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9.8  Who should | contact if | have questions? 35

2 Glossary

Term

Description

AR Reference

Unique application reference number assigned by the
Central Bank (e.g. AROOO0O0001)

CBI Code

The applicant firms unique reference number on the
Central Bank Portal

Central Bank

The Central Bank of Ireland

Crypto-Asset Service Provider (CASP) - an entity

CASP providing services related to crypto-assets as defined
under MiCAR

Portal The Central Bank of Ireland Portal used to submit CASP
applications. Available at the following page

MiCAR Markets in Crypto-Assets Regulation (EU) 2023/1114

Point of Contact

The designated individual within the organisation who
will receive Secure messages from the Central Bank of
Ireland regarding an application

Portal
Administrator

The user within the institution responsible for managing
Portal access and user permissions

Pre-Application

The initial stage of the CASP authorisation process, used
to provide preliminary information to the Central Bank

Application

The formal application for CASP authorisation, submitted
following completion of the Pre-Application stage
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3 Overview

3.1 Purpose of This Guidance
This document provides step-by-step system guidance for applicant firms seeking
Crypto-Asset Service Provider (CASP) authorisation from the Central Bank. It
explains how to submit pre-application and application documentation using the
Central Bank Portal, manage the application, and communicate securely with the
Central Bank.

This guidance is intended for:

e Portal Administrators managing user access within the organisation
e Applicant firms applying for CASP authorisation
« Staff members responsible for preparing and submitting applications

Please read this guidance in combination with:

e TheCentral Bank's CASP regulatory requirements
o Therelevant application forms and templates

e Any additional guidance published by the Central Bank

3.2 Overview of Pre-Application & Applications Submission Process
The authorisation process consists of two phases, the Pre-Application and
Application. The Pre-Application phase consists of two key stages:

e Pre-application meeting(s) (including the submission of a presentation on the
Applicant’s proposal)
e Submission of a Key Facts Document (KFD).

The Application phase commences on completion of the Pre-Application phase.

The tables below describes how applicant firms should submit documentation at each
stage of the application process, the documents required and the submission method
via the Portal.

Pre-Application Stage

Required Documents Portal Submission Type

Presentation Pre - Application Form

Key Facts Document (Attachment)

Secure Messaging
Any Additional Clarifications
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Application Stage

Required Documents Portal Submission Type

CASP Application Form

Programme of Operations Application

Supporting Documentation

Any Additional Clarifications Secure Messaging

4 Portal Information & Set up

4.1 Inactivity
A Portal login session times out after eight hours of inactivity, at which point the user
is required to login again (including using the second factor method). When the user
is finished using the Portal, it is recommended that the user exit the system using the
logout link under “Account Settings” in the top right corner of the screen.

4.2 Internet Browser
As explained in the Browser Support Section of the Portal, the Portal should work
with any modern, standards-based browser. The Central Bank does not require, or
recommend, any particular browser as the Central Bank’s websites and public-facing
applications support the current versions of all major browsers. Testing is
concentrated on the most used browsers. Currently, this specifically includes Chrome
and Edge.

4.3 Set up of the CASP Institution
Contact the Authorisation Team at the following email address:
caspauthorisations@centralbank.ie

Please provide the following information:

1. Theorganisation's name

2. Abrief description of the proposed CASP activities

The CASP Authorisation Team will initiate the setup of the Institution by creating it
on the Central Bank internal system. This will generate a unique reference code for
the Institution i.e. the CBI Number. An example is as follows: CBIOOXXXXX (where
the X represents a numeric value).

4.4 Portal Access & Registration
To access the Central Bank Portal:
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1. Visit the following link

2. Click "Register for the Central Bank Portal" if you do not already have a Portal
account

3. Follow the registration process and provide the email address

4. You will receive aregistration confirmation email with instructions to activate
the account

5. Once activated, you can log in using the email address and password

6. You will also be provided with a Person Code.

For detailed registration instructions, please refer to the section on the Central
Bank's website.

Set up of the first Portal Administrator

Once the CBI Number is created and the designated first Portal Administrator
identified (Person Code), please contact onlinereturns@centralbank.ie to request to
be linked to the Institution.

Please include the full name of the Institution, the CBI Number of the Institution and
the person code of the nominated Portal Administrator.

Logging in to the Portal
To loginto the Portal:

1. Visit the following link
2. Enter the email address and password

3. Complete the second factor authentication (you will receive a code via email or
SMS)

4. Enter the code to complete login

Upon successful login, you will see the organisation's CBl number and name on the
Portal home page.

CBI100497629 Test Crypto Services Inc.

© My Pending Actions

Portal Administration & User Permissions
The Portal Administrator is responsible for adding new users to the institution and
managing access for all users.
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The “Authorisations” tab on the left-hand side menu will not be available to a user
until the Portal Administrator gives the user the Authorisations permissions.

In order to grant the Authorisations permissions to a user, navigate to “Portal
Administration” and select “Manage Users” on the menu:

CBI00497629 Test Crypto Services Inc.

a8 ins i Manage Users

& My

@  Pending Actions
Showing 5 v entries Filter Q
B Fortal Ad

M

Admin Benny Black UAD302434 Blockchaingtest je Added -

Actions =

Shawing 1 ta 1 of 1 entries .

® Hep

Next, navigate to the “Actions” dropdown and select “Manage Permissions”

CB100497629 Test Crypto Services Inc.

fHome = Manage Users

Manage Users

Showing 5 v entries Filter Q

b Person Name s Person Code User Status

Admin Benny Block UAD302434 Blockchain@test.ie Added = s o
Manage Permissions
Showing 1 to 1of 1 entries .

The “Manage Permissions" screen will allow the Portal Administrator to update their
(and other users) permissions.

As the Portal Administrator, the first permission they will need to provide themselves
with is “Manage Users”

This will allow the Portal Administrator to add new users.

Navigate to “Portal Administration” and tick the “Add” box beside ‘Manage Users’
(they may also select “Remove” for future reference)

CBI00497629 Test Crypto Services Inc.

Portal Administration

View Add Remove Al
Manage Delegates D D D [:]

Next select “Authorisations,” the Portal Administrator can choose to see Individual
User or All Users:
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CBI00497629 Test Crypto Services Inc.

Request New CBI Number

Request New CBl Number D

Investment Funds

Investment Funds D

Beneficial Ownership

Edit View All

Beneficial Ownership D D D
Authorisations

Authorisation Applications - All Users

Authorisation Applications - Individual
User

.
Click save:
CBI100497629 Test Crypto Services Inc.
Home > Manage Users > Manage Permissions
Manage Permissions
x
User Person Code Email Address
Benny Block UA0302434 Blockchain@test.ie
Portal Administrator @
General v
Edit View Execute All
Returns Notifications - Institution
Default Settings D D D
Institution Details v
Messages v
View Create All
Messages- All Users ) ) O)
Messages - Individual User [:] [:] D
Request Changes v
View Add All
S
All Request Changes m m m e

+ The user's permissions have been updated
successfully

We recommend that the user logs out of the Portal and logs back in to
ensure all changes take effect.

Log out and log back in.

The “Authorisations” tab is now visible.
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a hEireann
d

Q Banny Block
Administrator

refan

CBI00497629 Test Crypto Services Inc.

Home > Autherisation Applicatians

B Authorisation Applications

Create New Application

Open Applications | Closed Applications

rtal Ad

Help &

The Portal Administrator will now be able to add new users to the Institution on the
Portal.

To do so, navigate back to “Portal Administration” > “Manage Users” and click “Add
New User.”

Q
CBIl00497629 Test Crypto Services Inc.
Manage Users
Showing 5 v entries Filter Q
User Type $ Parson Name $ Parson Code E-mail User Status * Last Login
Admin Benny Block UAO302434 Blockchain@test.ie Added - s
Showing 1to 1of 1 entries First

Q Benny Block

Administrator e
CBI00497629 Test Crypto Services Inc.
Home > Manage Users > Add New User
Add User
x

To add a user to an institution please enter 3 valid Person Code and e-mail and click "Find User".

‘When the user appears in the search result, click Add User to connect the user to your institution.

Q, Find User

Person Code Email

Enter the “Person Code” and “Email” (which the other users will have received by
registration as shown earlier in the guidance) and “Find User.”

Then select “Add User”.
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Q Benny Block -
Administrator
Home » Manage Users > Add New User
Add User
x
To add a user to an institution please enter a valid Person Code and e-mail and click "Find User”.
‘When the user appears in the search result, click Add User to connect the user to your institution.
Q Find User
Person Code Email
UAQ302436 wallet@blocktest.ie
= User
Person Name Person Code
William Wallet UA0302436 wallet@blocktest.ie '

The new user is added as a “user”

Q Benny Block -
Administrator
CBI00497629 Test Crypto Services Inc.
Manage Users
Showing 5 v entries Filter Q

s Person Name b4 Person Code

Admin Benny Block UAD302434 Blockchain@test.ie Added -

Actions
® User William Wallet UAD302436 wallet@blocktest.ie Added -
Showing 1to 2 of 2 entries First  « »  last

The Portal Administrator can now manage new user’s access as shown at the
beginning of this section 3.7.

5 Pre-Application Stage

5.1 Submitting the Pre-Application
Step 1: Navigate to Create New Application

1. Logintothe Portal
2. Select "Authorisations" from the left-hand menu

3. Click "Create New Application"
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Benny Block

&
0

Administrator

CBI00497629 Test Crypto Services Inc.

Home > Authorisation Appiications

B Authorisation Applications

Create New Application
Pending Actions

Authorisations
Portal Administration Filter

Help &

© o ® O k B

Eefesne Application Type 1= —— Submitted By Point of Contact Status Edit

No authorisation application records found

Showing 0 to  of 0 entries

Step 2: Select Pre-Application (CASP)
From the application type dropdown, select "Pre-Application (CASP)"

Banc Ceannais na hEireann
C nk of Ireland

CBI00497629 Test Crypto Services Inc.

#  Home Home » Authorisation Applications » Create New Application

Institution Details Create New Application

Sy e e Please choose an application type from the list below. This application will be submitted on behalf of Test Crypto Services Inc.

Pending Actions If you wish to submit an application:

Authorisations * On behalf of another institution, please select that institution from the context selector above

Messages Pre-Application (CASP)

Portal Administration
Application (CASP)

Help &

The Pre-Application form will open. The form contains four sections:
o Supporting documentation (mandatory)
e Related Applications
o Point of Contact (mandatory)
« Comments

5.2 Uploading Supporting Documentation

The Supporting documentation section allows you to upload files that support the
Pre-Application.

Please note once you have submitted the Pre-Application all other supporting
documents must be submitted via Secure Message.

To upload documents:

1. Navigate to the "Supporting documentation" section to upload the
presentation on the Applicant’s proposal

2. Click "Select File" to open the computer's file explorer, or drag and drop files
directly into the upload area
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S s Q
CBI00497629 Test Crypto Services Inc.

Crypto-Asset Service Provider (CASP) Pre-submission
My Institution Profile

Pending Actions

Authorisations

Supporting documentation *

Portal Administration

Help &

B selectFile

3. Choose the file(s) you wish to upload and click "Open"

4. The file(s) will appear in the upload area

Supporting documentation *

Please attach documentation that supports your application submission.

CASP Presentatio
ndocx

To remove a document:

Q

e Click the erasericon next to the document name

To add additional documents:

e Click thefileicon o to add morefiles

Related Applications

The "Related Applications" field is used to link the pre-Application to any previous
applications.

For the Pre-Application:

o Leave this field blank (this field is used when submitting the Authorisation
Application and linking it to the Pre-Application)

Related Applications

If vou have pr: uslv submitted an application that should be considered in the context of this submission (e.g. pre-submission), please specify the Application Reference(s) below. If you do not have the Application

add details in the Comments field

No entri

Click the butto anew entry.

Add new application reference

Designating a Point of Contact

The Point of Contact is the individual within the organisation who will receive all
correspondence from the Central Bank regarding this Pre-Application.

To designate a Point of Contact:
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1. Click the "Point of Contact" dropdown menu.

Point of Contact * Select D
All correspondence in relation to this application will be directed to the

ere. This field can be edited from the

Benny Block - UA0302434

Authorisation Applications grid.

William Wallet - UAD302436

2. Select the appropriate individual from the list of users associated with the
Institution.

3. This person will receive all secure messages and correspondence related to the
Pre-Application

Note: The Submitter will also receive secure messages

Important: Ensure the Point of Contact is aware of their designation and has the
necessary permissions to access messages (see Section 6.2 for information on
messaging permissions).

5.5 Adding Comments

The "Comments" section allows you to provide additional information or context
about the Pre-Application.

Comments: Test Wording / Test Wording / Test Wording / Test Wording/Test Wording / Test Wording / Test Wording / Test

Wording/Test Wording / Test Wording / Test Wording / Test Wording/Test Wording / Test Wording / Test Wording /

Use this section to:
e Provide context for the application.
o Highlight any key points for the Central Bank's consideration.
e Clarify any information in the supporting documents.

Comments are optional but recommended where they add value to the submission.

5.6 Submitting the Pre - Application
At the bottom of the form, there are three buttons:

Button Function

Closes the form without saving. Any information entered will be

|
Close lost.

Closes the form without saving. Any information entered will be

Save & Close
lost.

Submits the completed form to the Central Bank. Once submitted,

Submit you cannot edit the form.
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To submit the Pre-Application:
1. Review all information to ensure accuracy and completeness.

2. Ensure all mandatory fields are completed (Supporting documentation and
Point of Contact).

3. Click "Submit".

\/ Success! ¢ I

Application uploaded pending
validation.

4. A confirmation message will appear indicating the submission has been
received and is pending validation.

5. Refresh the page to see the application status updated to "Submitted”.
Open Applications Closed Applications

Reference

Application Type 1=

ARO0003036  Pre-Application (CASP) 25/02/2026 11:44 Benny Block - UA0302434 William Wallet - UA0302436 2 Actions =

AR00002979 Pre-Application (CASP) 24/02/2026 10:32 Benny Block - UA0302434 Benny Block - UA0302434 Submitted z Actions ~

5.7 Submission Status Tracking
After submitting the Pre-Application, you can track its progress via the Portal:

1. Navigate to "Authorisations" in the left-hand menu.

2. The Pre-Application will appear in the "Open Applications" tab.

3. The "Status" column shows the current stage of the application.
For information on application statuses, see Section 5.2.

You will also receive secure messages from the Central Bank if additional
information is required or when the Pre-Application has been reviewed and the
Central Bank has comments on the Pre-Application.

6 Application Management

6.1 Understanding the Application Grid

The Application Grid (see screen shot below) provides an overview of all the CASP
Pre-Applications and Applications submitted to the Central Bank.

To access the Application Grid:
1. Logintothe Portal
2. Select "Authorisations" from the left-hand navigation menu.

The Application Grid displays the applications in two tabs:
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« Open Applications: Applications that are currently being assessed.

o Closed Applications: Finalised applications (approved, refused, withdrawn,
etc.)

The Application Grid displays the following information:

Column Description

The unique application reference number (e.g.,
Reference |, 200000001)
Application ) .. ..
Type Pre-Application or Application
Submitted |Date the Pre-Application / Application was submitted to the
on Central Bank

Subr&l’tted Name of the Portal user who submitted the application
Point of The designated individual receiving correspondence
Contact

Status Current stage of the application (see Section 5.2)

Actions |Dropdown menu with available actions (see Section 5.3)

6.2 Application Statuses

The Status column indicates the current stage of the application and whether action
is required from the financial entity or the Central Bank.

Application Statuses:

Column ‘ Description

] The application has been submitted to the Central Bank
Submitted . e e .
and is awaiting initial review
CBI - Under The Central Bank is reviewing the application
Assessment
ApKIcltci?):t " |The Central Bank requires additional information or
Required documents from you, please check the messages
P.re- ) The Pre-Application has been approved; you may now

Application submit the Authorisation Application
Completed PP

CBI - The Central Bank is checking whether the Authorisation

Completeness . e
Check Application is complete
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Remains

Incomplete - [The application is incomplete and the Central Bank has
Refusalto |decided not to proceed with review

Review

The application has been approved, and you have been

Authorised granted CASP authorisation

Completed ([The application process has been completed

Submitted [The application has been closed

CBI - Under
Assessment

The application has been placed on hold due to inactivity

What to do when status is "Applicant - Action Required":
1. Check the secure messages for details of what is required.
2. Prepare the requested information or documents.

3. Send the documents to the Central Bank via secure message (see Section
6.4)

4. The status will update once the Central Bank receives and reviews the
Submission.

Create New Application
! OpenApp\inatian:_I ICIﬂsedAppHcatmr\sI

Application Type 1= Submitted On Point of Contact
ARQD003108  Pre-Application (CASP) Benny Block - UA0302434 Benny Block - UAD302434 Draft Saved 2 Actions ~
AROD003035  Pre-Application (CASP) 25/02/2026 11:44 Benny Block - UAD302434 William Wallet - UAU302436 Submitted Vi Actions ~
ARDD002979  Pre-Application (CASP) 24/02/2026 10:32 Benny Block - UA302434 Benny Block - UA0302434 Submitted 7 Actions ~
AROD002174  Application (CASF) 11/02/2026 16:06 Benny Block - UA0302434 William Wallet - UA0302436 ;S:e:m”‘;:; Vi Actions
AROD002173  Pre-Application (CASP) 11/02/2026 16:05 Benny Block - UAD302434 William Wallet - UA0302436 :;::3 - Action Vi Actions ~

6.3 Managing The Applications
The “Actions” dropdown presents the User with additional actions which can be
performed on the Application.

Actions =

N

Submitted

X

View Application
Withdraw

D

View Documents

%
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6.4 Viewing The Application
To view a submitted application:

1. Locate the applicationin the grid.
2. Click the "Actions" dropdown menu.
3. Select "View Application".
The application view allows you to:
e Review the information you submitted.
e View any documents you uploaded.
e Create new messages to the Central Bank.
o Seethe application reference number (AR reference).

6.5 How to Withdraw an Application
You may withdraw an application at any time before a final decision is made.

To withdraw the application:
1. Locate the application in the grid.
2. Click the "Actions" dropdown menu.

3. Select "Withdraw".

CBI00497629 Test Crypto Services Inc.

Home > Authorisation Applications > Withdraw Application

Il Withdraw Application
You are about to withdraw the following application:
Application Ref Application Type Submitted On Submitted By Point of Contact. Status

AR00002175 Authorisation (CASP) 11/02/2026 1607 Benny Block - UAD302434 Benny Block - UA0302434 Submitted

Once withdrawn, the Central Bank will cease to assess this application, and no further action will be taken.
Select ‘Cancel to return to the previous screen. Or if you wish to proceed, please enter rationale in the text below and click 'Submit

| THIS ACTION CANNOT BE UNDONE.

L=

A window will appear asking you to provide a reason for Withdraw.
Enter the reason (minimum 10 characters required).

Click "Withdraw".

N o 0 A

A confirmation window will appear.
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You are about towithdraw this application.

I This action cannot be undone. I

Select "Continue’ to proceed, or 'Cancel’ to return to the screen.

8. Click "Continue" to confirm the Withdraw.

The application will be moved to the "Closed Applications" tab with a status of
"Withdrawn.”

CBI100497629 Test Crypto Services Inc.

Home > Autharisation Applications

|l Authorisation Applications

Create New Application
Open Applications | Closed Applications

Application Type Submitted On 1=

AR00Q02175 Authorisation (CASP) 11/02/2026 16:07 Benny Block - UA0302434 Benny Block - UAD302434 Withdrawn Actions ~

Important: Once withdrawn, the application cannot be reactivated. You will need to
submit a new application if you wish to proceed with authorisation.

6.6 Viewing Submitted Documents

All documents you have submitted as part of the application are stored in one
location for ease of reference.

To view submitted documents:
1. Navigate to "Authorisations" in the left-hand menu.
2. Locate the applicationin the grid.
3. Click the "Actions" dropdown menu.
4

Select "View Documents". An Application Documents grid will appear which
displays all the documents submitted by the institution in relation to his
application.
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Home > Authorisation Applications » Appiiation Documents

B Application Documents
Document Name: Created On 1= Added By Source
Programme of operations business plan 2.docx 13/02/2026 10:39 Benny Black - UAD302434 Secure Message
CASP Supporting Doc 5.docx 13/02/2026 10:39 Benny Block - UAD302434 Secure Message
CASP Supporting Doc 4.docx 13/02/2026 10:39 Benny Block - UAD302434 Secure Message
Programme of operations business plan 1.docx 13/02/2026 10:38 Benny Block - UA0302434 Portal Submission
CASP Supporting Doc 3.docx 13/02/2026 10:38 Benny Black - UAD302434 Portal Submission
CASP Supporting Doc 2dsx 13/02/2026 10:38 Benny Block - UAD302434 Portal Submission
CasP Application Form.doox 13/02/2026 10:38 Benny Block - UAD302434 Portal Submission

Showing 1o 7 of 7 entries 1 10 v

The “Source” signifies if the document was submitted via Portal Submission or
Secure Message.

6.7 Editing a Draft Application

If you have saved an application as a draft (without submitting), you can return to it
later to make changes.

To edit a draft application:
1. Navigate to "Authorisations" in the left-hand menu.
2. Locate the draft application in the grid (it will show a status of "Draft Saved").

3. Click the "Actions" dropdown menu.

Application Type 1=

AR00003108 Pre-Application (CASP) Benny Block - UA0302434 Benny Block - UAD302434 Draft Saved z

ARD0003036 Pre-Application (CASP) 25/02/2026 11:44 Benny Block - UA0302434 William Wallet - UA0302436 Submitted | edit
ARD0002979 pre-Application (CASP) 24/02/2026 10:32 Benny Block - UA0302434 Benny Block - UA0302434 Submitted o Cancel Draft

View Documents
ARD0002174 Application (CASP) 11/02/2026 16:06 Benny Block - UA0302434 William Wallet - UAD302436 CBI - Under Assessment z

4. Select "Edit".

5. The application form will open, showing all previously entered information.
6. Make the necessary changes.
7

Click "Save & Close" to save further changes, or "Submit" when ready to
submit.

Note: Once an application is submitted, it cannot be edited. You can only view it
or withdraw it.

6.8 Cancelling an application
You may cancel a draft application that you do not intend to submit.

To cancel an application:
1. Navigate to "Authorisations" in the left-hand menu.

2. Locate the applicationin the grid.

3. Click the "Actions" dropdown menu.

Application Type =

AR00003108 Pre-Application (CASP) Benny Block - UAD302434 Benny Block - UA0302434 Draft Saved Z
AR00003036 Pre-Application (CASP) 25/02/2026 11:44 Benny Block - UA0302434 William Wallet - UA0302436 submitted 2 | Edit
AR00002979 Pre-Application (CASP) 2470242026 10:32 Benny Block - UAQ302434 Benny Block - UAQ302434 Submitted ¢ ||Cancel Draft

View Documents
AR00002174 Application (CASP) 11/02/2026 16:06 Benny Block - UA0302434 William Wallet - UA0302436 CBI - Under Assessment I
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4. Select "Cancel Draft".
5. Aconfirmation window will appear asking you to confirm the cancellation.
6. Click "Yes" to confirm.

The application will be moved to the "Closed Applications" tab with a status of
"Draft Cancelled”.

B Authorisation Applications

reate icati
OpenApglications | Closed Applications

ARDOO02175 Authorisation (CASP) 11/02/2026 16:07 Benny Block - UAD302434 Benny Block - UAD302434 Withdrawn Actions ~

ARDD0D2058 Pre-Application (CASP) 04/02/2026 17:00 Benny Block - UA0302434 william wallet - UAD302436 Pre Application Completed Actions ~

ARDO0D2145 Authorisation (CASP) Benny Block - UA0302434 Benny Block - UAD302434 Draft Cancelled Actions ~

Jaro0002147 Authorisation (CASP) Benny Block - UAD302434 Benny Block - UAD302434 Draft Cancelled || Actions -

Note: Cancelled applications cannot be reopened. You will need to create a new
application if you wish to proceed.

6.9 Editing the Point of Contact
You may amend the Point of Contact at any point providing the application is active.

To amend the Point of Contact:
1. Navigate to "Authorisations" in the left-hand menu.
2. Locate the applicationin the grid.

3. By clicking the 7 symbol a drop-down menu appears allowing the User to
amend the value.

Benny Block - UAD302434 Submitted

Benny Block - UAD302434 selmlna A eane

- Applicant - Action
William Wallet - UAD302436 Required

4. Clicking * will cancel the action.

5. Clicking ~ will approve the action.

7 Secure Messaging

7.1 Overview of Secure Messaging
When available/Once the Pre-Application / Application has been submitted, all
communication with the Central Bank takes place via the Portal's secure messaging
system.
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The Central Bank will use secure messages to:
e Request additional information or documents.
e Provide updates on the application status.
« Notify you of decisions (e.g., approval, refusal).
« Send formal correspondence (e.g., authorisation letters).

7.2 User Permissions for Messaging

To access and use Secure Messaging, the Portal Administrator must assign you the
appropriate messaging permissions.

To request messaging permissions:

Contact the Portal Administrator and ask them to assign you the appropriate
messaging permissions. You will require:

o Messages - Individual User (or Messages - All Users if you need to see all
correspondence for the institution)

e Messages - View
o Messages - Create (if you need to send messages)

7.3 How the Portal Administrator assigns permissions
Navigate to Portal Administration on the Left-hand menu.

1

2. Select Manage Users.
3. Select the User.
4

Select Actions & Manage Permissions.

Benny Block

ais na hfircann a
k of Ireland Administrator

CBI00497629 Test Crypto Services Inc.

Home Home >Manage Users

Institution Details Manage Users

Admin Benny Block UA0302434 Blockchain@test.ie Added =

® User William Wallet UA0302436 wallet@blocktest.ie Added -

5. Navigate to “Messages”.

6. The User can choose between “Messages - All Users” and “Messages -
Individual User”.

CBI100497629 Test Crypto Services Inc.

Messages

Messages - All Users
Messages - Individual User

O ®
O ®©
O ©
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7. Select the preferred configuration and save

CBI00497629 Test Crypto Services Inc.

Home » Manage Users » Manag

Manage Permissions

Expand Al |

User Person Code Email Address
Benny Block UAD302434 Blockehain@test i
Portal Administrator @ [¥)
General A
Messages v
View Create Al
Messages - All Users [v] ] [~]

Messages - Individusl User M ) OJ

Request Changes

Portal Administration

Fitness and Probity

F&P Admin M

Proposers O Save

7.4 Messages - Individual User

The Individual User permission will only show the User messages that have been sent
to them, they will not be able to see messages sent to other Users of the institution.

7.5 Messages - All Users

The All-Users permission will allow the User to see all messages sent to all users who
are associated with the institution.

Banc Ceannais na hfireann
Kk r

CBI00497629 Test Crypto Services Inc.

Home » Messages

Institution Details = Messages

My Institution Profile User Benny Block - UAD302434 I - I

All
Benny Block - UA0302434

Pending Actions

Authorisations William Wallet - UA0302436

From Date:

From Clear
Messages
To Date:
Portal Administration To
Help B
Showing 5 ~ entries
From £ To H Subject

No results

7.6 Receiving Messages from the Central Bank

During the Pre-application and Application process the Central Bank will send secure
messages to the designated Point of Contact via the Portal.

This may be to inform the Portal User to submit additional information, missing
information, KFD documents, minded to approve/refuse documents and
authorisation/refusal letters.
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When the Bank sends a secure message the designated Point of Contact and
Submitter of the application will receive an email to the address they have used to
register their Portal account.

Important: The email notification does not contain the sensitive message content.
You must log into the Portal to read the full message.

Example email notification:

A message has been sent to you on the Central Bank of Ireland Portal
regarding: CBIOOXXXXXX.

Please log into the Portal to view this message. All users (including Portal
Administrators) need to be explicitly permissioned to view messages. If you
are a Portal Administrator, you can manage all permissions from the Portal
Administration > Manage Users screen, by choosing the relevant user and
clicking Actions > Manage Permissions. All other users should contact their
firm’s Portal Administrator.

To read a message from the Central Bank:
1. Logintothe Portal.
2. Select "Messages" from the left-hand menu.

3. You will see a notification badge showing the number of unread messages.

a hEireann Q Benny Block
reland Administrator

CBI00497629 Test Crypto Services Inc.

© My Pending Actions & Institution's Portal Administrator(s)

ortal Administrator for qu
issions

s on portal fund

#
=
a
L
[ ]
=
a
L

RTD - RTD Admin Team Benny Block - UAD302434 /AR00002058 05-02-2026 09:31:02

4. Click onthe message to openit.

5. The message window will display:
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IE Messages AR00003036 %
User Benny Block- UADGD2434 From CMF - CASP Authorisations
T Benny Block - UAQ302434; William Wallet - UAC302436
Sent Date 25022026 17:00:33
Classification Confidential
From Date: From E Context ARD0003036
ToDate: T E
Dear User,
Please submit an updated KFD document.
Showing 5~  entries
Kind Regards
> CASP Supervision
From + To * Subject
CMF - CASP Authorisations Benny Block- UAD302434; William Wallet  ARO0003036
- UA0302436
CBI Communications CMF - CASP Authorisati - A 7hi
UA0302434; William Wallet - UA0302436
€BI Communications CMF - CASP Authorisati - A
UA0302434
CMF - CASP Authorisations Benny Block- UAO302434; William Wallet  AR00002297
-UA0302436
€BI Communications CMF- CASP Authorisations; Benny Block - AR00002175 hz
UAD302434
Showing 1t 5 of 6 entries
Attachments:
SaveasFile Mark Unread Reply All

6. The context (the AR application reference number) is hyperlinked and can be
used to bring the User to the application.

7.7 Sending Messages to the Central Bank
You can send messages to the Central Bank to:

e Provide additional information or documents.
e Ask questions about the application.

e Request clarification on requirements.

e Provide updates on the application.

7.8 Replying to a Message
To reply to a message from the Central Bank:

1. Open the message you wish to reply to.
Click the "Reply" button at the bottom of the message.

A reply form will open.

> w0

The "To" field will be automatically populated with the Central Bank's CASP
Authorisations team.

The "Subject" field will be automatically populated with the AR reference.
Type the reply in the message body.

(Optional) Click "Add Document" to attach supporting files.

Click "Send".

S

7.9 Sending a New Message

You can also send a new message to the Central Bank without first receiving a
message from them.

To send a new message:
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Navigate to "Authorisations" in the left-hand menu.
Locate the application in the grid.

Click the "Actions" dropdown menu.

Select "View Application”.

Scroll to the bottom of the application view.

S A R S o

Click "Create New Message".

Central Bank of Ireland Page 26

CBI00497629 Test Crypto Services Inc.

Related Applications.

y submitted an application that should be considered in the context of this submission (e g. pre-submission), please specify the App

No entries

Point of Contact *

William Wallet - UA0302436

Comments: test

cation Reference(s) below

fyou do not have the Application Reference, please add details

[ -

A message form will open.

team.
9.
10.Type the message in the message body.
11.(Optional) Click "Add Document" to attach supporting files.
12.Click "Send".

The "To" field will be automatically populated with the CASP Authorisations

The "Subject" field will be automatically populated with the AR reference.

BepnuBlock

'CMF - CASP Authorisations |

Business Process Context

AR00003036 Pre-Application (CASP)

I Subject /AR00003036 Pre-Application (CASP) I
Sanssenft ¢ B I % U = = A & Nomal 3 Nomal ¢ T
Dear team
Please see attached
Kind regards
I 1
IA““"'“*"“: @ CASP SupportingDoc 3.docx X @ CASP Supporting Doc4doos I

I Add Document EI:II
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7.10 Viewing The Message History
You can view all messages you have sent and received via the Messages section.

To view the message history:
1. Select "Messages" from the left-hand menu.
2. You will see two tabs:
o Inbox: Messages received from the Central Bank
o Sent: Messages you have sent to the Central Bank
3. Click on any message to view its full content.

Important: All documents sent via secure message will be stored with the
application and can be viewed in the "View Documents" section (see Section 6.6).

8 Application Stage

The “Application” is the second stage of the process to obtain CASP Authorisation
approval.

8.1 When to Submit the Application
You can only submit the authorisation Application after:

1. The Pre-Application status has changed to "Pre-Application Completed”.

2. You havereceived a secure message from the Central Bank confirming you may
proceed.

CBI100497629 Test Crypto Services Inc.

Home » Authorisation Applications

B Authorisation Applications

ARDOD02058 Pre-Application (CASP) 04/02/2026 17:00 Benny Block - UA0302434 William Wallet - UA0302436 e Application Actions ~
omplete

Showing 1 to 1 of 1 entries i 5 v

8.2 Submitting the Application

Once you have received confirmation that the Pre-Application has been complete
from the Central Bank you may proceed, following the steps below

Step 1: Navigate to Create New Application
1. Logintothe Portal.

2. Select "Authorisations" from the left-hand menu.
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3. Click "Create New Application".
4. Click "Application (CASP)".

Banc Ceannais na hEireann
Central Bank of Ireland

CBI100497629 Test Crypto Services Inc.

Home Home > Authorisation Applications > Create Mew Application

Institution Details L Create New Application

Sy e E T il Please choose an application type from the list below. This application will be submitted on behalf of Test Crypto Services Inc.

Pending Actions If you wish to submit an application:

A= = Onbehalf of another institution, please select that institution from the context selector above

Messages Pre-Application (CASP)

Portal Administration
Application (CASP)

Help £

Step 2: Complete Application form
The authorisation Application form will open. The form contains six sections:
o Application Form (mandatory)
e Programme of Operations / Business Plan (mandatory)
o Supporting documentation (mandatory)
e Related Applications
o Point of Contact (mandatory)
« Comments

8.3 Uploading the Application Form

The Application Form is the formal CASP authorisation application document
provided by the Central Bank available to download here.

e Only 1file can be uploaded in this section
To upload the Application Form:
1. Navigate to the "Application Form" section.

2. Click "Select File" to open the computer's file explorer or drag and drop the
file directly into the upload area.

3. Choose the completed Application Form and click "Open”.
4. The file will appear in the upload area.

8.4 Uploading Programme of Operations/Business Plan

Only 1 file can be uploaded in this section (Additional files can be submitted via
Secure Message)
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To upload the Programme of Operations:
1. Navigate to the "Programme of Operations/ Business Plan " section.

2. Click "Select File" to open the computer's file explorer or drag and drop the
file directly into the upload area.

3. Choose the completed Programme of Operations document and click "Open”.
4. The file will appear in the upload area.

8.5 Uploading Supporting Documentation

Please refer to Application Form for authorisation as a Crypto-Asset Service
Provider for a list of the supporting documents that should be submitted.

To upload Supporting documentation:
1. Navigate to the "Supporting documentation" section.

2. Click "Select File" to open the computer's file explorer or drag and drop files
directly into the upload area.

3. Choose the file(s) you wish to upload and click "Open”.
4. The file(s) will appear in the upload area.
To remove a document(s):

&

e Click the erasericon next to the document name

e Hoveringover afile in Supporting documents will show a red X, individual
documents can be deleted using this functionality

D

(CASP Supporting CASP Supporting CASP Supporting CASP Supporting
Doc 4.docx Doc 5.docx Dioc 2xlsx Doc 3docx

To add additional documents:

e Click thefileicon o to add more files

8.6 Linking Related Applications

The "Related Applications" section allows you to link the Application to the Pre-
Application.

To link the Pre-Application:
1. Navigate to the "Related Applications" section.

2. Click "Add new Application reference”.
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Related Applications

an application that should be considered in the context of this submission (e.g. pre-submission), please specify the Application Reference(s) below. If you do not have the Application Reference, please add details

Click the bu

‘Add new application reference

3. Afield will appear for you to enter an application reference number.

4. Enter the Pre-Application AR reference number (e.g. AROOO00001).

Related Applications

If you h d an application that should be considered in the context of this submission (e.g. pre-submission), please specify the Application Reference(s) below. If you do not have the Application

s in the Comments field.

Application reference AR m

Add new application reference

Where to find the Pre-Application AR reference:

1. Navigate to "Authorisations" in the left-hand menu.
2. Click the "Closed Applications" tab.
3. Locate the Pre-Application.

4. The AR reference is shown in the "Status" column.

CBI00497629 Test Crypto Services Inc.

me » Authorisation Apglications.

o
I8 JAuthorisation Applications

Create New Application
Open Applications Closed Applications |

Reference Application Type
ARDD002058 Pre-Application (CASP) 04/02/2026 17:00 Benny Block - UA0302434 William Wallet - UAD302436 Pre Application Completed Actions |
ARD0002145 Authorisation (CASP) Benny Block - UA0302434 Benny Block - UA0302434 Draft Cancelled Actions |

5. Copy this reference number and paste it into the "Related Applications"
field.

To add additional application references:

e Click "Add new application reference" again.

e Thisallows you to link multiple related applications if applicable.
To remove an application reference:

e Clickthe T jcon next to the reference number.
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Designating a Point of Contact

The Point of Contact is the individual within the organisation who will receive all
correspondence from the Central Bank regarding this Application.

To designate a Point of Contact:
1. Navigate to the "Point of Contact" section.

2. Click the dropdown menu.

Point of Contact *

elation to this application will be directed to the

n be edited from the

Benny Block - UA0302434

William Wallet - UA0302436

3. Select the appropriate individual from the list of users associated with the
institution.

4. This person will receive all secure messages related to the authorisation
Application.

Note: The Submitter will also receive secure messages.

Important considerations:
e Ensure the Point of Contact is aware of their designation
e Confirmthey have the necessary permissions to access messages
e The Point of Contact can be changed at any time

Adding Comments
The "Comments" section allows you to provide additional information or context
about the Application.

Eanments Test Wording / Test Wording / Test Wording / Test Wording/Test Wording / Test Wording / Test Wording / Test

Wording/Test Wording / Test Wording / Test Wording / Test Wording/Test Wording / Test Wording / Test Wording /

Use this section to:

e Explain any significant aspects of the application

Provide context for the business model

e Clarify any complex information

o Draw attention to specific documents

e Explain any changes from the Pre-Application

e Address any known concerns or potential questions
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8.9 Submitting the Authorisation Application
At the bottom of the form, there are three buttons:

Button Function

Closes the form without saving. Any information entered will be

Close lost.

Closes the form without saving. Any information entered will be

Save & Close
lost.

Submits the completed form to the Central Bank. Once submitted,

Submit you cannot edit the form.

To submit the Application:
1. Review all information to ensure accuracy and completeness.
2. Ensure all mandatory fields are completed.

3. Click "Submit".

\/ Success! X I

Application uploaded pending

validation.

4. A confirmation message will appear indicating the Application has been
received and is pending validation.

5. Refresh the page to see the application status update to "Submitted".

8.10 Application Status Tracking
After submitting the Application, you can track its progress via the Portal:

1. Navigate to "Authorisations" in the left-hand menu.

2. The Application will appear in the "Open Applications" tab.

3. The "Status" column shows the current stage of the application.
For information on application statuses, see Section 5.2.

You will also receive secure messages from the Central Bank if additional information
is required or when the Application has been reviewed and the Central Bank has
comments on the Pre-Application.

9 Frequently Asked Questions

9.1 Whatdoldoif I'munable to access the Portal?
If you are experiencing technical issues accessing the Portal:
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4. Check the internet connection - Ensure you have a stable internet
connection

5. Try adifferent browser - Try accessing the Portal using Chrome or Edge
6. Clear the browser cache - Delete cookies and cached data for the Portal

7. Disable browser extensions - Some extensions may interfere with Portal
functionality

8. Check Portal status - Visit the Central Bank website to check if there are any
known issues

If the problem persists:
e Email: onlinereturns@centralbank.ie

o Phone: 01224 4545

e Provide details of the error message you received
e Include the email address and organisation name
For general Portal guidance, visit the following link
For registration and login help, visit the following link

9.2 Whatdo I doif the Point of Contact is out of office?
If the designated Point of Contact will be unavailable for an extended period:

1. Designate a temporary contact - The Portal Administrator can update the
Point of Contact:

o Navigate to "Authorisations" in the left-hand menu
o Locate the applicationin the grid

o Click the edit icon next to the Point of Contact field
o Select a new contact from the dropdown

o Click thetickicon to confirm

2. Provide contact details - Include the temporary contact's name and email
address in the message to the Central Bank

3. Ensure permissions - Confirm the temporary contact has appropriate
messaging permissions

4. Update when returning - Change the Point of Contact back when the
original contact returns

9.3 Canlsave my application as a draft?
Yes. When completing an application form (Pre-Application / Application):

1. Click the "Save & Close" button at any time to save the progress as a draft

2. Theform will be saved with all information you have entered
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3. You can return to the draft later to make changes before submitting

Important: Once an application is submitted, it cannot be edited. You can only view
it, withdraw it, or send additional documents via secure message.

Do | create a new application to submit additional documents?
No. Do not create a new application to submit additional documents.

Instead, use the Secure Messaging function, this ensures all correspondence are in
one place under the Application number

The Central Bank will receive the message and documents in the context of the
existing application. All documents will be stored together and can be viewed in the
"View Documents" section.

Benefits of using secure messaging:
e Maintains all correspondence in one place
« Documents are automatically linked to the application
e Creates an audit trail of all submissions
e Avoids confusion with multiple applications

How can | see all my documents uploaded in one place?
To view all documents associated with the application:

1. Navigate to "Authorisations" in the left-hand menu
2. Locate the application in the grid
3. Click "Actions" dropdown
4. Select "View Documents"
The "Source" column indicates how each document was submitted:
e Portal Submission: Uploaded directly via the application form
e Secure Message: Sent to the Central Bank via the messaging system

This view provides a complete record of all documents associated with the application
and helps ensure nothing has been missed.

What if the Status is stuck at "Pending"?
If the application status remains at "Pending" for an extended period:

1. Refresh the page - Sometimes the status display needs to be refreshed
o PressF5 orclick the refresh button in the browser

o Wait afew seconds for the page to reload

2. Logout and log back in - Clear the session and reconnect
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o Select "Logout"
o Logbackinto the Portal
o Navigate to the application again
3. Contact the Central Bank - If the issue persists after trying the above steps:
o Email: onlinereturns@centralbank.ie

o Phone: 012244545

o Provide the application AR reference number
o Explain what status the application is showing
o Include a screenshot if possible
The Portal team will investigate the issue and resolve it as quickly as possible.

9.7 Canlwithdraw my application after it has been approved?

Once the application has been approved and you have been granted CASP
authorisation:

e You cannot withdraw the application via the Portal

e The authorisation status will show as "Authorised" in the "Closed
Applications" tab

e If youwish to cease CASP activities, you must contact the Central Bank's
Authorisation Team caspsupervision@centralbank.ie

9.8 Whoshould | contact if | have questions?
For questions about:

Topic Contact

CASP authorisation

. caspauthorisations@centralbank.ie
requirements

Portal technical issues onlinereturns@centralbank.ie or 01 224 4545

Portal access and registration |onlinereturns@centralbank.ie or 01 224 4545

Application status or progress |CASPAuthorisations (via secure message)

Document submission or

. CASPAuthorisations (via secure message)
messaging

General regulatory guidance  |Visit the following webpage

Best practice for contacting the Central Bank:

« Use secure messaging via the Portal for application-related queries (creates
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e Use email for technical or administrative issues
e Include the institution name and CBI Code in all correspondence

e Beasspecific as possible about the question or issue
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