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1. Registration 
 

To have access to the services offered by the Kosovo Business Registry system, you must first 

create your personal account through which you will be able to apply for business registration, make 

requests for business change, in general manage your business details. 

To register visit the website https://rbk.rks-gov.net through your web browser and click 

on the Register button as in the figure below. 

 
Figure 1 – Main page 

After clicking the Register button, you will see the following page where you are asked to fill in 

your details. If you are a local citizen, you must enter your personal number, email (will be used for account 

confirmation and notifications), as well as your password, and your name and date of birth will be filled in 

automatically after entering your personal number. For foreign nationals name and date of birth must be 

completed. 
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Figure 2 – Registration form Figure 3 – Identification form 

Once you have filled in all the information you need to click on the section "I'm not a robot", 

then click the register button as in Figure 2. 

The registration requires you to confirm the opening of the account by clicking on the link 

that was sent to you in the email address you entered. After clicking the link, your account will be 

confirmed, in which case you will be redirected to the login form, where you enter the email address 

and password to log in to the system. 
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2. Identification 

 The identification form is displayed as follows 

 
Figure 4 – Identification 

where the user must provide the corresponding username and password. 

 
 

3. Initial form 

 Once we are identified the first form that opens is that of choosing access as an applicant or 

representative. So, as follows: 

 
Figure 5 – Choice of access 
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To apply for change requests, you must select the access option as 'Representative'. Where then the 
following business list form appears: 

 
Figure 6 – List of businesses 

Where if we have more businesses that we are authorized than all the businesses appear. 
Press the ‘Select’ button for the business for which we want to apply. Where then the initial form 
appears as follows: 

 
Figure 7 - Initial form 

Selecting the 'Edit Business' menu displays the following submenu: 
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Figure 8 - Submenu 

 

 Selecting the ‘Request for change’ submenu displays the following form with all change 
requests, as follows: 

 
Figure 9 – Types of requests 

Where here we can choose more than one requirement. Depending on what type of 

business you are involved in, the requirements will vary from demand to demand. 
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4. Application for business registration 

This section will explain the business registration application procedure, we will assume 

that you have already created the account and confirmed it as instructed in the first part of this 

manual. 

Once logged in, the window will appear as in the figure below, where you must select 

access to the system as Applicant or Representative (to make changes request). Since our goal 

is to apply for business registration, we select Applicant. 

 
Figure 10 – Choosing the access 

Once you select the access as Applicant, the main page of the system will open from where 

you can apply directly for system registration by clicking on the panel Apply for business registration 

or use the menu Business applications. 

 

Figure 11 - Business application menu 
 

If you clicked on the blue panel that says Apply for Business Registration, you were probably 

redirected to the page where you are asked to select the type of business. 
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4.1 Individual business 

In individual business, the owner has unlimited liability for all the debts of the company. 

The company has an official name that includes the name and surname of the owner along with the 

suffix B.I. (example Filan Fisteku B.I.). 

Once you have entered the page where you are asked to select the type of business, you 

need to select the type of business you want to register as in Figure 6, in this case Business 

Individual. 

 

Figure 12 – Choosing the type of business 

Once you have selected the type of business you will be redirected to the individual business 

registration application form. The application form consists of six steps, owner details, business data, 

registration representative or representatives, activities, registration units (if any) and documents 

where you upload the required documents. Please note that identification documents are required 

to be uploaded when completing owner and representative data. The identification document 

presents the scanned identity card, or business certificate (to the legal representative). 
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4.1.1  Owner details 

 
Figure 13 – The first step for registering IB 

As can be seen from Figure 7, the first step requires the details of the business owner. If 

the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all 

fields must be completed by you. 

Note that only fields marked with an asterisk (*) are required. 

Once you have completed all the fields, click Continue to continue to the next step, as in 

Figure 8. 

 
Figure 14 – Saving owner data 
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4.1.2 Business data 

This step requires you to enter the business details you are applying to register. The 

name of the business, the capital and the paid part are filled in automatically based on the data 

provided during the first step and cannot be changed until the data you have provided are 

changed, which you can change by clicking on the back button that will take you back to the first 

step. 

 
Figure 15 – Business data in IB 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 16 – Choosing the location at IB 
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The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 

 

 
4.1.3 Registration of representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, 

while many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 17 – Physical representative in IB 

 

 Once you have successfully registered the representative, he or she will appear in the 

list of representatives, from where you can delete it if you have registered incorrectly or for any 

other reason. 

 
Figure 19 – List of representatives in IB 
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4.1.4 Registration of activities 

 During this step you are required to register your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 20 – Registration of activities at IB 

Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 

 

 
Figure 21 – List of activities registered in IB 
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4.1.5 Registration of units 

 During this step the units are registered, if you have any, if you do not have you can 

go to the next step by clicking the Continue button. 

 
Figure 22 – Registration of units in IB 

The data that must be filled in for registration of the unit are the name of the unit, the main 

activity of the unit, as well as the business address, which consists of municipality, place, and street 

name, which must be selected from the map that appears after clicking select location like business 

address that is filled in when registering business data. 

After registering the unit, it will appear in the List of units, from where you can delete it for 

any reason. 

 

 
4.1.6 Uploading documents 

The final step in applying for a business registration is uploading documents. The 

documents required for the registration of Individual Business are: 

1) Confirmation letter. 

2)  The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 

123. Confirmation letter is downloaded from the system, signed, and uploaded as a document. 
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Figure 23 - Uploading documents to IB 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 

 

Figure 24 – Confirmation of application to IB 
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4.1.7 List of applications 

 Once you have completed the application you will be redirected to the list of applications. 

You can forward from this list the status of your subject, for which you will be notified by email. 

 
Figure 25 – List of applications in IB 

 
 

4.2 General partnership 

In a general partnership, all partners are liable without limitation, jointly and severally 

for the debts of the company. A general partnership has a name, which may include the name of 

one or more partners, followed by the abbreviation "O.P." 

Once you have entered the page where you are asked to select the type of business, you 

must select the type of business you want to register as in Figure 6, in this case General 

partnership. 

 
Figure 26 – Choosing the type of business 

Once you have selected the type of business you will be redirected to the general partnership 

registration application form. The application form consists of six steps, owner details, business data, 

registration representative (s), activities, unit registration (if any) and documents where you upload 

the required documents. Please note that identification documents are required to be uploaded when 

completing owner and representative data. The identification document presents the scanned 

identity card, or business certificate (to the legal representative). 
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4.2.1 Owner’s details 

 
Figure 27 – The first step for registering owners at the GP 

As can be seen from Figure 7, the first step requires the details of the business owner. If 

the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all 

fields must be completed by you. 
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Note that only fields marked with an asterisk (*) are required. For a general partnership you 

are required to register at least two owners. Once you have registered the owners you can proceed 

to the next step by clicking the Continue button, as in the figure below. 

 

 
4.2.2 Business data 

Figure 28 – Saving owner’s data 
 

This step requires you to enter the business details you are applying to register. The 

business name, equity (represents the sum of the registered owners' equity) and the part paid 

are automatically filled in based on the data provided during the first step and cannot be 

changed until the data you have provided is changed, which you may change them by clicking 

on the back button that will take you back to the first step. 



P a g e 20 | 184  

 

Figure 29 - Business data in GP 
 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 30 – Choose the location in GP 

The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 
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Once you have filled in all the data, click the Continue button to proceed to the next 

step, respectively to the registration representative. 

 
4.2.3 Registration of the representative 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, 

while many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 31 - Physical representative in GP 

 
 Once you have successfully registered the representative, he or she will appear in the list of 

representatives, from where you can delete it if you have registered incorrectly or for any other reason. 

 

Figure 33 – List of representatives to the GP 
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4.2.4 Registration of activities  

During this step you are required to register your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 34 – Registration of activities at the GP 

Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 

 

 
4.2.5 Registration of  

units 

Figure 35 – List of activities registered at GP 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 
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Figure 36 – Registration of units at GP 

 

The data that must be filled in for registration of the unit are the name of the unit, the main 

activity of the unit, as well as the business address, which consists of municipality, place, and street 

name, which must be selected from the map that appears after clicking select location like business 

address that is filled in when registering business data. 

After registering the unit, it will appear in the List of units, from where you can delete it for 

any reason. 

 
4.2.6 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for registration of the General Partnership are: 

1) Confirmation letter. 

2) The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 
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Figure 37 – Uploading documents to GP 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 38 – Confirmation of application to GP 
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4.2.7 List of applications 

 Once you have completed the application you will be redirected to the list of applications. 

You can forward from this list the status of your subject, for which you will be notified by email. 

 
Figure 39 – List of applications in GP 

 

4.3 Limited partnership 

In a limited partnership, in addition to "unlimited" partners (partners who are liable without 

limit and jointly and severally for the company's debts) also participate "limited" partners or those 

partners who are liable for the company's liabilities up to the value of the contributions of the 

company. tire. Limited partnership has a name which is abbreviated to O.K. 

Once you have entered the page where you are asked to choose the type of business, you need 

to select the type of business you want to register as in the figure below, in this case Limited 

Partnership. 

 
Figure 40 – Choosing the type of business 
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Once you have chosen the type of business you will be redirected to the limited partnership 

registration application form. The application form consists of six steps, owner details, business data, 

registration representative or representatives, activities, registration units (if any) and documents 

where you upload the required documents. Please note that identification documents are required 

to be uploaded when completing owner and representative data. The identification document 

presents the scanned identity card, or business certificate (to the legal representative). 

 

 
4.3.1  Owner’s details 

 
Figure 41 – The first step for registering LP 

 

As can be seen from the figure above, the first step requires data from the business 

owner. If the owner is local just enter the personal number and many of the fields will be filled 

in automatically, while the remaining fields should be filled in by you. As for foreign nationals, 

all fields must be completed by you. 

Note that only fields marked with an asterisk (*) are required. Once you have completed 

all the fields, click Continue to proceed to the next step, as in the figure below. 
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Figure 42 – Registration of owners in LP 
 

4.3.2 Business data 

This step requires you to enter the business details you are applying to register. The 

business name, equity (represents the sum of the registered owners' equity) and the part paid 

are automatically filled in based on the data provided during the first step and cannot be 

changed until the data you have provided is changed, which you may change them by clicking 

on the back button that will take you back to the first step. 

 
Figure 43 – Business details in LP 
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Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 44 – Select the location in LP 

 

The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 

 

 
4.3.3 Registration of the representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, 

while many of the fields will be filled in automatically the moment you fill in the personal number. 
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Figure 45 – Physical representative in LP 

 
 Once you have successfully registered the representative, he or she will appear in the list of 

representatives, from where you can delete it if you have registered incorrectly or for any other reason. 

 
Figure 47 – List of representatives in LP 

 
 
 

4.3.4 Registration of activities 

During this step you are required to register your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 
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Figure 48 - Registration of activities in LP 

 Each activity that is registered will be displayed in the list below the registration form. 

From where you can also delete any activity if you recorded it incorrectly or for some other reason. 

 
4.3.5 Registration of 

units 

Figure 49 - List of activities registered in LP 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 

The data that must be filled in to register the unit are the name of the unit, the main activity 

of the unit, as well as the business address, which consists of the municipality, place, and street name, 

which must be selected from the map that appears after clicking select location like business address 

that is filled in when registering business data. 
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Figure 50 – Registration of units in LP 

After registering the unit, it will appear in the List of units, from where you can delete it. 

 
 

4.3.6 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for registration of Limited partnership are: 

1) Confirmation letter. 

2) The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 
123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 

 
Figure 51 – Uploading documents in LP 
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Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 52 – Confirm the application in LP 

 
 
 
 
 
 
 
 

4.3.7 List of applications 

 Once you have completed the application you will be redirected to the list of 

applications. You can forward from this list the status of your subject, for which you 

will be notified by email. 

 
Figure 53 – List of applications in LP 
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4.4 Limited liability society 

Limited liability society are those societies that have been established by one or several 

founders, who are responsible for all their debts and other liabilities with all assets. The limited 

liability society has a name, immediately after it, the abbreviation "Sh.P.K.". 

Once you have entered the page where you are asked to choose the type of business, you need 

to select the type of business you want to register as in the figure below, in this case Limited Liability 

Society. 

 
Figure 54 – Choosing the type of business 

Once you have chosen the type of business you will be redirected to the application form for 

registration of a limited liability society. The application form consists of eight steps, business data, 

owner details, registration of representative or representatives, registration of board members, 

activities, registration of units (if any), statutes and agreement, and documents where you upload the 

required documents. Please note that identification documents are required to be uploaded when 

completing owner and representative data. The identification document presents the scanned 

identity card, or business certificate (to the legal representative). 

 
 

4.4.1 Business data 

This step requires you to enter the business details you are applying to register. 

The business name should be written without any suffix "Sh.P.K" or anything like that.
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Figure 55 – First step in applying for LLS 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 56 – Choosing location in LLS 

The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 
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clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 
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4.4.2 Registration of owners 

 
Figure 57 – Registration of owners in LLS 

As can be seen from the figure above, in this first step it is required to register the owner’s 

data. If the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all fields 

must be completed by you. In a limited liability society, the owner can also be a legal entity. 

Note that only fields marked with an asterisk (*) are required. After filling in all the details of 

the owner, click the Register button, in this case the owner / shareholder will appear in the list of 

shareholders. 
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Figure 58 – Saving shareholder’s data 

Once you have completed the registration of all owners/shareholders, click on the 

Continue button to proceed to the next step. 

 

 
4.4.3 Registration of representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, 

while many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 59 - Physical representative in LLS 
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 Once you have successfully registered the representative, he or she will appear in the 

list of representatives, from where you can delete it if you have registered incorrectly or for any 

other reason. 

 
Figure 61 - List of representatives in LLS 

 

Once you have completed the registration of all representatives, click the Continue 

button to proceed to the next step. 

 
 

4.4.4 Registration of board members 

Board members are only registered if you have a board of directors. If not, you can go to 

the next step by clicking the Continue button. Board members can be locals or foreign nationals. 

For physical persons it is required to enter the personal number of the person, while for legal 

entities the business identification number (NUI). Many of the fields will be filled in automatically 

the moment you fill in one of these fields. 

 You should keep in mind that 40% of board members must be female. 

 
Figure 62 – Board of directors in LLS 
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Figure 63 – Board member details in LLS 

Once you have completed all the details and uploaded the ID document click the Register 

button, if the details you have provided are OK, then the board member will appear in the list of board 

members. 

Once you have registered all the board members you can move on to the next step by clicking 

the Continue button. 

 
4.4.5 Registration of activities 

 During this step you are required to register your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 64 - Registration of activities in LLS 

Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 
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Figure 65 - List of activities registered in LLS 

 
 
 

4.4.6 Registration of units 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 

The data that must be filled in to register the unit are the name of the unit, the main activity 

of the unit, as well as the business address, which consists of the municipality, place, and street name, 

which must be selected from the map that appears after clicking select location like business address 

that is filled in when registering business data. 

 
Figure 66 – Registration of units 

After registering the unit, it will appear in the List of units, from where you can delete it. 

 
 

4.4.7 Statute and agreement 

To facilitate the application procedure you will be generated the statute and the founding 

agreement based on the data you provided during the previous steps. 
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Figure 67 - Statute and agreement 

You can change the contents of these two generated documents as needed. 

The statute and the agreement must be drafted and signed, because in the next step 

(Documents) they will be uploaded as documents. 

You can print them by clicking on the button that looks like a printer, as in the figure 

below. 

 

 
 

4.4.8 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for registration of a Limited Liability Society are: 

1) Confirmation letter. 

2) Establishment statute 

3) Company agreement 

4) The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 
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123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 
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Figure 68 - Uploading documents in LLS 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 69 – Confirmation of application 

 

4.4.9 List of applications 

Once you have completed the application you will be redirected to the list of applications. 

You can forward from this list the status of your subject, for which you will be notified by email. 
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Figure 70 – List of applications in LLS
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4.5 Joint stock society 

Joint stock societies are those companies, all of which are in shares and the shareholders are 

responsible for all debts and other liabilities such as its capital and assets. The company may be 

established and have one or several shareholders. It has a label, behind which is placed the 

abbreviation "Sh.A.". The amount of the initial capital of this company is at most 10.000Euro. 

Once you have entered the site where you need to select the type of business, you need to 

select the type of business you want to do as in appearance, in this case Joint Stock Society. 

 

Figure 71 – Choosing the type of business 

Once you have selected the type of business you will be redirected to the application form for 

registration of a joint stock society. The application form consists of eight steps, business data, owner 

details, registration of representative or representatives, registration of board members, activities, 

registration of units (if any), statutes and agreement, and documents where you upload the required 

documents. Please note that identification documents are required to be uploaded when completing 

owner and representative data. The identification document presents the scanned identity card, or 

business certificate (to the legal representative). 
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4.5.1 Business data 

This step requires you to enter the business details you are applying to register. 

The business name should be marked without any suffix "Sh.A." or anything like that. 

 

Figure 72 – The first step in applying for JSS 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select Location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 73 – Choosing location in JSS 
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The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 

 
 

4.5.2 Registration of shareholders 

 
Figure 74 - Registration of owners in JSS 

As can be seen from the figure above, this first step requires the registration of shareholder 

data. If the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all fields 

must be completed by you. In a joint stock society, the owner can also be a legal entity. 

Note that only fields marked with an asterisk (*) are required. After filling in all the details of 

the owner, click the Register button, in this case the owner/shareholder will appear in the list of 

shareholders. 
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Figure 75 – Saving shareholder’s data 

Once you have completed the registration of all owners / shareholders, click on the 

Continue button to proceed to the next step. 

 
 

4.5.3 Registration of representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, 

while many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 76 – Physical representative in JSS 
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 Once you have successfully registered the representative, he or she will appear in the 

list of representatives, from where you can delete it if you have registered incorrectly or for any 

other reason. 

 
Figure 78 – List of representatives in JSS 

 

Once you have completed the registration of all representatives, click the Continue 

button to proceed to the next step. 

 
 

4.5.4 Registration of board members of directors 

Board members are only registered if you have a board of directors. Board members can be 

locals or foreign nationals. For physical persons it is required to enter the personal number of the 

person, while for legal entities the business identification number (NUI). Many of the fields will be 

filled in automatically the moment you fill in one of these fields. 

You should keep in mind that 40% of board members must be female. 

 

Figure 79 – Board of directors in JSS 
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Figure 80 – Board member details 

 

Once you have completed all the details and uploaded the ID document click the Register 

button, if the details you have provided are OK, then the board member will appear in the list of board 

members. 

Once you have registered all the board members you can move on to the next step by clicking 

the Continue button. 

 
 

4.5.5 Registration of activities 

 During this step you are required to register your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 81 – Registration of activities in JSS 
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Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 
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Figure 82 - List of activities registered in JSS 
 
 
 

4.5.6 Registration of units 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 

The data that must be filled in to register the unit are the name of the unit, the main activity 

of the unit, as well as the business address, which consists of the municipality, place, and street name, 

which must be selected from the map that appears after clicking select location similar to business 

address that is filled in when registering business data. 

 
Figure 83 – Registration of units 

After registering the unit it will appear in the List of units, from where you can delete it. 
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4.5.7 Statute and agreement 

 To facilitate the application procedure you will be generated the statute and the founding 

agreement based on the data you provided during the previous steps. 

 
Figure 84 – Statute and agreement 

You can change the contents of these two generated documents as needed. 

The statute and the agreement must be drafted and signed, because in the next step 

(Documents) they will be uploaded as documents. 

You can print them by clicking on the button that looks like a printer, as in the figure 

below. 
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4.5.8 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for the registration of a Joint Stock Society are: 

1) Confirmation letter. 

2) Establishment statute 

3) Company agreement 

  

4) The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 
123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 

 
Figure 85 - Uploading documents in JSS 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 86 – Confirmation of the application in JSS 
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4.5.9 List of applications 

Once you have completed the application you will be redirected to the list of applications. You 

can forward from this list the status of your subject, for which you will be notified by email. 
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Figure 87 - List of applications in JSS 
 
 

 

4.6 Your company 

The foreign company is a commercial company and from the moment of registration is 

considered a branch in Kosovo that does not have the identity of a legal entity. After registration he 

enjoys all the rights and obligations established under applicable law. After the name it says, "DEGA 

NË KOSOVË". 

Once you have entered the page where you are asked to choose the type of business, you need 

to select the type of business you want to register as in the figure below, in this case Foreign Company. 

 
Figure 88 - Choosing the type of business 

Once you have chosen the type of business you will be redirected to the foreign company 

registration application form. The application form consists of eight steps, business data, owner 

details, registration of representative or representatives, registration of board members, 

activities, registration of units (if any), statutes and agreement, and documents where you 

upload 

  

required documents. Please note that identification documents are required to be uploaded 

when completing owner and representative data. The identification document presents the 

scanned identity card, or business certificate (to the legal representative). 
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4.6.1 Business data 

This step requires you to enter the business details you are applying to register. 

The business name should be listed without any suffix or anything like that. 

 
Figure 89 – The first step in applying for a foreign company 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 90 – Choose location 
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The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 

 
 
 

4.6.2 Registration of owners 

 
Figure 91 - Registration of owners in foreign companies 

As can be seen from the figure above, in this first step it is required to register the owner’s 

data. If the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all fields 

must be completed by you. In a foreign company, the owner can also be a legal entity. 

Note that only fields marked with an asterisk (*) are required. After filling in all the details of 

the owner, click the Register button, in this case the owner/shareholder will appear in the list of 

shareholders. 
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Figure 92 – Saving shareholder’s data 

Once you have completed the registration of all owners/shareholders, click on the 

Continue button to proceed to the next step. 

 
4.6.3 Registration of representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, while 

many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 93 – Physical representative to the foreign company 

Once you have successfully registered the representative, he or she will appear in the list of 

representatives, from where you can delete it if you have registered incorrectly or for any 

other reason. 
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Figure 95 – List of representatives to the foreign company 

Once you have completed the registration of all representatives, click the Continue 

button to proceed to the next step. 

 
 

4.6.4 Registration of board members 

Board members are only registered if you have a board of directors. If not, you can go to the next step by 
clicking the Continue button. Board members can be locals or foreign nationals. For physical persons it 
is required to enter the personal number of the person, while for legal entities the business identification 
number (NUI). Many of the fields will be filled in automatically the moment you fill in one of these fields. 

You should keep in mind that 40% of board members must be female. 

 
Figure 96 – Board of directors at JSS 
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Figure 97 - Board member details 

Once you have completed all the details and uploaded the ID document click the Register 

button, if the details you have provided are OK, then the board member will appear in the list of board 

members. 

Once you have registered all the board members you can move on to the next step by clicking 

the Continue button. 

 

 
4.6.5 Registration of activities 

 During this step you are required to record your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 98 - Registration of activities with a foreign company 

Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 
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Figure 99 – List of activities registered with the foreign company 

 
 
 

4.6.6 Registration of units 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 

The data that must be filled in to register the unit are the name of the unit, the main activity 

of the unit, as well as the business address, which consists of the municipality, place, and street name, 

which must be selected from the map that appears after clicking select location similar to business 

address that is filled in when registering business data. 

 
Figure 100 – Registration of units 

After registering the unit it will appear in the List of units, from where you can delete it for 

any reason. 
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4.6.7 Statute and agreement 

 To facilitate the application procedure you will be generated the statute and the founding 

agreement based on the data you provided during the previous steps. 

Figure 101 – Statute and agreement 

You can change the contents of these two generated documents as needed. 

The statute and the agreement must be drafted and signed, because in the next step 

(Documents) they will be uploaded as documents. 

You can print them by clicking on the button that looks like a printer, as in the figure 

below. 

 
 

4.6.8 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for registration of a foreign company are: 

1) The decision to open a foreign company. 

2) Decision on the appointment of the director and the registered agent. 

3) Business certificate 

4) Copy of the passport of the owner and director of the foreign company 
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5) Copy of the statute of the foreign company 

6) Confirmation letter 

7) The consent of the registered agent based on article 27.1-point d) of Law no. 02 / L - 
123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 

 
Figure 102 – Uploading documents to the foreign company 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 103 – Confirmation of application to the foreign company 
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4.6.9 List of applications 

 Once you have completed the application you will be redirected to the list of applications. 

You can forward from this list the status of your subject, for which you will be notified by email. 

 
Figure 104 – List of applications to the foreign company 

 
 
 

4.7 Agricultural cooperatives 

An agricultural cooperative is a company created by physical or legal persons who must 

be all farmers who contribute with their private property to the share capital. The Farmers' 

Cooperative is established by at least five (5) farmers, who are signatories to the obligations. The 

cooperative will not be established without capital, nor will it exist without capital. The capital is 

divided into shares of equal value with a minimum value of 10 €. The director cannot be a 

member of the cooperative. You can see all this in Law No. 2003/9 on Farmers 'Cooperatives and 

Law No. 03/L-004 on Amending and Supplementing the Law on Farmers' Cooperatives No. 

2003/9. 

Once you have entered the page where you are asked to choose the type of business, you 

need to select the type of business you want to register as in the figure below, in this case Limited 

Liability Society. 

 
Figure 105 – Choosing the type of business 
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Once you have chosen the type of business you will be redirected to the application form for 

registration of agricultural cooperative. The application form consists of eight steps, business data, 

owner details, registration of representative or representatives, registration of board members, 

activities, registration of units (if any), statutes and agreement, and documents where you upload the 

required documents. Please note that identification documents are required to be uploaded when 

completing owner and representative data. The identification document presents the scanned 

identity card, or business certificate (to the legal representative). 

 
 

4.7.1 Business data 

This step requires you to enter the business details you are applying to register. 

The business name should be listed without any suffix or anything like that. 

 
Figure 106 – The first step in applying for an agricultural cooperative 

Another area worth noting in this step is the business address. Once you have selected the 

Municipality and Location, you need to click on the Select Location button. This button will open a 

window, inside which is a map, first you need to mark the road, if the road you mark is not found 

mark the main road or a nearby road, to show as accurately the business address you are instructed 

to carry the point blue to the location of your business. The following figure will describe what we 

said above. 

 
Figure 107 – Choosing the location for the agricultural cooperative 
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The path that appears below the path you have marked represents the path that will be 

saved as part of your business address, to which you must also enter the address number. After 

clicking Save, another window will appear asking you to confirm the full business address. 

Once you have filled in all the data, click the Continue button to proceed to the next step, 

respectively to the registration representative. 

 
 

4.7.2 Registration of the owners 

 
Figure 108 – Registration of owners for the agricultural cooperatives 

As can be seen from the figure above, in this first step it is required to register the owner’s 

data. If the owner is local just enter the personal number and many of the fields will be filled in 

automatically, while the remaining fields should be filled in by you. As for foreign nationals, all fields 

must be completed by you. In an agricultural cooperative, the owner can also be a legal entity. 

Note that only fields marked with an asterisk (*) are required. After filling in all the details of 

the owner, click the Register button, in this case the owner/shareholder will appear in the list of 

shareholders. 
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Figure 109 – Saving owner’s data 

Once you have completed the registration of all owners/shareholders, click on the 

Continue button to proceed to the next step. 

 
 

4.7.3 Registration of representatives 

The representative must be a local and a physical person. You need to keep in mind that 

representatives have access to make change requests for your business. 

To register the representative, you are required to enter the personal number of the person, while 

many of the fields will be filled in automatically the moment you fill in the personal number. 

 
Figure 110 - Physical representative to the agricultural cooperative 

Once you have successfully registered the representative, he or she will appear in the list of 

representatives, from where you can delete it if you have registered incorrectly or for any 

other reason. 
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Figure 112 – List of representatives to agricultural cooperatives 

Once you have completed the registration of all representatives, click the Continue 

button to proceed to the next step. 

 
 

4.7.4 Registration of board members 

Board members are only registered if you have a board of directors. If not, you can go to 

the next step by clicking the Continue button. Board members can be locals or foreign nationals. 

For physical persons it is required to enter the personal number of the person, while for legal 

entities the business identification number (NUI). Many of the fields will be filled in automatically 

the moment you fill in one of these fields. 

You should keep in mind that 40% of board members must be female. 

 
Figure 113 – Board of directors in agricultural cooperatives 
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Figure 114 – Board member details 

Once you have completed all the details and uploaded the ID document click the Register 

button, if the details you have provided are OK, then the board member will appear in the list of board 

members. 

Once you have registered all the board members you can move on to the next step by clicking 

the Continue button. 

 
 

4.7.5 Registration of activities 

 During this step you are required to record your business activities, the main business 

activity must be completed, while secondary and other activities are optional. 

 
Figure 115 – Registration of activities in agricultural cooperative 

Each activity that is registered will be displayed in the list below the registration form. From 

where you can also delete any activity if you recorded it incorrectly or for some other reason. 
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Figure 116 - List of activities registered in agricultural cooperatives 
 
 
 

4.7.6 Registration of units 

During this step the units are registered if you have any, if you do not have you can go to the 

next step by clicking the Continue button. 

The data that must be filled in to register the unit are the name of the unit, the main activity 

of the unit, as well as the business address, which consists of the municipality, place, and street name, 

which must be selected from the map that appears after clicking select location like business address 

that is filled in when registering business data. 

 
Figure 117 – Registration of units 

After registering the unit it will appear in the List of units, from where you can delete it. 
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4.7.7 Statute and agreement 

 To facilitate the application procedure you will be generated the statute and the founding 

agreement based on the data you provided during the previous steps. 

 
Figure 118 – Statute and agreement 

You can change the contents of these two generated documents as needed. 

The statute and the agreement must be drafted and signed, because in the next step 

(Documents) they will be uploaded as documents. 

You can print them by clicking on the button that looks like a printer, as in the figure 

below. 

 

 
 

4.7.8 Uploading documents 

The final step in applying for a business registration is uploading documents. The documents 
required for registration of an Agricultural Cooperative are: 

1) Confirmation letter. 

2) Establishment statute 

3) Company agreement 
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4) Decision on the appointment of the director 

 

5) The consent of the registered agent based on article 27.1-point d) of Law no. 02/L - 123. 

Confirmation letter is downloaded from the system, signed, and uploaded as a document. 

 
Figure 119 – Uploading documents in agricultural cooperatives 

Once you have uploaded all the required documents click the Finish button, where a 

window will open to confirm the application. Once you confirm the application, you will be 

redirected to the list of applications. 

 
Figure 120 – Confirmation of application to the agricultural cooperative 
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4.7.9 List of applications 

 Once you have completed the application you will be redirected to the list of applications. 

You can forward from this list the status of your subject, for which you will be notified by email. 

 
Figure 121 – List of applications to agricultural cooperatives 
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5. Applications to change the Individual Business or General 

Partnership 

 After successfully identifying, selecting the business as well as selecting the submenu 

‘Request for change’ the form with all the requests is displayed. 

 
Figure 135 – Types of requests 

Where we can choose more than one application. 

7.1. Request to change name 

 Selecting the name change request, a form will be displayed as follows: 

 
Figure 136 – Apply for name change 

After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 
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Figure 137 – Report for name change 

If it is an individual business we can change only the trade name, while for general 

partnership we can change the name as well. After completing the changed name or changed trade 

name if we want to change it is optional and attach all the required documents, press the 'Continue' 

button where it goes to the document tab as in the following: 

 
Figure 138 – Attachment of documents 
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 After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message is displayed as well as the list with the registered request as follows: 

 
Figure 139 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

 
Figure 140 – Action options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 
By pressing the ‘Report’ button, the name change request form is displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 142 – Open the report 
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The report looks like the following: 
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Figure 143 – Report 
 
 
 

 

7.2. Request to change the address 

 Selecting the request to change the address, a form is displayed as follows: 

 
Figure 146 - Application to change of address 

After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 
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Figure 147 – Address change form 

 After filling in the municipality and the place for change, press the button 

‘Select location’ where the following window opens: 

 
Figure 148 – Choosing the location 

Where for assigning the address, we can search by street name or through the blue icon for 

location by manoeuvring with it on the map to the respective business route. After filling in the street 

name and number, press the 'Save' button and the following message is displayed: 
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Figure 149 – Address confirmation 

 After checking the address we press the button 'Yes, confirm' and then the form for the 

changed data is displayed again as follows: 

 
Figure 150 – Request with the data 

Where it is seen that the address description has changed with the address that has been 

selected. And filling in other data and attaching all the required documents, press the button Continue 

where it goes to the document tab as below: 
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Figure 151 – Attachment of documents 

 After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 
Figure 152 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

 
Figure 153 – Action options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the ‘Report’ button, the name change request form is displayed. 
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Figure 154 – Open the report 

 

The report looks like the following: 
 

Figure 155 – Report 
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7.3. Request to change the type 

 Selecting the request for type change is displayed as follows: 

 
Figure 156 – Apply for type change 

 After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 

 
Figure 157 – Report to change the type 

After selecting the new type of business and attaching all the required documents, press the 
‘Continue’ button where you pass the document tab as below: 
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Figure 158 – Attaching documents 

 After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 
Figure 159 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

 

Figure 160 – Action options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 
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 By pressing the ‘Report’ button, the name change request form is displayed. 

 
Figure 161 – Open the report 

 
 

 

 The report looks like the following: 

Figure 162 – Report 
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7.4. Request to change the number of employees 

 Selecting the request to change the number of employees, a form is displayed as follows: 

 
Figure 163 – Application to change the employees 

 After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 

 
Figure 164 – Report for changing the number of employees 

After filling in the new number of employees and attaching all the required documents where 

we have the opportunity to view the document and delete it, we press the button ‘Continue where 

you pass the tab of documents as below: 
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Figure 165 – Attaching documents 

After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 
Figure 166 - List of requests 

Where if we select the 'Actions' button then the following options are displayed: 
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Figure 167 – Action options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the ‘Report’ button, the name change request form is displayed. 

 
Figure 168 – Open the report 

 

The report looks like the following: 
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Figure 169 – Report 
 
 
 
 

7.5. Requests to change the activity 

 Selecting the request to change the activity, a form is displayed as follows: 

 
Figure 170 – Application to change of activity 
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 After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 

 
Figure 171 – Report for changing activities 

After selecting the activity and type of activity as follows: 

 

Figure 172 – Filling in the data to add the activity 

 After pressing the 'Add' button the registered activity is displayed in the list of activities for 

change as follows: 

 
Figure 173 – Addition of new activity 

We also have the option to delete that activity through the button even after adding 

‘Delete’. 

The activity is removed by pressing the 'Remove' button as follows: 
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Figure 174 – Removing the activity 

 Where after successful removal he appears in the list for changes. After adding and removing 

the activities and after attaching all the required documents we press the button ‘Continue as follows: 

 
Figure 175 – Filling in the data 

A new window opens with a list of activities to add and remove if all goes well press the 'Yes, 
confirm' button as follows: 
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Figure 176 – Confirmation of the request 

 Where it passes to the tab of documents as in the following: 

 
Figure 177 – Attaching documents 

After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 
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Figure 178 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

 
Figure 179 – Action options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the ‘Report’ button, the name change request form is displayed. 

  
Figure 180 – Open the report 
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 The report looks like the following: 

Figure 181 – Report 
 
 
 

7.6. Request to change the unit 

 Selecting the unit change request, a form is displayed as follows: 

 
Figure 182 – Application for unit change 

After selecting the 'Continue' button, the form with the list of the current unit is displayed 

and the possibility to remove that unit or to change it and register a new unit as follows: 
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Figure 183 – Report for changing units 

 After pressing the 'Actions' button we are presented with two options as follows: 

 
Figure 184 – Action options 

 After selecting the Edit option, the fields are filled with existing data, as follows: 

 
Figure 155 – Editing the unit 

If we press the ‘Select location’ button to select the unit and type of unit as follows: 
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Figure 186 – Choosing the location 

Where for assigning the address, we can search by street name or through the blue icon for 

location by manoeuvring with it on the map to the respective business route. After filling in the street 

name and number, press the 'Save' button and the following message is displayed: 

 

Figure 187 – Confirmation of the address 

 After now the button has the description of the selected address as follows: 

 
Figure 188 – Adding the unit 

After filling in all the fields, press the 'Add' button and the added unit appears in the list of 

units for change as follows: 
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Figure 189 – List of changes 

We also have the option to delete that unit through the 'Delete' button even after adding. The 

same is the case when we want to register new units. Where after filling in all the fields and assigning 

the address we press the ‘add’ button. And then the unit appears in the list for changes. 

The unit is removed by pressing the 'Remove' button as follows: 

 
Figure 190 – Removing the unit 

 Where after successful removal he appears in the list for changes. After adding and removing 

the unit and attaching all the required documents press the ‘Continue’ button as follows: 

 
Figure 191 – Filling in the data 

where it passes to the tab of documents as in the following: 



P a g e 94 | 184  

 
Figure 192 – Attaching documents 

 After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 
Figure 193 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: Where if 
we select the 'Actions' button then the following options are displayed: 

 
Figure 194 – Action options 
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If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the ‘Report’ button, the name change request form is displayed. 

 

 

 

 

 

 

The report looks like the 
following: 

Figure 195 – Action options 

 

 

Figure 196 – Report 

 
 

7.7. Request to change the equity 

Selecting the request for the equity change only for General Partnership is shown to us as 

follows: 
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Figure 197 – Application for the equity change 

 

After selecting the 'Continue' button, the form with the list of current owners and their 

capital is displayed. Before changing the capital for the owners, you must first fill in the field 

'changed capital' as follows: 

 

Figure 198 – Filling in the data 

After filling in the field 'changed capital' we now can change the capital for each owner 
by pressing the button 'Change' where the new window appears, as follows: 
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Figure 199 - Editing of the equity 

Where we have two possibilities of marking capital, that in percentage or in numbers. Here, 

depending on how many owners there are in the current list of owners, the capital should be changed 

for each owner in terms of not exceeding the scope of the changed capital. After completing the 

capital as follows: 

 
Figure 200 – Filling in the data 

 After pressing the 'Save' button the owner (s) appear in the list of owner changes as 

follows: 

 
Figure 201 – List with the changes 

Even after the change we have the option to delete the owner if we made a mistake 

when allocating capital through the 'Delete' button. 
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 After filling in all the fields and attaching all the required documents, press the ‘Continue’ 

button where you will see the following tab of documents: 

 
Figure 201 – Attaching documents 

After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 

Figure 202 – List of requests 
 

 Where if we select the 'Actions' button then the following options are displayed: Where if 
we select the 'Actions' button then the following options are displayed: 

Figure 203 - Action options 
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If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the ‘Report’ button, the name change request form is displayed. 

 
 
 
 
 
 
 
 
 

The report looks like the following: 

Figure 204 – Open the report 

 

 
Figure 204 – Report 

 
 
 
 

7.8. Request to change the representative/director 

By selecting the request to change the representatives/director only for the General Partnership, 

they appear as follows: 
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Figure 205 - Application to change the representative/director 

After selecting the 'Continue' button, the form with the list of current directors/representatives is 

displayed as follows: 

 
Figure 206 – Application details 

If we want to remove the representative/director, we do this by pressing the 'Actions' button as follows: 

 
Figure 207 – Removing the representative/director 

After the successful removal of the representative/director he is listed in the list to change the 

representatives/directors as follows: 
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Figure 208 – Removal of the representative/director 

Where we can also delete it through the 'Delete' button. 

We also can register a new representative / director by pressing the 'Register' button as 
follows: 

 
Figure 209 – Registration 

Where we see the new window with the possibility of registering 

representatives/directors. Where there are two types as physical or legal person as 

seen below: 
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Figure 210 - Registration of the representative/director 

 After completing the field ‘No. Personal 'which must be a valid personal number of the city 

of Kosovo then if that person is found other data are filled in automatically as follows: 

 
Figure 211 – Getting the data 
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Areas that are not completed must be completed manually. After filling in the fields and 

attaching the identification document which is done by pressing the 'Attach' button and then the 

following window opens whereas documents only .pdf format documents are allowed as seen below: 

Figure 212 – Attaching the document 
 

After selecting the document, press the ‘Open’ button and after successfully uploading the 

document and completing all the following fields: 
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Figure 213 – Filling in the data 

 After completing all the fields and attaching the identification document, the 
'Register' button, after successful registration, the representative/director appears in the 
list for change as follows: 

 
Figure 214 – List of the changes 

To register the representative/director as a legal entity, select the option 'legal entity' as 

follows: 
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Figure 215 – Registration as a legal entity 

 After filling in the field ‘NUI’ and if that business is found with that number, then fill in the 

other fields as follows: 

Figure 216 – Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and 
attaching the identification document which is done by pressing the 'Attach' button as follows: 
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Figure 217 – Filling in the data 
 

 After completing all the fields and attaching the identification document, the 
'Register' button, after successful registration, the representative/director appears in the list 
for change as follows: 

Figure 218 – List with the changes 

After adding or removing and attaching all the required documents, press the 'Continue' 

button where you will see the following tab of documents: 
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Figure 219 – Attaching documents 

 After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

 
Figure 220 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

Figure 221 – Actions options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 
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 By pressing the ‘Report’ button, the name change request form is displayed. 

 
 
 
 
 
 
 
 

The report looks like the following: 

Figure 222 – Open the report 

 

 
 

Figure 223 – Report 
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7.9. Request to change the owner 

 Selecting the owner change request, a form is displayed as follows: 

 
Figure 224 – Application to change the owner 

After selecting the 'Continue' button, the form with the list of current owners is displayed as follows: 

 

Figure 225 – Application data 

 If we want to remove the owner, we do this by pressing the 'Actions' button as follows: 

Figure 225 – Removing the owner 
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After the successful removal of the owner, he is listed in the list to change the owners 

as follows: 

 
Figure 226 – Removing the owner 

Where we can also delete it through the 'Delete' button. 
We also can register a new owner by pressing the 'Register' button as follows: 

 
Figure 227 – Registration 

Where we see the new window with the possibility of registering the owner Where there are 

two types as physical person (for IB only) or legal. The physical person may also be a foreign national 

as shown below: 
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Figure 228 – Registration of the owner 

After completing the field ‘No. Personal 'which must be a valid personal number of the 

citizen of Kosovo then if that person is found other data are automatically filled in as follows: 

 

Figure 229 – Getting the data 
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Areas that are not completed must be completed manually. After filling in the fields and 

attaching the identification document which is done by pressing the 'Attach' button and then the 

following window opens whereas documents only .pdf format documents are allowed as seen below: 

Figure 230 – Attaching documents 

 After selecting the document, press the ‘Open’ button and after successfully uploading the 
document and completing all the following fields: 

 
Figure 231 – Filling in the data 
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 After filling in all the fields and attaching the identification document, the 'Register' 
button after successful registration, the owner appears in the list for change as follows: 

 
Figure 232 – List with the changes 

Also, the registration of the owner as a physical person in the case when he is a foreign citizen 

is the same as a physical person only that all data must be completed manually. 

To register the owner as a legal entity, select the option 'legal entity' as follows: 

 
Figure 233 – Registration as a legal entity 

After filling in the field ‘NUI’ and if that business is found with that number then fill in the 

other fields as follows: 
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Figure 234 – Getting the data 

 Areas that are not completed must be completed manually. After filling in the fields and 
attaching the identification document which is done by pressing the 'Attach' button as follows: 

 
Figure 235 – Filling in the data 

After filling in all the fields and attaching the identification document, we press the 'Register' 
button, after successful registration, the owner appears in the list for change as follows: 
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Figure 236 – List with the changes 

After adding or removing and attaching all the required documents press the ‘Continue’ 
button where the following tab of documents is as follows: 

 

Figure 237 – Attaching the documents 

After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 



P a g e 116 | 184  

 

Figure 238 – List of requests 

 Where if we select the 'Actions' button then the following options are displayed: 

Figure 239 – Actions options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt. 

By pressing the 'Form' button, the name change request form is displayed. 

Figure 240 – Open the report 
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 The report looks like the following: 

 

Figure 241 – Report 
 
 

 

6. Requests to change the Joint Stock Society, Limited Liability 

Society, Limited Partnership or Foreign Company 

 After successfully identifying, selecting the business as well as selecting the submenu 

‘Request for change’ the form with all the requests is displayed. 

Figure 242 – Requests types 
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8.1. Request to change the name 

 Selecting the name change request is displayed as follows: 

 
Figure 243 - Apply for name change 

After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 
 

Figure 244 – Form to change the name 
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After filling in the changed name or the changed trade name if we want to change it is optional 

and attaching all the required documents, press the ‘Continue’ button where it goes to the document 

tab as below: 

 
Figure 245 - Statute 

Where the statute appears, u print this statute using the printer button as in the picture, 

then sign it and upload the Documents in the next step. 

After attaching all the documents, press the 'Finish' button. After the successful 

registration of the request, the message is displayed as well as the list with the registered 

request as follows: 

 
Figure 246 – List of requests 
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Where if we select the 'Actions' button then the following options are displayed: 
 

Figure 247 – Actions options 

If there is a receipt then the 'Receipt' button appears where we can see the receipt 

which looks like this. 
 

Figure 248 - Receipt 

By pressing the ‘Report’ button, the name change request form is displayed. 
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Figure 249 – Open the report 

 

 The report looks like the following: 

Figure 250 – Report 
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8.2. Request to change the address 

 Selecting the request to change the address is displayed as follows: 

 
Figure 251 - Application to change the address 

 

 After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 

Figure 251 – Form to change the address 

After filling in the municipality and the place for change, press the button ‘Select 

location’ where the following window opens: 
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Figure 252 – Choosing the location 

Where for assigning the address, we can search by street name or through the blue icon for 

location by manoeuvring with it on the map to the respective business route. After filling in the street 

name and number, press the 'Save' button and the following message is displayed: 
 

Figure 253 – Confirmation of the address 

After checking the address, we press the button 'Yes, confirm' and then the form for the 

changed data is displayed again as follows: 



P a g e 124 | 184  

 

Figure 254 – Request with the data 

Where it is seen that the address description has changed with the address that has been 

selected. Also, after filling in the other data and attaching all the required documents, press the 

‘Continue’ button where it goes to the tab of documents as below: 

Figure 255 - Statute 
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Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload the Documents in the next step. 

After attaching all the documents, press the 'Finish' button. After the successful 

registration of the request, the message is displayed as well as the list with the registered 

request as follows: 

 
Figure 256 – List of requests 

Where if we select the 'Actions' button then the following options are displayed: 
 

Figure 257 – Actions options 

If there is a receipt, then the 'Receipt' button appears where we can see the receipt 

which looks like this. 
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Figure 258 - Receipt 

 By pressing the ‘Report’ button, the request form to change the name is displayed: 

Figure 259 - Open the report 
 
 

Report looks like as following: 
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Figure 260 - Report 
 
 
 

8.3. Request to change the type 

 Selecting the request for type change is displayed as follows: 

 
Figure 261 - Apply for type change 

After selecting the 'Continue' button, the form with the following fields is displayed, as follows: 
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Figure 262 – Form to change the type 

After selecting the new type of business and attaching all the required documents, press the 

‘Continue’ button where you will see the following document tab: 

Where the statute appears where you must print this statute using the printer button as in 

the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the 'Finish' button. After the successful registration 

of the request, the message is displayed as well as the list with the registered request as follows: 

Figure 263 - List of requests 

Where if we select the 'Actions' button then the following options are displayed: 
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Figure 264 - Actions options 

If there is a receipt then the 'Receipt' button appears where we can see the receipt as 

follows. 

 

Figure 265 – Receipt 
 

 By pressing the 'Report' button, the name change request form is displayed. 

Figure 266 - Open the report 
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Report looks like as follows: 
 

Figure 267 - Report 
 
 

8.4. Request to change the number of employees 

 Selecting the request to change the number of employees are displayed as follows: 

 
Figure 268 – Application to change the number of employees 
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After selecting the ‘Continue’ button, the form with the following fields is displayed, as follows: 

Figure 269 – Form to change the number of employees 

After filling in the new number of employees and attaching all the required documents where 

we have the opportunity to view the document and delete it, we press the ‘Save’ button as below: 

Figure 270 - Filling in the data 

After filling in the new number of employees and attaching all the required documents where 

we can view the document and delete it, we press the button ‘Continue’ where you pass the tab of 

documents as below: 
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Figure 271 – Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the 'Finish' button. After the successful 

registration of the request, the message appears as well as the list with the registered request 

as follows: 

 
Figure 272 - List of requests 

Where if we select the 'Actions' button then the following options are displayed: 



P a g e 133 | 184  

 

Figure 273 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows. 

Figure 274 - Receipt 
 
 

By pressing the ‘Report’ button, the following form is displayed: 

Figure 275 - Open the report 
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Report looks like as follows: 

Figure 276 - Report 
 
 
 

8.5. Request to change the activity 

 Selecting the request to change the activity is displayed as follows: 

 
Figure 277 - Application to change the activity 

After selecting the ‘Continue’ button, the form with the following fields is displayed, as follows: 
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Figure 278 - Application to change the activities 

 After selecting the activity and type of activity as follows: 

 
 
 
 
 
 
 
 

 
Figure 279 - Filling in the data to add the activity 

 After pressing the 'Add' button the registered activity is displayed in the list of activities for 
change as follows: 

Figure 280 – Adding the new activity 

We also have the option to delete that activity through the button even after adding 

‘Delete’. 

The activity is removed by pressing the 'Remove' button as follows: 
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Figure 281 – Removing the activity 

 Where after successful removal he appears in the list for changes. After adding and removing 

the activities and after attaching all the required documents we press the button ‘Continue’ as 

follows: 

Figure 282 - Filling in the data 

 A new window opens with a list of activities to add and remove if all goes well press the 
'Yes, confirm' button as follows: 

Figure 283 – Confirmation of the request 
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 Where it passes to the tab of documents as in the following: 
Figure 284 - Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the 'Finish' button. After the successful 

registration of the request, the message appears as well as the list with the registered request 

as follows: 

Figure 285 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: 
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Figure 286 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows. 
 

Figure 287 Receipt 
 

If we select the ‘View’ option then we have the opportunity to view the request with all the 
completed data in the impossibility to change it as follows: 
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Figure 288 - View the request 

By pressing the ‘Report’ button, the following form is displayed: 

Figure 289 - Open the report 
 
 

Report looks like as follows: 

Figure 290 - Report 
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8.6. Request to change the unit 

Selecting the unit change request is displayed as follows: 

 

Figure 291 – Application to change the unit 

 After selecting the 'Continue' button, the form with the list of the current unit is displayed 

and the possibility to remove that unit or to change it and register a new unit as follows: 

Figure 292 – Form to change the unit 

After pressing the ‘Actions’ button we are presented with two options as follows: 
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Figure 293 - Actions options 

After selecting the Edit option, the fields are filled with existing data, as follows: 
Figure 294 – Edit the unit 

 If we press the ‘Select location’ button to select the unit and type of unit as follows: 

 
Figure 295 - Choosing the address 
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Where for assigning the address, we can search by street name or through the blue icon for 

location by manoeuvring with it on the map to the respective business route. After filling in the street 

name and number, press the 'Save' button and the following message is displayed: 
 

Figure 296 – Confirmation of the address 

 After now the button has the description of the selected address as follows: 

Figure 297 – Adding the unit 

 After filling in the data in all the fields, press the 'Add' button and the added unit appears in 

the list of units for change as follows: 

Figure 298 - List of the changes 

We also have the option to delete that unit through the 'Delete' button even after adding. The 

same is the case when we want to register new units. Where after filling in all the fields and assigning 

the address we press the ‘Add’ button. And then the unit appears in the list for changes. 

The unit is removed by pressing the 'Remove' button as follows: 
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Figure 299 – Removing the unit 

 Where after successful removal he appears in the list for changes. After adding and removing 

the unit and attaching all the required documents press the ‘Continue’ button as follows: 

Figure 300 - Filling in the data 

where it passes to the tab of documents as in the following: 

 
Figure 301 - Statute 
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Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the 'Finish' button. After the successful 

registration of the request, the message appears as well as the list with the registered request 

as follows: 

 
Figure 302 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: Where if we 

select the ‘Actions’ button then the following options are displayed: 

Figure 303 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows. 
 

 

Figure 304 - Receipt 
 
 

By pressing the ‘Report’ button, the following form is displayed: 
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Figure 305 - Open the report 

 
 

Report looks like as follows: 
 

Figure 306 - Report 
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8.7. Request to change the equity 

 By selecting the equity change request as follows: 

 
Figure 307 – Application to change the equity 

After selecting the 'Continue' button, the form with the list of current owners and their 

capital is displayed. Before changing the capital for the owners, you must first fill in the data in 

the field 'changed equity’ as follows: 
 

Figure 308 – Filling in the data for equity 

After filling in the field 'changed equity’ we now can change the capital for each owner by 
pressing the button 'Change' where the new window appears as follows: 
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Figure 309 – Choosing the equity 

Where we have two possibilities of marking capital, that in percentage or in numbers. Here, 

depending on how many owners exist in the current list of owners, the capital should be changed for 

each owner in terms of not exceeding the value of the changed capital area. After completing the 

capital as follows: 

Figure 310 – Filling in the data for equity 

 After pressing the 'Save' button the owner(s) appear in the list of owner changes as follows: 

Figure 311 - List with the changes 

Even after the change we have the option to delete the owner if we made a mistake during 

the capital allocation via the ‘Delete’ button. 

After filling in all the fields and attaching all the required documents, press the ‘Continue’ 

button where it passes to the tab of documents as in the following: 
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Figure 312 - Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the ‘Finish’ button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

Figure 313 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: Where if 
we select the ‘Actions’ button then the following options are displayed: 
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Figure 314 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows. 
 

 

Figure 315 - Receipt 
 

By pressing the ‘Report’ button, the following form is displayed: 

Figure 316 - Open the report 
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Report looks like as 
follows: 

 
 

Figure 317 - Report 

 
 
 

8.8. Request to change the representative/director 

By selecting the request to change the representatives/director only for the General Partnership, 

they appear as follows: 

 
Figure 318 – Application to change the representative / director 

After selecting the 'Continue' button, the form with the list of current 

directors/representatives is displayed as follows: 
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Figure 319 - Form of the request 

If we want to remove the representative/director, we do this by pressing the ‘Actions’ button as follows: 

Figure 320 – Removing the representative/director 

 After the successful removal of the representative/director he is listed in the list for change of 

representatives/directors as follows: 

Figure 321 - Removing the representative/director 

Where we can also delete it through the ‘Delete’ button. 

We also can register a new representative/director by pressing the 'Register' button as 
follows: 
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Figure 323 – Registration 

 Where we see the new window with the possibility of registering representatives/directors. 

Where there are two types as physical or legal person as seen below: 

Figure 324 - Registration of the representative/director 

After completing the field ‘No. Personal' which must be a valid personal number of the city 

of Kosovo then if that person is found other data are filled in automatically as follows: 
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Figure 325 – Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and 

attaching the identification document which is done by pressing the 'Attach' button and then the 

following window opens whereas documents only .pdf format documents are allowed as seen below: 

Figure 326 - Attaching the document 

After selecting the document, press the ‘Open’ button and after successfully uploading the 
document and completing all the following fields: 
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Figure 327 - Filling in the data 

After completing all the fields and attaching the identification document, the 'Register' 
button, after successful registration, the representative/director appears in the list for change as 
follows: 

 
Figure 328 - List with the changes 

To register the representative/director as a legal entity, select the option 'legal entity' as 

follows: 
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Figure 329 - Registration as a legal entity 

 After filling in the field ‘NUI’ and if that business is found with that number, then fill in the 

other fields as follows: 

Figure 330 - Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and 
attaching the identification document which is done by pressing the 'Attach' button as follows: 
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Figure 331 - Filling in the data 

 After completing all the fields and attaching the identification document, the 'Register' 
button, after successful registration, the representative / director appears in the list for change as 
follows: 

Figure 332 - List with the changes 

After adding or removing and attaching all the required documents press the ‘Continue’ 

button where it passes to the tab of documents as in the following: 
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Figure 333 - Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the ‘Finish’ button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

Figure 334 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: Where if 
we select the ‘Actions’ button then the following options are displayed: 

Figure 335 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows: 
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Figure 336 Receipt 
 

 

By pressing the ‘Report’ button, the following form is displayed: 

Figure 337 - Open the report 
 
 

Report looks like as follows: 
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Figure 338 - Report 

 
 
 

8.9. Request to change the owner 

 Selecting the owner change request, a form is displayed as follows: 

 
Figure 339 - Application to change the owner 

After selecting the 'Continue' button, the form with the list of current owners is displayed as follows: 
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Figure 340 - Form of the request 

If we want to remove the owner, we do this by pressing the 'Actions' button as follows: 

 
 
 

Figure 341 – Removing the owner 

 

After the successful removal of the owner, he is listed in the list for change of owners as follows:
 

 
Figure 342 – Removing the owner 

Where we can also delete it through the ‘Delete’ button. 

We also can register a new owner by pressing the 'Register' button as follows: 
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Figure 343 - Registration 

Where we see the new window with the possibility of registering the owner Where there are 

two types as physical or legal person or institution. The physical person may also be a foreign 

national as shown below: 

Figure 344 - Registration of the owner 

After completing the field ‘No. Personal 'which must be a valid personal number of the citizen 

of Kosovo then if that person is found other data are automatically filled in as follows: 
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Figure 345 - Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and 

attaching the identification document which is done by pressing the 'Attach' button and then the 

following window opens whereas documents only .pdf format documents are allowed as seen below: 

Figure 346 - Attaching the document 

After selecting the document, press the ‘Open’ button and after successfully uploading the 

document and completing all the following fields: 
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Figure 347 - Filling in the data 

 After filling in all the fields and attaching the identification document, the 'Register' 
button after successful registration, the owner appears in the list for change as follows: 

Figure 348 - List with the changes 

Also, the registration of the owner as a physical person in the case when he is a foreign citizen 

is the same as a physical person only that all data must be completed manually. 

To register the owner as a legal entity, select the option 'legal entity' as follows: 
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Figure 349 - Registration as a legal entity 

After filling in the field ‘NUI’ and if that business is found with that number, then fill in the 

other fields as follows: 

Figure 350 - Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and attaching the 
identification document which is done by pressing the 'Attach' button as follows: 
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Figure 351 - Filling in the data 

 After filling in all the fields and attaching the identification document, we press the 'Register' 
button, after successful registration, the owner appears in the list for change as follows: 

Figure 352 - List with the changes 

 To register the owner as an institution we select the option ‘institution as follows: 

Figure 353 - Institution 
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  After successful registration the owner appears in the list for change as follows: 

Figure 355 - List of the changes 

After adding or removing and attaching all the required documents press the ‘Continue’ 
button where it passes to the tab of documents as in the following: 

 

Figure 356 - Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the ‘Finish’ button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 

Figure 357 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: Where if 
we select the ‘Actions’ button then the following options are displayed: 
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Figure 358 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt 

as follows: 
 

Figure 359 - Receipt 
 
 

By pressing the ‘Report’ button, the following form is displayed: 

Figure 400 - Open the report 
 
 

Report looks like as follows: 
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Figure 401 - Report 

 
 
 

8.10. Request to change the board 

 Selecting the board change request appears as follows: 

 
Figure 402 – Application to change the board 

After selecting the ‘Continue’ button, the form with the following fields is displayed, as follows: 
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Figure 403 - Application details 

 

 
 
 
 
 
 
 
 

If we want to remove the board member, we do this by pressing the 'Actions' button as follows: 

Figure 404 – Removing the representative/director 

 

After successful removal of the board member, he is listed in the list of the board members change as 
follows:

 

 
Figure 405 – Removing the board member 

Where we can also delete it through the ‘Delete’ button. 

We also can register a new board member by pressing the 'Register' button as follows: 
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Figure 406 - Registration 

 Where we see the new window with the possibility of registering the board 

member where the board member can also be a foreign national as seen below: 
Figure 407 - Registration of the board member 

 After completing the field ‘No. Personal 'which must be a valid personal number of the 

citizen of Kosovo then if that person is found other data are automatically filled in as follows: 

Figure 408 - Getting the data 

Areas that are not completed must be completed manually. After filling in the fields and attaching 
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the identification document which is done by pressing the 'Attach' button 

  

and then the following window opens whereas documents only .pdf format documents are allowed 

as seen below: 

Figure 409 - Attaching the document 

After selecting the document, press the ‘Open’ button and after successfully uploading the document 

and completing all the following fields, as follows: 

Figure 410- Filling in the data 

After filling in all the fields and attaching the identification document we press the 
‘Register’ button after successful registration the board appears in the list for change as follows: 
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Figure 411 - List with the changes 

Also, the registration of the board member in case it is a foreign citizen is the same only that 

all data must be filled in manually. 

After adding or removing and attaching all the required documents, press the ‘Continue’ 

button where it goes to the document tab as below: 

Figure 412 - Statute 

Where the statute appears where you must print this statute using the printer button as 

in the picture, then sign it and upload it to Documents. 

After attaching all the documents, press the ‘Finish’ button. After the successful registration 

of the request, the message appears as well as the list with the registered request as follows: 
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Figure 413 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: Where if 
we select the ‘Actions’ button then the following options are displayed: 

Figure 414 - Actions options 

If there is a receipt then the ‘Receipt’ button appears where we can see the receipt 

as follows: 

Figure 415 – Receipt 

By pressing the ‘Report’ button, the following form is displayed: 



P a g e 1714 | 184  

 

Figure 416 - Open the report 

 
 

Report looks like as follows: 

Figure 417 - Report 
 
 

 
8.11. Request to change the type of business for Agricultural Cooperative 

The whole procedure for change for all types of claims in the case of the Agricultural Cooperative is 

the same as in the above steps. The only difference is the forms that appear. 
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7. Request for deregistration 

 Once we are identified the first form is that of the election of persons as applicants or 

representatives. So as follows: 

 
Figure 432 Choosing the access 

To apply for change requests, you must select the access option as 'Representative'. Where then the 
following business list form appears: 

 
Figure 433 - Business list 

Where if we have more businesses that we are authorized than all the businesses appear. 
Press the ‘Select’ button for the business for which we want to apply. Where then the initial form 
appears as follows: 
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Figure 434 - Initial form 

By selecting the menu 'Deregister business' appears in the following submenu as follows: 

Figure 435 – Submenu 

By selecting the 'Request for deregistration' submenu, the following form appears: 

 
 

Figure 436 - Form of the request 

Where we choose the type of reason as follows: 
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Figure 437 - Type of the reason 

After completing the reason type or if the ‘Other’ reason type is selected, you must also 

describe the reason. Also, after attaching all the documents required by the list, press the 'Save' 

button as follows: 

 
Figure 438 - Save the request 

 After the successful registration of the request, a message is displayed as well as the list of 

the registered request as follows: 

 
Figure 439 - List of requests 

Where if we select the ‘Actions’ button then the following options are displayed: 



P a g e 1718 | 184  

 
Figure 440 - Actions options 

If we select the ‘View’ option then we have the opportunity to view the request with all the 

completed data in the impossibility to change it as follows: 

Figure 441 - View the request 

If we press the 'Finish' button, we again return to the request list. 

By pressing the ‘Report’ button, the following form is displayed for the request to change the name. 

Figure 442 - Open the report 
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Report looks like as follows: 

Figure 443 - Report 

We can also see the request through the list. This is done by selecting the 'List' button. 

 
Figure 444 - List of requests 
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8. Request for additional information 

 
After successfully identifying, and selecting the business as well as selecting the submenu 

‘Request for additional information’ the request form appears: 

 
Figure 482 Menu 

 

 After successfully identifying, and selecting the business as well as selecting the 

submenu ‘Request for information where we have the opportunity to select the type of 

information we want from the drop-down list as follows’ the request form appears: 

 
Figure 483 – Request 

 

Pressing the 'Select' button then lists the information in the list of additional 

information. If the documents are selected from the information type, then the list of 

documents is displayed where from the actions we click the ‘select’ button as follows: 
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Figure 484 – Choosing the request 

 

 After solving the information, calculations are made as the number of pages 

and the total is calculated in euros, then we press the ‘Save’ button as follows: 

 

Figure 485 – List of requests 
 

After the successful registration of the request, a message is displayed as well as the list 

with the registered request as follows: 
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Figure 486 Lista 
 

Where if we select the ‘Actions’ button then the following options are displayed: 

 
Figure 487 - Actions options 

If there is a receipt, then the ‘Receipt’ button appears where we can see the receipt as 

follows: 

Figure 488 Receipt 
 

By pressing the ‘Report’ button, the following form is displayed for the request to change the 
name. 
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Figure 489 - Open the report 

 
 
 
 

Report looks like as follows: 
 

Figure 490 - Report 


