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Introduction

The objective of the project was to leverage the Microsoft 365 platform to enhance the procedure
for the recognition of foreign higher education qualifications for the purpose of continuing studies
at the University of Split.

A further objective was to improve the accessibility of information related to this procedure on
the English version of the University of Split website by providing clear guidance, an online
application form, and the possibility for applicants to upload all required supporting documents
electronically.

Administrative staff responsible for processing applications will create a dedicated electronic
folder for each individual case. Depending on the type of study programme, access rights will be
assigned to the authorised academic staff involved in the evaluation process or, where applicable,
to authorised staff members of the Agency for Science and Higher Education.

While the implemented solution does not provide full process automation, it represents a
substantial step towards the digitalisation of the recognition procedure. Compared with the
previous workflow, which relied entirely on paper-based documentation, the new solution
significantly improves document management, accessibility, and collaboration among all
stakeholders involved in the process.

Testing Overview

e Testing objectives

o Easy access to the required information on the official University website,

o Auser-friendly application form that can be completed on both desktop computers
and mobile devices,

o Immediate confirmation to applicants that their application has been successfully
submitted,

o Instant availability of submitted data to the staff responsible for processing
applications,

o Asecure web interface for uploading supporting documents,

o Simple and secure sharing of application documentation with external
collaborators.

e Scope of testing:
o Web pages,
o Microsoft Forms,
o Power Automate flows,
o Simple and secure document sharing with internal and external collaborators,
O access permissions.
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Testing Approach and Methodology

e Types of testing performed:

Easy access to information,

An intuitive user interface,

A clear overview of the collected data,

Protection of the confidentiality of personal data and documents.

O O O O

e Testing environment:

o Standard computers used by employees and end users, including mobile devices.

e Participants involved:

o Staff members of the Office for the Academic Recognition of Foreign Higher
Education Qualifications will receive an email notification,

o External collaborators

o International students undertaking a traineeship

Key Functionalities Tested

o Protection of the confidentiality of personal data and documents.

Results of Testing

o Overall assessment: successful.

Conclusion:

o Since the entire process had previously been paper-based, the implementation of
this solution represents a significant step towards the digitalisation of the
procedure.

Appendix

Page3/13



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).
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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.

Office for academic recognition of forcigh higher cducation qualifications

OHica lor academc roecognition of locaigh nigher education guathicatons

Contact person: Ana Skejic

Al 1ha bottom of the pagd 1hefe & & form 1! jon for acad
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IMPORTANT INSTRUCTIONS AND NOTES BEFORE FILLING OUT THE FORM:

® The recognticn process for the purpose of continuing education (academic) in the Republic of

Croatia will not begin unsess the institution and the city in which the education is to be continued

have been registered.
® Upon receipt of your apglication the University of Split will send you a letter of confirmation,
® Should any decument be missing the Office will send you a written request to enclose it

o If you fail to submit any of the requested documents, a written explanation should be enclesed

stating the reason and time Lo expect it,

o If qualification is not issued in Latin or Cyrillic alphabet, applicant needs to requaest, from competent

nigher education institution, new quallfication issued In one of menticned alphabets

@ |tis not required o transiate documents issued in English, Bosnian and Serbian language (in Latin

alphabet)
® \We accept certified copees made by authonzed public notary.

® \We accept certified translations only made by court interpreters ceetified for the anguage in which

the quatfication s issued.

® Applicants that completed their higher education in former SSSR, Romania and Albania are required

to enclose the original qualification.

o Official grade transcripts from USA, Canada and Australia must be submitted in a seaked envelope.

® On your formal request, If the apphication is complete, University of Split will Issue a formal
confirmation that the process of recegnition is in progress.

ENCLOSURES TO THE APPLICATION FORM:

1. Dvginal or the certified copy of the foreign qualification (we do not sccept confirmations or substitute
documents of foreign qualification),

2. Certifiod transiation of 1he lorgign qusiification,

3. Official grade transcript in original, issued by the higher education institution,

4. Certfied translation of the official grade transcript.

5. Official curricuta with course of study and short content of each subject (isswed from higher institution
or printed from official web site of institution) in orginal and transiated (no certified transiation
required),

6. List of sdmission roquiremonts. If the official versicn doos not oxist, write yourself,

7. Diploma supplement in onginat If any.

B. CV in Croatian language pointing out cowrse of education and work expenence{when applaying for
rocognilion of Ph.D. study, list of scientific papers and where they are published),

9. Certficate of citizenship (uncertified copy of the certificate or passport) certificate of refugee status
or status of exiie,

10. Proof of payment of administrative fees

11. Copy of ine marrizge certificate or official decision of the competent authority for those appicants
who changed their fest and/or 25t name,

12. One copy of 3 encicsed documents inciuding the application form, except official curricuta,

13. Those canaidates applying for recognition of Master degrees must eénclose one (1) copy (paper, on
floppy disk ¢« CD) of their master Lthesis and cortified copy of previcusly acquired higher
quakfication(s), If any,

ATTENTION!

The process of recognition can not officially start If the application is incomplete! Please, asson
documents, according to the numbers Ested prior, in order 10 avoid mistakes and speed up the process.

Application for academic recognition of foreign higher qualification
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The application form Application for academic recognition of foreign higher qualification is adapted to be
completed on a computer and on a mobile phone.

&
(@ -]

Obrazac zahtjeva / Application form

Zahtjev 23 priz i e - u wrh * o ma Sweucilitts w Spiity - akademeko priznavan)s /
Asplietion for ocodeaie meognition of favngn Mphe qualficanion

When you Sabeut this form. it will oot automatcaly cobiect your detads be namo and email addess unkess you provde it yourse it
* Rexguired

PODACI O PODNOSITELJU ZAHTJEVA / INFORMATION ABOUT APPLICANT (1A

Cuobal poda podacuteds Zutiteva / AgediCant's gersenal mvmatan

1. ime / First Name * ] e

Enter your answes
2 Prezime (1 rodeno prezime)/ Last Name (and birthname) * [0 ,
Enter your answes

3. Datum rodenja / Date of birth = [3)

Please input date {dd/MM/yyvyy)

(4D

Obrazac zahtjeva /
Application form

Zahtjev za priznavanje inozemne
obrazovne kvalifikacije — u svrhu
nastavka obrazovanja na SveucilisStu u
Splitu — akademsko priznavanje /
Application for academic recognition of
foreign higher qualification

When you submit this form, it will not
automatically collect your details like name and
email address unless you provide it yourself.

* Required

PODACI O PODNOSITELJU
ZAHTJEVA / INFORMATION 03
ABOUT APPLICANT

Osobni podaci podnositelja zahtjeva / Applicant’s
personal information

1. Ime / First Name * [T}
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The following is an example for filling out the form (for the email address a test address is given -
leida.rizvan@gmail.com).

Obrazac zahtjeva / Application form

Zakten 23 s - rhes sertmvhs ob o= o Spktn - v

Aporae for st Teoondin of brgy Mgher Gk e

W Y00 A T Rt sl (u bt iy olir? rns (N R (e ool smned 208 Tow whaer wing (eevee i pons el

Fgeent

PODACI O PODNOSITELIU ZAHTIEVA / INFORMATION ABOUT APPLICANT

Coibod jonbis pnb maiinigs 491 o / Aot ) Jvimas’ iivasashior

1 ke £ fuw tomwe
Nba

2 Prepare O sodena prezemels Omd Aane fond Arthnarre, te
Mvie

. Danarn rodenga / Do of (AN

200 = y

& G Hitedawy rodena £ iy el Cowntry of duh *

Granachd

3 Ocakienitve ¢ Claeting

Spennh
6. Spol / Sen
AN A

7. Uhkea | Sy 7 St arad aumbey

sevipla 5

[e

8. Postniss trod | mpmsto 1 2ip code, Gy

16201 Granads

P Ortava /7 Country *

10 E-podts / £ oo

lecda rrenniigread com
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11, Telefumaki by / Mhonwe nevrdes

Frowe youe sewwer

T2 Motiki redefo

O b

£rvee your sroowver

L1 OAB 7 O Seroml Mendfooson Mumbey) ©

1234567

4 Adirows 2 covires ipvtamis J Ay wetr e smare fisey e osaw e b dedand ¢ e

@ 115500 ahe poxrrntahe mbawe | v i e Smiee | s

vk S /e

PIUNTAITYU 22 NOTEMOL WOk 0K
OO comommrg Ay

1 vl baciy Che
WWramen ro vou? *

5 e 8 Va2 nadierng thelo Reputites strvatste prethodng 2000 Rjetanys & Takiutak
Prionavorye traite? / Has roopetent body of Sasudhe of Croaths abwady issved o doniiion

ot v it preee) Pasbeye A Lanrn

Obrazac zahtjeva / Application form

Srream
INOZEMNA OBRAZOVNA KVALIFIKACUA / MIGHER EDUCATION QUALIFICATION
POt o I EIETTR) ST ) @ e 1 Rl ov Tl proniese g | YTETRETEY SRl Mg adnEee atortey

A6, Natw moeaaowne metius e n ipvornom jeztos / Ongumal navne of ity svcodioy Imatusion *

Usivertadnd de Cranady

17, Adersa chranoane msturge -

o brog gres, driava / Adkiers of Mgbey (rafthaion - stmeed ana oo number o9y oo

A 0 Mogperia, Y N 18012 Gowada. Spain

o

S Vot afresy otz Ittt /WS attress of Pagfer ineAtuti ste
g 1yt s

SE My vudha £ Pt icosion aragrane

Girazks we Clancin do Dt » rnswiceeris Artrbosd

200 Nadin sbudivangs / Foom of dtaty * Ity

W i A
P L

e
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21, Narmy irogenmne ctinszree valficarie e nvonam ek / Onguse’ rame of Agher astidronan g Aor exampte Uipboma, Cantib e

Magster cher _ Licercsaciom .. MBI )

A1 Shecor nure na sTEmm Jenku [ Arsdemir Wi n angnet Angoage (1o g Bertelor

Magtiter dar

J1. Wit etuctia 1 Ay af wtisty
@ v e

NP PR S
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M. Slutbens trange vudis Qe pode) / Official lery
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45 Dhatis spts rw shiady 7 Dode of ervobinent *

T

M, Ui Bavelatis suciie / Oste of i iy (e sy |ty

NN

IV Oalum tecais bvab e / Dofe of sopuieninn of guerication

N =

W
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'
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o = v pmat Pont S I y

Obrazac zahtjeva / Application form

[o———

OUR EDUCAT

 su B M LIl Fas ada e

alaal: ilaty  MAmE of D 2GET sils e mciliter »

e

T U 00 Sk QUBATD | Wiume of S Bl pn
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T S S— . —— P TR " G . .- T R R N e e
e - e = - ———
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B
Obrazac zahtjeva / Application form

DOKUMENTACUA KOJU JE POTREBNO PRILOZITI UZ ZAKTIEV / ENCLOSURES TO THE APPLUICATION FORM

Sveuciliste
u Splitu
University
of Split

“/G‘

Vas odgovor je zaprimljen. / Your response was submitted.

People employed in the Office for academic recognition of foreign higher education qualifications will
receive email message:

Akademsko priznavanje - novi zahtjev [ Summarise this email

University of Split - Office for academic recognition of foreigh higher education gualifications

To: @ Leida Rizvan; ® Ana Skejié ® Emanuel Culié; @ Ana Cosié

Zaprimljen je novi zahtjev.

Podnositelj: Alba Garcia

The data from the form can be viewed in an Excel spreadsheet:

Aba O 1822000 Garwds Sparnh Zurribo [ hurvale C Arraiay 185001, Grumade Spen lettiscnasdgpgrrail com
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Each individual request can be printed:

N am s Ohrszas st | Apphesms fern

View resuss

ArOnO 41:28

Tirve 1o corrzane

PODACH O PODNOSITELIU ZAHTJEVA / INFORMATION ABOUT APPLICANT

Tmsten grake t ke adefe LG APt rmens rhe v
1 e J First Nawe *
2. Presame U rodére poedrnel’ Lonr Mave Sasef St *
i
5 Dt rodenis / ODere of Sxih *
WAL n
A Cowd ) v rodenys / Ciy ond Counlry of Suth *

e

px Morves chasd Pagev2angn o > o L agm g ddetatd) PN MG Vbt U 0 T 1 ASC VO TESRMES MO \LJ

To the email address provided in the form will be sent a message confirming receipt of the request and also

a link for uploading documents.

b
Potvrda primitka Vaseg odgovora / Acknowledgment of receipt of Your reply

o

prima ja -

s University of Split - Office for academic recognition of foreigh higher education qualifications <acadormc recagnne
Postovani/podtovana / Dear Sir or Madam, to whom & may concarn
Hvala na ispunjavan|u obrasca. / Thank you for #ling out the form

Pratacu dokumentaciju modets priadit na sljedeco; povezmc / You can attach the accompanying documantation at the following ok

UStavae dokumenats | Documant upload.
$ pedtovanjem ! Yours faithfuly

Sveutiliste u Spiltu / University of Spilt
Ured za akademsko priznavanie inozemnih obeazovnibh kvalifikacea /

JNea for acedeme recagnition of fareigh highet education gualiNcaticns
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Page for upload documents:
L

Unaversity of Split - Office for academic recognition of foreigh higher education qualifications s
requesting files for

Dokumentacija koju je potrebno priloziti uz obraza...

b

University of Split - Office for academic recognition of foreigh higher education qualifications is
requesting files for

Dokumentacija koju je potrebno priloziti uz obraza...

Certificate. pdf
CV.pat
Diploma pdi

+ Add more files Total 1 fifes 862 Kl

First name * Last name *

J Alba Garca

Finished uploading
We'll let Univers ty of Spiit - Office for academic recogmitian of fore ah

hgher education qualifications know that you uploaded files

Upload more
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People employed in the Office for academic recognition of foreign higher education qualifications will
receive email message:

L’AIb.\ Garcia uploaded new files ta your request for Dokumentacija koju je potrebno priloditi uz obrazac zahtjeva / Enclosures to the
apphcation form

New files were uploaded to your
request for "Dokumentacija koju je
potrebno priloZiti uz obrazac
zahtjeva / Enclosures to the
application form"

EFT_ADa_Garca_Diploena pot
. ~tmpBd4_Alss Garcia_Centificate pd!

tmpsd Alba_Garca OV paf

Documents uploaded by the requester will automatically be stored in a folder within the OneDrive of the
person receiving the requests

My files ENCLOSURES TO THE APPLICATION FORM Alba Garcia

Name Modifed Modifiad Dy File sire Sharing

The folder can be shared with other people involved in the approval process.
There is in Office 365 additional security measures that can be achieved by:

- using MFA (Multi-Factor Authentication),

- setting rules for external sharing,

- using the Require sign-in option,

- setting an expiration date for the link,

- adding password protection for an additional layer of security.
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