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OUTGOING INVOICE SUBMISSION FORMATS

Existing software solutions ensure the creation of 2 types of invoices:

1) XML elnvoice (Croatian: eRacun) format
2) visualization of the elnvoice XML format (PDF file)

Please provide us with both invoice formats in these initial stages. Regarding the numbering of these

documents, since they are identical documents in different formats, we ask that they be archived
with the same numbering - whereby one will have the extension ".xml" and the other ".pdf".

In the future, depending on further refinements of IT solutions and business processes, we will
probably eliminate the visualization of the elnvoice XML format, but for this phase we ask that they
be delivered.

Considering that with XML schemas there is no possibility to enter additional data (e.g. project
number, department, etc.), we ask that all notes be entered in the visualization of the e-Invoice XML
format via PDF.

Instructions for creating a "text box" with notes for posting - Writing a note (remark) into a document

DOWNLOAD AND ARCHIVING FORMATS OF INCOMING INVOICES

F You are obliged to fiscalize the received (incoming) elnvoice (separately from the
elnvoice exchange process) no later than 5 working days from the receipt of the elnvoice.
Most information intermediaries carry out fiscalization in parallel with the elnvoice
exchange process, but we recommend that you check whether these invoices are also
fiscalized automatically at the time of exchange or whether an additional step through
the program is required.

Existing software solutions of information intermediaries provide data download in 2, or in some
situations 3 formats.

The mandatory formats that you will receive are:

1) XML format of elnvoice
2) visualization of XML format of elnvoice (PDF file)

In addition, some suppliers will probably also deliver PDF invoices in the format that you have
received so far.

In other words, the appearance of these formats is as follows:
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XML Schema Visualization "Standard" PDF invoice format
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Although, based on the existing provisions of the law, it is sufficient to archive the elnvoice XML
schema, please archive in the portal for the delivery of documentation (KOPUN Ideagen) and the
visualization of the XML Schema.

Regarding the numbering of these documents, since they are identical documents in different
formats, we ask that they be archived with the same numbering - whereby one will have the
extension ".xml" and the other ".pdf"
F We would like to draw your attention to the fact that based on the existing information
we have about some software packages, it has been observed in this initial phase that
the "standard", PDF format of invoices is not identical to the XML schema. For this

reason, we do not recommend that you additionally archive this format at this stage.

If, in addition to these formats, the supplier also delivers some other document that is crucial for the
business event (e.g. signed delivery note, handover record, etc.), please archive it with this
documentation. In doing so, you can:

[.  assign an identical number to this document with a note in the name "appendix"
. combine the XML Schema visualization with this document attachment using a PDF

processing program. Instructions for merging files: PDF merge instructions

F The XML schema visualization will not have a QR code with all the information to pay
these bills. Therefore, if you are going to use the "standard" PDF invoice form for

scanning invoice payments, we recommend that you check the payment elements

(number of the transaction account to which you are making the payment, invoice

amount and reference number) from the XML invoice visualization.
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ACCOUNT LIQUIDATION

We assume that all invoices submitted to our portal have been liquidated at the same time, but you
can also leave a note about liquidation on the visualization of the XML invoice in PDF.

Instructions for making "liquidated stamps" are given in the appendix - Creation of "Stamp
liguidated" in PDF

Considering that with XML schemas it is not possible to enter additional data (e.g. project number,
department, notes on whether it is a fixed asset or maintenance cost, etc.), please enter all notes in
the invoice visualization via PDF.

Instructions for creating a "text box" with notes for posting — Writing a note (remark) into a document

REPORTING ON REJECTED INCOMING INVOICES

In case you reject any of the incoming invoices (e.g. due to an error in the invoice price, quantity or
other conditions), there is an obligation to eReport to the Tax Administration by the 20™ of the month
for the previous month. That is, all received elnvoices that you received during the current month
must be reported to the Tax Administration by the 20™ of the following month (i.e. rejected incoming
invoices during February 2026 are reported by 20.03.2026).

Most information intermediaries have this reporting option directly from their own software
package, so please check how you will report on the above.

DOCUMENTATION ARCHIVING

New, elnvoices are archived digitally — therefore, there is no longer any need to archive existing
documentation in “paper form”. The above applies to both incoming and outgoing invoices. If you

decide to have an archive for your needs in “paper form”, you must also have the documentation
archived in electronic form (XML form of elnvoices). Although you have archived submitted elnvoices
for posting via the KOPUN portal, it is still necessary to have one, your own archive.

You can archive documents as follows:

i) have it on your own infrastructure (computer, server, etc.), in which case we definitely
recommend that you do regular data back-ups (daily, weekly, biweekly, monthly), or
ii) information intermediaries also provide an archive on their infrastructure. Most intermediaries
charge for this archive. If you decide to go for this option, we definitely recommend that you
check:
a. fees depending on the number of documents you have on an annual basis
b. whether there is a possibility of subsequent simple data download (e.g. whether you can
download data for e.g. a month, a year, without having to download document by document).
Some information intermediaries will probably charge for such subsequent data download.



APPENDICES - INSTRUCTIONS FOR EDITING PDF DOCUMENTS

Below we provide technical instructions on how to edit PDF documents for the purposes of archiving
and document liquidation.

There are a large number of software packages that enable the merging of PDF documents, and a
large part of them are only available online. Since business documents are sensitive data, we
recommend that you look for a solution that enables these options on your computer.

A free solution, which has so far proven to be optimal for the scope of activities in accounting, is
PDFgear - https://www.pdfgear.com/

This program has an online option as well as a free program package for download that you can then
use for these needs.

PDF MERGE INSTRUCTIONS

After opening the PDFgear program, select Merge & Split, after which the following window will open:

PDFgear = a X

Contact us

Hot Tools Convert from PDF Convert to PDF Merge & Split All Tools

- “ Merge PDF \.I“ Split PDF
Open File

New PDF
Recent {':1! Clear
Scan Document to PDF

File name Last Opened Size Operation

2.1.12 Check Upgrade

In the window, select Merge PDF and then select Add Files. Select the documents you want to merge,
as well as the location where you want the documents to be merged. The program automatically
adds the same name as the original document but with the extension "_merged".


https://www.pdfgear.com/
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After that, click Merge.

This document then you archive on the documentation submission porta.

CREATION OF "STAMP LIQUIDATED" IN PDF
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The PDFGear program allows you to leave the "stamp" liquidated, that is, after opening the program

in the Comment section, select Stamp 2 Present. The program allows you to put already existing
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However, you can also create your own "stamp" under Comment @ Stamp @ Custom Stamp:
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WRITING A NOTE (REMARK) INTO A DOCUMENT

You can enter the notes themselves using the option

Comment @ Text Box after which you can select

the position where you want to enter the note. We recommend that you enter notes in a colour other

than black, so that they can be more easily recog
invoice.

-
Primjer racuna.pdf - PDFgear *

nized on the PDF visualization of the incoming

(== 5 e Home  Comment Edit Form Page Tools
A | B Al As B) /s O O & i
@ Highlight Underline Strikethrough Area Highlight Line Rectangle  Oval Ink Text Box Add
Text Box |
Ty 12pt T, — it editi 8%
. T 12p = it (] . [X] Exit editing “SAddatext‘
|
Ll
= Ra&un: 08-0825-0510027
PRODAVATELS:
Dstum axtavarys 0808 2028
s ashytonsro St ;‘“‘M HRESE21130368
RIS S Erarontaa sowsa 5621130068
O some 84
:.:;m :::::-numn Ui puis Wi 79
Sin vaktr: Mm 1000 Zagret 4R
Notin phatans. Tarsahopk o KUPAC:
ra doo.
oers HRES0IES64058
Echyoritng adesa. 45038504508
© sreme 8
Ty Fve tadzre 14
10000 ZAGREE HR

=
190 1 1.1 FNA spatatay e am 1000000 B.540000 EUR 000 ER ) S8 ELR
Vesmbetonyncnl
w04 et Sy P
7 W I1IFNAsoaletandat o - 3% ham 48000000 050000 FUR 000 AR Y MsER
-
N
s
Stavke ratura - neto: 2R
USugn i2ros bez POV 1.0 EUR
- I3 - oV 7 em
Likvidirano g G ELR
Zapeml  GANMEUR




