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1 User registration 
 

 

1.1 Account creation 
 

User registration starts by visiting the portal  https://portal.parking-servis.co.rs  where it shows a 
login form, by selecting the option “Create an Account”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Note:  If you already have an Account, for using E-PPT, the very same account should be used as well for 
Prepaid card. Please follow step 2 
 

If you do not have an Account on the Portal, first you should consider registration upon factors for 
individuals or legal entities, and then fulfill all the required fields. 
 

- Personal and contact data (matching data within the existing database)  
 

-  ID Address Data or registration of the company (necessary for  issuing the bill )  
- Data related to the Portal Account (User name and password)  

o Password must contain at least one Capital letter, at least one lower case letter and at least 
one number. 

 
- Confirmation that the account is made by a person, and not an automated spamming system. 

(Necessary for an automated abuse-prevention system) 
 

- Data Validations (In case of  wrong data, please  write an email to  info@parking-servis.co.rs)  
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By clicking on the Create an account, and valid insertion of data, account creation 
confirmation message will appear.  
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1.2 Account activation 
 
The system will create the User and try to match it with the existing customer base. Once 
successfully authenticated, a success confirmation message will be sent to your email.     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Users can verify the email address by clicking on the link in the email.  The confirmation page will be 
displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Go back to main page and login there with username and password.  
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2 Application form for “Prepaid card”Personalization  
 

2.1  Request Creation for “Prepaid card” personalization   
 

To create the request for “Prepaid card” personalization, User must log in to Portal and then access the 
Prepaid option.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Please fill in all required fields in the request form.  
 

- Type of request 
 

o  From the dropdown menu, you can see the types of various requests offered 
regarding Prepaid Card, that can be applied to PUC “Parking Servis”, Belgrade.  

 “Prepaid card” personalization 

 “Prepaid card” reload



 “Prepaid card” credit transfers 

 “Prepaid card” listing



 “Prepaid card” replacement (damaged or expired card)

 “Prepaid card” serial number correction

 
o The condition for all other functions is that the card is being personalized and that you have 

been registered as a cardholder.    
- The card's serial number:  

o Enter a serial number of your card  
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Once you have successfully entered all the required data, you have to confirm that: 
 

- You give the consent to personal data processing  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Upon consent, you may send the request by clicking on Send Request button. 
 

The system will inform you of successful application and provide you with a unique number of your Prepaid 
Card Personalization process.   
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2.2 Data processing stage for “Prepaid card”personalization   
 

Upon successful application, the system will check your application request in the following manner: 
 

- Checking if the card is already registered under that specific number to another User Account. 
 
If all fields contain valid data, the application request will be approved and you will be informed on the 
status via e-mail.  To view the status of your request, click the Page – My Services, and then go to the 
Resolved requests.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

2.3 Resolved requests 
 

After your request has been processed the request will be under option Resolved requests. You will be able 
to create other requests regarding Prepaid card. You will be also informed about the status of your request 
by an automatic email message.   
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Appearance request form:  
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2.4 Reload request for “Prepaid card”  
 
 For any of Prepaid Personalized cards, you may ask the proforma invoice for the reload of the card, according to the 

General terms. 
 

1. Login to the Portal with Username and Password   
2. Access the option “Prepaid” 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Select the Reload Prepaid Card request from the dropdown menu -  Type of request 
4. Choose one of the Prepaid Card  serial numbers, that you have previously personalized    
5. Choose a reload amount  
6. Send the request 

 

Note: In accordance with the General terms and conditions, the “Prepaid card” cannot be reloaded to 

the amount that exceeds 9.990,00 RSD. Due to technical limitation, the referent must check your 

current balance on the Prepaid card and then approve the issuance of pro forma invoice for reloading 

service. If your current balance and requested amount to reload, together exceeds the 9.990,00 RSD, 

then the referent will approve the first lower amount allowed and generate a proforma invoice on that 

allowed amount, on which you will be notified upon request approval.  
 

7. After processing the request, at the page My services/Resolved requests, you may find your pro forma 
invoice for credit reload service. Also, you will get an email message confirmation upon creating an 
invoice.  

8. Make the payment with correct reference number, listed on a proforma invoice.  
 

9. After evidence of payment via a bank statement, the referent will post-payment to account 
receivable, and your balance will be increased in the amount of the payment, following an email 
notification message.  

 

Note: If payment is made during the workdays until 17 o’clock, this payment will be visible on our 
account the following day, and then we can process the payment in a timely manner. If payment is 
made during the workdays after 17 o’clock and on weekend, payment will be visible on our account 
after two work days. Please take this into consideration when paying.   
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2.5 Replacement request for “Prepaid card” 
 

In case of lost, damaged, or expired card, you may apply for a replacement card by following the 
details below: 

 
1. Login to the Portal with Username and Password  
2. Choose an option “Prepaid”  
3. Choose an option  “Prepaid card Replacement request”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Select a serial number of the card you want to replace.  
5. Select the reason for a card replacement (lost, damaged, or expired).  
6. Select a location where you want to pick it up.  
7. Send the request. 

 

Note: The fee for Prepaid card replacement is 650,00 RSD, except for expired card that had previously 
been reloaded with more than 30.000,00 RSD, during the validation period. In that case the 
replacement fee is 0,00 RSD. 

 

8. Check the status of your request at “My Services” page. 
 

9. After processing the request at “My Services” page, at the section “Solved requests” you may find 
an invoice for a Prepaid card (in case of replacement fee), payment notification will be also sent via 
email 

 

Note: For a fee-free card, upon request completion, an email will be sent including information when and 
where your card is available for pick up.  

 

10. Upon payment, put the correct reference number indicated on your invoice.  
 

11. When a transaction is made, upon the bank statement, an email will be sent specifying that 
the card has been replaced and ready for pick up.  
  

 

Note: All remaining funds from the previous card will be transferred and 
loaded onto your new card with a new serial number.   
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2.6 Balance transfer request   
 

 For all the personalized Prepaid card, a balance may be transferred from one to another Prepaid 
card, according to General terms 
 

1. Login to the Portal with Username and Password  
2. Choose an option “Prepaid”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Choose a Balance Prepaid card transfer request  
 

4. Select the serial number of a personalized card from the drop-down menu, from which you want 
to transfer the entire remaining balance  

 
5. Select the serial number of a personalized card from which you want to transfer balance  
6. Send the request 

 
7. Check the status of your request at “My Services” page. After processing the request, you will be 

informed via email, and your request will be under section “Solved requests” 
 

Note:   A balance transfer from Prepaid Card must be transferred entirely. 
 
 

 

2.7 Listing request for “Prepaid card” 
 

For the personalized Prepaid card you may obtain a Listing for it.  
 

1.  Login to the Portal with Username and Password 
2. Choose an option “Prepaid” 
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3. Choose the Listing request for “Prepaid card” 
 

4. Choose the personalized card’s serial number from a drop down menu, for which you want to 
get an overview.   

5. Selected  the date range for the data you want to view 
 

Note:  Prepaid card listing is available for a period of six months from the date of request  
6. Send the request 

 
7. Check the status of your request at “My Services” page. After processing the request, you 

may find it at section “Solved requests” with a listing data. You will be also sent an email 
informing you about the listing request. 

 
2.8 Serial Number Correction Request for “Prepaid card” 

 In case you have mistakenly personalized the card’s serial number that is not in Your 
possession, or vice versa, here you can apply for a data correction 
 

1. Login to the Portal with Username and Password   
2. Choose an option “Prepaid”   
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or  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Choose Prepaid card  serial number correction   
4. Choose one of the reasons for the correction 
 
5. In case you have mistakenly personalized the card, from a drop down menu choose a serial 

number of a personalized card, for which you want to cancel the personalization. 
 
6. In case of someone else's personalized card that You have it in your possession, type a serial 

number of the card and add a photo of a card with the clear view of the card's serial number.  
7. Send the request 
 
8. Check the status of your request at “My Services” page. After processing the request you may 
find it at “My Services” page, at section “Solved requests”.  Further, depending on correction, you 
will be sent an email informing you about the new Prepaid card correction.  
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