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1) The first screen you will see is your Dashboard/Cruscotto. From here, you will 
manage your application. Click on the green button “New submission” to go on with 
your application. 

 

 

2) The first section is for your Personal Data and Address. Fill in the fields accordingly: 
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Once finished, click on “Save and proceed”.  

3) In this section, “Admission Requirements”, you will be asked to enter the members 
of the Selection Committee (Full name and Position at the Sending Institution). You 
can enter max. 5 members. Add them by clicking the green button “Add”. 
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After adding the members, you will be asked to upload the PDF FILE for the Minutes of 

the procedure1 (this must be SIGNED by the selection committee members), the 

related EXCEL FILE2 with the ranking scores and the official NOMINATION LETTER 

(STAFF and/or STUDENTS) in pdf format3. You will find the templates in their sections, 

and we will share them with you as well, in the e-mail for the opening Call 
announcement. You can upload these files by clicking on “Scegli file”: 
 

 
 

Once finished, click on “Save and proceed”.  
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4) Now you can start to upload the data and documents for the Selected Students. If 
you do not have selected students, tick the NO option and then click on “Save and 
proceed”. If you have selected students, tick the YES option. A new section will 
appear, as in the second slide:

 

Here you can start adding your selected students data. Click on the button “+ Aggiungi”.
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A list of fields will appear. All fields are mandatory, the only file format eligible is a PDF: 
click on “Scegli file” to upload the required document with the indicated file name. Only the 
last field    (Further certifications) is not mandatory, it will depend on the gathered documents       
of each        student. See below: 

 

 

 

Once finished the uploading, click on “Salva” (eng. Save). You will go back on the Selected 
students data section, where you can add the other students data. You cannot enter more 
than 10 students. 
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When you will have uploaded all the documents for each student selected, you can close the 
section by clicking on the lower-left button “Salva e procedi/Save and procede”.  

 

 

 

WARNING!  

If you click on the arrowhead buttons “Precedente/Previuos” - “Successiva/Next”, you will 
not save your progresses, but you will just browse through the sections and you will lose all 
updates/actions made. 

 

5) Now you can start to upload the data and documents for the Selected Staff. If you do 
not have selected staff, tick the NO option and then click on “Save and proceed”. If 
you have selected staff, tick the YES option. A new section will appear, as in the 
second slide:  
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Here you can start adding your selected staff data. Click on the button “+ Aggiungi”. 

 

 

As for the students section, a list of fields will appear. All fields are mandatory, the only file 
format eligible is a PDF: click on “Scegli file” to upload the required document with the 
indicated file name. Only the last        field (for Further certifications) is not mandatory, it will 
depend on the gathered documents of each staff. See below:
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Once finished the uploading, click on “Salva” (eng. Save). You will go back on the Selected 
staff data section, where you can add the other staff members data. You cannot enter more 
than 10 staff members. 

 

When you will have uploaded all the documents for each staff member selected, you can 
close the section by clicking on the lower-left button “Salva e procedi/Save and procede”.  

 

 

 

WARNING!  

If you click on the arrowhead buttons “Precedente/Previuos” - “Successiva/Next”, you will 
not save your progresses, but you will just browse through the sections and you will lose all 
updates/actions made. 
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6) After the uploading and saving of the selected staff, the last section will appear. This 
concerns the privacy and management of personal data. You have to tick all three 
fields since they are mandatory. You can then click on “Salva e torna al 
cruscotto/Save and back to dashboard”.  

 

You will be redirected to the summary of your application, as in the following slide: 

 

Here you can check and edit your application (Modifica/Edit), browse your application 
(Verifica/Verify: this option does not give you the chance to edit though), submit the 
application (Presenta/Submit) or delete it (Elimina/Delete).  

7) When you click on Presenta/Submit, you will get a recap of your application.  
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At the end of this recap, you will find the final green button Presenta/Submit  to 
confirm your application.    
WARNING! Once your application is submitted, you will not be able to delete or 
withdraw it.  
 

 
You will then be redirected to the Dashboard, when you will be able to see your 
finalized and submitted application. You can download the pdf recap (i.e., application 
pdf) or just view the application, but you cannot edit it anymore. 
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