[bookmark: _Hlk220927435]USER GUIDE FOR THE WEB APPLICATION

SUBMISSION OF APPLICATION FOR OFFICIAL CONTROL OF CONSIGNMENTS FROM
THIRD COUNTRIES


1. [bookmark: _Hlk137719237]WEB APPLICATION
[bookmark: _Hlk218773744]The web application is intended for the notification of consignments from third countries for the purpose of carrying out official inspections of food supplements, foods for specific groups, or materials and articles intended to come into contact with food. The operator - importer or its representative – declarant (hereinafter: user) importing food supplements, foods for specific groups, or materials and articles intended to come into contact with food, submits an application through this web application to the Health Inspectorate of the Republic of Slovenia.
A web browser is required to use the application.
We recommend using Microsoft Edge. The web application is available at: https://e-storitve-zirs.gov.si/oz/r/zirs_splet/nadzor-uvoza/domov . 
Access to the application is provided through the SI-PASS system. To set up a SI-PASS account, please visit the SI-PASS portal.

[image: ]




2. NEW USER REGISTRATION 


If you are a new user of the application, fill in the required information under the "New User" (''Nov uporabnik'') tab.

[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, številka, programska oprema

Vsebina, ustvarjena z UI, morda ni pravilna.]
Complete the user's details by entering your e-mail address and telephone number.
Select the company from the list by entering its tax identification number.  
[bookmark: _Hlk219447320]Enter the details of the company’s responsible person and complete the request by clicking the "Submit" (‘’Pošlji’’) button. 

A notification will appear on the screen.
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, pisava

Vsebina, ustvarjena z umetno inteligenco, morda ni pravilna.]
On your e-mail address you will receive an email containing a message and the completed form in pdf format. Sign the form electronically or by hand and send it to the email address pomoc.zirs@gov.si.
[image: ]
Within a few days, you will receive a notification at the email address provided, confirming your successful registration for the import control web application: ‘’Nadzor uvoza’’. 

3. USER LOG IN 

After the user logs in via the SI-PASS system, the introductory page is displayed under the “Home” (“Domov”) tab.
[image: ]
The user opens the "List of Applications" (‘’Seznam vlog’’) tab, which contains three sections: "List of your Applications"(''Seznam vaših vlog''), "List of Consignments" (''Seznam pošiljk'') and "List of Attachments" (''Seznam prilog''). 
If you are submitting an application as a new user, the list will be empty.
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, programska oprema, računalniška ikona

Vsebina, ustvarjena z UI, morda ni pravilna.]In the " List of your Applications"(''Seznam vaših vlog'') section, application are listed in the second column, "Application Number" (''Številka vloge''). In the first column “Application” (“Vloga”), you can edit or view an application by clicking the "Edit" (‘’Uredi’’) / "View" (‘’Poglej’’) button. 
[bookmark: _Hlk137717641]Applications are classified according to the following statuses: VPP - in preparation, ODD - submitted, PRE - under review, DEL - in progress, OK - confirmed, NEP – outside the inspectorate’s competence and DSO – referred to another authority. 

4. FILLING IN AN APPLICATION
Under the ''List of applications'' tab, there are two additional buttons in the middle: ''New Application'' (‘’Nova vloga’’) and ''Import XML application'' (‘’Uvoz vloge XML’’). 
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, pisava, logotip

Vsebina, ustvarjena z UI, morda ni pravilna.]
After clicking the "New Application" (‘’Nova vloga’’) button, the "Application" (‘’Vloga’’) window appears, which is used to enter general information about the application.
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, programska oprema, računalniška ikona

Vsebina, ustvarjena z UI, morda ni pravilna.]
Fields marked in red are mandatory for saving the application. Fields marked in blue are mandatory for submitting the application. 

Application details
In the drop-down lists, which open by clicking the icon [image: ], select the regional office, type of application, exporting country and mode of transport.
Enter the information in the “Applicant's Position” (“Pozicija vlagatelja “), “Exporter's Name” and “Exporter's Address” (“Naziv “in “Naslov uvoznika “) fields manually.
The “Responsible Person” (“Odgovorna oseba “) field is automatically filled in with the applicant's data.
Importer data
Select the importer from the drop-down list. You can search by name or by entering the tax identification number. Once the importer has been selected, the remaining fields are automatically populated with data from the reference database.
 
Save the application. The application is then assigned a number and the status VPP - in preparation (VPP – v pripravi).
By clicking the "Import XML application" (''Uvoz vloge XML'') button, you can import application data from an XML file. The XML file can be created by exporting a previous application or select the file from your computer.
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, pisava, številka

Vsebina, ustvarjena z UI, morda ni pravilna.]
4.1. [bookmark: _Hlk219450097]Application data

In the “List of your Applications” (''Seznam vaših vlog'') section, you can change the application details by clicking the “Edit” (''Uredi'') button in the first column, “Application” (''Vloga'').
[image: Slika, ki vsebuje besede besedilo, številka, programska oprema, pisava

Vsebina, ustvarjena z UI, morda ni pravilna.]

4.2. [bookmark: _Hlk219455569]List of consignments

By clicking the button in the second-to-last column, “Consignment” (“Pošiljka “), you can enter details of a new consignment.


[image: Slika, ki vsebuje besede posnetek zaslona, besedilo, programska oprema, spletna stran

Vsebina, ustvarjena z UI, morda ni pravilna.]
A window for entering consignment details appears.

[image: Slika, ki vsebuje besede besedilo, pisava, številka, vrstica

Vsebina, ustvarjena z UI, morda ni pravilna.]
Select the "Type of Goods" (''Vrsta blaga'') and "Origin of Manufacturer" (''Poreklo proizvajalca'') from the drop-down lists [image: ]. Enter the information in the remaining fields manually.
Click the "Save" (‘’Shrani’’) button to save the consignment details. Click the ''Cancel'' (‘’Prekliči’’) button to return to the ''List of Applications'' (‘’Seznam pošiljk’’) page. The "List of Consignment” (“Seznam pošiljk”) section is located in the upper-right corner. 


[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, številka, pisava

Vsebina, ustvarjena z UI, morda ni pravilna.]
By clicking the "Edit" (‘’Uredi’’) button, you can modify the consignment data. You can also delete the consignment.

4.3. List of annexes

To add a new attachment, click the "Add" (‘’Dodaj’’) button in the last column, “Attachment” (“Priloga”), under the "List of your Applications" (''Seznam vaših vlog'') section. 

[image: Slika, ki vsebuje besede posnetek zaslona, besedilo, programska oprema, spletna stran

Vsebina, ustvarjena z UI, morda ni pravilna.]
Select the ''Attachment Type'' (''Tip priloge'') from the drop-down list [image: ], and manually enter the attachment's data in the ''Description'' (''Opis'') field.

[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, številka, pisava

Vsebina, ustvarjena z UI, morda ni pravilna.]

Click the "Save" (‘’Shrani’’) button to save attachment data.
The "List of Attachments" (''Seznam prilog'') section is located in the lower-right corner of the “List of Applications” (“Seznam vlog”) page.

[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, številka, pisava

Vsebina, ustvarjena z UI, morda ni pravilna.]
By clicking the "Edit" (‘’Uredi’’) button, you can modify the attachment data. You can also delete the attachment.

5. [bookmark: _Hlk219457060]APPLICATION SUBMISSION

Once the application, consignments and attachments details have been entered correctly, submit the application by clicking the "Submit Application" (‘’Oddaj vlogo’’) button. An application cannot be submitted without at least one consignment.
Once submitted, the application is assigned the status ODD - submitted application.
[image: ]

Once the application has been submitted, you can no longer modify the data. You can still view the application, print it (the pdf file is saved in the downloads folder on your computer), or export it in XML format.
[image: ]


5. 
5.1. XML Export

The “XML Export’’ (‘’XML izvoz'') button allows you to export application data (application with the status ODD), consignments details and attachments details to an XML file. 
By clicking the ‘’XML Export’’ (‘’XML izvoz'') button, the data is exported to an XML file, which is saved in the downloads folder on your computer.
[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, pisava, vrstica

Vsebina, ustvarjena z UI, morda ni pravilna.]

5.2. XML import

[bookmark: _Hlk221015338]On the ''List of Applications'' (''Seznam vlog'') page you can import an XML file into the list by clicking the ''Import XML Application'' (‘’Uvoz vloge XML’’) button. Upon import, the application is assigned a new number and the status VPP - in preparation. 

[image: ]
Clicking the ''Import XML Application'' (‘’Uvoz vloge XML’’) button opens a window for selecting and importing the XML file. You can select the XML file from your computer or use the "Drag and Drop" (’’Povleci in spusti’’) function.

[image: Slika, ki vsebuje besede besedilo, pisava, številka, programska oprema

Vsebina, ustvarjena z UI, morda ni pravilna.]
The selected file appears in the window. Continue by clicking on the ''Import'' (‘’Uvozi’’) button.

[image: Slika, ki vsebuje besede besedilo, posnetek zaslona, vrstica, pisava

Vsebina, ustvarjena z UI, morda ni pravilna.]
After a successful import, a window appears displaying the details of the imported application, which has been assigned a new number and the status VPP - in preparation. You can modify the data as needed and prepare the application for submission in accordance with Chapter 4 of these instructions.

[image: Slika, ki vsebuje besede besedilo, pisava, bela, posnetek zaslona

Vsebina, ustvarjena z UI, morda ni pravilna.]

6. DESCRIPTION OF OTHER PAGES IN THE APPLICATION


At the top of the page, next to the “List of Applications” (“Seznam vlog“) tab, there are two additional tabs: “Registration Details” (“Registracijski podatki“) and “Reference Data” (“Šifranti“).
[bookmark: _Hlk219457074][image: ]
The ''Registration data'' (“Registracijski podatki”) tab displays information about the applicant-user and the company.
[image: ]
The ''Reference Data'' (“Šifranti”) tab contains a list of buttons: ''Countries'' (‘’Države’’), ''Type of Goods'' (‘’Vrste blaga’’), ''Attachment Types'' (‘’Tipi prilog’’), ''Application Type'' (‘’Vrste vlog’’), ''Modes of Transport'' (‘’Vrste prevoza’’), ''Post Offices'' (‘’Pošte’’) and ''Branches'' (‘’Izpostave’’). Clicking one of these buttons exports the selected reference data list in XML format. 
The exported file is saved in the downloads folder on your computer.
[image: ]
The applicant’s details and the “Log off” (“ODJAVA”) button are displayed in the upper-right corner of the page.
[image: ]
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Podatki so shranjeni

V kolikor so podatki ustrezni, boste v nekaj minutah prejeli elektronsko sporoilo z izpolnjeno prijavo
novega uporabnika, za dostop do spletne aplikacije Nadzor uvoza. Podpisan obrazec (elektronsko ali
fizitno) posredujte na elektronski naslov pomoc zirs@gov.si.
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From:   Nadzor uvoza  <pomoc.zirs@gov.si>    Sent:   Thursday, January 8, 2026 1:50 PM   To:   ime priimek   < ime . priimek @gov.si>   Subject:   Prijava za dostop do spletne aplikacije Nadzor uvoza  -   Ime deklaranta     Spoštovani  Uporabnik , oddali ste prijavo za dostop do spletne aplikacije Nadzor uvoza. Podpisan  obrazec iz priloge (elektronsko ali fizično) posredujte na elektronski naslov  pomoc.zirs@gov.si  
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