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1. INTRODUCTION 

 

The University of Split is an active partner in the EPIR project (E-Procedure of 

Institutional Recognition of Foreign Higher Education Documents, Erasmus+ 

Project 2023-1-RS01-KA220-HED-000156660), which aims to streamline and 

digitalize the process of recognizing foreign higher education qualifications. 

This initiative provides candidates from any country the opportunity to initiate and 

monitor the recognition process digitally, simplifying administrative procedures and 

improving accessibility. The adoption of the digital system is expected to enhance 

efficiency, reduce paperwork, strengthen procedural accuracy, and improve the 

competencies of both students and administrative staff. It also supports the 
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University’s strategic objectives to increase international mobility and expand 

academic collaborations. 

 

2. OBJECTIVES AND IMPORTANCE OF PREPARING TRAINING PROGRAMS 

AND TRAINING SYSTEM USERS IN THE NEW DIGITAL ENVIRONMENT 

 

The training program is designed to equip participants with the skills necessary to 

effectively use the new digital recognition system. Its primary objectives include: 

• Ensuring that all categories of users understand the procedures and functionalities 

of the system. 

• Developing practical digital skills to manage recognition processes. 

• Strengthening coordination and communication among administrative units. 

• Supporting students and staff in adapting to new workflows enabled by 

digitalization. 

Training is essential to guarantee that staff and candidates can confidently use the system 

prior to its official deployment. 

 

3. PREPARATION OF THE TRAINING PROGRAM 

 

To create an effective training program, it is necessary to clearly define the needs and 

expectations of all users. Key components include: 

• Title of the training program: Digital Management of the Recognition Process of 

Foreign Higher Education Documents 

• Purpose of the training: To enhance the capabilities of staff and candidates in 

managing the recognition procedure efficiently using the new digital environment. 

• Objectives of the training: To build digital competence and ensure the correct 

application of procedures in the recognition process. 

• Expected outcomes: Knowledge of procedures, proficiency in the use of the 

system, understanding of new workflows, and adoption of efficient work routines. 

• Target groups: Separate sessions for each type of user, including candidates, 

officers and relevant academic staff. 

• Training methods: In-person and online sessions, using guides and scenario-

based exercises. 

• Duration: One-day sessions lasting approximately 2 hours for each category, 

scheduled in May 2026, before the system’s official launch. 

 

 

4. Guidelines for preparing a training program at the University of Split using a 
new digital tool „E - procedure of institutional recognition of foreign higher 
education documents – EPIR“ 
 
 

Step 1: Identify competencies – Assess the skills and knowledge gaps for each 

category of users. 
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Step 2: Define objectives – Align training goals with expected outcomes of the 

digital recognition process. 

Step 3: Develop materials – Create user-friendly manuals, tutorials, and practice 

exercises tailored to each user group. 

 

Step 4: Conduct pilot sessions – Test training with a small group, gather 

feedback, and refine content accordingly. 

 
Step 5: Evaluate and adapt – Review participants’ understanding, adapt methods 
and materials to improve learning outcomes, and ensure readiness for full system 
deployment. 

 

Methodology prepared by: 

University of Split 



Instructions for staff of the Office for academic recognition of 
foreign higher education qualifications and external collaborators 
 
 
Once the applicant has completed and submitted the form Application for academic 
recognition of foreign higher qualification, staff employed in the Office for academic 
recognition of foreign higher education qualifications will receive email message: 
 
 

 
 
 
 
 
The submitted data will be automatically added to the Excel spreadsheet: 
 
 

 
 
 
  



Each individual request can be printed or saved as a PDF file: 
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Once the applicant has uploaded the required documents, the Office staff will receive an email 
notification:  
 

 
 
 
 

Uploaded documents will be automatically stored in a dedicated OneDrive folder 
ENCLOSURES TO THE APPLICATION FORM. 
 
After verifying the uploaded documents, create a new folder, name it after the applicant (for 
example), and move the corresponding supporting documents into the folder. 
 
 

 
 
 
 



The folder can be shared with external collaborators, such as staff members of other 
constituent units of the University of Split who are responsible for handling the application. 
 

 
 

 
 

 
 



If external collaborators are granted Edit permission, they can save documents they create 
directly to the shared folder, making them immediately available to the staff of the Office for 
the academic recognition of foreign higher education qualifications. 
 

 
 
Access to the shared documents for external collaborators can be restricted by setting an 
expiration date. 
 
After selecting People you choose, enter the official email address of the external 
collaborators, i.e. the staff members of the University of Split constituent unit responsible for 
evaluating the application. 

 
 

 
 
 

 

They will receive an email notification informing them that the application documents have 
been shared with them. 
 



 
 

 
To access the folder, users must sign in with their Microsoft account. All employees of the 
University of Split have a Microsoft account. 
 
 
Although the Share option is available, only users authorised by the folder owner can access 
the folder. Anyone else attempting to open it will receive the following warning: 
 

 
 
 



Instructions for completing the application form and submitting 
supporting documents 
 

Information related to Recognition of a foreign educational qualification - for the purpose 
of continuing education at the University of Split - academic recognition can be found in 
the footer on the website of the University of Split (https://www.unist.hr/en). 
 
Link for Office for academic recognition of foreigh higher education qualifications is here. 
The page contains all the information that is important to read before filling out the form 
Application for academic recognition of foreign higher qualification. 
  
Before completing the application form, we recommend that you: 

• Prepare all required supporting documents before completing the application form, 
following the instructions provided, 

• Name your files using only the Latin alphabet without language-specific characters 
(e.g. č, ć, ž, š, ñ, ö, ü, å), as shown in the examples below: 

o Official_Grade_Transcript.pdf 
o Diploma_Supplement.pdf 

The application form Application for academic recognition of foreign higher qualification is 
adapted to be completed on a computer and on a mobile phone.  
 
The application form contains the following fields. Mandatory fields are marked with an 
asterisk (*): 
 
INFORMATION ABOUT APPLICANT 

 
- First Name * 
- Last Name (and birthname) * 
- Date of birth * 

    
 

- City and Country of birth * 
- Citizenship * 
- Sex * 
- Street and number * 
- Zip code, City * 
- Country * 
- E-mail * 
- Phone number 

https://www.unist.hr/en
https://www.unist.hr/office-for-academic-recognition-of-foreigh-higher-education-qualifications/22518


- Mobile number 
- OIB (Personal Identification Number) * 
- Address where you want final decision to be delivered * 

o same as the Applicant's address 
o other: 

▪ Name and last name * 
▪ Street and number * 
▪ Zip code, city, country * 

- Has competent body of Republic of Croatia already issued a decision/conclusion 
concerning higher qualification to You? (If Your answer is YES, please enclose a copy of 

the decision/conclusion) *.  
 
HIGHER EDUCATION QUALIFICATION 

 
- Original name of higher education institution * 
- Address of higher institution - street and house number, city, country * 
- Web address of higher institution * 
- Higher education program * 
- Form of study * (only one response is allowed): 

o full time 
o evening courses 
o on-line 
o other 

- Original name of higher qualification (npr./for example Diploma, Certifikaat) * 
- Type of study *: 

o academic 
o professional 

- Official length of study (in years - if required, use a decimal point) * 
- Date of enrolment * 
- Date of finishing the study * 
- Date of acquisition of qualification * 
- Graduation requirements (circle) * 

o thesis, 
o exams 
o other 

 
INSTITUTION WHERE YOU WANT TO CONTINUE YOUR EDUCATION 

 
- City * 
- Name of the higher education institution where you want to continue your education * 
- Name of the study programme you want to attend * 

 

 
Once you confirm the completion of the application, you will receive a link for uploading 
documents at the email address provided in the application. 
Please attach the required supporting documents in accordance with the instructions and 
enter your full name. 


