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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–Lovćen 
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 Puč parking locations (links to these 
locations are available in the web application).

1.1 Getting started

•	 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.	 On the login page, click “Create an account”.
2.	 The agency account creation form will open.

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 unique (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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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”.

 
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.
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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.

 

4. 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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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.

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

 

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.

 

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.

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.
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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.

 

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.
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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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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.

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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8.2 Topping Up the Advance Balance

•	 Enter the top-up amount. Due to the pricing structure, only values ending in 0 
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).
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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.

 
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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9.3 Changing the Vehicle on an Upcoming Reservation

Vehicle replacement is allowed only if the replacement vehicle:

•	 Belongs to your vehicle fleet.
•	 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.
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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.
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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.
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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.

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.
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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.

 

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

Support: bus@kotor.me


