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GUIDELINES FOR FILLING OUT THE 

APPLICATION FOR PARTICIPATION IN 

SELECTION PROCEDURES ON THE 

INTEGRATED PLATFORM CONCORSI ATENEI 

- PICA 



2 

 

 

 
 

 

To fill out an application, click on the Your Questions/Your Applications button. 
 

 

Next click on Fill out a new application. 
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The application is divided into pages and sections. Fill out each individual page in all its sections. 
 

 

After completing a page press the Save and Proceed/Save and Proceed button at the bottom of the page. 
 

If the entry was successful, the system goes to the next page; otherwise 

error/warning messages will appear and the user will have to correct the data already entered or enter missing 

data. For viewing page contents only, click Next/Next (top right). 
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Some personal information in Master Data and Contact Information will already be pre-filled. In case there are 

errors in the master data, entered during registration, the user can change them by accessing the "User Profile" 

in the upper right corner. 
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It is important to fill in all required fields: 
 

 
If not, there will be warnings: 
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When you get to the last page of the announcement you have to click Save and back to dashboard/Save and 

back to dashboard 
 

 

Upon completion of all pages/sections, the applicant will see on the dashboard, with the status "in draft," the 

application to be submitted. Applications in "draft" status can be edited and verified, via the 

appropriate keys. 
 

 
 
 

By clicking on the Sign and Submit/Sign and Submit button, the system generates a preview of the application 

file. The applicant must confirm again the intention to submit the application by clicking on "Sign/Sign" at the 

bottom of the page. 
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The system generates the PDF of the application and proposes the different modes of signature (manual, digital 

or via "ConFirma" service). 
 

 
The applicant must select the desired option and carefully follow the subsequent instructions in order to 

properly complete the application submission. 

In case the user chooses the first procedure with Manual Signature,(most common choice) one has to click on 

Download PDF/Download PDF 
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Save the file to your computer, print it out, sign it, and scan it: 
 

 

To re-upload the signed application, click on the file, then on Open, followed by Browse: 
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Finally click on Submit the application/Send the application: 
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Upon completion of the submission of the application, which must be done within the deadline set by the 

announcement, the applicant will receive an e- mail confirming delivery. 

 

 

 
Eventually, the system will confirm the successful submission of the application by reporting a unique 

identifierfor the submitted application: 
 

 

If the applicant has submitted the application and received the email confirming the submission, it will no longer 
be 

possible to access that application to edit it, but it will only be possible to withdraw it by clicking the 

"Withdraw/Withdraw" button on the home page (Dashboard). 

 
 

Also in the case of Application Withdrawal, the user must fill in the relevant page and click Save and back to 

dashboard/Save and back to dashboard. 
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You will receive an email displaying your request to withdraw your application 
 


