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This user manual for using the Digital Document Exchange Platform (hereinafter referred to as the 
Platform) enables existing clients of the Bank, i.e. Users of the Platform (hereinafter referred to as: 
User) as well as End Users (a natural person authorized by the User's legal representative to use the 
Platform on behalf of and for the account of the User, the End User is also considered the legal 
representative of the User) detailed information about the purpose, possibilities and purpose of the 
Platform. Getting to know this document, as well as getting to know the Special Terms of Use of the 
Platform for exchanging and signing digital documentation, will enable the User/End User to 
independently use the Platform in their daily work. 
 

The platform is an internet ("web based") service provided by UniCredit Bank Srbija a.d. Belgrade 
provides its Users with a service that enables the exchange and signing of digital documentation 
with Qualified Electronic Certificates (QES) issued by the "Serbian Chamber of Commerce", "Pošta", 
"Ministry of internal affairs" or "HALCOM". Special benefits provided by the Platform: 

- Exchange of documentation without physical presence 
- Signing of documentation with a Qualified Electronic Certificate 
- Security in the immutability of the document being exchanged 

 

The Platform, with its technical features, ensures the security and immutability of the 
documentation exchanged between the Bank and the User. Documentation that can be exchanged 
and signed through the Platform can be found in the List of Products and Documents available on 
the Bank's website www.unicreditbank.rs. 

 

Technical prerequisite 
 
The technical prerequisite for using the Platform, i.e. the option of digitally signing contractual 

documents with QES, is the prior installation of the driver  
that can also be found on internet website of the Bank www.unicreditbank.rs. 

The driver itself represents an intermediary application that enables the Platform to identify the 
certificates that the User/End User uses in their daily work and to enable the digital signing of 
documents with the same. 

After installing the driver, it is necessary to restart the computer.  

The following table contains a list of Internet browsers that are compatible with the Platform: 

https://www.unicreditbank.rs/rs/biznis/platforma-za-elektronsku-razmenu-dokumenata.html
https://www.unicreditbank.rs/rs/biznis/platforma-za-elektronsku-razmenu-dokumenata.html
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Process of creating of user account in the Platform 
 

In order for an existing client of the bank to obtain access to the Platform, it is necessary to perform 
the following steps: 

- to define in the Request for Access and Use of the Platform a list of End Users who will have 
access to the Platform in the name and on behalf of the User 

- to activate the account 
 

Definition of End User list 
 
In the name and on behalf of the User, the Platform can be accessed by a legal representative, other 
representatives as well as all other employees, i.e. authorized persons of the User with a note of possible 
limitations of their powers with a description of the legal actions they can undertake/sign documents, 
all in accordance with the User's internal acts. In order to define the authorizations for access to the 
Platform for persons for whom access is necessary, the User's legal representative or other competent 
authority of the User is obliged to fill out and submit to the bank a document specially created for these 
purposes - Request for Access and Use of the Platform for exchanging and signing digital documents, 
which is available on the website of UniCredit Bank Srbija a.d. Belgrade. and which can be reached via 
a link www.unicreditbank.rs. 

The legal representative of the User is obliged to clearly emphasize in the Request for Access and Use 
of the Platform: 

- Persons authorized to access the platform and sign (this level of rights can be assigned 
exclusively to legal representatives of the User or to persons who have special authorization for 
signing issued by the legal representative or other relevant authority of the User) 

- Other persons with the right of access to the Platform, without the right to sign (Other 
persons with the right of access mean users of the Platform for the exchange of digital 
documents who have the right to read, exchange documents and comment) 

 

Enviroment Official Suppoted OS Additional acceptable use

Desktop PC/Notebook Microsoft Edge (>= 42)

Firefox (>= 63)

Google Chrome (>= 92)

Safari (>= 12)

HTML5 capable browser and plug-ins (SWT-Browser. JXBrowser)

Ios iPad: Safari Browser

iPhone: Safari Browser

Android Android phones: Chrome Browser

Android tablets: Chrome Browser

Windows Mobile Microsoft Edge (Windows 10 Mobile)

https://www.unicreditbank.rs/rs/biznis/platforma-za-elektronsku-razmenu-dokumenata.html
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Mandatory data that the legal representative of the User should provide for all persons who have access 
to the Platform are Name and Surname, valid document number (identity card or passport), JMBG 
(unique personal number), phone number and e-mail address. 

Completed Request for Accessing and using the Platform (found on the bank's website 
www.unicreditbank.rs) is necessary to provide to the Bank, i.e. to the personal banker if the registration 
process was initiated in a branch, i.e. to the Relationship Manager or his Assistant to the e-mail address 
or in person. 

The Bank will not accept documentation signed by an unauthorized person and/or persons who are 
not authorized to sign documentation independently and without restrictions, all in accordance with 
the internal acts of the User. 

 

Activation of User’s account in the Platform 
 

After successfully creating of an account, the End User receives a welcome e-mail message to the 
registered e-mail address specified in the Request for Access and Use of the Platform. The welcome 
e-mail contains a link to access the Platform. It is necessary for the End User to click on the link 
received in the e-mail in order to continue the activation process. 

 

 

The end user logs in to the Platform by entering the registered e-mail address specified in the 
Request for Access and Use of the Platform as a username. 

When logging in, the end user will receive a temporary password via SMS to the registered phone 
number specified in the Request for Access and Use of the Platform, after which he will enter the 

https://www.unicreditbank.rs/rs/biznis/platforma-za-elektronsku-razmenu-dokumenata.html
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same password in the Password field. 

 

The temporary password that the End User receives from the Bank is only used during the first login 
to the Platform, and after logging in, the End User is required to change it in the next step and define 
the password as desired. 

 

After all the previous data from the image above have been adequately entered, the End User moves 
to the next page where it is expected that he will be identified once again using the OTP (One Time 
Password) password, as defined in the image below. 
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Each time the end user logs in to the Platform, he will use the password he defined according to the 
instructions described in the picture above, while the aforementioned Code, from the picture above, 
which he receives via SMS message, will be created anew each time. 

If a certain End User is registered on the Platform with several legal entities (this can happen in the 
case of client groups/related legal entities), in the next step, after entering the SMS OTP Code, an 
option will appear to select a specific User for whom at that moment reports. The selection is made 
from the drop-down menu as shown in the image below. 
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Signing of End User statement for Platform services 
 

During the first login to the Platform, the End User will be offered to sign the End User Statement for 
Platform services (hereinafter: Statement). By signing this Statement, the End User confirms that he 
has read the documentation located at www.unicreditbank.rs such as: 

• User manual for usage of Digital Document Exchange Platform, 
• List of products and documents which is possible to exchange and sign on Platform, 
• Special terms of use of the platform for exchange and signing of digital documentation for 

legal entities 
 

As well as being familiar with the terms and conditions of the Platform for exchanging and signing 
digital documents and agrees with them. 

The end user cannot get access to the platform if he does not want to sign it. Signing the Statement 
is carried out in two ways: 

- legal representative: using a Qualified Electronic Certificate 
- other End Users: using OTP ("One Time Password“) 

 

Signing of End User Statement for Platform services by the legal representative 
 

 

 

On the next page, the document Statement for Platform services is opened. It is necessary for the End 
User to read the document to the end, i.e. to the place for signature. 

https://www.unicreditbank.rs/rs/biznis/platforma-za-elektronsku-razmenu-dokumenata.html
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This Statement as well as all other documents are signed with a Qualified Electronic Certificate (the 
certificate can be in the form of a smart card or USB token). Before the first signature, the Platform 
will require the End User to download and install the necessary drivers (

) which support the signing process. After successful 
installation, it is necessary to restart the computer, and then continue with the signing process by 
clicking on the place provided for signature. 

At the beginning of the process, the Platform tries to find available certificates for signing. It is 
necessary to check whether the certificate, which is in the form of USB or Card, is connected to the 
computer. Only associated certificates will be identified on the Platform. This process can take up to 
60 seconds. 
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On the next screen, you need to select the 
Qualified Electronic Certificate with which 
will be used for signing the document, and 
then click on the button Potpišite. 

 

 

 

 

 

 

In the next step, you need to enter the 
PIN associated with the Qualified 
Electronic Certificate and confirm by 
clicking the Ok button. 
 

 

 

 

After that, the digital signature is displayed at the end of the document and the End User can click on 
the button Završi. 

 

 

At the end, when the process of signing the Statement has been carried out to the end, a basic screen 
appears on the Platform.  
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!!! The process of signing the End User Statement for Platform services is carried out during the first 
registration of the End User on the Platform. At each subsequent access to the Platform, the 
statement will not be signed again. 

 

Signing of End User Statement for Platform services by other end users 
 

Other End Users who are not legal representatives and need to use the platform (for the purposes of 
setting up documentation, commenting and sending to the bank) sign the Statement using a one-time 
password or OTP ("One Time Password") that they receive via SMS to their mobile phone number. 

In the first step, the End User initiates the sending of the OTP to his mobile phone number by clicking 
on the button Pošaljite („Send“) 
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After the OTP arrives via SMS, the End User enters it in the Transaction code field and then clicks on the 
button Potpišite („Sign“). 

 

 

 

 

 

 
 
 
 
 

End User log in on the Platform 
 
The Bank will notify the End User, via e-mail notification to the registered e-mail address, if 
there is documentation that has been placed on the Platform by the Bank, and which must be 
exchanged and signed with the Platform User. An example of an e-mail notification can be 
found in the following image: 
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Within the Notification there is also a link to access the Platform. By clicking on the link, the main page 
of the Platform opens, where the End User should enter identification data and select the Language for 
using the platform: 

• Language – The end user chooses Serbian or English language 

• Username – The End User enters the e-mail address that was initially defined during the End 
User's registration 

• Password – The end user enters the code that he initially defined during registration 
 

 
 
In the second step, after the End User has previously successfully registered on the Platform, it 
is necessary to enter the Code that will be sent via SMS to the mobile phone number of the End 
User that was initially registered. 
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Dokubox management  
 
Dokubox represents a set of documents/contractual documentation created by the Bank for the 
purpose of exchange or signing and is linked to a specific product or service of the Bank. The 
content of dokubox is created by Bankar. After logging in to the Platform, the End User accesses 
the specific dokubox by clicking on the sign shown in the image below. 
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After the End User accesses the specific dokubox, first of all, it is possible to inspect each of the 
documents by clicking on the Download button. If the End User agrees with the content of the 
documentation he received, he can further change the phase of each individual document separately. 
 
Phase: Send to bank - by selecting this option, the End User sends the bank information that he agrees 
with the document, thereby confirming that he is ready to sign the specified document 
 
Phase: Send to bank for correction  - by choosing this option, the End User sends information to the 
bank that he does not agree with the document and that a certain correction is necessary 
 
If there is a need to send a message to the bank related to an individual document, it can be done by 
selecting the "Messages" button. 
 
After the End User has marked the next stage for the documents, where necessary, it is necessary to 
click on the "Submit" button. 
 

!!! Signing of documentation is possible at the moment when all documents from dokubox are ready 
for signature. It is not possible to sign documents separately, but when they are all at the same stage. 
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Signing of documentation  
 
When all documents are in the “Waiting client signature” phase, dokubox, i.e. all documents 
from dokubox are ready for signing. The end user should then click on the “Sign with eSAW 
button”. 
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In the next step the End User should click on 
the button Ok. 
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On the next screen, the End User will be shown all the documents on the left side, as shown in the 
picture below, and the place for signature, which the End User should click on if he is ready to sign. 
   

 
 
 
In the next step, the End User, if he wishes, can choose to sign all the documentation at once, 
with one click, using the option Batch Signature - Sign all signatures at once. If the End User 
does not select this option, signing will continue individually. 
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In the next step, the End User selects his Qualified Certificate and confirms the signature by 
clicking on the Sign/Batch sign button. 
 

 
 
 



19 
 

When the signing has been successfully completed, the End User's signature will be displayed as in 
the image below on the "Signature sheet" document, the End User will click on the "Finish" button 
to complete the process of signing the document and thus forward the dokubox to the bank for 
further processing. 
 

 
 
 
Commenting on the documentation 

In addition to options for exchanging and signing documents, the platform also represents a secure channel 
of communication. The complete process of harmonizing contractual documents can be done within the 
Platform for each individual document. 

Next to each document, there is a Message option, whereby clicking on it, you open a dialog for exchanging 
information about the specific document 
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After entering the text in the provided field, it is necessary to click on the arrow on the right side in 
order to send the message. 

The communication itself is two-way, that is, it can be initiated by the Banker but also by the End 
User himself. 

Archive of signed documentation 

In the event of a successful completion of the signing process by all contractual parties, docubox 
changes the status from In Progress to Finalized. 

In order for the End User to be able to access the processes that have been completed, i.e. the docubox 
that is in the Finalized status, it is necessary to start the search, it is necessary to click on the Show 
all filters button. 
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From the drop-down list in the Docubox status field, select the Finished/Finalized option and finally 
click on the Apply filter button. 
On the next page, all docuboxes that are in the requested status and within which the signed 
documentation is available will be displayed. 
The download of the documentation itself is initiated by clicking the Download button.

 
 

Contact for Platform support 
 

In case of support needed for using the Platform, you can contact the e-mail address 
DDETeam@unicreditgroup.rs  

mailto:DDETeam@unicreditgroup.rs

