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1. INTRODUCTION

This guide explains how agencies/carriers use the bus.kotor.me web application to pay
the fee for the economic use of cultural heritage assets.

You can make reservations in two ways:

Time Slots — fixed arrival and departure time slots at the Benovo location.
Daily Fee — flexible passenger pick-up and drop-off throughout the entire day.

In short:

Time Slots — if you want a pre-booked arrival and departure time at Benovo
(mandatory location). If your preferred time slots are unavailable, choose the
Daily Fee option.

Passenger vehicles (4+1, 5+1, 6+1, and 7+1) are not permitted to pick up or drop
off passengers at the Benovo location.

Daily Fee — if the exact time is not important to you or if you plan to visit
multiple locations during the day, such as Perast, Risan, the Kotor-Lovcéen
Cable Car, etc. If you wish to visit the Old Town, passenger drop-off and pick-up
must be carried out at the Autoboka and Puc parking locations (links to these
locations are available in the web application).

1.1 Getting started

°®
B KotorBus

Payment of the fee for the economic use of cultural

assets
Choose how you want to continue,
Guast
For one=time and occasional reservations
COMTINUE AS GUEST
Agencies
For registered users, faster booking and resenvation history

AGEMCY SIGH IN

Guest — intended for users who do not frequently visit destinations in Kotor.
Agencies — intended for you.
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2. REGISTERING A NEW AGENCY

2.1 Opening the Registration Form

1.  Onthelogin page, click “Create an account”.
2. The agency account creation form will open.

o@
B KotorBus

Log in

Ernail

Password

Remember me

Forgot your password? LOG IN

Don't have an account? Create an account,

2.2 Required Fields

Complete the following fields:

Name (agency/carrier name) — minimum 2 characters.

Country — select from the drop-down list.

Email — must be unigue (one account per email address).

Password and Confirm Password — must comply with the requirements
displayed by the form (minimum length and complexity).

The account language selected during registration corresponds to the currently
selected website language. You may change it later in your profile.
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QE

B KotorBus

Create an account

MName

Example Agency

Country

United Kingdom o

Emaul

example@agency.uk

Password

Confirm password

shaassna (=
Already reqisterad? CREATE ACCOUNT
Legin

2.3 Completing Registration

After submitting the form:
Your agency user account is created.
You are automatically signed in.

You are redirected to the email verification page.

Registration is not fully completed for everyday use until you verify your email address
(see: Email Verification).

3. EMAIL VERIFICATION
3.1 Why It Is Required

The Agency Panel is available only after your email address has been verified. Without a
verified email address, you cannot make reservations, manage vehicles, or submit free
reservation requests.
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3.2 First Step After Registration

On the “Verify Email” screen:

Read the instructions explaining that you must open the verification link sent
by email.

You may resend the verification email by clicking “Resend verification email”.

0
B KotorBus

Thanks for signing up! Before getting started. could you verify your email
address by clicking on the link we just emailed to you? If you didn't
receive the email, we will gladly send you another

RESEMD VERIFICATION EMAIL Log out

3.3 Verification Email

Open the email account you entered during registration and locate the
message sent from noreply@kotor.me.

If it is not in your Inbox, check your Spam/Junk folder.
Click the verification link.

KotorBus

Hello!

Please click the button below to verify your email address.

If you did not create an account, no further action is required.

Regards,
KotorBus

If yowa're having trouble clicking the "erity Ermail Address” button, copy and paste
the URL below into your web browser: http://bus kotor me test 'verify-email /2 /de
SfffRbeT el Bod 303 5fclad el 1344070 2T expiree =1 7746230068 signature= 3312
24413267 30439847 2914770938871 bEAT cad A1 cfGafded ST 31 dadtila
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3.4 After Successful Verification
Your email address is marked as verified.

You can now use the Agency Panel: Reservations, Advance Balance, Vehicles,
User Profile, Free Reservations, and other menu options.

3.5 Changing Your Email Address in the Profile
If you change your email address in the User Profile section:
The new address is saved immediately.

Verification is reset — you must verify the new email address again before
regaining full access to the panel.

Ema

( r—

Password

Cument passwond

=
New password

=
Confirm mew password

L]

&. AGENCY LOGIN

4.1 Opening the Login Page

Open the bus.kotor.me website in your web browser (Chrome, Edge, Firefox, or
similar).

Select your preferred language.

Click the “Agency Sign In" button.

4.2 Entering Login Details
Enter:
The email address used during registration.

Your password.
Click the “Sign In” button.
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Legin

Ernail

[ example@agency.ul i

Remember me

Faraot wour passwornd? LOG IN

Don't have an account? Create an account.

4.3 Forgotten Password
If you have forgotten your password:
On the login page, click “Forgot your password?”

Enter your email address and submit the request.
Open the link received by email and set a new password.

°®
B KotorBus

Forgot your password? Mo problem, Just let us know your email address
and we will emaill you a password reset link that will allow you to choose a

e one

Email

axample@@agency.uk

EMAIL PASSWORD RESET LINK

4.4 After Login

If your email address has already been verified, you will be taken to the Agency

Panel.
If your email address has not been verified, the verification page will open.
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5. AGENCY PANEL OVERVIEW

After logging in and verifying your email address, the Agency Panel becomes available.
The following menu items are displayed in the top navigation bar, in this order:

Reservations — create a new reservation: Time Slots or Daily Fee; paid or free;
card payment or advance balance

Advance Balance — balance status, deposits, history

Limo

User — profile, language, password, email

Vehicles — vehicle fleet

Free Reservations

License Plate Change

Completed Reservations

Statistics

T _. Resarvations Advance Limo User Wehicles Free reservations Plate change Realized reservations Statistic
ii i el sl

6. VEHICLE FLEET (VEHICLES)

It is recommended that you first enter all vehicles you plan to use for reservations.
6.1 Adding a Vehicle

Open Vehicles.

Enter the vehicle registration number (uppercase Latin letters and numbers
are allowed).

Select the vehicle category (vehicle type with associated fee).

Save the record.

Registration plates Vehicle category

LATSXYZ Select category

[ cooveicic o
ADD VEHICLE CA
Personal vehicle (Passenger car (4+1 to 7+1 seats)) - 15.00 EUR

Mini bus (8+1 seats) - 20.00 EUR
Medium bus (9-23 seats) - 40.00 EUR

Your vehicles Big bus (over 23 seats) - 50.00 EUR

6.2 Removing a Vehicle

If a vehicle has never been used in a reservation, it can be deleted.
If it has been used in reservation history, it is not permanently deleted; instead,
it is marked as removed and disappears from the list of active vehicles.
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6.3 Re-entering the Same Registration Plate

Same registration plate + same category as a previously removed vehicle » the
vehicle is reactivated.

Same registration plate + different category -» direct entry is blocked. You must
provide the vehicle registration certificate (image or PDF) and send a request
to the Bus Kotor service administrator. Until the request is approved, the
vehicle cannot be used under the new category.

This vehiche plate exists with a different category. Please submit a category change request with a

document.
Registration plates Vehicle category
Select category e
ADD VEHICLE CANCEL
Category change request

Please attach a photo or PDF docurment

Decument (image or PDF)
Choose Filg | Mo file chosen
Max WOME. Raguinsd

6.4 Deleting a Vehicle with Upcoming Reservations

If you attempt to remove a vehicle linked to upcoming reservations:

A replacement vehicle is required (same or lower category, with no schedule
conflicts).

If suitable replacements exist for all reservations, a step-by-step replacement
process is initiated before the vehicle can be removed.

Target wehiche: KOTZ123 (Big bus (over 23 seats) - 50.00 EUR)

This vehicle is usad In Upcomeng resarations. You must replace it on thosa resenvations before it can be

remoned

Upcoming reservations to replace

#72 2026-06-15 — 0240 - 10000 1120 - 19:40

Replacement vehicle

|| Select vehicle o

e _
CANCEL APPLY & REMOVE
ROERT132

KOEWEBZG12
ROEWITI23
LIGIZEEN
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7. NEW RESERVATION (RESERVATIONS)

7.1 Selecting the Reservation Type
On the Reservations page, choose one of the following options (radio buttons):

Time Slots (default) — purchase fixed arrival and departure slots for passenger
pick-up/drop-off at the Benovo location (map link available in the web
application).

Daily Fee (excludes the Benovo location) — purchase the right to pick up

and drop off passengers during the selected calendar day at a time of your
choosing.

Above the selection buttons, both options are explained and include links to the
relevant locations.

After changing the reservation type, the page refreshes and the fields below are
adjusted according to your selection.

Reservation type

Time slots — you purchase armval and departure time slots for passenger pick-up and drop-off at
Benova

Daily fee Woll purchase the right to pick up and drop off passengers on the selected calendar
day at the Autoboka and Pul bus parking areas, at times that suit you. Choose this option if yvou
plan to visit Perast and Risan.

B Time siots Daily fee

7.2 Time Slot Reservation — Basic Steps
Use this workflow if you selected Time Slots.

Open Reservations.

Confirm that Time Slots is selected.

Choose the reservation date from the calendar.

Select the arrival time slot and departure time slot (for example: “07:00 - 07:20"
/“10:20 - 10:40"). Only available slots will be offered.

Select a vehicle from your fleet.

Check the fee and whether the selected combination is free of charge.

Select the payment method if it is a paid reservation (card or advance balance).
Confirm the reservation.

Opstina Kotor © 2025



ﬂ? KotorBus

Mew reservation

Date

June 2026
MOM TUE WED THU
2 | 4
B L") 10
15 18 17 18
22 23 24 25
24 30

Reservation type

FR

i

26

13

20

27

21

28

Time slots — you purchase arrival and departure time slots for passenger pick-up and drop-off at

Bencvo

Daily fee — you purchase the right to pick up and drop off passengers on the selected calendar
day at the Autaboka and Pué bus parking areas, at times that suit you, Choose this aption if you

plan to visit Perast and Risan

B Time slots Danly fee
Arrival time

08:20 = 08:40 (9 spots left)

Departure time
10:40 - 11:00 (9 spots left)
Wehicle

KOERT132 — Big bus (over 23 seats) - 50.00 EUR

Total to pay: 50000 EUR

7.3 Free Time Slots (Benovo Only)

In the Arrival Time and Departure Time dropdown lists, some slots may be marked
as free of charge (most commonly the morning period 00:00 - 07:00 and the evening

period 20:00 - 24:00).

If you select a free combination of time slots, the displayed fee will be 0, and no
payment is required. After confirming the reservation, a free reservation confirmation

will be sent to your email address.

Free combinations include: Both morning slots, Both evening slots, One morning slot

and one evening slot
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Mew resarvation

Date
June 2026
4 R N
: I
15 i[-] w7 18 i -] 20 21
22 23 24 25 26 27 28
X 0
Reseration type
Tirme slots — you purchase arrival and departure time slots for passenger pick-up and drop-off at

Benowo.

Daily fee — you purchase the right to pick up and drop off passengers on the selected calendar
day at the Autoboka and Pug bus parking areas, at times that suit you, Choose this aphion if you
plan to visit Perast and Risan

B Time siats Daily fee
Arrival Thse
00:00 - 07:00 (999 spots left) -

Departure time

20:00 - 24:00 (999 spots left) w
Vahicle
KOERT132 — Big bus (owver 23 seats) - 50.00 EUR L4

This resarvation is free

7.4 Paid Reservation — Card Payment

After confirmation, you will be redirected to the bank’s card payment page.
Once payment is successfully completed, the reservation is confirmed and the
invoice is sent to your email address.

7.5 Paid Reservation — Advance Balance

The available advance balance is displayed on the Reservations page.

If the balance is sufficient, you may select payment using the advance balance.
The reservation is paid immediately, and the amount is deducted from the
advance balance.

If the advance balance is insufficient, this option is disabled — use card payment or top
up your advance balance.
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7.6 Daily Fee (excludes the Benovo location)
Use this workflow if you selected Daily Fee.

Open Reservations and select Daily Fee.

Select the validity date (calendar day).

Select a vehicle from your fleet.

Review the fee — the Daily Fee is always charged according to the vehicle
category price (the same as a paid Time Slot reservation). There are no free
morning or evening periods as with Time Slots.

Choose the payment method: card or advance balance.

Confirm the reservation.

Mew reservation

Date

June 2026
1 F
P = 7
15 18 7 18 19 20 21
a2 23 24 25 26 27 28
9 30
Reservation type
Time skots — you purchase armval and departure time slots for passenger pick-up and drop-off at

Bernonwva

Ddy’ fea wou purchase the right to pick up and drop aff passangars on the salected calandar
day at the Autoboka and Put bus parkang areas, at times that suit you, Choose this option if you
plam to visit Perast and Risan

Time siots ) Daily fee
Vehicle

KOERT132 — Big bus lover 23 seats) - 50.00 EUR w

Tatal to pay: 50,00 EUR

8. ADVANCE BALANCE

8.1 Balance Overview
Open Advance Balance to view:
Current advance balance.

History of deposits and balance usage (reservations, top-ups, corrections).
History of advance balance top-up attempts.
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Current advance balance

155.00 EUR

Advance fTunds arg used Tor future resenvations withen the Bus Kotor sendice, Faod funds ane non

refundable and can only be used for future senaces

Advance top-up

Top-up amount
100

v it

Advance history

Date Type Amaunt
14.06.2026. 14:52 Advance usage =50.00 EUR
14.06.2026. 14:50 Advance top-up 200.00 EUR
N.062026. 0857 Advance usage =15.00 EUR
13052026 22:29 Advance usage -15.00 EUR
13.05.2026. 10:28 Advance usage -15.00 EUR

8.2 Topping Up the Advance Balance

START ADVANCE TOP-UP

Mote [ reference

Resarvation paid from advance
Advance top=up

Reserdation paid from advance
Lima pickip

Linng pichkup

Enter the top-up amount. Due to the pricing structure, only values ending in O
or 5 may be entered. For example: €15, €100, €105, etc.
Start the payment process — you will be redirected to the bank’s card payment

page.

After successful payment, your advance balance is increased.
A PDF confirmation of the advance balance payment is sent to your email
address (this is not an invoice for a reservation).

Advance top-up

Top-up amount

[ 150

] START ADVANCE TOP-UP
Only whole-euro amounts ending in O or 5 are allowed (e.g. 15,100, 105).
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8.3 Using the Advance Balance for Reservations

Paying through the advance balance allows reservations to be created immediately.

9. LICENSE PLATE CHANGES AND COMPLETED
RESERVATIONS

9.1 License Plate Changes
If you booked a Daily Fee, you do not have the right to change license plates
If you booked Time Slots / a time-slot reservation (Benovo location), you may
change the license plate (vehicle) on the reservation.

Here you can:

Change the vehicle (license plate) assigned to a reservation.
Open the PDF invoice (view or download) for paid reservations.

Reservations

Slot / Departure Registration Vehicle

Date _ Actions
type time plates category
2026-06-15 Doaily KOERTI3Z2 Big bus Flate change is not available for Daily f
fes (over 23
seats) -
5000
EUR
2026-06-15 09:40 120 - KOQTZ123 Big bus Change plate
- 11:40 (ower 23
10:00 seats)
50.00
EUR
o — |

9.2 Completed Reservations
Time Slots: reservations whose dates have passed, as well as today’s
reservations after the departure time has passed.
Daily Fee: reservations whose validity dates have passed.

The PDF invoice is available for viewing/downloading.
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Past reservations and today'’s visits after your departure ime: has ended

Reservations

Date

2026-06-1

2026-06-1

2026-06-02

2026-05-29

9.3 Changing the Vehicle on an Upcoming Reservation

Slot /
type

Daily
fes

Larly
feo

0900
- 02:20

10:00 -
10:20

Departura

time

11:00 -
11:20

17:20 -
14:40

::’?::rarinn Price
KOERT132 50.00 €
KJO244 15.00 €
KOTZ2123 50.00 €
KOEWITIZ3 £0.00€

Vehicle replacement is allowed only if the replacement vehicle:

Belongs to your vehicle fleet.

Actions

POF

PDF

PDF

PDF

Is of the same or a lower category (the category fee must not exceed the fee of
the original reservation).
Has no overlapping time slots (arrival/departure conflict rule) — applies only to
Time Slot reservations.

Vehicles for which the daily fee has been paid may change the license plate before the
day for which the daily fee applies begins. Changing license plates for the current day,
meaning the day for which the daily fee applies, is not allowed due to possible misuse.

Each license plate change triggers the sending of an updated confirmation/invoice by

email.

2026-06-15 0940  11:20 - Big bus m Eaincal
11:40 KIO ¥ | (over?3
10:00 KJo244 seats) -
50.00
KOERT132
EUR
q KOEWSZG12
— e
KOEWIT123
LIGI2EEN
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9.4 Downloading the invoice for an upcoming reservation

The invoice PDF is available for viewing/downloading. If, for any reason, you do not
receive the invoice for an upcoming reservation, you can download the invoice here.

Reservations

Slot /
type

Date

202e-07-07  20:00

24:00

Departure
time

20:00 -
24:00

Registration
plates

KOAAT

Vehicle
category

Big bus BOF
{ower 23

seats) -

50.00 EUR

Actions

Change plate
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10. FREE RESERVATIONS

10.1 Eligibility for Exemption from the Cultural Heritage Usage Fee

The fee for the economic use of cultural heritage assets is not charged to fee payers
provided that they organize transportation for passengers who are:

Persons with severe sensory or physical disabilities;

Participants in school excursions, including pupils and students whose stay is
organized by schools or universities as part of regular educational programs or
educational, sports, and cultural events within the territory of Montenegro;
Foreign nationals who are exempt from paying fees under international
conventions and agreements and who arrive in an organized manner through
official humanitarian organizations to provide humanitarian assistance.

10.2 Completing the Form in the Agency Panel

Open Free Reservations from the menu.

Select the date for the free reservation. If multiple days are required, a separate
request must be submitted for each day.

A single request may contain multiple vehicles and multiple arrival/departure
time slot combinations. Select the required time slots and vehicles.

Attach supporting documentation: images or PDF files, up to a total size of 10
MB.

Confirm the checkbox containing the declaration text.

Submit the request.

Supporting documentation means a document (contract, invoice, agreement, etc.)
showing that the agency/carrier has been engaged by an entity exempt from payment
for the purpose of organizing transportation to Kotor.

Airrivisl ard dhsparre 1
Marrwnd ta Dhequar arm bame
QEDD - 0820 (3 spots kefth “ MO0 = WEED {9 spei® bt

Verwoles

EDOTZ123 — Eig biss (orver 373 maats

WOEATIA? = By Busl (emvbr 33 dbite]) & m

(1G] 1 e o e vy oy

L RsaIT RPGLUIAT
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10.3 After Submission

The request has been submitted and is awaiting review.

The Bus Kotor service administrator reviews the request and attached
documentation.

Possible outcomes:

o Pending (the request has been received, but the required documentation
has not yet been provided);

o Approved and completed (the free reservations have been created);

o Rejected.

Once the free reservations are approved, confirmation emails for the free reservations
are sent to the agency/carrier.

My submitted requests

eI dane Al Cie DAt T Verucles / plates SEalLA AIDmITTed AT

PORG-0E 20 B0 - 0821 WD - MR KOTZ123, MDERT13: Ayiting pOCe s ng

11. LIMO

For every vehicle providing a limo service, a Daily Fee must be paid for the day on
which the service is performed. The Daily Fee is purchased through the Reservations
menu and is valid for one vehicle and one calendar day. Payment can be made either
by card or from the advance balance.

If passenger pick-up or drop-off takes place within the city center area, from the bus
station to the Kamelija Shopping Center, only the approved locations may be used:

Bus stop near the theatre, next to the city market;
Exit from the Riva parking area, opposite the market.

If the limo service is provided outside the above-mentioned zone, passenger pick-up
and drop-off may take place at other locations, provided that traffic regulations and
road safety rules are respected.

Limo vehicles (passenger vehicles with 4+1, 5+1, 6+1, and 7+1 seats) are not permitted to
pick up or drop off passengers at the Benovo location.

Compliance is monitored by the Municipal Police and other authorized personnel.
Drivers or responsible persons are advised to keep proof of the paid Daily Fee available
either in their email inbox or as a PDF document.

Links to all referenced locations are available in the web application.

Opstina Kotor © 2025



ﬂg KotorBus

12. USER PROFILE

You can change:

Name / Company Name
Country — payment card — In most cases, the country where the agency is
registered and the country where the payment card was issued are the same,
and no changes are required. Otherwise, before making a payment, this
setting must be aligned with the country where the payment card was issued.
Language — affects the interface texts displayed in the Agency Panel

Email Address — changing the email address requires a new verification

process

Password (current password + new password + confirmation)

The Save button becomes active only when changes have been made.

e

Test app

Country - payment camd

Montanegro

Lisrvpamgyn

Croatian / Serbian f Bosndan / Montenagrin (cg)

Ema

busiiotorme

Padsveord

Chuarrond padidwore
Firwy it ictimaror o

Canfirm niw pastword

Dielete account

DELETE ACCOUNT

Deleting the Account: Deleting the account permanently removes all associated data.

Support: bus@kotor.me
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