
Manual for 
employees
This manual is a guide for employees using the 
Payminator app. It will guide you through the 
application from initial registration to 
completing the Taxpayer Declaration and 
Annual income tax reconciliation. This 
manual will answer your questions and give 
you an overview of all the features the 
application offers.
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1. STEP – Registration

An invitation will be sent to your email from 

infobot@payminator.cz with a link to register. The link 

will take you directly to the Payminator app, where you 

will create an account by entering and confirming your 

password. 

If you want to change your login email or password, you 

can do it later after registration in section Profile 

administration.

You can find it this way: top bar of the page → click on 

your name → Profile administration → Login data. Tip: 

Keep your password safe and don't share it with anyone. 

You can also reset your password at any time.

01 REGISTRATION
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Login via Microsoft SSO

If your company has chosen to use Microsoft SSO for 

login, you must have pop-ups enabled in your browser. 

Click on the registration link that was sent to your email 

address and fill in the requested information. Then click 

on the "Continue" button. Then complete the registration 

of your personal information.

The next time you log in to the application, please use the 

"Login via Microsoft SSO" button.

01 REGISTRATION
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2. STEP – Verification of
registration

You will receive a 4-digit verification code by email, which

you will fill in the application. In case you did not receive

the verification code, you can have it resent via the

"resend" link.

Please also check your junk mail and spam. In some 

cases it may take a few minutes for the code to arrive, so 

please be patient.

If the code repeatedly fails to arrive, please contact 

technical support (chat in the bottom right corner) or 

email: helpdesk@payminator.cz

01 REGISTRATION
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3. STEP – Personal data

Then fill in your personal details in 3 steps - Personal 

Data, Residential Data and Complete Registration. You 

can monitor the registration process on the top bar 

where you will see, how many percent of your 

registration is already completed. Please fill in the 

required information. If you do not have an assigned birth 

number, it is possible to leave this field blank. 

01 REGISTRATION
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4. STEP – Residential Data

Fill in your permanent address in the Czech Republic and 

select whether you are a tax resident in the Czech 

Republic. You are a tax resident in the Czech Republic if 

you meet at least one of the following conditions:

1. You are a Czech citizen

2. You have a permanent residence in the Czech 

Republic (rented and own housing)

3. You spend most of the year in the Czech 

Republic (more than 183 days a year)

4. The centre of your life interests is in the Czech 

Republic (personal and economic relations)

Once completed, proceed to the last step where you can 

check the data the application processes. If you have 

more questions about the processing of personal data, 

please contact helpdesk@payminator.cz. In case you 

have filled everything out, complete the registration and 

continue.

01 REGISTRATION
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5. STEP – Completing registration

Your registration in the app is complete. You can change 

your personal data at any time later by clicking on the 

top bar → Your name → Profile administration. As well as 

your login email or password. Now you can start filling in 

the tax forms.

01 REGISTRATION
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Tax residency and non-residency

During registration, you must provide your nationality and 

permanent address. Please select the country of which you are 

a resident. This information is usually included on your 

Citizenship Card or Passport. . 

The annual tax reconciliation and the application of the 

basic taxpayer rebate can be applied to you even if you are 

not a tax resident of the Czech Republic. 

However, if you want to claim other tax rebate such as child 

rebate, mortgage rebate, spouse's rebate and others, you need 

to be tax resident and upload a tax residence certificate. Proof 

of tax residency means a tax domicile or permanent residence 

certificate. 

Are you a Czech tax resident?
Tax residency determines the taxpayer's jurisdiction of 

jurisdiction to declare or pay taxes on all worldwide income and 

to enjoy tax credits and tax rebates. Generally, you should pay 

taxes in the country where you live and work. Therefore, if you 

live in the Czech Republic and rent an apartment here, you are 

a tax resident of the Czech Republic and are required to pay all 

taxes here. This is a fact based on your living situation rather 

than an option you could choose. 

If you are a foreigner and wish to claim tax rebates other than 

the Basic Taxpayer Rebate, you must provide your tax 

domicile or proof of permanent residence.

Without either of these documents, you are only entitled to the 

Basic Taxpayer Rebate. If you do not have either document 

available now, proceed to the next step without uploading. 

If you do not have Czech citizenship or are not sure if you are a 

tax resident in the Czech Republic, you need to answer the 

following questions. 

You are a tax resident in the Czech Republic if you meet at 

least one of the following conditions:

● You have a document proving your tax residence in the 

Czech Republic (such as ID card, tax domicile and 

permanent residence certificate)

● You have a permanent residence in the Czech Republic 

(rented and own housing)

● You spend most of the year in the Czech Republic 

(more than 183 days a year)

● The centre of your life interests is in the Czech Republic 

(personal and economic relations)

02 TAX RESIDENCY AND NON-RESIDENCY



What is tax domicile?

Tax domicile is a certificate of residency in the Czech Republic 

issued by the Czech tax office. The tax office is part of the 

administration of the Ministry of Finance. The office reviews 

your situation and determines your tax residency. Residency 

can be established for the past year or on a specific date.

Where to apply for tax domicile?

A tax domicile confirmation based on a completed application 

form must be obtained from the Tax Office of the Czech 

Republic at the locally competent tax administrator. 

You can find out which territorial office you belong to on the 

website of the tax office. Just enter the postcode or the name 

of your residence or registered office on the website of the tax 

office.
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How tax rebates work and what
they are

Based on the period, the app will offer you tax forms to fill 

out. During the annual tax reconciliation period (1 

January to 15 February), the app will offer you Annual tax 

reconciliation and Taxpayer Declaration forms to 

complete. During the non-annual tax reconciliation 

period (after 15 February to 31 December) or when you 

are a new entrant, the application will offer you the 

Taxpayer Declaration form.

Monthly rebates approved on the Taxpayer Declaration 

will be applied each month after approval until the 

uploaded certificates expire.

The annual tax reconciliation is completed between 

January 1 and February 15. You must submit your 

application during this period. The period until which 

changes can be made depends on your employer's 

settings, but the standard is the end of February. 

However, it is a condition that the application has been 

sent in any form by 15 February. If so, you can go back 

and edit it until the end of the change period. If your 

application has not been sent by 15 February, you will 

need to prepare your tax return. For more information, 

contact your payroll accountant through the Messages 

section.

03 COMPLETING TAX REBATES
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In the annual tax reconciliation, rebates are applied 

retrospectively for the previous year, and monthly rebates 

for the previous year can also be claimed.

You must wait for approval from your payroll accountant 

when you submit your request. Once approved, the tax 

rebate will be reflected in your upcoming pay. At the 

latest, it should be reflected in your second pay after 

approval. 

It is possible that your request will be rejected, in which 

case you will see a comment from the payroll accountant 

with the reason for the rejection. Once you have made 

the change and correct or upload the correct document, 

resubmit the entire form and wait for approval. 

You will receive an email notification when your request 

is approved or denied. You do not need to check the 

status of your application directly in the application.

03 COMPLETING TAX REBATES
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The annual tax reconciliation is completed in the period 

from 1 January to 15 February. You must submit your 

application within this period. Period for making changes in 

the application depends on your employer, normally by the 

end of February. However, it is a condition that the application 

has been in any condition sent by 15 February. If so, you can go 

back and edit it until the end of February. If your application 

has not been sent in by 15 February, you will need to process 

your tax return. For more information, contact your payroll 

accountant through the section „Messages“.

While you are completing your taxpayer declaration and 

annual tax reconciliation, you can communicate your questions 

about tax rebates with your payroll accountant via the 

"Messages" section.

You can communicate technical questions through the online 

technical chat in the bottom right corner of the screen.

You must go through all the steps of the form and submit the 

request to the payroll accountant for approval.

If your form has been approved and you wish to make a 

change, re-enter the Taxpayer Declaration/Annual Tax 

reconciliation, select "I want to make a change", make the 

changes, go through the last step of the form again and submit 

to the Payroll Accountant for approval.

If you have already submitted a form and it

has not yet been approved, you can also

re-enter it and make changes, remember 

then go to the last step of the form and 

send it to your payroll accountant for approval.

03 COMPLETING TAX REBATES

Annual tax reconciliation
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1. STEP – Information

Please read carefully the information on the first page 

about the annual tax reconciliation and start by pressing 

"Start".

2. STEP – Initial questionnaire

On the first page of the form, you will be given an initial 

questionnaire to answer. By answering these questions, 

the application will determine whether we can process 

your annual tax reconciliation.

If you are not sure, view the letter i icon which will show 

you more information on the question.

Employment Office
The last question of the initial questionnaire asks about 

registering with the Labour Office in the past year. If you 

answer yes, please select the months when you were 

registered with the Employment Office and upload your 

certificate of registration with the Employment Office. 

This question will only be displayed if you have started

with your employer during the last year.

03 COMPLETING TAX REBATES
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3. STEP – Previous employer

If you joined the company last year, the next step is to fill 

in the details of your previous employer. Please answer 

whether you were employed by more than one employer 

in the last year. If so, select the rebates you claimed from 

them and the months in which the rebate was claimed.

Then fill in the name of your employer and the date you 

worked for them. 

Finally, fill in the details from the Taxable Income 

Certificate and upload it.

Once you have completed the information for all previous 

employers in the past year, proceed to the next step.

03 COMPLETING TAX REBATES
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4. STEP – Tax residence

The tax residency step is displayed only for employees 

who have citizenship outside the Czech Republic. In this 

step, answer the question whether you are a tax resident 

in the Czech Republic. You are a tax resident in the Czech 

Republic if you meet at least one of the following 

conditions:

1. You are a Czech citizen

2. You have a permanent residence in the Czech 

Republic (rented and own housing)

3. You spend most of the year in the Czech 

Republic (more than 183 days a year)

4. The centre of your life interests is in the Czech 

Republic (personal and economic relations)

If you are a tax resident of the Czech Republic, please 

upload the confirmation of permanent residence or tax 

domicile. You only need to upload one of these 

documents. If you do not currently have either of these 

documents, you can continue, however, without these 

documents you can only claim the basic taxpayer 

discount. If you are not a tax resident, please fill in the 

details of the document proving your identity. 

Proceed to the next step.

03 COMPLETING TAX REBATES



18

5. STEP – Monthly rebates

The form starts with MONTHLY REBATES FROM 

PREVIOUS YEAR. If you would like to re-claim rebates 

that you have not applied for during last year, you can do 

so here. You will see the rebates that have been applied 

to you displayed in green and approved. 

You can also apply for rebates for periods when you were 

unemployed or studying.

If you do not want to re-claim any discounts, proceed to 

the next step.

03 COMPLETING TAX REBATES



6. STEP – Annual rebates

Annual tax reconciliation rebates are different from 

monthly rebates. You can only apply for these rebates 

in the period from 1 January to 15 February for the 

previous year. Any changes to an application that has 

already been sent can be made until the end of 

February.

Select the rebate you want to apply for. Once you open 

the rebate, you will find information about the rebate and 

the documents you need to upload. 

For each rebate, it is written exactly what information you 

need to fill in and what documents you need to upload. 

The logic for filling in the rebates is always the same. 
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7. STEP – Summary

Continue to Summary to see a summary of all the rebates 

you have selected. Make sure you have filled in and 

uploaded all the details and documents correctly. 

If everything is in order, tick "I confirm that the 

information stated in this application for tax rebates is 

true and complete and I accept the terms" and select the 

"Finish" button. This will send the application to the 

following. Please now wait for your payroll accountant to 

approve or reject the application.

It is necessary to go to the last step, otherwise the 

application will remain in the system and will not be sent 

to the payroll accountant for approval.
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8. STEP – Continue to the
Monthly rebates form

After you have sent your annual tax reconciliation, 

proceed to complete the monthly rebates on the 

Taxpayer Declaration form. These rebates will apply in the 

coming year and will be reflected in each of your payslips. 

If you wish to claim them annually, you will only submit 

your claim retrospectively in the next year's annual tax 

reconciliation period.
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03 COMPLETING TAX REBATES

TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Gift rebate

To claim the Gift Rebate, fill in the details of the gift and upload 

the certificate.

Main information:
● The rebate may be claimed by any employee who 

donated a financial gift worth at least CZK 1,000 or 

donated blood, plasma or a body organ in the 

previous year.

● The recipient of the gift can be a non-profit 

organisation, a governmental agency (municipality, 

region or political party), companies in the Czech 

Republic organising a public collection (such as for 

science, education, culture, social and health purposes) 

and individuals providing public services (such as 

healthcare, social and animal care).

● Donations of blood or plasma are valued at CZK 3,000.

● Donation of a body organ or hematopoietic cells is 

valued at CZK 20,000.

● You can claim multiple gifts at once up to 15% of your 

taxable amount.

● To claim the rebate, you must upload a Certificate of 

the gift.



Instructions for filling in the discount:

1. Instructions for filling in the discount:

2. Select the "Add Gift" button 

3. Then name the gift and fill in the amount

4. Select the green "Add Gift" button

5. Then upload the certificate of donation If you 

have made multiple donations that you wish to 

claim, click the green "Add Gift" button and 

repeat the process. 

6. Once you have entered all the donations you 

wish to claim and uploaded the certification, 

confirm the discount with the green "Submit" 

button.

7. On the annual rebates page, continue with the 

next selection of rebates.

8. If you have already selected all the rebates you 

want to claim, proceed to the next step 

"Summary".
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03 COMPLETING TAX REBATES

TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Spouse rebate

To claim the Spouse Rebate, fill in the details of the other 

spouse and upload the certificates.

Main information:
● This rebate may be claimed by any employee whose 

spouse had no taxable income of their own in the 

previous year.

● You can claim the rebate if the income of the other 

spouse does not exceed CZK 68,000 per year.

● You can claim the rebate if your spouse has been 

caring for a child up to the age of 3.

● You can also claim the rebate if you are in a registered 

partnership.

● The income counted towards the limit includes gross 

wages, income from business activity, rental income, 

sickness benefits, unemployment benefits, old-age and 

disability pensions and maternity benefits.

● Income not counting towards the limit includes 

parental benefits, social benefits, state benefits, 

scholarships and tax refunds.

● The rebate is CZK 24,840 per year and up to CZK 

49,680 if the spouse is a holder of a ZTP/P disability 

card.

● To claim the rebate, a marriage certificate and child’s 

birth certificate must be uploaded.



Instructions for filling in the discount:

1. Fill in the name, surname and birth number of 

the spouse and the child he/she is caring for

2. Then select the months in which you want to 

apply the rebate

3. Upload the marriage certificate and birth 

certificate

4. Select the green “Submit" button and continue 

with the next selection of rebates

5. If you have already selected all the rebates you 

wish to claim, proceed to the next step 

"Summary"
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03 COMPLETING TAX REBATES

TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Private life insurance

If you want to claim the Private Life Insurance Rebate, fill in the 

amount of the rebate and upload the certificate

Main information:
● The rebate may be claimed by any employee who has taken 

out private life insurance that meets several conditions.

● Private life insurance means endowment insurance, 

endowment insurance in the event of survival to a specified 

age or earlier death and pension insurance with a minimum 

sum of 40 000 or 70 000 CZK (for a period of insurance of 

more than 20 years).

● You can claim the rebate if the insurance is taken out before 

31 December 2023 and is for at least 5 years. If the insurance is 

taken out after 1.1.2024 the insurance must be taken out for a 

minimum of 10 years.

● You may claim the rebate if you take up the insurance at the 

age of 60 at the earliest.

● You may claim the rebate if the contract does not provide for 

the option of extraordinary withdrawals.

● You may claim the rebate if you have taken out the insurance 

for yourself (you are both the policyholder and the insured 

person).

● You may claim the amount you have paid in premiums 

yourself (up to a maximum of 48,000 CZK).

● The limit of 48,000 CZK applies all together to the Private 

Life Insurance, Private pension insurance, Long Term 

Investment Product and Long Term Care Insurance.

● To claim the rebate, a certificate from the insurance

company and copy of the life insurance policy must be 

uploaded.



Instructions for filling in the discount:

1. Fill in the amount of the premium paid and 

upload a certificate from the insurance company 

for the premium paid and a copy of the life 

insurance policy

2. The certificate will be issued by the insurance 

company upon request. If you do not have a life 

insurance policy, ask the insurer to send it to you 

electronically 

3. Select the green "Submit" button and proceed to 

the next selection of rebates

4. If you have already selected all the discounts you 

wish to apply for, proceed to the next step 

"Summary"
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03 COMPLETING TAX REBATES

TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Private pension insurance

If you want to claim the Private Pension Insurance Rebate, fill in 

the amount of the rebate and upload the certificate.

Main information:
● The rebate is available to any employee who has a pension 

insurance with a state contribution, supplementary 

pension savings or pension insurance with a pension 

insurance institution that meets several conditions.

● You may claim the rebate if you take up the insurance at the 

age of 60 at the earliest.

● In the case of supplementary pension savings (SPS) and 

supplementary pension insurance (SPI), you can claim the 

rebate if your contributions exceed the state contribution. For 

the months from January to June, the minimum amount is 

1,000 CZK. For the months from July to December the 

amount has increased to a minimum amount of 1,700 CZK. In 

the case of a pension insurance, the entire amount paid in 

contributions can be deducted from the tax base.

● Most of the certificates you receive from the insurance 

company show the amount reduced by the above amount, so 

there is no need to reduce anything further and just fill in the 

amount stated on the certificate.

● You may claim the amount you have paid in premiums 

yourself (up to a maximum of 48,000 CZK).

● The limit of 48,000 CZK applies all together to the Private Life 

Insurance, Private pension insurance, Long Term Investment 

Product and Long Term Care Insurance

● To claim the rebate, a certificate from the insurance

company and copy of the pension insurance policy must be 

uploaded.



Instructions for filling in the discount:

1. You fill in the amount you have paid into your 

pension insurance (the amount is shown on the 

certificate from the insurance company)

2. Then upload the certificate from the insurance 

company and a copy of the pension contract

3. The insurance company will issue the certificate 

on request. If you do not have the pension 

contract, ask the insurance company to send it to 

you electronically

4. Select the green "Submit" button and proceed to 

the next selection of rebates.

5. If you have already selected all the rebates you 

wish to apply for, proceed to the next step 

"Summary"
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TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Mortgage loan

To claim the Mortgage Rebate, fill in the mortgage details and 

upload the certificate

Main information:
● The rebate may be claimed by any employee who pays 

a mortgage or building society loan for their own 

housing or the housing of their close persons.

● The rebate may only be claimed on interest (on the 

loan) paid in the previous year.

● The rebate may be claimed for a mortgage loan for the 

purchase of a residential unit, house, land (providing 

that you build your own home within 4 years) or for the 

renovation or construction of a house.

● The rebate cannot be claimed for a loan for holiday 

housing (a weekend house or a cottage), investment 

housing (rental property) or a workplace (office or 

workshop).

● You may claim the rebate if you are personally a party 

to the contract (applicant or co-applicant in the 

contract).

● If you have more than one loan, add the interest paid 

together.

● You may claim the rebate only if you own the real 

estate by the end of the previous year.
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● The maximum amount you may claim is CZK 300,000 

for a full year of repayment if the property was 

purchased before 1 January 2021.

● The maximum amount you may claim is CZK 150,000 

for a full year of repayment if the property was 

purchased after 1 January 2021.

● You can claim the rebate from the month in which 

you start repaying your mortgage.

● To claim the rebate, a certificate of interest paid, bank 

statement confirming the start of mortgage

repayments, copy of mortgage agreement and 

extract from the land register must be uploaded.
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Instructions for filling in the discount:

1. Fill in the date of starting mortgage repayment.

2. Fill in the amount of interest paid last year

3. Select the months in which you have paid off the 

loan or click "Select All" if applicable

4. Enter the address of the property for which the 

loan was issued

5. If another person is claiming the rebate at the 

same time as you, select "Yes" and fill in their 

details. In this case, enter only half of the amount 

paid in interest on the loan in the "Amount of 

interest paid" field. Otherwise, leave "No" ticked

6. You will then need to upload a Confirmation of 

Interest Paid. This will be issued by the bank on 

request

7. Also upload a copy of the mortgage agreement. If 

you do not have it physically, contact the 

insurance company/bank to have it sent 

electronically

8. The last document you need to upload is a 

current extract from the Land Registry (a screen 

print from the Land Registry preview website is 

sufficient)

9. Select the green "Submit" button and proceed to 

the next selection of rebates

10. If you have already selected all the rebates you 

wish to apply for, proceed to the next step 

"Summary"

03 COMPLETING TAX REBATES



TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Foreclosure

If you want to claim the Discontinued Distraint Rebate, fill in 

the amount of the rebate and upload the certificate.

Main information:
● The rebate may be claimed by any employee who has 

been a creditor and their distraint has been 

discontinued subject to several conditions.

● The rebate may be claimed if the claim has been 

collected for at least 3 years.

● The rebate may be claimed unless the claim exceeds 

CZK 1,500.

● The rebate may be claimed if the claim has not been 

recovered even in part.

● You can apply multiple discontinued distraints at the 

same time.

● The maximum amount of the rebate for one 

discontinued distraint is CZK 450 (30% from CZK 1,500).

● To claim the rebate, you must upload a certificate of 

distraint discontinuation.
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Instructions for filling in the discount:

1. Fill in the total amount of rebate allowed for all 

stayed foreclosures. The amount to be claimed 

should also be on the certificate from the 

executor

2. Upload Confirmation of stopped foreclosures

3. Select the green "Submit" button and proceed to 

the next selection of rebates

4. If you have already selected all the discounts you 

want to claim, proceed to the next step 

"Summary"

03 COMPLETING TAX REBATES



TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Investment product (LIP)

If you want to claim the Long Term Investment Rebate, fill in 

the amount of the rebate and upload the certificate long-term 

investment product contract and confirmation from the LIP 

provider of the assets credited to this product

Main information:
● The discount is available to any employee who has a contract 

for a Long Term Investment Product that meets several 

conditions as of 1 January 2024 onwards.

● Long Term Investment Product is the collective term for 

investment and savings products that help provide security 

for retirement. It can be a conservative bank deposit, a savings 

account or a more dynamic collective or individual 

investment.

● Only regulated financial institutions can provide a long-term 

investment product.

● You can claim the discount if it is agreed or otherwise 

specified that you will withdraw the savings no earlier than 10 

years after the product is established.

● You can claim the discount if it is agreed that you will 

withdraw the savings no earlier than age 60.

● You cannot claim the rebate if the proceeds of the property 

have been paid out under a long-term investment product 

outside of this product.

● You can redeem an amount equal to the amount of assets 

credited to the long-term investment product up to a 

maximum of CZK 48,000.
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Instructions for filling in the discount:

1. Fill in the amount you have credited to the long-

term investment product (the amount is shown 

in the confirmation from the provider)

2. Then upload a confirmation of the amount 

credited and a copy of the LIP contract

3. The confirmation will be issued by the product 

provider upon request. If you do not have the 

contract, please ask the provider to send it to you 

electronically

4. Select the green "Submit" button and proceed to 

the next rebate selection.

5. If you have already selected all the rebates you 

wish to apply for, proceed to the next step 

"Summary"

03 COMPLETING TAX REBATES



TYPES OF REBATES IN THE ANNUAL TAX RECONCILIATION

Long term care insurance

If you want to claim the Long term care insurance rebate, fill in 

the amount of the rebate and upload the certificate – copy of

long term insurance contract and confirmation of premiums

paid

Main information:
● Any employee may claim a rebate if the insurance is 

intended to help themselves or a loved one manage the 

basic needs of life due to a long-term adverse health 

condition.

● You can claim the rebate if the right to the benefit belongs to 

the insured.

● You can claim the rebate if the insurance covers a 

dependency corresponding to dependency level III or IV.

● You cannot claim the rebate if the insurer can change the 

amount of the premium depending on the age and health of 

the insured.

● Further, the insurance cannot be applied if the insurer can 

terminate the insurance contract later than 2 months from 

the date of its conclusion or on notification of the occurrence 

of an insured event.

● You may claim the amount you have paid in premiums 

yourself (up to a maximum of 48,000 CZK).

● The limit of 48,000 CZK applies all together to the Private Life 

Insurance, Private pension insurance, Long Term Investment 

Product and Long Term Care Insurance.
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Instructions for filling in the discount:

1. Fill in the amount you paid for long-term care 

insurance (the amount is shown on the 

certificate from the insurance company)

2. Then upload the confirmation of premium paid 

and a copy of the long-term care insurance 

contract

3. The confirmation will be issued by the insurance 

company upon request. If you do not have a 

long-term care insurance contract, ask your 

insurer to send it to you electronically

4. Select the green "Submit" button and continue 

to select further rebates.

5. If you have already selected all the rebates you 

wish to apply for, proceed to the next step 

"Summary"
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Monthly rebates

Monthly rebates approved in the Taxpayer Declaration Form 

will be applied to you each month after approval until the 

uploaded certificates expire. The application will notify you of 

the expiration of the confirmations.

Employees complete the Taxpayer´s Declaration form at the 

beginning of each year between 1 January and 15 February, 

and new employees in the month of joining during the year. 

These rebates can be adjusted by the employee during the 

year.
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Taxpayer's declaration
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1. STEP – Information

Read the monthly rebate information carefully. Monthly 

rebates are applied to the current year. The rebate is 

applied to you in each month, in each salary.

03 COMPLETING TAX REBATES



2. STEP – Initial questionnaire

The monthly rebates form starts with an introductory 

questionnaire. Answer the questions truthfully. More 

detailed information about them will be displayed when 

you press the letter i icon. You can only claim monthly 

rebates at one employer at a time. 

Proceed to the next step.
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3. STEP – Monthly rebates

In the next step, you will see a selection of monthly 

rebates that you can apply. Choose from the tax rebates 

that will be applied each month. 

The basic taxpayer rebate is automatically selected. Every 

employee is entitled to it. For other rebates, you will need 

to fill in the necessary information and upload 

documents.
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4. STEP – Summary

Continue to "Summary" to see an overview of all the 

rebates you have selected.

Check all the details and send to your payroll accountant 

for approval.
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5. STEP – Completion of tax guide

The last step is to complete the tax guide. Confirm that 

the information is correct and complete the application.

Your application is then sent.

Please now wait for your payroll accountant to approve or 

reject your application. You must go to the last step or 

the application will  not be sent to the payroll accountant 

for approval.

At this point, you are done and once approved by your 

payroll accountant, the rebates you selected will be 

reflected in your payroll for the entire year until the 

uploaded documents expire. The application will notify 

you of this. So there is no need to change anything next 

month. 
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TYPES OF REBATES IN THE TAXPAYER´S DECLARATION

Basic taxpayer rebate

The basic taxpayer rebate is always automatically pre-selected 

and there is no need to change anything. Only if you started 

work in the middle of the month and would like to claim the 

rebate from the beginning of that month. In this case, you need 

to upload an affidavit, which can be found directly beside the 

rebate, where you will declare on honour that you did not 

receive any income in the days from the 1st day of the month of 

entry until the date of entry into employment. After uploading 

the affidavit, the application will allow you to claim the rebate 

from the month of entry.

Main information:
● Each taxpayer is entitled to the Basic Taxpayer Rebate 

(student, pensioner, non-residents as well).

● The rebate is CZK 2,570 per month or CZK 30,840 per 

year.

● The rebate is usually claimed from the month in which 

you meet the condition of being an employee on the 

first day of the month.

● To claim the rebate from the start date, other than 

the first day in the month, you must upload a 

completed Affidavit (see Documents to Download) 

stating that you did not receive any income subject 

to income tax in the month before your start date.
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● You are always entitled to claim the full amount (i.e. 

CZK 30,840) in your annual tax reconciliation even if 

you were not employed for a part of the year, but only 

up to the amount of the tax paid.

● The affidavit can be found directly beside the 

taxpayer rebate.
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Instructions for filling in the discount:

1. Select the months for which you want to apply 

the taxpayer rebate. If you are claiming the 

rebate at the beginning of the year, you can 

claim from January to December of that year. If 

you are a new entrant during the year, it is 

possible to claim the rebate from the month of 

entry

2. If you are a new starter during the year and you 

did not start from the 1st of the month but you 

want to claim the rebate from the month of 

joining, you must complete an affidavit that you 

did not receive any income for the days from the 

1st of the month of joining to the date of joining 

and did not claim the tax rebate. 

3. A sample affidavit can be downloaded from the 

conditions for claiming taxpayer's rebate. Upload 

the affidavit in the appropriate box and select the 

date of application from the month of entry.

4. Select the green 'Submit' button and continue to 

select further rebates.

5. If you have already selected all the discounts you 

wish to claim, proceed to the next step 

"Summary"

03 COMPLETING TAX REBATES



● To claim the rebate, you must upload the child's 

birth certificate and a certificate from the other 

parent stating that the rebate does not apply. If the 

other parent is employed, a certificate from the 

other parent's employer stating that the discount is 

not applicable must be uploaded. This is even if the 

other parent is on maternity or parental leave and 

the employment relationship continues during this 

time. If the other parent is unemployed or self-

employed, it is sufficient to provide an affidavit.

● If you need to upload an affidavit stating that the other 

parent does not claim the rebate, you can use our 

sample affidavit, which can be downloaded from the 

application under the conditions for claiming the 

Children's rebate

TYPES OF REBATES IN THE TAXPAYER´S DECLARATION

Children rebate

To claim the Child Rebate, fill in the child's details and upload 

the certificate – birth certificate, confirmation from the other 

parent that the rebate has not been applied and 

Main information:
● The rebate may be claimed by any employee who 

provides maintenance and support to a child or 

children in a common household.

● In principle, the rebate may only be claimed by one 

parent or guardian.

● The rebate may be claimed up to the child’s 18 years 

of age (or up to the age of 26 in the case of continuing 

studies).

● The rebate for the first child is CZK 1,267 per month or 

CZK 15,204 per year. The rebate for a second child is 

CZK 1,860 per month or CZK 22,320 per year. The 

rebate for a third and each subsequent child is CZK 

2,320 per month or CZK 27,840 per year.

● You can claim the rebate throughout the period for 

which the child is a student even if the child has their 

own income.

● The rebate is usually applied from the month in which 

the child is born.

● In your annual tax reconciliation, you may also claim 

the rebate for months when you are not employed and 

you provide maintenance and support to your child.
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Instructions for filling in the discount:

1. Select "Add Child„

2. Fill in the child's details: first name, last name, 

birth number and date of birth

3. Select the months in which you want to apply 

the rebate

4. If you want to apply the whole year, select "Select 

All„

5. Indicate the order you want to assign to the child 

if you are claiming more than one child. For 

example, if you have two children, it depends on 

the order in which you claim them. If you only 

have one child, you can only ever assign a 1st 

ranking

6. If the child is over 18 years old, the app will ask 

you to upload a study certificate

7. If the child is under 18, there is no need to upload 

a study certificate

8. Upload the child's birth certificate. Once you 

upload it to the app, the next year the app will 

remember it and you won't need to upload it 

again

9. Select "Add Child„

10. If you want to apply for another child, proceed in 

the same way. 

11. Check YES/NO if another person is supporting a 

child with you. This is the person who shares the 

cost of child support...
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Instructions for filling in the discount:

...If you select NO, it means that you have custody 

of the child only and the other parent does not 

live permanently with the child (i.e. you are 

divorced, separated (parents' agreement), death 

of a parent, father not listed on the birth 

certificate, other parent does not communicate, 

lives outside the Czech Republic).

12. If you select "Yes", you need to fill in the details of 

that person: First name, Last name, Birth 

number, Permanent address, Type of 

employment (Employed, Self-employed, 

Unemployed). If the other person is employed, 

you need to fill in the information about the 

employer: Name and address of the employer.

13. The last step is to upload the Confirmation of the 

other parent not claiming the rebate

14. This confirmation will be issued by the other 

parent's HR department

15. The confirmation is required when the person is 

employed or on maternity/parental leave, if the 

contracted relationship with the employer is still 

valid

16. If the other person is unemployed or self-

employed, an affidavit must be uploaded stating 

that the rebate does not apply

17. Select the green "Submit" button and proceed to 

the next selection of rebates. If you have already 

selected all the rebates you wish to apply for, 

proceed to the next step "Summary" 



TYPES OF REBATES IN THE TAXPAYER´S DECLARATION

Disability rebate

To claim the Disability Rebate, fill in your details and upload 

your disability certificate.

Main information:
● The rebate may be claimed by any employee who has 

been granted a first- or second- or third-degree 

disability pension by the Czech Social Security 

Administration (ČSSZ).

● The rebate is CZK 210 per month or CZK 2,520 per 

year the first- and second-degree disability, and CZK 

420 per month or CZK 5,040 per year for the third-

degree disability.

● The rebate is usually applied on the first day of the 

month in which the disability pension is awarded.

● You may also claim the rebate in your annual tax 

reconciliation for months when you are not employed 

and you receive disability pension.
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Instructions for filling in the discount:

1. Select the degree of disability you have been 

declared by the  Czech Social Security 

Administration (ČSSZ)

2. Fill in the validity indicated on the certificate. If 

you are completing the rebate late and the 

rebate can no longer be included in your wage 

payment, it will be included in the annual tax 

reconciliation at the beginning of the next year

3. Upload your disability certificate

4. Select the green "Confirm" button and continue 

with the next selection of rebates. If you have 

already selected all the rebates you wish to claim, 

proceed to the next step "Summary"
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TYPES OF REBATES IN THE TAXPAYER´S DECLARATION

ZTP/P Disability

To claim the ZTP/P Disability Rebate, fill in the date of claiming 

and upload the certificates - Certificate of ZTP/P disability 

card and Certificate from the Social Security Administration

Main information:
● The rebate may be claimed by any employee that is a 

holder of the ZTP/P card (a person with severe 

disability and a guide).

● The rebate is CZK 1,345 per month or CZK 16,140 per 

year.

● The rebate is usually applied on the first day of the 

month in which the disability card is granted.

● You may also claim the rebate in your annual tax 

reconciliation for months when you are not employed

and you are the holder of the ZTP/P disability card.
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Instructions for filling in the discount:

1. Fill in the validity indicated on the certificate. If 

you are completing the rebate late and the 

rebate can no longer be included in your wage 

payment, it will be included in the annual tax 

reconciliation at the beginning of the next year

2. Upload Certificate of ZTP/P disability card

3. Upload Certificate from the Social Security 

Administration

4. Select the green "Confirm" button and continue 

with the next selection of rebates. If you have 

already selected all the rebates you wish to claim, 

proceed to the next step "Summary"
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Rejected application
MAKING OF CORRECTION

1. If your application is rejected, you will receive an email 

notification where you will be redirected directly to the 

application via a link

2. A rejected application is always marked in red

3. Access the form

4. Once you open the specific rejected rebate, you will see 

the reason why the rebate was rejected by the payroll 

accountant

5. Correct the errors and proceed to "Summary" and 

"Finish„

6. Resubmit the form to the payroll accountant for 

approval. If you do not  send it for approval, the 

payroll accountant will not see your corrected form
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Rejected application
CANCELLATION OF THE REJECTED REBATE

1. If your tax rebate have been rejected and you decide 

that you do not want to claim the rejected tax rebate, 

click on the red "Cancel" button. 

2. A window will appear informing you that once the 

rejected rebate has been cancelled, you do not need to 

resubmit the form to the payroll accountant for 

approval. Click on the "Delete" button in that window.

3. After cancelling the rejected rebate, the application will 

take you to the rebate selection where the rebate will 

no longer show as Rejected.

4. Unless you make another change to the form, there 

is no need to resubmit the application for approval 

to the payroll accountant. Just click on the "Exit the 

tax guide" button in the left bar.

5. After that, you will no longer receive regular email 

notifications of the rejected rebate and the form will 

appear as "Approved".
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Making changes in the tax form

1. To make a change to a submitted and approved 

form, click on the "Tax Forms" and then "Enter 

the Form„

2. Select the rebate you want to make a change to 

and edit the rebate. After editing, click "Confirm".

3. Continue to "Summary" and "Finish„

4. Resubmit the form to the payroll accountant 

for approval. If you do not follow the tax form 

all the way through and submit for approval, 

the payroll accountant will not see your 

corrected form.

5. Wait for approval or rejection by the payroll 

accountant. You will be notified by email if the 

form is approved.
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How can I re-enter the form?

If you want to make a change to an already submitted or 

prepared form, reopen the the form via "Tax Forms" in 

the left menu and select "Monthly rebates" or "Annual tax 

reconciliation". Then click on "Enter the form". Once you 

have made the changes, resubmit the form to the payroll 

accountant for approval. If you do not follow the tax form 

all the way through and send it for approval, the payroll 

accountant will not see your corrected form.
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Email notifications

You will receive a weekly email notification if you have 

not yet sent both forms. You need to have sent both tax 

forms - monthly rebates and annual tax reconciliation.
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05 OTHER FEATURES AND SECTIONS

Overview

"Overview" is the section that takes you to the main menu. 

Through this, you can then go to the Taxpayer's Declaration, 

the Annual Tax Reconciliation or the Messages section, through 

which you can contact your payroll accountant.



Tax forms

The next section in the left menu is "Tax Forms". You can use 

these to check your current rebates as well as previous rebates.
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Documents

In this section, the payroll accountant can upload the 

documents she has in her hands (birth certificates of children, 

mortgage contracts, life insurance contracts, etc.). It is also a 

place where you can upload your Taxable Income Certificate if 

necessary, but it is not an obligation.

If the company you work for has this option open, you can 

upload your own documents to this section and they will be 

stored here. You can then just attach these documents to the 

specific rebate when filling in the form. 
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Message

Contact your payroll accountant if you need advice on a 

specific problem or tax issue.

The "Messages" section in the left menu is used as an internal 

email box in the application. It is the only way to get in touch 

with your payroll accountant. You can contact your payroll 

accountant if you need advice on a specific problem or tax 

issue. You can find the name of your payroll accountant in the 

"Help" section.

61

05 OTHER FEATURES AND SECTIONS



Help

In this section you can find answers to the most common 

questions. You will also find a link to our helpdesk email 

address. You can also contact us with technical questions in 

our online technical chat, which is in the bottom right corner of 

the screen.

The chat is online every weekday from 10.00 to 15.00. Beyond 

these times, you can still send us your questions and we will 

respond as soon as we are online.
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No verification code arriving

In general, if you have any technical problem, you should 

refresh the page and repeat the process. If the problem 

persists, use the chat in the bottom right corner to get 

advice on how to proceed.

For security reasons, every time you try to log in, a four-digit 

verification code is emailed to you to fill in on the app.

If you don't receive the verification code, you can have it sent 

again via the "Resend code" link.In some cases it may take a 

few minutes for the code to arrive, so please be patient. It also 

always depends on your employer's network, which may delay 

or even block the verification email.

We recommend you check your spam and junk mail folder or 

try logging in later. If you do not receive the verification code 

repeatedly, please contact technical support (chat in the 

bottom right corner).
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I forgot my login details

If you have forgotten your login password, please select "Forgot 

your password?". A password reset will be sent to your email.

If you don't remember your email, you may have changed it to 

your private email. If none of your emails are registered in the 

app, please contact us in the tech chat in the bottom right 

corner of the screen. 
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The application is not responding

If the app is not responding, please try refreshing the page. 

Alternatively, try another browser or an anonymous window.

If the app is still not responding, please contact us in the 

technical chat in the bottom right corner of the screen. 
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Tax residence

If you, as a foreigner, want to claim tax rebate other than the 

Basic Taxpayer Rebate in the monthly rebates, you must 

provide tax domicile or proof of permanent residence. 

Confirmation of temporary residence will not be accepted. If 

you do not upload either of these documents, you may be able 

to have an annual settlement made and claim the Basic 

taxpayer rebate, however, the other rebates cannot be claimed.

Tax domicile:
Tax domicile is a document issued by the tax office of the 

Czech Republic that confirms that you are a tax resident in the 

Czech Republic.

Permanent residence certificate:
This is a certificate issued by the Ministry of the Interior of the 

Czech Republic stating that your residence status in the Czech 

Republic is permanent.
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I missed the deadline for claiming 
tax rebates in my annual tax 
reconciliation

If it is a few days after the deadline, contact your Payroll 

Accountant who is processing your application as soon as 

possible. You can do this via the 'Help' section or directly in the 

'Messages' section.

It all depends on the individual agreement. However, if it is a 

longer period of time, there is unfortunately nothing that can 

be done. You will have the opportunity in the next period and 

you will now have to file your tax return.

67

07 FAQs



I process my own taxes

If you do your own tax return, you can still claim the Monthly 

Rebates you are entitled to. 

Importantly, even in your case, you need to enter the Annual 

Tax Reconciliation and answer an initial questionnaire which 

will assess that you do not want to do the Annual Tax 

Reconciliation in the application. This is the only way your 

payroll accountant will be informed that you are doing your 

own taxes and will be sent a Confirmation of taxable income.
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I need advice, who can I contact?

If you are having technical difficulties like logging in, can't 

upload a document, etc., feel free to contact us via chat directly 

in the app. The technical support on this chat is not able to see 

your application and therefore cannot advise you on tax issues 

and your application.

If you have questions about your specific situation and specific 

rebates, please contact your payroll accountant via the 

"Messages" section. The chat in the application is not used for 

these purposes.

Technical support is also available to you at the following email 

address helpdesk@payminator.cz.

mailto:helpdesk@payminator.cz


I need to make a change in an 
application that has already been 
submitted

If you need to make any changes to an application you have 

already submitted, you can go back to it. Please note that the 

moment you reopen the application, the original submission 

will be deleted and you will need to go to the last step again to 

submit the application for approval.
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Confirmation from the other parent 
that the child tax rebates are not 
applied

In order to claim the child rebate, you must upload a certificate 

from the other parent stating that the child rebate does not 

apply. This certificate will be issued by the other parent's 

employer. It is also necessary to submit the certificate if the 

other parent is an employee and on maternity or parental 

leave, as the contractual relationship with the company is still 

ongoing.

If the other parent is unemployed or self-employed, it is 

possible to upload an affidavit instead of the certificate, which 

can be downloaded directly from the rebate.



Change of email/personal 
details/password

To change or edit your email, password or personal 

information, click on your name in the top bar and select 

"Profile Administration". This will take you to your profile where 

you can make any changes to your personal details, email or 

password. Be sure to save your changes.

72

07 FAQs



Reset password

If you want to log in to the app and don't remember your 

password, please click on "Forgot your password?" on the 

application login page. A reset will be sent to your email and 

you can set a new password.
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Verification code

The verification code is used for two-phase login to the 

application. It will be sent to your email and is valid for 8 

minutes. Occasionally, the code may be delayed. This is 

because your company IT may delay these codes. Please be 

patient, the code will always arrive.
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How to contact the payroll 
accountant

Contact your payroll accountant if you need advice on a 

specific problem or tax issue. 

You can contact her via the "Messages" section in the left 

menu. Messages serves as an internal email inbox within the 

application. It is the only way to get in touch with your payroll 

accountant. You can find the name of your payroll accountant 

in the "Help" section.
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Documents

In the left menu there is a section called "Documents". This 

serves as an internal storage.

UPLOAD ALL DOCUMENTS THAT ARE NEEDED TO APPLY 

REBATES TO SPECIFIC REBATES. NOT TO THE DOCUMENTS 

SECTION. This folder is used, for example, for your payroll 

accountant to upload documents that she has, etc. Documents 

that are in this section are not automatically assigned to 

rebates.
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If you did not find answers to your 

questions in the instructions, please 

contact us via the technical chat in the 

bottom right corner of the Payminator app 

or email helpdesk@payminator.cz

Kontaktovat

CONTACT

mailto:helpdesk@payminator.cz
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