
1.2. Registration 
 
Introduction  
 
This function allows the registered user to do the real-time registry searches of existing 
registrations, which in turn allows him/her seeing pledge priority order. User is given possibility 
to register the property and create registration document. 
 
User intends to register a moveable asset but first needs to check if the property is already 
pledged. It is necessary to provide user information on chosen property in real-time, with user 
entering all the necessary data. User must be given information of the costs at any given time, 
and cost must be evident on the user’s account. Registration document must be created and 
printed out, and it will serve as a basis for legal certification of the pledge.  
 
Procedure  
 
Follow the steps below to do the registration:  
 
STEP ACTION 
1. 1.  Process starts with the user deciding to register assets in the Collateral Registry 

2. User needs to enter the application portal.  
 

 
 

The user will log in into the CR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password. User will select “Log in” to enter the registry. 
 



STEP ACTION 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  On the user home page, there is an info board, which shows summary functions and 
information dashboard.  
 

 
 

3 By clicking on the option Registration, user opens the registration menu with the Balance 
of funds available for user id login in this session. 
 



STEP ACTION 

 

 
 
 
Main menu functions  
Please note: Main menu functions will depend on user’s 
rights. If some rights are not assigned to the user, menu 
option will not be presented to user. 

 

 
 

 
Balance of funds available for user id login in this session.  

 

 
 
 
 
The list of most recent fees and payment transactions  

 

 
 

 
Interactive Help Function  
 

 
 

Control Validation Follow up 
 

 
Internal Message 
 

 
 
 

3. By clicking on the option Registration, user opens the registration menu.       

 
 
 

4.  With selection of the chosen values for each field, there is a drop-down menu in the form. 
On the right side of the field, the fee is shown for each parameter of registration, as well 
as the total registration fee, which is visible at the bottom of the form ("Total Fee").  



STEP ACTION 

 
The user chooses duration of the pledge, number of creditors, data - if specific or general 
property is being pledged, and value of basic fee. 

 
On the page “Registrations”, user sees the table with following options: 

- Years - to choose how long the registration will last. Options are from 1 to 10 years.   
- Number of creditors, from 1 to 5  
- Number of debtors, from 1 to 5 
- Serial number collateral, from 1 to 20, or 0 when there is none to register 
- General collateral, Yes or No choice 

Below the options above, there is a Total fee field, which automatically shows the amount 
of fee for the registration of the chosen combination of property.  
 
Also, next to every registration category, user can see fee of that individual category for 
that specific registration, which changes depending of the chosen value.   

If the user clicks the Back to main menu option, the system will  take the 
user to the main menu. 

If the user clicks Next  option, the system will first check if the PIN number is 
valid. If the PIN is not valid, the system will show the message Wrong PIN.  
 
If the PIN is valid, the system will generate a form for registration entry.  
 
The information on registration fees will be shown to the user.  Upon completion of the 
process, user is ready for next Step – registration entry form. 

5. The user enters the required information in the empty fields in sections from 1 to 7 of the 
form. 
 

1. Registration of Creditors  
2. Registration of Debtors/Grantors  
3. Register Serial Collateral 
4. Register General Collateral  
5. Credit Data 
6. Additional Information 
7. File Upload 



STEP ACTION 

 
 Part 1 – Creditor – is where user enters the data about the creditor(s). In the title banner, 
there is a field Personal/Business ID to enter creditor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if creditor(s) is a company or 
an individual. 
 
Below there are fields for the address and various contact options, city, country, phone, 
fax & email (the last two are not mandatory fields). 
 
Part 2 – Debtor/Grantor – is where user enters the data about the debtor(s). In the title 
banner, there is the field Personal/Business ID to enter debtor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if debtor(s) is a company or 
an individual. 
 
Down below are fields for the address and various contact options, city, country, phone, 
fax & email (the last two are not mandatory fields). 
 
Part 3 – Register Serial Collateral. This section has one part:  

- Specific property sections – the users will see the following three fields here:  
o “Serial number”- to be entered as written on the specific property 
o “Manufacturer”  
o “Year” of production fields 

 
Part 4 – Register General Collateral. This section has one part:  



STEP ACTION 
- General property – to enter description or any other relevant data referring to 

the general property being pledged.  Below the text box, there is “Number of 
characters” field counting the used number of characters as user types. There will 
be no fee charged for number of characters entered.  
 

Part 5 – Credit Data section has one field: 
- Loan Amount  - to enter the amount of loan.  

 
Part 6 – Additional information: In the additional information section, the user must 
have an option to enter the following data:  
 

- Additional information, 
- Reference Number. 

 
The first field – a unique number field – is for the company ID number, which was used to 
open the user’s account.  The data is automatically filled by the application and application 
does not allow any changes to this number.  
 
The second field is the free field for the entry of additional information. Use can enter any 
information they deem necessary to further reinforce their claim. 
 
The third field is the reference number field. It is a free field in which the user will enter 
their control number or connected credit number or other number client use to identify 
user. 
 
Note: This is not a mandatory field and it is optional to enter the name of the responsible 
person for the registration.  
 
Part 7 – File Upload section has three fields: 

The user has the option to upload one pdf document as a supporting document to 
the registration. The system accepts documents only in pdf format and the 
maximum size of document is 5MB.  

- “File Description” Detail or name of the document will be uploaded into the 
registration.  

- Choose the library that document will be uploaded. 
At the bottom of the form there are two buttons: 
 

 

- “Back” that takes user back to the home page  

-  “Next”  takes the user to the next step     
 
 
 
 



STEP ACTION 
6. To double check the data entered into the system, it shows the user the form filled out 

with user’s data.  

 
User confirms everything is correct and registration is archived in the database. 
 
If everything is correct, user can continue with the registration by selecting “Next” option 
and registration is entered into database.  User has the option to make correction to this 
document by clicking “Corrections” button at the bottom of the page, or to cancel the 
entire registration process by clicking the button “Exit”, on the left side at the bottom of 
the page. 

7.  After completion of registration, a new window opens where the user is required to enter 
the registration survey data.  
 

 
 
After the entry of the survey data, the user has to select the “Complete registration” 
option, which takes the user to the next step.    

9. System will display a success message of successfully completion  

 



STEP ACTION 
10. At the moment data is saved in the database, a registration document is generated (user 

should print it out) and the fees are collected from the user account. 

 
System automatically generates/saves the PDF document (as user sees it). It will remain 
available in the Registry. In addition to the registration data archived in the database, the 
original document created at the time of registration is also being archived. 

 


