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Introduction 
 

The University of Novi Sad conducts the evaluation of foreign study programmes and the 

recognition of foreign higher education document for the purpose of continuing education 

(hereinafter referred to as academic recognition) at the University of Novi Sad (hereinafter referred 

to as the University) and its constituent faculties (hereinafter referred to as the Faculty). This activity 

represents an important aspect of international cooperation and student mobility, as it enables 

applicants from other countries to continue their education at the University in accordance with the 

applicable regulations and academic standards. 

The University’s Portal for the Recognition of Foreign Higher Education Document for the Purpose 

of Continuing Education (hereinafter referred to as the Portal) enables applicants and their 

authorized representatives to submit applications for recognition electronically and to monitor the 

status of their applications in real time. At the same time, it provides the University and its 

organizational units with a centralized, transparent, and efficient system for managing the 

recognition procedure. 

This document provides a detailed description of the Portal’s functionalities intended for Vice 

Deans and Heads of Study Programmes. The guide covers the steps for reviewing the submitted 

documentation and preparing the recognition report, with the aim of ensuring the efficient and 

proper implementation of the recognition procedure in accordance with the applicable regulations. 
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1. Authorized Representative Registration 

Registration on the Portal for Academic Recognition of Foreign Higher Education Documents is 

mandatory in order for a authorized representative to add candidates, submit a request and monitor 

the status of the procedure. The registration process is carried out electronically in four steps. 

The portal’s home page also serves as the user login page. On this page, it is possible to select 

the interface language/script: Serbian (Cyrillic), Serbian (Latin), or English. The selected 

language/script can be changed at any time by reselecting the desired option. 

 

On the home page, there is a user login form. Below the data entry fields, it is necessary to click 

on the “Register” link, which opens the new user registration page. 

1.1.  Selection of Registration Type 

In the first step, it is necessary to select the registration type, i.e., the capacity in which the request 

is being submitted: 

 Candidate 

 Authorized Representative – Natural Person 

 Authorized Representative – Legal Entity 

After selecting the appropriate option, click the button to continue the procedure. 
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1.2.  Entry of Personal Data 

In the second step, if the registration type “Authorized Representative – Natural Person” is 

selected, the personal data of the representative shall be entered in accordance with a valid 

identification document. If the registration type “Authorized Representative – Legal Entity” is 

selected, the data of the legal entity shall be entered. 

All required information must be entered carefully, as it will be used in the subsequent recognition 

procedure. After entering all mandatory data, click the button to continue the procedure. 
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1.3.  Entry of Address Information 

In the third step, the following information is entered:: 

 Authorized representative’s residential address, 

 Address for documentation delivery. 

If the documentation is to be received at the same address as the permanent residence, click the 

option “Retrieve from residential address” or manually enter the same data. 

 

1.4.  Contact Details and Password 

In the final step, the following information must be provided: 

 Authorized representative’s email address, 
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 Phone number, 

 Password for portal access. 

The password must contain at least 6 characters, including: 

 At least one lowercase letter, 

 At least one uppercase letter, 

 At least one number. 

Additionally, in this step it is necessary to select the option confirming acceptance of the portal’s 

terms of use. 

After entering all data and accepting the terms, registration is confirmed by clicking the appropriate 

button. 

 

Upon successful registration, an activation link will be sent to the authorized representative’s email 

address. 

By clicking the provided link, the account will be activated, after which the authorized representative 

will be able to log in to the portal, add candidate and submit an application. 

If the email is not received, the Spam/Junk folder should also be checked. 

1.5. Forgot Password 

The “Forgot Password” service allows candidates and their authorized representatives to restore 

access to their account if they have forgotten their password. On the application’s home page, the 

“Forgot Password” link directs users to a dedicated page for this process. 
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On that page, the user enters the email address used during registration. After submitting the 

request, the system automatically sends an email containing a link to set a new password. 

 

The user should open the received email and follow the instructions to create a new password, 

thereby securely restoring access to their account. 
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2. User Interface and Portal Functionalities 

After successfully logging in to the Portal for Academic Recognition of Foreign Higher Education 

Documents, the authorized representative is presented with the home page containing an overview 

of all applications. 

Upon first login, an empty table is displayed, since the authorized representative has not yet added 

any candidate or submitted applications for them. After submission, all applications will be 

displayed in this table, including essential details concerning their current processing status. 

 

On the left side of the screen, there is a navigation menu containing the following items: 
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 My information 

 Candidate overview 

 New candidate 

 View Applications 

 Submission of Application 

 FAQ 

 Instructions and Forms 

 Logout 

Access to the “My information” page, the “Log Out” option, as well as the selection of interface 
language and script, is also available by clicking on the logged-in user’s name in the upper-right 
corner of the portal. 

Clicking on the user’s name opens a drop-down menu with the listed options. 

In the same area of the screen, there is a bell icon through which the candidate can access 
notifications received on their account. 

2.1. My information 

By clicking on the “My information” menu item, a page opens where the authorized 
representative can: 

 View the data entered during registration, 

 Modify existing data if necessary, 

 Upload or change their profile photo. 

 

After making changes, the data must be saved by clicking the appropriate button. 
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2.2. Candidate Overview 

On the “Candidate Overview” page, a table displays all candidates entered by the authorized 
representative, along with their basic information. 

When accessing the page for the first time, the table will be empty. To add candidates, navigate 
to the “New Candidate” page and enter their details. Once successfully added, the candidates 
will automatically appear in the table on this page. 
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2.3. New Candidate Entry 

On the “New Candidate” page, the authorized representative enters the candidate’s information. 
The entry includes personal data as well as address details, including the residential address and 
the address for receiving documents. 

The address for receiving documents can be entered manually or copied by clicking the “Retrieve 
from the residential address” option, which automatically fills in the same data as the residential 
address. 

All required fields are marked with an asterisk (*). After completing the form, the data should be 
saved so that the candidate is recorded in the system and displayed in the table on the 
“Candidate Overview” page. 

 

2.4. Editing Candidate Information 

On the “Candidate Overview” page, the details page for a candidate can be opened by clicking 
the pencil icon in the corresponding table row. 
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On the details page, it is possible to edit the candidate’s information. After making changes, the 
data should be saved in order for the updates to be recorded in the system. 

 

 

2.5.  Submitting a New Application 

By clicking on the “Submission of Application” menu item, the procedure for submitting a new 
application is initiated. 

In the first step, the authorized representative selects a candidate from the dropdown list. Once 
the candidate is selected, their registration data is displayed. 
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The displayed information should be reviewed for accuracy, and the “Next” button should be 
clicked to proceed to the next step of the process. 

 

In second step, it is necessary to define the basic information related to the purpose of submitting 
the application, as well as the study program for which recognition is being requested. 

The purpose of the application submission is selected first, after which it is necessary to choose, 
in the following order: 

 institution,  
 level of higher education,  
 study program,  
 module (if applicable).  

It is important to note that the available options in each subsequent field depend on the previous 
selection; therefore, the fields must be completed in the order in which they are presented. 

Next to each field, there is a help icon (tooltip) that provides additional explanations and guidance 
for proper data entry. 

After selecting all the required data, the process continues by clicking the “Next” button. 
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In third step, the authorized representative enters information about the candidate’s foreign 
higher education document for which recognition is being requested. 

Not all fields are listed individually in this guide; however, all required information should be 
carefully completed in accordance with the explanations provided within the tooltips.  

It is possible to enter data for up to two documents. A second document can be added by clicking 
the “Add new obtained qualification” button. 

In certain fields, selecting the option “Other (please specify)” will display an additional field or 
fields where the relevant information must be entered. 

 

After entering all required information, the candidate proceeds by clicking the “Next” button. 
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In the fourth step, information on the candidate’s completed secondary education is entered, as 
well as, where applicable, information on previously obtained higher education qualifications 
related to the document for which recognition is requested. 

Information on previous higher education should be provided for candidates who have completed 
a prior level of higher education relevant to the qualification for which recognition is being 
requested (e.g. for admission to doctoral studies, information about undergraduate studies 
should be provided). 

As in the previous steps, additional explanations are also available here via tooltips. 

After entering all required information, the authorized representative proceeds by clicking the 
“Next” button. 

 

In the fifth step, the authorized representative is required to upload all necessary documentation 
of the candidate in accordance with the data entered in the previous four steps. Additional 
explanations are provided below the name of each document that needs to be uploaded. 

Mandatory fields are marked with an asterisk (*). 

It is possible to upload one or more documents exclusively in PDF format, with a maximum total 
size of 50 MB. 
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After uploading the documents, the authorized representative proceed to the last step where he 
has the opportunity to review and verify all entered data and uploaded documents before 
submitting the application. 
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After the application has been successfully submitted, the authorized representative and the 
candidate receive a confirmation email from the system, and the application becomes visible in 
the table on the “View Applications” page. 

2.6. Submitted application details 

The details of the submitted application can be accessed by clicking the edit icon (pencil) in the 
application overview table. 

 

The application details page displays all relevant information related to the submitted request for 
recognition of a foreign higher education document. 
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At the top of the page, general information about the application is shown, including the case 
number, applicant name, submission date, assigned reviewer, and current application status. 
Information regarding the purpose of the application, as provided by the applicant during the 
submission process, is also displayed. 

Detailed application data is organized into five tabs: 

 Information about applicant 

 Purpose of Application  

 Higher Education Document Details  

 Previous Education 

 Documents 

 

By selecting a tab, the authorized representative can review all entered information and 
submitted documentation. 

In the upper-right corner of the page, the following actions are available to the authorized 
representative: 

 Submit a withdrawal request,  

 Submit a Request for Change of Personal Data – enables the submission of a request to 
amend previously entered personal data, 

 Submit a Request for Change of Study Programme – enables the amendment of the 
purpose of recognition, the higher education institution, and the study programme for 
which the application was submitted, 

 Application supplement – available when the application has been returned for completion 
by an officer and enables the submission of additional information or supporting 
documentation.  

At any stage of the procedure, but before the case is forwarded to the Expert Council, the 
authorized representative may submit a request to withdraw the submitted application. After the 
request is initiated, the authorized representative receives an email containing a confirmation 
link. By clicking the link, the authorized representative confirms the withdrawal request. Once the 
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withdrawal request is approved by the officer, the authorized representative is notified that the 
procedure for terminating the recognition process has been initiated. 

2.7. Request for Change of Personal Data 

The Request for Change of Personal Data enables the amendment of specific personal data 
entered in the submitted application (e.g. first name, last name, and contact details). 

When submitting the request, it is mandatory to provide the reason for the requested amendment 
and upload the supporting documentation confirming the requested change. 

 

After the request has been submitted, the responsible officer reviews the provided 
documentation. If the documentation is complete and justifies the requested amendment, the 
request is approved, the data in the submitted application are updated, and the authorized 
representative is notified of the outcome by email. 

2.8. Request for Change of Study Programme 

The Request for Change of Study Programme enables the amendment of the following 
information related to the submitted application: 

 the purpose of the application, 

 the higher education institution, 

 the level of study, 

 the study programme for which the recognition application was submitted.  

When submitting the request, it is mandatory to provide the reason for the requested amendment 
and upload the supporting documentation justifying the requested change. 

A Request to Amend the Study Programme may be submitted until the case has been forwarded 
to the faculty for further processing. Once the case has been forwarded to the faculty, this 
request can no longer be submitted. 
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After the request has been submitted, the responsible officer reviews the provided 
documentation. If the documentation is adequate and the conditions for the amendment are met, 
the request is approved, the data in the submitted application are updated, and the authorized 
representative is notified of the outcome by email. 

2.9. Application Supplementation 

After submission, the application is reviewed by an officer. If corrections or additional information 
are required, the application is returned to the authorized representative for completion. 

When the application is returned for completion, the following become available on the 
application details page: 

 the “Application Supplement” button,  

 an additional tab titled “Application Verification”  

The “Application Verification” tab contains all fields and documents marked as invalid or 
incomplete, along with the officer’s comments explaining the required corrections or additions. 
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By clicking the “Application Supplement” button, the authorized representative is guided through 
the application steps again. During this process, only the fields and documents marked as invalid 
are available for editing. 

 

After making the necessary corrections and uploading the required documents, the authorized 
representative resubmits the application in the same manner as during the initial submission. 

2.10. FAQ and Instructions 

Within the application menu, two items are available to assist candidates and their autorized 
representatives during the process of submitting a request and recognition of a foreign higher 
education qualification: 
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 FAQ  

 Instructions and Forms  

On the FAQ page, applicants can find frequently asked questions organized by topics. 

 

On the Instructions and Forms page, candidates and their authorized representatives can 
download all available instructions, as well as the forms used in the process of recognition of 
foreign higher education qualifications. 

 


