


Part-1- Authorization procedure— (easy web page- create a new request)

After logging in, you will see the windows
(as shown in the figure on the left).

Now, you are ready to start the
authorization process for your mission.

- create a new “mission request”
please select the items, as below:

«FUNZIONI» /(function)
-> « MISSIONI» /(Missions)
-> RICHIESTA MISSIONI»/
(mission request)




Part-1- Authorization procedure— (easy web page- mission data)

NOW, you must fill out all the writable fields (all the fields are mandatory).
In our case, you are requested to fill the box “DATI IDENTIFICATIVI DELLA
MISSIONE” from the field «destinazione» as follow:

Missione Stato
1. «DESTINAZIONE» : text your final destination
2. «STATO» please, specify the name of country just in case of a foreign
Dati identificativi della Missione country. In case of domestic missions (it means within Italy), it will be set by
default.
roniecents 3. «MOTIVO»: text the reason of the mission (e.g., participation in

PRIVITERA LUIGI

congress, doctoral school, training course, etc...).

...and in the box named «DATI| DELLA MISSIONE» ENTER:

4. starting date and time of the departure (select it from the default
calendar)*

5. end date and time of the mission*

* time should be expressed in the form 00:00.

Motivo

Date della Missione

Please note: in the field “time” you can also include the expected time
required to travel from your place/work place/hotel to the airport/or
Q\/ Universita train station, both for the outward and return journey.
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Part-1- Authorization procedure — (easy web page- transportation data)

Autorizzazione mezzo aereo/nave

Autorizzazione uso M Aereo

< Aggiungi  Num.Tratta Da A

M Cancella

[ Nave

[ Nessuno

Num.Tratta Da

("qnlvh
f*\/ Universita
3 ¢ diCatania

In the box «AUTORIZZAZIONE MEZZO AEREO/NAVE» (shown on the
left) you must choose a mean of transportation (plane, ship, train,
etc.). Click on the green square corresponding to the mean of
transportation you intend to use (AEREO/flight, NAVE/ship,
NESSUNO/none, etc...).

Once the green square is checked, the table “NUM.TRATTA_DA_A”
will appear. So, if your flight, train, etc., are not direct, you need to
enter all the intermediate stops (1 route for each row), from the
place of departure to the final destination. It is applied both on the
outbound and return journey

EXAMPLE NUM TRATTA | DA/fro | ..A/to
Trip from Catania to 1 CaffaiE | SenE
Berlin with a stopover in 2 Rome Berlin
Rome. 3 Berlin Rome

4 Rome Catania
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Part-1- Authorization procedure — (easy web page- financial data)

Tipologia Fondi di copertura

Missione soggetta a rimborso ® Si

No

Autorizzazioni e Comunicazioni

Modello autorizzativo

Fondi dottorandi (quota 10% ricerca) DIIEI

Copertura della missione

Missione su fondi Propri @® No Si
Responsabile MUSCATO.GIOVANNI.0003491

Motivo

Q‘QD|VM
f*\/ Universita
3 ¢ diCatania

- In the box: «TIPOLOGIA FONDI DI COPERTURAY.
Please, click on:
Si/YES

- In the next box «AUTORIZZAZIONE E
COMUNICAZIONI», drop-down the menu and the
select: “Fondi dottorandi (quota 10% ricerca)
DIEE!I”,

- taking care to enter in the box «COPERTURA
DELLA MISSIONE» the name of Muscato Giovanni
— (director of the department). (Blue button
«RESPONSABILE»)
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Part-1- Authorization procedure — (easy web page- upload data)

Allegati

+ Aggiungi J Nome file  descrizione
il Cancsla

Q\/ Universita
% > diCatania

Then, in the box «ALLEGATI» You can
upload the documentation required
for the mission (including conference
or event agenda, invitation letter,
tutor’s authorization etc....
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Part-1- Authorization procedure— (easy web page- validation data)

...Now, you have almost completed the authorization procedure.

your authorization is dispayed as int«BOZZA».

Please, check that all the information are correct, and click on KUFFICIALIZZA> (light blue botton),
to forward/submit the request to the adm office.(this is very important/click®!)

Please Note: Changes can be made as long as the status (in the box «STATO») reports «BOZZA», or
«DA CORREGGERE». Any changes are no longer allowed after official Confirmation from the adm
office (which is means when «<AUTORIZZATA>» will appear in the box 4.stato»»).

— Missione — Stato ~
Esercizio 2019 Stato e .
Numero 1
L ot b A
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Part-1- Authorization procedure — (easy web page - check the status of you request)

Stampa modulo riepilogativo della missione

— Missione M

Esercizio 2019 < Stato Approvata
Mumera 28

\

/

)

— Dati identificativi della Missione

Richiedente

Mario Rossi

Destinazione Stato

milano
Motivo

partecipazione a commissione di procedura a chiamata professori | e |l fascia

Date della Missione

Data inizio: Data fine:

06/04/2019

07/04/2019

once submitted to the adm. Office, in the
session called «STAMPA MODULO
RIEPILOGATIVO DELLA MISSIONE" you will be

able to track the status of your request.

In the box «STATO»you can read 3 options:

«IN BOZZA» does it mean that your request it
is not yet submitted to adm. office

«APPROVATA» does it mean that vyour
request has been approved by the adm office

«AUTORIZZATA» does it mean that the
authorization process has been successfully
completed and authorized by the director.



