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ONLINE PROCEDURES FOR SUBMITTING THE APPLICATION FOR ADMISSION

1) REGISTRATION ON SOL

IF THE APPLICANT HAS ALREADY BEEN A STUDENT AT THIS UNIVERSITY, they can use the same username and password to submit their application online:
- by going to the following web page: 
- clicking on 'authentication'
- entering the username and password they already have.

IF THE APPLICANT HAS NEVER BEEN A STUDENT AT THIS UNIVERSITY, they must register:
- by going to the following web page: 
- clicking on 'registration'
- entering the data requested in the guided procedure in order to obtain a username and password.

2) PRINT AND COMPLETE ANNEXES A AND B

Firstly, in order to submit the application correctly online, candidates must print Annex A, which is published on the same web page as the competition notice at the following link:
https://www.unipg.it/didattica/corsi-a-numero-programmato/master?view=elenco
Attachment B is published on the same web page.

The application form (Annex A) must be completed in full, signed by hand and then scanned in black and white and low resolution PDF format.

Similarly, Annex B must be completed, signed and scanned in black and white PDF format with low resolution.
Interested parties may also fill in a curriculum vitae.
The following must also be scanned in black and white, low-resolution PDF format:
- copies of any qualifications you wish to submit
- identity document

The participation fee of €60.00 can be paid using the following methods:
online payment by clicking on 'pagoPA' at the end of the online application procedure.

It is not necessary to scan the payment receipt and upload it during the online procedure, as the payment is automatically monitored during the procedure itself.

N.B. Documents must be scanned in black and white PDF format with low resolution.
Each file cannot exceed 20MB in size; if a document, when scanned in its entirety, exceeds this size, it must be scanned into multiple files, each with a size not exceeding 20MB.

3) ONLINE APPLICATION PROCEDURE


Candidates who have obtained their own identification credentials as described in point 1) can now proceed with submitting their application.

[bookmark: _GoBack]Please note that the system will generate a personal identification code, which will be included in the documents containing the results of the candidate's assessment (pre-enrolment) .

· Select "Secretaries" (command bar on the left);
· Select "Admission tests/local pre-enrolment" (command bar on the left): 
· the "Admission Competitions" page will open, displaying the message "there are admission competitions available for enrolment" (when submitting a second/third application, the page will also show the competitions for which applications have already been submitted by the same candidate): click on "proceed with admission";
· the "Competition Registration" page will open, where you must click on "Competition Registration" at the bottom of the page;
· the 'Course type selection' page will open, where you must select the type of competition you wish to register for and click 'Next';
· the 'Competition list' page will open, displaying the list of competitions for Master's programmes. Select the competition for which you wish to apply and click 'Next';
· The 'Confirm competition choice' page will open, displaying information about the selected competition. You can either go 'back' or click on 'Confirm and continue'.
· The 'Confirm competition registration' page will open, allowing you to check the information relating to the choices made on the previous pages and, consequently, to go 'back' if there are any corrections to be made, or to click on 'Confirm and continue'.
· the "Management of qualifications and documents" page will open, listing the types of qualifications and documents that must/may be submitted, pursuant to Article 3 of the Call for Applications, by uploading a scan of them. You can then proceed to upload them by selecting "yes" or "no" in response to the question "Do you want to attach other documents and/or qualifications to your application?": in particular, if you type "yes", the "Qualification/document declaration" page will open, where you must enter the detailed information of the qualification you wish to upload and through which you must upload the document file; each file cannot exceed 20MB in size, so if you need to upload multiple files to attach a document, you must upload each individual file that makes up the document; once the upload is complete, click 'Next' to return to the previous page, where you will see a list of the qualifications you have uploaded;
· please note that, in accordance with Article 3 of the Call for Applications, the application form (Annex A), duly completed and signed, Annex B, duly completed and signed, your identity document and any other documentation indicated in Article 3 MUST be attached;
· once you have uploaded all the qualifications and documents that must/may be submitted in accordance with Article 3 of the Call for Applications, on the 'Manage qualifications and documents' page, answer 'no' to the question 'Do you want to attach other documents and/or qualifications to your application?' and click 'Next';
· the 'Confirm qualifications and documents' page will open, summarising the attached documents and qualifications by type: if there are any corrections to be made, click 'Back', otherwise click 'Next';
· The 'Confirm competition choice' screen will open, summarising the information about the competition you are applying for, with the option to go 'Back' or click on 'Complete competition admission', which completes the online application procedure at . After this point, it will no longer be possible to go back and change what you have entered.
· the "Competition registration summary" page will open with more detailed information on what has been entered so far: this is the final summary of the online application submitted, within which the system will generate a personal identification code (PREMATRICOLA), which must be kept and will identify the candidate when the assessments of interest are published; at the bottom of this page, you can choose to return to the 'competition home' page or click on 'payments'; 
· if you click on 'home competitions', you will return to the list of admission competitions for which you have applied; by clicking on the course title, you can access summary information and the competition identification number;
· if you click on 'payments', the 'List of fees' page will open, showing the fee due for the application submitted, identified as 'payment not received', corresponding to an underlined number, which is the invoice number (this page also shows a summary of any other fees related to other applications submitted by the same candidate); click on the underlined number: this will open the 'Invoice Details' page, which shows the payment details to be made using the 'PagoPA' method, which allows you to pay the participation fee online. On the 'payments' page, you can monitor the status of the payment made. 

	
	
	
	



