UNIVERSITA DEGLI STUDI DI PADOVA

Technical instructions for completing the application form

The procedure for submittirthe applicationform is online, nothing must bsentby post

Before filling inthe application, it is recommendemreadcarefully the Call for applicatianin particular the part
concerning the Course for which it was decided to submit the applicapphcantsmust make sure they meet the

requirements and check which documents are required to be attached.

ATTENTION: all the documents required for the application form must be uploaded in pdf/a format and, in som
casesthey must berinted, signed and reploaded. Tierefore, it is advisable to us@p@aconnectedvith a printer

and a scannemm case of access via SPID, no signature will be requiraghen submitting the application, but

it is still necessary to submit the application (penalty will be the exclusion frormadmission to the course)

It is possible to complete the application fdmgnlogging in atdifferenttimes and saving the data enteredorder

to access the application form that has been partly comg@pgidantanust click o MO D | Eoamplete it

Applicantswho wantto apply for more than oneo@rse must complete and submit as mapplication formsas
thechoserCourses.

Applicantswith foreign qualificatiors which havenot already been declared equivalent to an Italian qualification
must read ar of the Call for applications and upload tlegjuireddocumentsn the relevantection of the online
application

After completing the application forrapplicantswill receive an enail with the confirmatiorof the submission

At the link https://www.unipd.it/videdastruzionimaster there are video tutoriélgith english subtitlesio help you

fill in the application

Furtherinformation regarding the procedures of the Call for applications can be requested by sending an eme
formazianecontinua.lauream@unipd.it



1. REGISTRATION AND ACCESS THE SYSTEM
Go to the websitattps://pica.cineca.it/unipd/
It is possible to access the system with:

1) Accessvia SPID (Public Digital Identity Systemi more information here: https://www.spid.gov.it/);
choose the University of Padova from the list of institutions availghy. 1, 2, 3 and follow the
instructions of the provider selected.

In case of access via SPID, no signature will be requuteeh submitting the application, but it is still
necessary to submit the application (penalty will be the exclusion from admission to the course)

LOGIN

I

E possibile autenticarsi con il propric account LOGINMIUR. SPID & il sistema di accesso che consente di utilizzare, con
REPRISE, REFEREES scegliendo dal menu a tendina un'identita digitale unica, i servizi online della Pubblica
"Credenziali" la voce comispondente. Se non si & in possesso di Amministrazione e dei privati accreditati. Se sei gia in possesso di
aleun account effeftuare una nuova registrazione su questo umidentita digitale, accedi con le credenziali del fuo gestore. Se
portale utilizzando il link in basso a sinistra non hai ancora un'identits digitale, richiedila ad uno dei gestori

In alternativa & possibile accedere al servizio ulilizzando le
credenziali isfituzionali rilasciate dallente.

Credenziali

PICA / REPRISE

@ Accedi con SPID o Credenziali Istituzionali

Username

Password

O Ricerdami
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In case ofirst accesgpplicantsill see a scree(fig. 4 wheretheymu s t
registrationo.
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2) Access via UNIPESSO (@studenti.unipd.it oppure @unipd.it); choose the University of Padova from th
list of institutionsavailableandlog in with SSO credentials.

NB. In case okxpired or forgottepassword click othe help section arfdllow the instructions (fig. b

UNIVERSITA
s o DEGLI STUDI
DI PADOVA
IDP UNIPD - SINGLE SIGN ON
B Hia BReng
Nome utente nome.cognome ® @unipd.it
O @studenti.unipd. it
Password S :
Oppure
\ o Entra con SPID
@ Clicca qui se hai bisogno d'aiuto (problemi di password, ecc ecc.)
o Usemame di tipo @studenti.unipd.it o numerico (ad es. 3457362@unipd.it)
e Usemname per dipendenti (di tipo @unipd.if)
ide g Shibboleth

Fig. 5

3) Accesvia account PICA;n case of first access, it is possible to regisyeclicking on"Nuova
Registrazionéand entering theecessargat (fig.6).

LOGIN
E possibile autenticarsi con il proprio account LOGINMIUR, SPID & il sistema di accesso che consente di utilizzare, con
REPRISE, REFEREES scegliendo dal menu a tendina un'identita digitale unica, i servizi online della Pubblica
"Credenziali” la voce corrispendente. Se non si & in possesso di Amministrazione e dei privati accreditati. Se sei gia in pessesso di
alcun account effettuare una nuova registrazione su questo un'identita digitale, accedi con le credenziali del tuo gestore. Se
portale utilizzando il link in basso a sinistra. non hai ancora un'identita digitale, richiedila ad uno dei gestori
In alternativa & possibile accedere al servizio utilizzando le
credenzial istituzionall rilasciate dall'ente
Credenziali
PICA ! REPRISE ~
@ Accedicon SPID o Credenziali Istituzionali
Username
Password
[ Ricordami

o

After completingthe data requirectlick on"Registrati: the system will send anmail with the instructionsor
confirming the registration.

Fig. 6

In casethat candidate donot receive thig-mail orareunable to view itthey mustcontact the support using the
link at the bottom of the web page pica.cineca.it/unipd.



4) Accessvia account LOGINMIUR;t is possibile to access the system without the registration by entering
the username and password of the LOGINMIUR account (in this case LOGINMIUR must be selected i
the credentials field). In the event tlagplicantsare in possession of their cretials but do not

remember them, they must click on "Credenziali dimenticate?" option.

2. FILLING IN THE APPLICATION FORM
Oncelogging in select the University of Padova from the list of institutions available.

To fill in the application form select fromtme nu A Ti pol ogi a/ Cat e g € g ¢ligkiorbtiee
call of interest and then click ongfHDCompila una n

Before completing the applicatidorm, applicantscan make changes toeir profile by selecting orthe top right

cornerthe user menu

Domande in bozza / Draft applications: 0

In collaborazione con C I N E CA

Supporto tecnico: unipadova@cineca.it

Informativa privacy | Informativa cookie
Fig. 7

In the first sectioMAPPLICATION FOR SELECTION PROCEDUREapplicantamust select firstlyhe level and

then the Short SpeciatiiondegreéCourse chosen.

Thentheymust selec6TANDARD.

(NB:sel ect APERSONALE TECNI Coaly ik tieMévént tBathBylale ITacldhizal and

Administrative Staff of the University of Padua

ATTENTION: at the end of the compilation it is always necessary to click oputten"SAVE AND PROCEED.
If the data have been correctly filled, mpplicantswill directly go to the next section.

Otherwise error messages will display amglicantswill have to correct the data.

In the section"PERSONAL DATAAND CONTACT DETAILS' applicantswill find this part prefilled with the
datatransferredrom the registration procedude recovered logging in with SPID/UNNIRBSQ
Thereforethey musfill in only the missing fields.

Inthesect AOUROMIATI C RECOVERY OF ADMI SSI applicangs(if AHey Have C A’
previous academic careers in the University of Padua datatasedcover their qualificationdy clicking on

Afcer calffig.8ar cho



Recupero automatico titoli di ammissione/ Automatic recovery of admission qualifications

Recupero automatico titoli di ammissione per carriere pregresse presenti nel database dell'Universita di Padoval Automatic recovery of admission qualifications

from University of Padua database

(Verificare se i itoli sono gia presenti nel database dell’'Universita di Padova; in alternativa inserirli nella sezione successiva/ Check if the qualifications are
already in the database of the University of Padua; alternatively enter them in the next section)

Titolo universitario/University qualification

Nessun titolo selezionato. / No qualification selected.

' Cerca/ Search
Altri titoli: abilitazione professionale o titolo di accesso alternativo alla laurea / Other qualifications: professional qualification or access

qualification alternative to the degree

Nessun titolo selezienato. / No qualification selected.

< Cerca/ Search

Titolo di scuola secondaria/High school qualification

Nessun titolo selezionato. / No qualification selected

< Cerca/ Search .
Fig. 8

In case it is not possible to recover the admission qualificatagydicantsmust insert the type of the academic
qualificationin theirpossessiom thes e ¢ t ENOERINBADMI SSI ON QUAL I fd. WATI ONSO
Subsequently, applicants must enter the information relating to the academic qualification obtained or to be achi
by thebeginning of the chosen Master's programme.

Titolo universitario / University qualification

Titolo Italiano o Straniero / Italian or foreign qualification

Selezionare / Select v
Selezionare / Select

Titolo di studio Italiana / Italian qualification
Titolo di studio straniero / Foreign qualification

Fig. 9

ATTENTION: someShort Specialiation degreg(1st Level)may also require differemjualificationsfrom a degree
(Regional nursing sclub diploma ...): inthis caseapplicantsmust firstselectfi Al t r iandtthentfilb ih theddata
relating totheir qualification

In casein possession of reignqualificationthe documents currently available must be uploadeshown in fig.
10.



Attachments

For did who are in p ion of a degree obtained in a Eu country, it will be necessary to upload the dip the dip PP 1t and the transcript

of , While for candi who arein p ion of a degree ined in a Non Eu country it will be necessary to upload the diploma, the transcript of

records and the Declaration of value or the Statements of Comparability and Verification issued by ENIC-NARIC.
Attach the documents you have already obtained; at a later time you must send those currently unavailable via email to formazionecontinua.lauream@unipd.it

Descrizione/Description

Carica/Upload

[ Scegli file | Nessun file selezionato

Cancella / Delete

Aggiungi / Add

Fig. 10

In ADECLARATIONSO s e applicamtamustconfirmhaving read th€all for applications

I n @A DI S Adplicantanostindicate iftheyaskto be admitted to the Short SpecializatitagreeCoursewith
a full exemption from the full feforeseen in case of disabiligndthey mustattachthe required certifications.
Applicants must indicate ifthey needa disability assistance during an eventual admission test for the Shol

Specialization degree/ Professional Course.

Inthe £ ¢ t IABTACHMENTSO ( f)iagplicants inustipload the documents required fbe selection
For every Cours# is mandatory to upload

- copy of a validdentity document;

- updated resumggreferably in European format

Allegati/Attachments

Documenti d'identita / identity Documents

Selezionare un documento / Select a document

Tipo di documento / Type of document

I -— Seleziionare / Select — v]

Numero / Number Rilaseiato da / Issued by

Data di rilascio / Issue date Data di scadenza / Expire date
gg/mm/aaaa gg/mm/aaaa

Carica/Upload
Scegli file | Nessun file selezionato

« Dato obbligatorio / Mandatory field

Curriculum vitae / CV

icurri:u\um vitae (preferibilmente in formato europeo) / CV (preferably in European format)

Carica/Upload
Scegli file | Nessun file selezionato

« Dato obbligatorio / Mandatory field

Fig.11



SomeShort Specialization degrees/Courses may require other documentsionaddite ones mentioned abotleeyare

specified in theShort Specialization degre€sfurseCall for applications

It will be possible to upload these documentspacificsectiors (fig. 12).

Tesi | Thesis

Tesi di Laurea / Graduation thesis

Carica

Scegli file | Wessun file selezionato

Pubblicazioni | Publications

Pubblicazioni
Descrizione/Description

Carica/Upload

Scegli file | Messun file selezionato

Cancella / Delete

Fig.12

3. CONFIRMATION OF THE APPLICATION FORM

Onceapplicantdhavecompleted the application foriineywill see the dashboard withe draft of their applicantion
In order to submit it they mustick on "Verifica/Verifyo (fig. 13) and check that all the data entered is correct.

Firma e Presenta/Sign and Submit .

Fig. 13

4. PAYMENT OF THE PRE -REGISTRATION CONTRIBUTION
After verifying the application forgapplicantsmustgo back to the dashboard and proce#ttit he pay mer

30,00 (fig.14)

67379 in bozza/draft 2020-06-16 10:00:58 == TYTISTI—. | [———————

Fig. 14



It is possible to payhrough the following twmptions (fig. 15:
- fPagdAo (instructions at this link: https://www.unipd.it/paga);

- Carta docente (just enter the generated code)

The preregistrationcontribution 0 0,80) is compulsory:only once insertethe payment, it will be possible to

confirm and sign the application form.

Modalita di pagamento

O Pago PA

O carta docenti

€ Toma al cruscotto / Back to dashboard
Fig.15

In the event thaapplicantshave selected PaBa, it will berequired an ematéddressvherethey will receivethe

payment confirmatiolfig. 16).

£

Benvenuto nel sistema di pagamento della Pubblica Amministrazione italiana: pagoPA

MNon hai SPID? Scopri di pid

Fig. 16

Then the BgdPA procedure will askhemto select the online payment methéd.17)



Come vuoi pagare?

E Carta di credito/debito
@ Conto corrente
D Altri metodi di pagamento

Fig.17
Once the payment has been mateill be possible to download the relative recdfig. 18).

Pagamento

@ Pagato il 02/07/2019 08:15:11

Causale

Codice fiscale creditore

Importo ¢

Scadenza
v

4 Toma al cruscotto PICA & Scarica "Quietanza di Pagamento” (PDF)

Fig. 18

5. SIGNATURE AND SUBMISSION OF THE APPLICATION
Onceapplicantshave complete the paymentthey must go back to the dashboard and proceed with the sign of th
application form.
Pica verify that all the information are entered and in caseistakesit will inform applicantgha the application
must be modified.
When the system detects that the applicat@s beeen correcteabplicants caproceed tdhe next stepthey must
click on thebutton"Firma/Submit" at the bottom of the paffeg. 19).
In case of access via SPID, no signature will be required when submitting the application, but it is still necessa

submit the application (penalty will be the exclusion from admission to the course)

Dichiara
“  che ogni contenuto relativo a titol, pubblicazion e attivita svolte, fiportato nel curriculum allegato alla domanda di partecipazione, & conforme al vero
¥ che le pubblicazioni presentate sono conformi alloriginale

Data

Firma

Si ricorda che, pena 'esclusions , la domanda deve essere firmata e comedata da documento di riconoscimento in corso di validita

< Fmalsin

Fig.19



At this point, there arthreedifferent modalities in order teign the application formApplicantsmust select one
and follow the instructions carefully (fig0)

If the application form is correctlyubmitted its statuswill pass fromAdraft/to be signedlto fisubmittea (fig. 21).

Once the application is submitted, it will no longer be possible to modify it.

O

Fig.21

6. WITHDRAW AL PROCEDURE

Candidates can withdraw the application using REIRA/WITHDRAW" button (by the deadline to complete
the application form)

ATTENTION: the withdrawal of the applicatiadoes noprovidea refundof 30.00 euroslf candidatesvant to
submit anotheapplicationone&fter withdrawing the previous ortey must proceed with a new payment.

For information regarding th@mpletionof the application formit is possible to contact théfficio Post Lauream
I Settore Master e Formazione Contitnyatelephondérom Monday to Friday from 10:00 to 12:30 at the following
numbers049 8276373 / 6374



