field „Napomena / 

Remarks“). The field „Napomena“ is optional for entry, i.e. it can be left blank. 

Save a row by selecting the blue disc icon for saving . 

Cancel saving a row by selecting the green return icon . 

An attachment in the field “Preslika računa / Attachment” can be added by selecting the black file 

attachment icon . 

In case a data entry is formally incorrect or is missing, at the moment of attempting to save the row, the 

system will send an appropriate error message marked with a red error icon . Set the cursor above the 

icon in order to display detailed information about the message. 

New entries can be added in the table „Podaci o PDV-u / Information regarding VAT“ for the case of VAT 

refunds and in the table „Podaci o trošarinama / Information regarding Excise Duty“ for the case of excise 

duty refunds. 

 

A recorded row in P-DIP  
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In case you wish to change the data within a saved row, select the blue button on the far right field in 

the desired row. 

In case you wish to remove the data within a saved row, select the red button on the far right field in 

the desired row. In order to delete the row, select the option „OK“ on the pop-up window for deletion 

confirmation. 

 

Row deletion confirmation 

In case you wish to add a new row below a particular saved row, select the green button  on the far right 

field in the row beneath which you wish to add the new row. 

After entering all the required data for the invoices within the period of the form, the total amounts are 

automatically filled out beneath each table, in the field „Ukupan iznos PDV-a / Total Amount of VAT“ for 

the case of VAT refunds, and in the field „Ukupan iznos trošarine / Total Amount of Excise Duty“ for the 

case of excise duty refunds. 

 

 

Filling out the total amounts 

 

 

 

 

 

 

 

 



JPPU System – P-DIP Form Ministry of Finance – Tax Administration 

 

P-DIP – User Manual  Str. 25  

Note: in the “Podaci o trošarinama/ Information regarding Excise Duty” table, the dropdown menu in the 

field “Vrsta proizvoda/ Type of goods” must be filled. The following options are available and are listed only 

in Croatian within the application, so please note the translations below: 

• “Alkohol i alkoholna pića” (Alcohol and alcoholic beverages) 

• “Duhanske prerađevine” (Tobacco products) 

• “Električna energija” (Electricity) 

• “Prirodni plin” (Natural gas) 

Finally, mark the checkbox next to the statement that the goods indicated in the application are not being 

and will not be used for commercial purposes. 

 

Statement of confirmation on the form 

The P-DIP form is now ready for verification and after that for submission, the steps for which are described 

in the following chapters.  
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ERROR MESSAGES ON THE P-DIP FORM 

After the form is fully completed, select the button „Provjeri“ (Verify). In case any formal, logical or 

mathematical errors exist within the form, appropriate error messages will appear on the screen. 

The possible error messages are listed below, along with a solution description for the problem which 

triggered each error message to appear. 

Possible error messages 

Error code/ 

solution 

description 

Error message description 

001 Uneseno razdoblje ne odgovara kalendarskom tromjesečju (npr. 01.04. - 30.06.) 

The entered period does not correspond with the calendar quarter (e.g. 01st April – 30th 

June). 

Solution 

description: 

Enter a period into the fields „Datum od / Date from“ i „Datum do / Date to“ which 

corresponds directly to one of the following quarters in the year: 

01.01.-31.03., 01.04.-30.06., 01.07.-30.09. or 01.10.-31.12. 

(Note: the dates are written in dd.mm.yyyy format.) 

002 Obrazac je moguće podnijeti najkasnije za prethodni kvartal. 

The form can be submitted at the latest for the previous quarter. 

Solution 

description: 

Enter a period into the fields „Datum od / Date from“ i „Datum do / Date to“ which is not 

within a future or ongoing quarter. 

003 IBAN nije ispravno upisan. 

IBAN has not been correctly entered. 

Solution 

description: 

Enter a correct IBAN: the formal structure of the data is verified by the application. 

004 Podnositelj ne postoji u registru svih podnositelja ili je deaktiviran. 

The submitter does not exist in the registry of all submitters or has been deactivated. 

Solution 

description: 

Please contact the Ministry of Foreign and European Affairs for the purpose of updating 

or activating the submitter in the P-DIP registry of taxpayers. 
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005 Niste evidentirani kao osoba s ovlašću odobravanja i slanja obrazaca. 

You are not registered as a person with the authority for form approval and submission. 

Solution 

description: 

A person who has administration rights for the taxpayer’s OIB must add a new 

authorisation in the module “Administracija” (Administration) to the person who sees this 

error message in order for them to be allowed to work on the P-DIP form. 

The process is described in the chapter titled “AUTHORISATION FOR THE CATEGORY 

„DIPLOMATI“ (DIPLOMATS) WITHIN JPPU”. 

006  U tablici za povrat PDV-a datum računa pod rednim brojem {___} je izvan dopuštenog 

razdoblja ({najraniji datum se prikazuje ovdje} – {najkasniji datum se prikazuje ovdje}).  

In the VAT Refund table, the invoice date under the order number {___} is outside the 

permitted period ({earliest date shown here} – {latest date shown here}). 

Solution 

description: 

Enter a correct date, belonging to the same quarter as the form period or belonging to 

the quarter preceding the form period quarter, into the row number indicated in the error 

message, in the table „Podaci o PDV-u / Information regarding VAT“. 

007 U tablici za povrat PDV-a račun pod rednim brojem {___} sadrži neispravan OIB 

isporučitelja. 

In the VAT Refund table, the invoice under the order number {___} contains an invalid OIB 

number of a supplier. 

Solution 

description: 

Enter a correct OIB number belonging to the supplier into the row number indicated in 

the error message, in the table „Podaci o PDV-u / Information regarding VAT“. 

008 U tablici za povrat PDV-a račun pod rednim brojem {___} sadrži vrijednosti dobara ili usluga 

i iznose PDV-a jednake 0. 

In the VAT Refund table, the invoice under the order number {___} contains values of goods 

or services and VAT amounts which equal 0. 

Solution 

description: 

Enter a correct amount (more than 0,00) into the row number indicated in the error 

message, in the table „Podaci o PDV-u / Information regarding VAT“. 

009 Suma iznosa PDV-a u tablici za povrat PDV-a ne odgovara polju 'UKUPAN IZNOS PDV-a'. 

The total VAT amount in the VAT Refund table does not correspond with the field 

'UKUPAN IZNOS PDV-a' (TOTAL VAT AMOUNT). 



JPPU System – P-DIP Form Ministry of Finance – Tax Administration 

 

P-DIP – User Manual  Str. 28  

Solution 

description: 

Check the sum of all the VAT amounts in the table “Podaci o PDV-u / Information 

regarding VAT” and enter the correct amount in the field “Ukupan iznos PDV-a / Total 

Amount of VAT”. 

010 U tablici za povrat trošarina datum računa pod rednim brojem {___} je izvan dopuštenog 

razdoblja ({najraniji datum se prikazuje ovdje} – {najkasniji datum se prikazuje ovdje}). 

In the Excise Duty refund table the invoice date under the order number {___} is outside 

the permitted period ({earliest date shown here} – {latest date shown here}). 

Solution 

description: 

Enter a date belonging to the same quarter as the form period into the row number 

indicated in the error message, in the table "Podaci o trošarinama / Information regarding 

Excise Duty”. 

011 U tablici za povrat trošarina račun pod rednim brojem {___} sadrži neispravan OIB 

isporučitelja. 

In the Excise Duty refund table the invoice under the order number {___} contains an invalid 

OIB number of a supplier. 

Solution 

description: 

Enter a correct OIB number belonging to the supplier into the row number indicated in 

the error message, in the table “Podaci o trošarinama / Information regarding Excise Duty”. 

012 U tablici za povrat trošarina račun pod rednim brojem {___} sadrži količinu proizvoda ili 

iznos trošarine jednak 0. 

In the Excise Duty table the invoice under the order number {___} contains a product 

amount or Excise Duty amount which equals 0. 

Solution 

description: 

Enter a correct amount (more than 0,00) into the row number indicated in the error 

message, in the table “Podaci o trošarinama / Information regarding Excise Duty”. 

013 Suma iznosa trošarina u tablici za povrat trošarine ne odgovara polju 'UKUPAN IZNOS 

TROŠARINE'. 

The total Excise Duty amount in the Excise Duty refund table does not correspond with 

the field 'TOTAL AMOUNT OF EXCISE DUTY'. 

Solution 

description: 

Check the sum of all the excise duty amounts in the table “Podaci o trošarinama / 

Information regarding Excise Duty” and enter the correct amount in the field “Ukupan 

iznos trošarine / Total Amount of Excise Duty”. 



JPPU System – P-DIP Form Ministry of Finance – Tax Administration 

 

P-DIP – User Manual  Str. 29  

014 Morate potvrditi da dobra navedena u zahtjevu nisu bila niti će biti korištena u 

komercijalne svrhe. 

Please confirm that the goods indicated in the request have not been used and will not 

be used for commercial purposes. 

Solution 

description: 

Confirm in the checkbox option that the goods indicated in the application have not been 

used and will not be used for commercial purposes 

015 Minimalan dozvoljen iznos računa je {__}. 

The minimum allowed invoice amount is {__}. 

Solution 

description: 

Enter a correct amount into the row number indicated in the error message, not lesser 

than the minimum amount specified in the error message. 

016 Ukupan iznos {__} premašuje dozvoljen iznos (kvotu) za {__} kn. 

The total amount {__} exceeds the amount allowed (quotas) for {__} kn. 

Solution 

description: 

Enter a correct amount into the row number indicated in the error message, not larger 

than the maximum amount specified in the error message. 

017 Obrazac za navedeni period je već poslan. 

A form for the entered period has already been sent. 

Solution 

description: 

Check the form period in the tab “Zaglavlje” (Header) and correct it into a new period, one 

for which a P-DIP form has not already been sent. 

018 Stavka s brojem računa {___} je već evidentirana u sustavu. 

An entry with the invoice number {___} is already recorded within the form. 

Solution 

description: 

Each invoice can be recorded only once within the form. An identical combination of an 

invoice number, invoice date and supplier OIB cannot be repeated through multiple rows. 

Record all data from one invoice into a single row. For example, if an invoice exists with 

multiple VAT rates, all the date is entered into the same row; that is, the data from one 

invoice is not to be separated into multiple rows. 

019 Iznos PDV-a ne smije biti veći od vrijednosti dobara ili usluge bez PDV-a.  

The VAT amount cannot be larger than the value of goods or services excluding VAT. 
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Solution 

description: 

Check the amounts entered into the currently open row: the value of an invoice excluding 

VAT must always be larger than the VAT value, which applies to each category of VAT (5%, 

13% or 25%). 

020 
Za uspješno slanje obrasca potrebno je odobrenje veleposlanika/konzula/predsjednika 

organizacije. 

Successful form submission requires the approval of the ambassador/consul/president of 

the organisation. 

Solution 

description: 

The ambassador or consul or president of the organisation must either confirm or decline 

the form. 

021 Obrazac je odbijen. 

The form has been declined. 

Solution 

description: 

The ambassador or consul or president of the organisation has declined the form. 

022 Obrazac je uspješno poslan na odobrenje. 

The form has been successfully submitted for approval. 

Solution 

description: 

The form has been successfully submitted and awaits approval. 

All error messages will appear on the top of the screen for form entry or are marked with red circles  on 

the screen. Red messages are restrictive (form submission is disabled until the error is corrected), yellow 

messages are informational (they do not prevent form submission), and green messages are confirmation 

messages (the form is correct). 
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Error message example 

After error correction, the option „Provjeri“ (Verify) must be selected. When the form is correct, the message 

„Podaci obrasca su ispravni“ (The form data is correct) will appear. 

 

Validity message 

The form is now ready for sending for approval, which is described in the following chapter. 

SENDING THE P-DIP FORM FOR APPROVAL 

You must send the completed, correct P-DIP form in the JPPU system. 
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Sending the P-DIP form for approval 

After sending the form into the JPPU system, the P-DIP has been delivered for approval. 

 

The form P-DIP approval is pending 

After sending the form for approval, you will received a confirmation message: „Obrazac je uspješno poslan 

na odobrenje. / The form has been successfully submitted for approval“.  

The form is now ready for approval, which is described in the following chapter. 

P-DIP FORM APPROVAL 

The received form must be approved by the ambassador, consul or president of the organisation. After 

viewing the list of available forms, P-DIP must be selected and then the option „Pregled obrazaca koji čekaju 

odobrenje“ (View forms awaiting approval) must be selected from the drop-down menu. 

Alternatively, select the tab „Pregled obrazaca za odobrenje“ (View forms for approval) on the top right side 

of the screen „Obrasci i Zahtjev za priznavanje prava na porezne olakšice u godišnjem obračunu - povrat 

poreza (ZPP-DOH)“. 
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Viewing the forms awaiting approval: two options for entry 

 

List of P-DIP forms awaiting approval 

Select the chosen form for approval and enter the P-DIP form by clicking on the blue button. 

 

Approval of the ambassador/consul/president of the organisation 
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Select the „Pošalji“ (Send) button.  

After sending the approved form by selecting the "Send" button, the data of the P-DIP form is updated with 

the information that it has been approved by the responsible person and a confirmation of success is visible. 

 

 

Confirmation of accepting the P-DIP form 

The form is now ready for confirmation from the competent state institutions (Ministry of Foreign and 

European Affairs, Tax Administration and Customs Administration). Viewing the P-DIP form’s status is 

described in the chapter „VIEWING THE SUBMITTED P-DIP FORM AND SAVING A DRAFT“. 

  



JPPU System – P-DIP Form Ministry of Finance – Tax Administration 

 

P-DIP – User Manual  Str. 35  

VIEWING THE SUBMITTED P-DIP FORM AND SAVING A DRAFT 

After entering the list of available forms on the tab „Obrasci“ (Forms), select the option „Pregled dostavljenih 

obrazaca“ (View delivered forms) on the tab on the top of the screen. 

 

Entering P-DIP through the form list option 

On the screen for viewing the submitted forms, select „P-DIP“ from the drop-down menu „Vrsta obrasca“ 

(Form type). 

 

Selecting P-DIP on the view of submitted forms 

Results can be filtered by month, quarter, year or by date. On the result list, you can view the date and time 

of the P-DIP submission, the period of the P-DIP form and the status of the P-DIP form. 

On the result list, select a single row and open the drop-down menu containing with a list of available 

viewing options. 
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Viewing a submitted form 

VIEW OPTIONS ON SUBMITTED FORMS 

The user has various view options for a P-DIP form. In the further text are descriptions on how to: 

✓ Open a submitted P-DIP form, 

✓ View the document details of the P-DIP form, 

✓ Download the P-DIP form in XML or PDF format, 

✓ View the status of the P-DIP form and individual records within the form, 

✓ Download a submission confirmation of the P-DIP form in XML or PDF format. 
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OPEN THE DOCUMENT  

On the option „Otvori dokument“ (Open the document)  the submitted P-DIP form will open. It is 

possible to see all the recorded fields on the form. 

 

Option „Open the document“ 

SHOW DOCUMENT DETAILS 

On the option „Prikaži detalje dokumenta“ (Show document details)  a pop-up window with details of 

the submitted P-DIP form will appear. You can view the form identifier, the date of receipt, the form period, 

the taxpayer's PIN number, the document type (P-DIP) and the processing stage. 

 

Option „Prikaži detalje dokumenta“ 

DOCUMENT DOWNLOAD 

On the option „Preuzmi dokument“ (Document download)  a pop-up window will appear for 

downloading the submitted P-DIP. Select the option „Preuzmi XML“ for .xml file format, the option „Preuzmi 

PDF“ for .pdf file format or option „Odustani“ (Return) for returning without downloading the file. 
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Option „Preuzmi dokument (PDF/XML)“ 

SHOW DOCUMENT STATUS 

On the option „Prikaži statuse dokumenta“ (Show document status)  a pop-up window will appear for 

viewing all statuses or the submitted P-DIP form. You can view the statused for the P-DIP form and 

individual record statuses within the form. 

• Within the column „Status“, P-DIP is initially in a status of “received” (i.e. the form is awaiting 

processing), after which it is approved, depending on the form content.  

o In the case of VAT refunds, the form will be confirmed by the Tax Administration.  

o In the case of excise duty refunds, the form will be confirmed by the Customs 

Administration.  

o In both cases, at the beginning of the approval process, the form will be confirmed by the 

Ministry of Foreign and European Affairs.  

o The form can also be declined by some of the mentioned institutions. 

• In the column „Napomena“ (Notes), additional information regarding the status is visible. 

• In the column „Tip“ (Type) positive status types are marked green (“approved” or “processed” 

statuses), negative statuses are marked red (“declined” or “form error” statuses). 

• In the column „Konačan“ (Final) there is a visible note on the final status. 

• In the column „Vrijeme“ (Time) the date and time of the status update are visible. 

 

Option „Prikaži statuse dokumenta“ 

On the option „Preuzmi potvrdu statusa obrasca“ (Download submission confirmation of the P-DIP form), 

you can download a document with a list of all the submitted P-DIP statuses. 
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On the pop-up window displayed below, you can see the status of individual records within the P-DIP form. 

First you can see the amounts for each record, then the processing status from each of the government 

institutions, then the notes and a checkmark sign if the status is final (a green sign for approval). 

 

Individual record status: VAT approvals 

 

Individual record status: Excise Duty approvals 

DOWNLOAD SUBMISSION CONFIRMATION 

On the option „Preuzmi potvrdu zaprimanja“ (Download submission confirmation)  a pop-up window for 

downloading the submission confirmation of the submitted P-DIP will appear. Select the option „Preuzmi 

XML“ for .xml file format, option „Preuzmi PDF“ for .pdf file format or option „Odustani“ (Return) for 

returning without downloading the file. 

 

Option „Preuzmi potvrdu zaprimanja (PDF/XML)“ 
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SAVING A DRAFT VERSION OF P-DIP 

If the user wants to save a draft version of the P-DIP form for later completion, the option „Pohrani“ (Save) 

must be selected on the P-DIP form screen. 

 

Selection of option „Pohrani“ 

Next, enter the name of the draft version and mark if you wish the saved form P-DIP to be visible to all of 

the authorised persons for that taxpayer (in that case the checkbox must be selected) or only to the person 

who saved the draft version. Finally, the option „Pohrani“ (Save) must be selected for saving the form draft, 

or the option „Zatvori“ (Close) for cancelling. 

 

Saving a draft version of P-DIP 
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OPEN A SAVED P-DIP 

In case you want to open a saved draft version of P-DIP, there are two possible methods. 

The first method is to select the option „Otvori“ (Open) on the P-DIP form screen. Then the submitted P-

Dip form (via the option „Poslani obrazac“/Submitted form) or saved P-DIP form (via the option „Pohranjeni 

obrazac“/Saved form) can be opened. 

After selecting of the desired option, a warning message regarding data loss on the currently opened form 

will appear, in case that particular form has not already been saved.  

Select the option „OK“. The procedure for opening the chosen form is described on the following page. 

 

Opening the saved form 

The second method of opening the saved P-DIP form is through the list of saved forms on the tab „Obrasci“ 

(Forms): select P-DIP, the click to select the option „Pregled pohranjenih obrazaca“ (View saved forms) from 

the drop-down menu. 

 

Selecting the view module for a saved P-DIP form 

Regardless of the method of opening the saved form, a screen will load with a display of all the saved forms 

for the current taxpayer. You may view those forms which have “P-DIP” entered into the field „Tip 

dokumenta“ (Document Type).  
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You can view the document name in the field „Naziv radne verzije obrasca“ (Draft Form Name) and saving 

time in the field „Vrijeme stvaranja“ (Creation Time), as well as the period of the form („Period od“/”Period 

from” and „Period do“/”Period to”). 

 

A saved draft version of the P-DIP form can be opened by selecting the blue button on the chosen row 

on the list of all saved forms.  
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REPORTING AN ISSUE IN THE P-DIP APPLICATION 

In case of problems occuring regarding the submission of P-DIP through the JPPU system, it is possible to 

submit an enquiry through the „Pišite nam“ (Write to Us) interface, on the following website: 

https://pisitenam.porezna-uprava.hr/ 

 

Topic selection 

First select the topic must from the drop-down menu: select the option „ePorezna – JPPU“. Other fields for 

filling out the inquiry will open. 

In the field „Odabir podteme“ (Select Sub-topic), select an appropriate category from the drop-down menu 

corresponding to where the issue occurs: 

• Prijava u aplikaciju (‘’Application login’’) 

• Poslovna i normativna pitanja (‘’Business and normative issues’’) 

• Podnošenje obrazaca za dodjelu/ukidanje ovlaštenja (‘’Submission of forms for granting / revoking 

authorization“) 

• Ovlaštenja (‘’Authorisations’’) 

• Popunjavanje obrasca (‘’Form completion’’)  

• Elektronički potpis (‘’Electronic signtature’’) 

• Neispravna XML datoteka (‘’Invalid XML file’’) 

• Ostali tehnički problemi (‘’Other technical issues’’) 

https://pisitenam.porezna-uprava.hr/
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Sub-topic selection 

In the field „OIB poreznog obveznika“ (Taxpayer OIB), enter the OIB number of the taxpayer for whom the 

P-DIP obrazac needs to be submitted.  

In the field „Sadržaj upita“ (Enquiry Content), enter the problem description.  

In the field „Priložene datoteke“ (Attached Files) attached any documents which could help to resolve the 

reported issue: screenshots where an error or a problem is visible, as well as the P-DIP exported in .xml 

format, are especially useful. 

 

Part of the enquiry regarding issue reporting 
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In the segment „Kontakt podaci“ (Contact Information) the OIB number, name and surname, e-mail address 

and phone must be entered. 

In addition, it is necessary to give consent for the gathering and processing of the entered personal data, 

for the purpose of the further process of the web form Pišite nam, „UPOZNAT SAM SA SVRHOM OBRADE 

PODATAKA (I am familiar with the purposes of data processing)“, which is done by selecting the checkbox 

field next to the statement of consent. 

 

Part of the enquiry related to contact and consent 

Finally, select the option „Pošalji“ (Send). 

The entire form query will appear, after which it is necessary to select the option „Pošalji“ (Send) again. 

Fill out the captcha test for verification and select the „Verify“ button. 
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Captcha verification 

Finally, a message regarding the successful submission of the issue report will appear. The enquiry will be 

responded to as soon as possible. 

 

Successful enquiry submission 

Apart from the „Pišite nam“ interface, it is possible to submit a enquiry to technical support via the email:  

helpdesk@apis-it.hr 

mailto:helpdesk@apis-it.hr

