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1. HOW TO REGISTER/LOG INTO THE SYSTEM

GototheUn i v e rwelsite ywwsunivr.it, then click on https://univr.esse3.cineca.it/Home.do
from the top right menu.

1.1. NEW USER

If you have never hosted any University of Verona students at your Company before, this means
thaty o u & mew User.

Please go to the section Accreditamento Aziende (Company accreditation) and register with the
system as follows. Click on Accreditamento Aziende on the top right menu,then6 Ri c hi est a
a c c r e(Accredbation request) to register.

UNIVERSITA
di VERONA

COME ISCRIVERSI

Prima di iniziare la procedura di iscrizione devi avere la scansione di un documento di identita valido e di una fototessera con le
caratteristiche indicate nell'allegato "Istruzioni acquisizione foto"

Corsi di Laurea, Laurea Magistrale a Ciclo Unico e Laurea Magistrale
Informazioni e scadenze: www.univr.it/iscrizioni

Master, Corsi di Perfezionamento e di Aggiornamento

Informazioni e scadenze: http://www.univr.it/it/post-laurea

Linee guida iscrizioni ai Master:www.univr.it/iscrizionimaster

Linee guida iscrizioni ai Corsi di Perfezionamento:www.univr.it/iscrizionicorsiperfezionamento
Linee guida iscrizioni ai Corsi di Aggiornamento:www.univr.it/iscrizionicorsiaggiornamento

Dottorati
Informazioni e scadenze:www.univr.it/iscrizionidottorati

Scuole di Specializzazione d'area medica ed esami di stato
Informazioni e scadenze: www.univr.it/iscrizioniscuolespecializzazione

Scuole di Specializzazione per le professioni legali

Informazioni e scadenze: www.univr.it/iscrizioniscuolaprofessionilegali v
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UNIVERSITA
di VERONA
COME ISCRIVERSI
Area Riservata
Prima di iniziare la procedura di iscrizione devi avere la scansione di un documento di identit
caratteristiche indicate nell'allegato "Istruzioni acquisizione foto” Registrazione
Login
Corsi di Laurea, Laurea Magistrale a Ciclo Unico e Laurea Magistrale “
Informazioni e scadenze: www.univr.it/iscrizion s
= =
Master, Corsi di Perfezionamento e di Aggiornamento
Informazioni e scadenze: hUIpL/AWWW.UNIVEIL/it/post-laurea
Linee guida iscrizioni ai Master:wyw,univr.it/iscrizionimaster »
Linee guida iscrizioni ai Carsi di Perfezi univr.it/iscrizionicorsiperfezionament VOBl intemasionale
Linee guida iscrizioni ai Corsi di w.univritfiscrizionicorsiaggiornamento
Dottorati
Informazioni e scadenze:: univr it/ nidottorati
Scuole di Specializzazione d'area medica ed esami di stato
Informazioni e scadenze: www.univr.it/iscrizioniscuolespeci ione
Scuole di Specializzazione per le professioni legali
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:
Cliccando il pulsante RICHIESTA ACCREDITO ti saranno proposte una serie di maschere per la registrazione o
della tua azienda, dei tuoi dati come referente per gli stage e del rappresentante legale dell'azienda. _ d
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http://www.univr.it/
https://univr.esse3.cineca.it/Home.do

By clicking on QRichiesta a ¢ ¢ r e diseries 6f online forms will be displayed, where you will
need to enter your details (as Company Supervisor for the internship) and those of the Company
legal representative.
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1.1.1. Company code

In this section you will need to enter the country in which your company is legally based (Nazione
azienda) and then the company VAT number (Partita IVA) and/or tax ID no. (Codice fiscale ).

m UNIVERSITA
(=  JiVERONA

l_“n 2 3 4 . =

Nazione azienda

Inserire la nazione di provenienza dell'azienda

Mazione

Nazione:* ITALIA

Indietro
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Pl & ritpsifuniviiess<3. cinecaittirocini/TROReq :ziPageldentificaForm.do = @ Identificati..

[_j 3 4 . >

Identificativo azienda

Inserire i dati identificativi dell'azienda

rDati Identificativi
Codice fiscale
Codice fiscale

per azienda
individuale

Partita Iva

Indietro

1.1.2. Company information

Here you need to enter your Company information details. Specifically: business name (Ragione
sociale ); ATECO code (Codice Ateco ); number of employees (numero dipendenti ), website
(sito web, please enter the complete link starting with: http//wwwé ) professional association
(associazione imprenditoriale ).

it/tirocini/ TIRORegAziPageDataForm.do O - @ C ||@ Universita ... | 7| Home - IN... | @) CitrixXenA...| O Posta - lor... | &) Citrix XenA..| & Dati azi...

e@ & https:/funivr.esse3 cineca,

—Dati Generali

Ragione sociale*

Gruppo
Settore Ateco* 85 - ISTRUZIONE B
Numero Oltre 20 v
dipendenti*
Fatturato
Sito web http://iwww.univr.it

Associazione Imprenditoriale

Associazione
imprenditoriale

Codice
associativo

Sede Legale 1

1.1.3. User data

Here you can add your information as Company Supervisor for internships for University of Verona
students. Specifically, you will need to add the following information: first name and last name
(Nome and Cognome ), your country of origin (Nazione di nascita ), your email address (E-mail),
a phone number (Telefono diretto ), as well as your position within the company (Posizione
aziendale ) and operational centre of your company (Sede operativa ).

You will be also asked to include the reason for your registration (Motivo della registrazione ),
which may be one of the following:
1. start an internship with a chosen student;



2. offer your availability to host students or graduates.

Then you will need to read the privacy notice: you w o nb& tllowed to proceed with your
application if you d o nadcept the privacy terms and conditions.

D &= o

Dati utente ~

B i 2 i mbarit | " Heme - B ) G and . Posta - ler

Titalo: Seleziona il titolo w
Mome*
Cognome*

Mazione di digita per ricercare -
nascita:*

E-mail*

Telefono
diretto®

Cellulare

Max 16 caratteri compresao il pre. internaz{es:+39 3486

Posizione
aziendale
Area funzionale digita per ricercare -
Sede operativa Altra sede.. (inserita successivamente) v -~

Dati Sede Operativa

Inserire le seguenti informagzioni

Dati Sede Operativa
Ragione sociale®
Nazione:* digita per ricercare i
Cap*
Indirizzo®

Telefono sede®

1.1.4. Legal representative

Here you will need to enter the information about your company legal representative: first name and
last name (Nome and Cognome ), sex (Sesso), email address (E-mail), phone number (Telefono ),
date of birth (Data di nascita ), country of origin (Nazione di nascit a).
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Informazioni rappresentante legale
Inserire | dati del rappresentante legale

Rappresentante legale
Titalo: Selezona il titolo

Nome* SARTOR

Cognome® NICOLA
Sessoc = Maschile Femminile
E-mail

Telefono

m

Data di nascita®

Nazione di TALIA
nascita:*

N -

1.1.5. Disciplinary areas

This section must include the Disciplinary area (Area Disciplinare ) relevant to the internship/s you
would like to establish at your company. Please select multiple areas if you believe that you might
host other interns/trainees from the University of Verona on various fields of interest in the future.

You will be displayed the following areas:

A Area Educazione/Pedagogia (Education/Pedagogy);

A Area Psicologia (Psychology);

A Area Scienze Motorie (Movement Sciences and Sports);
A Area Servizio Sociale (Social Work);

If you flag d'utte le restanti aree f o r ma {All areas), you will be able to host University of Verona
interns and trainees from allthe Un i v e rvaribus gisg@iglinary areas.
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Aree disciplinari

Puoi scegliere per quale area disciplinare chiedere 'accreditamento. Possono essere selezionate anche pill aree disciplinari. Per I'area di scienze dell'educazione/formazione
viene richiesto 'upload PROGETTO GENERALE disponibile allinterno della Guida per I'Azienda nella specifica sezione "Spaziostage per tirocini Scienze dellEducazione/
Formazione®, mentre per l'area di scienze motorie viene richiesto I'upload DETTAGLIO DELL' OFFERTA DI TIRQCINIO disponibile nella specifica sezione “ TIROCINIO - SPAZIO
STAGE AZIENDE SCIENZE MOTORIE".

Aree disciplinari

[] Area Educazione /Pedagogia - Per scaricare il Progetto Generale clicca qui

[] Area Psicologia - Per scaricare il Progetto Generale clicca qui

[] Area Scienze motorie - Per scaricare il dettaglio dell'Offerta di Tirocinio clicca qui

[ Area Servizio sociale

[[] Tutte le restanti aree formative

Indietro

1.1.6. Disciplinary areas sub -fields/sectors

If you have selected Education/Pedagogy disciplinary areas, you will be provided with a list of sub-
fields or sectors (Settori delle aree disciplinari ) that identify more specifically the activities that your
future intern will be called to undertake. Please select one or more sub-fields or sectors.
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UNIVERSITA
di VERONA

Settori delle aree disciplinari

Puoi inserire uno o pili settori relativi allarea disciplinare selezionata

Settori per area: Area Educazione /Pedagogia

[] Settore Servizi Educativi per linfanzia

[] Settore Servizi Educativi Extrascolastici e Socio Culturali
[] Settore Servizi Educativi Socio Sanitari

[ Settore Coordinamento Pedagogico

[ Settore Consulenza Pedagogica
Indietro
1.1.7. Attachments

In this section (Allegati aree disciplinari) companies and bodies intending to apply for accreditation
in the Disciplinary area of Education/training must complete and upload a specific form
(Progetto Generale), whose template can be found here.

Companies and bodies intending to apply for accreditation in the Disciplinary area of Movement
Sciences will need to upload the traineeship offer form, which can be found here

Companies and bodies intending to apply for accreditation in any other Disciplinary area will not
need to upload any forms.


https://www.univr.it/it/i-nostri-servizi/servizi-per-aziende/stage-e-tirocini/come-l-azienda-puo-proporre-e-attivare-stage-per-studenti
https://www.univr.it/it/i-nostri-servizi/gestione-carriere-studenti-scienze-motorie/tirocini-e-stage-scienze-motorie/come-avviare-un-tirocinio-negli-enti-esterni-scienze-motorie-

inocini/ TIRORegAz
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Allegati aree disciplinari =
iE.." Checklist

Per accreditarsi per I'area di sclenze dell'educazione/formazione viene richiesto l'upload PROGETTO GEMERALE, mentre per accreditarsi per

Irarea di scienze motorie viene richiesto Mupload DETTAGLIO DELL' QFFERTA DI TIROCINIO @ Upload Allegati
. " effettuato
[ Lista allegati
@ Upload Allegati
i io
Massimo N. N. @ Upload Allegati
P ia di di i Allegati Allegati Estensione N. non obbligatorio
allegato file Min Max  allegato Stato Allegati Titolo Descrizione Azioni
« Dettaglio
Offerta Area 2ZMB 1 10 *.docx, ] 0
EDUCAZ/FORMAZ *.doc, ¢ Modifica
* pdfia,
*pdf ) Elimina
© 'nformazione

Indietro

) B hepxiorie e cimeca i trocins TRORrgAsPugri B

Allegati aree disciplinari o = Ll 2 -A

Per accreditarsi per I'area di scienze dell'educazione/formazione viene richiesto l'upload PROGETTO GEMERALE, mentre per accreditarsi per
I'area di scienze matorie viene richiesto M'upload DETTAGLIC DELL OFFERTA D TIROCIMIO

Lista allegati
Massimo M. M.

Tipelogia di dimensionamente Allegatl Allegati Estensione M.

allegato file Min Max  allegato Stato Allegati Titolo Descrizione Azioni

Offerta Area 2MB 1 10 *docx, L] 2

EDUCAZ/FORMAZ *.doc,
* pdf/a, senisci allegato
* pdf

A G

Dettaglio Dettaglio

offerta offerta - 'ﬁ
tirpcinio tirpcinio

Area SC Area SC

EDU/FORM EDLU/FORM

1.1.8. Enter your Username

In this section you will need to enter your username: this must be 6 to 20 digits long, must include

at least one letter, one number and a special character.

Please take note of your Username, because once confirmed it will never be displayed

again.
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UNIVERSITA
di VERONA

Scelta Nome Utente

Crea un nome utente utilizzando un numero e almeno un carattere alfabetico o un carattere speciale. La password sara generata dal
Sistema.

Nome utente®

Indietro

1.1.9. Summary and confirmation

In this section you will be displayed a summary of the entered information, grouped into sub-
sections, that can be changed if needed.

B hepuferie amie] cinecaint

Dati Azienda

Ragione sociale
Codice fiscale
Settore
Categoria

Sito web

Gruppo di appartenenza

LAl L A

Universita di Verona
93009870234

85 - ISTRUZIONE
Istruzione & Formagzione

bR A, v it

Numero dipendenti Oltre 20
Fatturato
Sede Legale
Sede Verona
Nazione ITALLA
Comune Vierona
Provincia VR
Indirizzo via dell'Artigliere, B
Cap 37129
# Waodifica Dati Azienda Utilizza il link per modificare | Datl Azienda ]

Please click on Conferma (Confirm) to submit your information. A password will appear, and you
will receive a confirmation email to the email address entered at the time of registration.



UNIVERSITA
di VERONA

Registrazione conclusa

La procedura di registrazione si & conclusa correttamente. Il sistema ha inviato una mail di conferma allfindirizzo indicato come riferimento.
Le credenziali saranno abilitate dopo fapprovazione delfaccreditamento. Per effenuare Faccesso a "spazio stage” devi attendere una seconda
mail con la conferma dellawenuto accreditamento e Fabilitazione delle utenze.

Nome utente assegnato: michelonil, 1

Password assegnata: 2V2AF-OL

Home

PLEASE NOTE: YOUR PROFILE WILL NOT BE ACTIVE UNTIL THE UNIVERSITY OF VERONA
APPROVES YOUR COMPANY (AVVENUTO ACCREDITAMENTO). AS SOON AS YOUR
APPLICATION IS APPROVED, YOU WILL RECEIVE A CONFIRMATION EMAIL, THEN YOU
WILL BE ABLE TO LOG INTO THE SYSTEM USING YOUR LOGIN DETAILS.

1.2. COMPANY ALREADY IN THE SYSTEM: HOW TO ADD A COMPANY SUPERVISOR

If your company has already been entered in the system but you do not have the relevant login
details, you will need to apply for accreditation ( riéhiesta di a ¢ ¢ r e)dat theandment of entering
your VAT number, your company profile will be automatically recovered. Then you will be able to
add yourself as a new company supervisor, and you will be provided with login details for access.

™
+  + I

UNIVERSITA

.~ diVERONA

B3 | A z| 3 4 . ==
e

MNazione azienda

Inserire la nazione di provenienza dell'azienda

Nazione

Nazione: ALY x |-

Indietro
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Identificativo azienda

Inserire | dati identificativi dell'azienda
Dati ldentificativi
Codice fiscale

Codice fiscale
per azienda
individuale

Partita Iva

Indietro m

1.2.1. User data

Here you can add your information as a NEW Company Supervisor for internships/traineeships for
University of Verona students. Specifically, you will need to add the following information: first
name and last name (Nome and Cognome ), your country of origin (Nazione di nascita ), your
email address (E-mail), a phone number (Telefono diretto ), as well as your position within the
company (Posizione aziendale) and operational centre of the company (Sede operativa ).

You will be also asked to include the reason for your registration (Motivo della registrazione ),
which may be one of the following:

1. start an internship with a chosen student;

2. offer your availability to host students or recent graduates.

Then you will need to read the privacy notice: you w o nb& allowed to proceed with your
application if you d o naécept the privacy terms and conditions.

m 8 hepe el cinpen ity

Dati utente ~
Titole: Seleziona il titolo w
Nome*
Cognome*

Mazione di digita per ricercare -
nascita:®

E-mail*

Telefono
diretto®

Cellulare

Posizione
aziendale

Area funzionale digita per ricercare -

Sede operativa Altra sede.. (inserita successivamenta) L

10



1.2.2. Disciplinary areas

This section must include the Disciplinary area (Area Disciplinare ) relevant to the internship/s you
would like to establish at your company. Please select multiples areas if you believe that you might
host other interns/trainees from the University of Verona on various fields of interest in the future.

You will be displayed the following areas:

A Area Educazione/Pedagogia (Education/Pedagogy);

A Area Psicologia (Psychology);

A Area Scienze Motorie (Movement Sciences and Sports);
A Area Servizio Sociale (Social Work);

If you flag d'utte le restanti aree f o r ma (All arems), you will be able to host University of
Verona interns and trainees from allthe U n i v e rvarious gisgiglinary areas.

&« ' @ https://unive.esse3.cinecadt/trociny TIROReg /2 P ageAreeD < Fomm.do
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Aree disciplinari

Puoi scegliere per quale area disciplinare chiedere 'accreditamento. Possono essere selezionate anche pi aree disciplinari. Per |'area di scienze dell'educazione/formazione

Formazione®, mentre per I'area di scienze motorie viene richiesto I'upload DETTAGLIO DELL' OFFERTA DI TIROCINIO disponibile nella specifica sezione " TIROCINIO - SPAZIO
STAGE AZIENDE SCIENZE MOTORIE™.

Aree disciplinari
[] Area Educazione /Pedagogia - Per scaricare il Progetto Generale clicca qui
[ Area Psicologia - Per scaricare il Progetto Generale clicca qui

[] Area Scienze motorie - Per scaricare il dettaglio dell'Offerta di Tirocinio clicca qui

[ Area Servizio sociale

[] Tutte le restanti aree formative

Indietro m

1.2.3. Disciplinary areas sub -fields/sectors
If you have selected Education/Pedagogy disciplinary areas, you will be provided with a list of sub-

fields or sectors (Settori delle aree disciplinari ) that identify more specifically the activities that your
future intern will be called to undertake. Please select one or more sub-fields or sectors.

11
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UNIVERSITA
di VERONA

Settori delle aree disciplinari

Puoi inserire uno o pill settori relativi alfarea disciplinare selezionata

Settori per area: Area Educazione /Pedagogia

[] Settore Servizi Educativi per linfanzia

[ Setore Servizi Educativi Extrascolastici e Socio Culturali
[] Settore Servizi Educativi Socio Sanitari

[ Settore Coordinamento Pedagogico

[ Settore Consulenza Pedagogica

Indietro

1.2.4. Attachments

In this section (Allegati aree disciplinari) companies and bodies intending to apply for accreditation
in the Disciplinary area of Education/training must complete and upload a specific form
(Progetto Generale), whose template can be found here.

Companies and bodies intending to apply for accreditation in the Disciplinary area of Movement
Sciences will need to upload the traineeship offer form, which can be found here

Companies and bodies intending to apply for accreditation in any other Disciplinary area will not
need to upload any forms.

B tepe i

ﬂ UNIVERSITA
=7 JiVERONA

1l i il tirocins TH

" Heme B O Comtnd | C bonta- ler | ) Ctmtem| 2 e - |

Allegati aree disciplinari

Per accreditarsi per l'area di scienze dell'educazione/formazione viene richiesto 'upload PROGETTO GENERALE, mentre per accreditarsi per
Iarea di scienze motorie viene richiesto lupload DETTAGLIO DELL” OFFERTA DI TIRQCINIO

Lista allegati

Massimo M. M.
Tipologia di dimensionamento Allegati Allegati Estensione N.
allegato file Min Max  allegato Stato Allegati Titolo Descrizione Azioni
Offerta Area 2MB 1 10 * docx, - a
EDUCAZ/FORMAZ * doc,
* pdf

Indietro Aovanti
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https://www.univr.it/it/i-nostri-servizi/servizi-per-aziende/stage-e-tirocini/come-l-azienda-puo-proporre-e-attivare-stage-per-studenti
https://www.univr.it/it/i-nostri-servizi/gestione-carriere-studenti-scienze-motorie/tirocini-e-stage-scienze-motorie/come-avviare-un-tirocinio-negli-enti-esterni-scienze-motorie-

UNIVERSITA
di VERONA

Allegato progetto generale proposto dall'azienda

Per l'area di scienze delfeducazione/formazione viene richiesto I'upload PROGETTO GENERALE, mentre per l'area di scienze motorie viene
richiesto l'upload DETTAGLIC DELL' OFFERTA D TIRQCIMIO

Dettaglio documento
Titolo:* Dettaghio offerta tirocinio Area SC EDIVFORM

Descrizione:* Dettaglio offerta tirccinio Area SC EDWWFORM

Allegato:* [ Sfoglia...

i T,

B hepuiani amed cimstait teocny TRORegA s agnaBegatisral crmudo

ghsd " Heme - | O Camte | © Pestn- | O Cmmrite | e = | W Sarvii-
Allegati aree disciplinari

Per accreditarsi per I'area di scienze dell'educazione/formazione viene richiesto I'upload PROGETTO GEMERALE, mentre per accreditarsi per
l'area di scienze motorie viene richiesto Fupload DETTAGLIO DELL' OFFERTA DM TIRQCINIO

Lista allegati

Massimo N. M.
Tipologia di dimensionamento Allegati Allegati Estensione M.
allegato file Min Max  allegate  Stato Allegati Titolo Descrizione Azioni
Offerta Area 2MB 1 10 *docx, & 2
EDUCAZFORMAZ *.doc,
* pdf
B
Dettaglic  Dettaglio
offerta offerta - 1“"'
tirocinio tirocinio

Area 5C Area 5C
EDU/FORM  EDLU/FORM

1.2.5. Enter your Username

In this section you will need to enter your username: this must be 6 to 20 digits long, must include
at least one letter, one number and a special character.

Please take note of your Username, because once confirmed it will never be displayed
again.

13




UNIVERSITA
di VERONA

£ o2 .. 8 k|
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Scelta Nome Utente

Crea un nome utente utilizzando un numero e almeno un carattere alfabetico o un carattere speciale. La password sara generata dal
SIStéma.

Nome utente®

Indietro

1.2.6. Summary and confirmation

In this section you will be displayed a summary of the entered information, grouped into sub-
sections, that can be changed if needed.

m B hapyiirnen e cimacait troene TRORegAsPugriapioga d £ i v | o -
Dati Azienda

Ragione sociale Universita di Vierona
Codice fiscale 93009870234

Settore 85 - ISTRUZIONE
Categoria Istruzione ¢ Formazione
Sito web hbtpe/ fweanw nivr it

Gruppo di appartenenza
Numero dipendenti Oltre 20
Fatturato

Sede Legale

Sede Verona
Mazione ITALLA
Comune Verana
Provincia VR
Indirizzo via dell'Artighiers, 8
Cap 37129
f Madifica Dati Azienda Utilizza il link per modificare | Datl Azienda ]

Please click on Conferma (Confirm) to submit your information. A password will appear, and you
will receive a confirmation email to the email address entered at the time of registration.
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UNIVERSITA
di VERONA

Registrazione conclusa

La procedura di registrazicne si & conclusa correttamente. Il sistema ha inviato una mail di conferma allfindirizzo indicato come riferimento.
Le credenziali saranno abilitate dopo l'approvazione delfaccreditamento. Per effertuare laccesso a "spazio stage” devi attendere una seconda
mail con la conferma delfavwenuto accreditamento e Fabilitazione delle utenze.

Nome utente assegnato: michelonil,1

Password assegnata: 2V2AF-0L

Horme

PLEASE NOTE: YOUR PROFILE WILL NOT BE ACTIVE UNTIL THE UNIVERSITY OF VERONA
APPROVES YOUR PROFILE AS A NEW COMPANY SUPERVISOR (APPROVAZIONE DEL
NUOVO CONTATTO AZIENDALE). AS SOON AS YOUR PROFILE IS APPROVED, YOU WILL
RECEIVE A CONFIRMATION EMAIL, THEN YOU WILL BE ABLE TO LOG INTO THE SYSTEM
USING YOUR LOGIN DETAILS.

2.

FIRST LOGIN

2.1 LOGIN

Once you have received from the University a confirmation email for your approved company

accreditation or new company supervisor application, you will be able to go to:
https://univr.esse3.cineca.ittHome.doand cl i ck on @Al ogi nousersameand y our

password i from the menu top right of the screen.

B
€ o D

m UNIVERSITA
(=) G VERONA

COME ISCRIVERSI

Area Riservata
Prima di iniziare la procedura di iscrizione devi avere la scansione di un documento di identit

caratteristiche indicate nell'allegato "Istruzioni acquisizione foto™

Registrazione

i Login
Corsi di Laurea, Laurea Magistrale a Ciclo Unico e Laurea Magistrale =

Password dimenticata

Informazioni e scadenze: www.Univribiscrizion

Master, Corsi di Perfezionamento e di Aggiornamento

Infarmazioni e scadenze: hitpaAemeLunivritit/post-laurea

Linee guida scrizioni ai Master wiww.unive b sCrizionimasier

Linee guida iscrizioni ai Corsi di Perfezicnamentoissw,univr.iviscrizionicorsiperfezionamento
Linee guida iscrizioni ai Corsi di Aggiormnamentoowww.univrilfiscrizionicorsiaggiornamento

Dottorat

Informazioni e scadenzemw.unive ii/iscrizionidoticrati

Scuole di Specializzazione d'area medica ed esami di stato
Informazioni e scadenze: wwwL.univritiscrizioniscuclespecializzazione
Scuole di Specializzazione per le professioni legali

- . > I_corn setredsrmemne_badredanmanse_Asende JALESSIONIlEgAl]
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https://univr.esse3.cineca.it/Home.do

Then your personal web page will appear, where you can view or change any company information
or contact details, as well as uploading a company presentation or an internship offer for students.

S ——

AMBIENTE DI TEST

UNIVERSITA

di VERONA
Area Soggetti Esterni di Area Riservaca
Bervenuto nellared riservala ai Soggetti Esterni l_l.. :

2.2. COMPANY INFORMATION

On this web page you can view or change any company information, as well as adding or changing
company locations. Please note that you cannot delete your legal headquarters field.

m‘-“""" - rE— B o I . o ¥ 5 B Dt s £ r - '_'J-I?.

Fin Moy Vwasics Ffes  eme

oan|

Dati azienda

La pagina ti permette di modificare o integrare | dati dellazienda
Dati generali
Ragicne sociale® Muvela Mera sr
Codice Duns
Gruppo
Settore Ateco - A

HNumero Oitre 20 R
dipendenti*

Fatturato

Sito web

Associazione imprenditoriale

Associazione
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md_ T P e T Y] [T T T -

Pl Mosfan esso  Pfe Swewans

Sede azienda

La pagina B permette di inserine o modificare la sede aziendale
Sede azienda
Descrizione™

Tipo sede* - ~

Indirizzo
MNaziene* digita per ricercare E|
Citta
Cap*
Indirizza®*

Telefono
centraline®

nditra

2.3. COMPANY ROLES

On this web page you can view or change the company roles entered in relation to internships with
University of Verona students. Each contact can have multiples roles in the company: please
choose from the list.

UNIVERSITA
L.~ di VERONA

Dati anagrafici contatti aziendali

La pagina permette linserimento o la modifica ded dati relativi ai contatti aziendali. ATTENZIONE: & necessario indicare il referente aziendale che assume
il rualo di TUTOR & associario alla sede di svelgimento del tirocinio (sedi di attivith,

Cognome & nome Ruali Azioni
A oL Tutor p
A RICA Tutar I
A WWIDHIA, Tutar p
A SRING Tutor 5’
A lAND Tutor f
B IRENE Referente tirocini/stage Vd
B SUSTO Tutor P4
C & MARTIMA Rappresentante legale Fd

PLEASE NOTE: THE ROLE OF COMPANY SUPERVISOR (TUTOR) MUST HAVE ALREADY
BEEN ASSIGNED BEFORE STARTING A TRAINING PROJECT.

If the person you intend to appoint as Company Supervisor (tutor) for the internship in question is
not on the list, you must add them to the list BEFORE completing and submitting a training project.
Please note: when entering a Company Supervisor (tutor) you must also enter the relevant
location.
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Contatto aziendale

Inserisdi & moadifica il contatto ariendale

Dati anagrafici contatto aziendale

Ruoli: O Delegato
[0 Rappresentante legale
0O Referente tirocini/stage
[0 Responsabile amministrativo stage
O  Studente
O Tutor
Mess 1 P 1
Titolo: Seleziona il tolo v
Cognome:*
Nomae:*

Sesse:* (O Maschile O Femminile

Data di nascita:

m

m_gup. . AT P ——— B @e 1N & v X = Y —— = - now o]

Fi Modan sioa Preiws Swewss !

Telefono:
Cellulare:
nativg per funziiona aziendale
Funzione Saleziona la funzione ~
ariendale:
Attive: i 5 O MNe
Sedi di attivita (solo per tutor)

Sedi: [m] Via Verdi, 31, 37060 Castel d'Azzano (VR)

=i via Verdi 22, 37121 Verona (VR)

2.4 COMPANY PRESENTATION

In this section you can create a presentation of your company for students and recent graduates.
On the first login you will be displayed a standard presentation. From there, you can:
1 add a new company presentation by clickingonfi a g g inuomagpir e s e nt @ddinewn e 0
company presentation);
1 change your company presentation by opening it as a draft, and then modifying it.
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o Modtar o e e |

AMBIENTE DI TEST

m UNIVERSITA
=¥ i VERONA

B

B Psiines _ = [ R

Presentazioni azienda

La pagina seguente permette di creare, modificare e visualizzare le tue presentazioni aziendali

Codice Stato Ultima madifica Azioni

1392 @ Atuaimente pubblicata 30/09/2014 alle 16:09 - @ = of

Apgiungi nuova presentazione

Home

In your Company presentation you can add a text (not exceeding 2,000 characters). Once you
have entered your text, please click onfi s alec ant i (Bavaand continue).

mdw. N —

Fis Moddan euios Fefes Svewss 1

Presentazione azienda il
Ragione sociale® Nuvola Nera
Site
2000 caratteri
Descrizione: B @ A B B E E @ ¥ Qb EL X

B I UGS x x|@=: 2/lklz aE|= - m2 .=
[~ Mormala - Carafere - o - BSO'EI"HU
boske @ a
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m_‘;w. T Fr———rrT

P Modfen e Pefen Sevans 7

Allegati

Titolo Azioni
Allegato 1 non inserito Inseriscl un nuovo allegato
Allegate 2 non inserito IRSarisci un AUGWe nllcgar_o

Allegato 3 non inserite Inseriscl wn nuovo allegato

Multimedia

Tipo Valere

Multimedia 1 - hd
Multimedia 2 - hd

Multimedia 3 - w

- TEy—— ——

Once you have entered your text, you will be able to add a company logo (maximum 320 x 515
px), upload attachments (up to 3 files) which will be available on the database, and multimedia
files (1 feed RSS, 1 or 2 Youtube videos, 1 or 2 images as external links).

When your company presentation is complete, clickoni S a lextdedi pu b b | i ¢c a(Saveo n e 0
and request publication). At that point your request will be submitted to the University: once
approved, your presentation will be available online.

@ Witps /funiv.

File Modifica Visuglizze Preferiti Strumenti 7

AMBIENTE DI TEST

UNIVERSITA

es3c3pp.cineca.t/outh trocini/ezi/RichPubbiPresentsic O -

di VERONA

Modifica stato presentazione

La presentazione verra sottoposta ad approvazione da parte dell’Ateneo prima della pubblicazione. Confermi?

Esci Conferma richiesta pubblicazione

Informativa utilizzo cookie | © CINECA

Once your presentation has been approved by the University, your presentation will be displayed
as approved (green light) in the company presentations section (Presentazioni aziendali).
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Fia Modfan sthcos (rafects  Sorements

AMBIENTE DI TEST

UNIVERSITA
di VERONA

Presentazioni azienda

La pagina seguente permette di creare. modificare e visualizzare le twe presentazioni aziendali

Codice State Ultima madifica Azioni

1392 @ anualmente pubblicata 0052019 alle 14:27 o 5] of

Apgiungi nuova presentazione

By logging into their personal area, the student or recent graduate will be able to view the following
company information:

. business name (Ragione sociale );

. field;

. company website;

. location/s;

. full company presentation text;

. company logo/attachments/multimedia files;
. internship offers entered by the company.

No o~ WNPRE

3. HOW TO ADD A NEW INTERNSHIP OFFER

3.1 NEW INTERNSHIP OFFER
AsaCompanySuper vi sor you can add new internship offe
(new offer) for University of Verona students and recent graduates.

o st Setms P e

AMBIENTE DI TEST

UNIVERSITA
=7  JiVERONA

rAv

Area Soggetti Esterni di

Berwenuto nellarea riservata 3 Soggett Esterr
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A specific form will be displayed, with a summary of the information needed to add a new offer.
Clickonigest o pper t Umanage your offers).

Gestione opportunita

Cliccando su "gestione oppartunitd” patrai inserire una opportunita rivolta a studentl o a neolaureati delfUniversita di Verona. Uapportunita sara
pubblicata in area riservata e resa visibile agli studenti e ai neolaureati entro 12 mesi dal conseguimento del titolo.

. X Legenda:
Attivita Sezione Stato
A - Gestione opportunity 2 Q informazioni
Caratteristiche dell oppertunita o % Sezionein
. T
Requisiti per i candidati o ::‘?I’;‘:ﬂnaﬂc “
aperta
Aree dell'oppartunita H h Saziona
Semtore dell'opportunita o bloccata, si
attivera al
Preferenze di gestione h COMpletamento
delle sezieni
Riepiloge ("] precedenti
. N Sezione
Gestione opportunith v

completata

3.1.1. Your offer details
Here you will need to select:

- the type of offer, by selecting:
9 Internship for students;
9 Internship for recent graduates.

Please note that each offer must be either for students or recent graduates. If you wish to add a
new offer both for students and recent graduates, you will need to create two different offers.
However, once you have created one offer (e.g. for students), you can easily copy it and use it for
a different offer (e.g. for recent graduates).

- the location of the internship . This can be:
1 your legal headquarters (sede legale), or
1 other company locations.

- your field (select from the list);
- any allowances or benefits for the intern (flag as applies). Please remember: as far as

internships for recent graduates are concerned, a grant/salary must be paid. Minimum
amounts of grants or salary for interns may vary depending on each Italian Region.

- the start date of the internship;

- the expected duration of the internship.
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Tipo apportunita®

Stage per studerti

Ragiene sociale MNuvola Mera
azienda*
Descrizione B A- B W E @Y QW EEL X
azienda
B I US55 x x| = = ¥ E £ 4 E = ol 0
E M = Fomae Coratiers = || Di [ sergens
ivapifatkotavikadodvkaedival
Sede di - Seleziona -
svalgimenta®
Area funzionale® - SaleTions -

Facilitazioni Previste

Indennita per la partecipazione al tirocinio

3.1.2. Requirements for interns

Here you will need to enter the requirements for interns. In the field marked asfi s e n i youcant y 0
add your preferences in terms of career requirements. Please note that these preferences are NOT
binding, and will not prevent applicants not meeting such requirements from applying.

AL T P e R 1] |
P Modfcs  Veasos Pefed  Svemaes

Gestione opportunita
In questa maschera potrai insering i requisiti richiesti ai candidati,
Requisiti per i candidati
Titala*

Testo*

Requisiti @ competenze

Oblettivi farmativi
e competenze da
acquisire®

Competenze Linguistiche

- Seleziona ling v - Selezicna livello - e
- Seleziona ling v - Selaziona livello - W
- Seleziona ling v - Seleziona lvello - W
-
- Balarinna linn v - Ralarinna lvalls - W

3.1.3. Disciplinary areas

In this section the disciplinary areas for which you have been accredited are displayed. Please
select one or more disciplinary areas for the internship in question.
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Foe  AMeisiun  Teasims  Ffets jueses |

AMBIENTE DI TEST =
UNIVERSITA
di VEROMNA

Settore

In gquesta maschera trovi | settori relativi alfarea disciplinare selezionata. Puoi indicare uno o pid settori di inserimente del candidato.
Settore

- Messuno
L] Area Schenze dellleducazions/formazione - Settore Servizi Educativi Extrascolasticl & Socio Culturall
-

1] Area Scienze dellfeducazione/formazione - Settore Servizi Educativi per Finfanzia

Indigtro

Home

3.1.4. Manage your preferences

In this section you can manage applications from students or recent graduates.

1 Referente aziendale ( Company Supervisor ): normally is the user who completes the
procedure, but it is also possible to add other company contacts. The Company
Supervisor will receive all communications relevant to the internship offer in question.

1 Visibile fino al ( Application deadline ): deadline for submitting applications, to be
decided by the company.

1 Anche via mail (Email notification ): by ticking this box you will be able to receive an
email for each application submitted for the offer in question. The email will also include
a text entered by the applicant and any attachments uploaded.

T Documentazione e informazioni richieste (  Documents and requested
information ): are the information that you can request from the student/recent graduate
at the moment of the application (curriculum vitae, cover letter, additional questions).

B Modiicn Viwshczs  Prafets  Torements
Gestione opportunita
n questa pagina puol selezionare le opzioni per la gestione delle candidature e le informazioni che intendi ricevere dal candidati.

Preferenze di gestione

Referente A
aziendale® n
]
T

Ricevi Candidature Su questo sistema N

Anche viamail [

Eventuale mail
alternativa su cui
rieevere le
candidature

Visibile fing al*

Ore 00:00
Documentazione e informazioni richieste

Richiesta CV* m}

Info aeeiuntive
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3.1.5. Summary and confirmation

In this section you will be displayed a summary of the entered information, grouped into sub-
sections, that can be changed if needed.

m"-"""‘ P ——— p——r—TIIT]
W Mniics Vemie fuiadl Srmemd 1
Caratteristiche dell'opportunita i
Tipo apportunith Stage per studenti
Ragione sociale azienda Muwvala Nera
Descrizione azienda =privapifabegravekckegrave:avikalegravecodvkategrave Divakigrave;
<jp=
Sede di ;vul;imuntn vig Verdi 22, 37121, Viérona, VR, ITALLA
Area funzienale Marketing ¢ Comunicazions
Convenzione Convengione per studenti
Facilitazieni Previste Rimbeorso spese di viaggio;
Data indicativa di inizie 28/05/2019
Durata indicativa prevista (in mesi) 3
Numero di posti previsti
/ Modif| atteristiche dellepgoriunity Utilizza il link per modificare i Dati delle Caratteristiche dell'opportunita
Requisiti per i candidati
Titolo marketing e comunicazione
Testo gestione campagna pubblicitaria
Oblettivi formativi & competenze da acquisire lavore in team, organizzazione eventi, organizzazione aziendale
Competenze linguistiche inglese: Intermedio:
Competenze informatiche
Competenze specialistiche .

Now you can click on fi P u b b | (pullishpto save your offerasfid a a p p r(amaitng e 0
approval). Alternatively, you canselectfi s al v a i (savéas draftaibyou prefer to save the
offer but you still need to change it a bit without requesting approval to the University.

o S S—— - T . L e — | e ———] L 1

P Mot Teusoy Pefes Svewaw 7
Anni dalla laurea o
Altre informazioni
Appartenenza a categoria protetta Mo

/ Modifica Dati dei Requisiti per | candidati Utilizza il link per modificare | Dati dei Requisiti per | candidati

Preferenze di gestione

Referente aziendale it

Ricevi Candidature

Anche via mail sl
Visibile fino al 30/08/2019 Ore; 00:00
Usa atichette in inglese Mo

Documentazione ¢ informazioni richieste (vedi elenco sottostante)

Curriculum Vitae Tipo domanda: upload
, Modifica Datl di Preferenze di gestione Opporunita Utilizza il link per modificare | Datl di Preferenze di gestione dell' Opportunitd
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Fo Mn Veasma fefes Svemsw |

AMBIENTE DI TEST

UNIVERSITA
A

di VERON

Operazione conclusa

Lopportunita & stata trasmessa allAteneo che la pubblichera in area riservata rendendola visibile a studenti e neolaureati.

Le Mie Opportunita

At this point, it is up to the University to authorise your offer and provide you with an internship
agreement (convenzione ) through your personal area. As soon as your offer is approved, you will
receive a confirmation email, and in the sectionfil e mi e o p png intérnsig offerso ) you
will be able to see your offer status goingtofi a p p r o vapprowed ) i (and a green button will
appeatr.

AMBIENTE DI TEST e

UNIVERSITA

di VERONA

Le mie Opportunita

Visualizza solo le O
opportunita attive

Titoka = Uttima modifica Duaea di scadencs Creata da Tips Stato Candidati Asioni
marketing e OS2 RN Wwooow SLage per snudent @ Appeovata ] 2D
eernurRtaLiane A B
STAGE I.l.-e-u:.tl_é:\:': SIS BOLE0E :::' E:- Srage per student & Scaduta 1 o Q ':.h
STAGE CURRICLRARE L' A Seaduts

1n2es RN Stage per student L= 3 Lo

\REA HR o B per @ @
STAGE CURRICULARE
B - WREA I R W A Srac

120 OSH0E S LR DT SIS Scacuta 11 I

ANMINSTRABIONE & | 21 V2018 PR s ¢ SLige per Shuder “ n o @ ’3‘]
FibAMTA
STAGE CURRICULARE " N
E SERVIZICH | 131172018 TS IZ0NE 1147 c o Stage per student @ Scaduta 2 o q j‘j
Lursunsa IOR -
STAGE CLURRICURLARE w A

REA IRAOTF 2008 HRON0TE . Suage per student b Soaduta 2 [ "'jﬁ

- C B
MAARKETIMG
STAGE CURRICULARE Mo A

- e 11 . Seaduts 2 r -
N umes pan 110772018 OSFIMZ018 11:23 o - Stage per student [ ] 4 o q jj

3.2 HOW TO MANAGE YOUR INTERNSHIP OFFERS
InthesectioniL e mi e o p gMyrintennship ¢fférg) you can manage your internship offers,
view their details and create new offers.

The status of internship offers can be as follows:
a) Bozza (Draft): the offer has been created but still not complete nor submitted to the University

for approval;
b) Da approvare ( Waiting approval ): the offer has been submitted for approval;
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c) Approvata ( Approved ): the offer has been approved by the University, and it is visible to
students and recent graduates;

d) Scaduta ( Expired ): your scheduled deadline has passed and your offer has been closed.

In the same section you will find the following options:

a) Anteprima ( preview ): have a preview of your offer exactly as it will be shown to applicants;

b) Riepilogo ( summary ): have a summary of the information relating to the offer;

c) Clona (copy): create a new internship offer by copying an existing offer;

d) Moadifica ( change ): reopen your offer to make changes. Please note that you will be
allowed to do so as long as no one has already applied. Any changes will bring your
internship offer st atwasngdépprovél); t o fida approvarebo

e) Moadifica scadenza ( change deadline ): you can extend or bring forward a deadline.
Please note that you will be allowed to do so as long as no one has already applied.
Deadline changes are not subject to University approval;

f) Elimina ( delete): you can delete an internship offer when it is a draft, or if it has expired, or
if no one has already applied.

PLEASE NOTE: should a warning fAattenzione convenz

the section about agreements (Convenzioni),  then click on the magnifying glass icon to
view the agreement. Then follow the instructions set out in point 4.
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4 HOW TO MANAGE INTERNSHIP AGREEMENTS

4.1 COMPANY WITHOUT ACTIVE INTERNSHIP AGREEMENT

If your company does not have any active internship agreement with the University in place :

and this is the first time for your company to host students and graduates, a new internship

agreement must be drawn up. The document will be made available and printable online, from the

menu fAArea Aziendaodo (Company) by selecting AConve
offer has been entered.

Mllllﬂl‘l DITEST
UNIVERSITA
=1 di VERONA

Area Soggetti Esterni di

Area Riservata

Benvenuto nellarea riservata 3i Soggetti Esterr

PLEASE NOTE: as soon as your offer is approved and made available online to students, you will
need to go to the section about agreements (Convenzioni ), then click on the magnifying glass icon
to view the agreement.

The agreement may be signed electronically (only files in PDF i PDF/A format will be accepted)

and sent by Certified Email i PEC to: ufficio.protocollo@pec.univr.it together with the

@i chiarazione di paga ieonStoa ndpe | dl ubti yndal apsatlyamrddnitt | bsowld | fo
and ao 9tl&mp imdosta di lipllo).

OR
The agreement may be printed in two copies which must be stamped and signed by the company
legal representative, together withthe @ i c hi ar azi one di paganéeasSoame! |

dut y6 pselfjdeecnitarfamaondoa 016 ¢impostand boltbuon gaéh cépy. The
two copies and the signed form must then be sent i by post i to the University of Verona i Ufficio
Stage e Tirocini.

If you are doing so on behalf of a body of the PUBLIC ADMINISTRATION, the agreement must be
signed electronically and sent by Certified Email i PEC to: ufficio.protocollo@pec.univr.it

If you are doing so on behalf of an entity exempt from paying 6 s t a mp imgasta ¢i bollo§, the
agreement must be submitted in one of the ways indicated above, always together with the

@i chiarazione di paganmieh3toanmdeldwdt seipdogsa lyaanrdiairt, ifoonl 0l o
which the entity declares that it is exempt from paying &Gtamp dutyd
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«

e Moddan Vs  Pefests  Soevents 7

AMBIENTE DI TEST

UNIVERSITA

di VERONA

Elenco convenzioni

Elenco delle convenzioni aziendali,

Protocollo - Descrizions Stato Data iniria Data fing Azioni
. CONVENICRE P liureati .
A68/1 Ty 1409201
2685 REgane Veneto frE s Q
COMRNICRE P STUCHNT Proposta m

e Modfan Vs Pefets  Soewents 7

Dati della convenzione
Dettaglio delly convenzione,

Dati della convenzione aziendale

Descrizione Convenzione per studenti
Stato Proposta

Tacito rinnove Si

Opportunita correlate Vicualizza aoooriunits

= ";[-Jrrl_'.:lul conmvenzione

0 Mo information to show
Mon & presente alcun allegato

4.2 COMPANY BASED IN THE LOMBARDY REGION

If your company has its operational  headquarters based in the Lombardy Region, a specific
internship agreement must be drawn up. The document will be made available and printable
onl i ne, b Yongerziom 0 Agreergents) i n t hAeea Azenda 0 @dmpany), only
once an internship offer has been entered.
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PLEASE NOTE: as soon as your offer is approved and made available online to students, you will

need to go to the section about agreements (Convenzioni), download the relevant template made

available by the University by clicking on the magnifying glass icon, print it in two copies, have

them stamped and signed by the company | egal repr
copy, then send it i by post i to the University of Verona i Ufficio Stage e Tirocini. If you are doing

this on behalf of a body of the PUBLIC ADMINISTRATION, the agreement must be signed

electronically and sent by Certified Email i PEC to: ufficio.protocollo@pec.univr.it.

H Bero Ve - -
m'ﬂ e e et
e

[ Prefmn - BertcommiL. X O Cilrts Kendgg - App. 5o Bl - 2 o Pagrae fwwemae Stumetiv i

Ambiente di test

(-'i’* Universitd degl Shadl
R di Verona - = - -
Servizi online -+~ -

f

| Elenco convenzieni
Esterno

|

Elevicn delle cofventlon arkendali.
D FORLORD = =
Protooals & Desornene o Daa iz Duata fe Azicn
Aegere
Lombarsa : IE'
Hame
Mdakiiea
Facolth
ol
Coordinamenta Ofterts
Commission
Fine 43 et | Modabth protetta: attivata i wIEm v

4.3 APPROVAL OF THE INTERNSHIP AGREEMENT

Internship agreements that are delivered by post to the Internships Office (Ufficio Stage e Tirocini)

must be signed by t herecbrded. Orce thei docyniest haR beer sigred ky n d

t he Rector and given a number in the Universityobs
confirmed: t he s tisttdital &int@msHiplagreeimentractieated).o

When this happens, you will receive a confirmation email after which you will be able to complete

the training project online.
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By clicking on the magnifying glass icon, you will be able to view the details of the agreement and
print t he doAlegateonAtiachments) sedtian, the Internship Office will upload the
agreement 1 signed and recorded i in PDF format.

5HOW TO MANAGE AND VI EW APPLI CATI ONS
5.1 VIEW APPLICATIONS FOR EACH INTERNSHIP OFFER
From the menu, by cl i clktermsigps)amdt fnEindeane iopportunéga &t age o

(my offers), you can view how many applicants applied for each offer. Just click on the number of
applicants for further details.
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By clicking on t he Candidaboe)r, oyfo ua pwoillilc abnet sa b(l fie

applications.
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By selecting each applicantés name and clicking o
view the application details and relevant attachments, and enter notes or tags. Moreover, you can

contact a specific applicant by email by clickingonii s c e g | i e a(ehuoseathissapplicane 0

and start internship).
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5.1.1. Tagging applicants
Tags can be used to make it easier to select and identify applicants during the selection process.
You can create tags whenever you need them, and use them as follows:
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5.1.2. Download applications

By c | i cdcaricagli abegati 0 Ddwnload attachments), you can download all the
attachments uploaded with regard to selected applicants. The system will generate a zip folder in
which each application wil!/l be saved as the corre
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5.1.3. Download an Excel file

By c¢ | i choivmogd doun Ex@iel 0 Ddwnload an Excel file) you can download an Excel file
with a summary of the personal data of the selected applicants. Specifically, t he appl i cant 6
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a) Student ID Number

b) Last name

c) First name

d) Email address

e) Notes entered by the Internship Office
f) Notes entered by the Company
g) Ranking

h) Degree programme

i) Year of study

j) Graduation year

k) Graduation mark

[) Answers to questionnaires

m) Uploaded files

5.1.4. Send an email to applicants

Here you can enter a text that will be sent from the system by email to selected students without
you needing to use your personal email.
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5.1.5. Select an applicant and start an internship
By clickihgonfis ce gl i e a(seledt and start mtgreship), the relevant application
status wi l |l ¢ h a n g (€onfirnoed) fiPteasa riote thah arice®ydu have selected an

applicant, you cannot withdraw your decision __, so be careful before clicking on Conferma e
invia notifica to confirm the applicant as your future intern, and have them receiving a notification
from the system.
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To complete the procedure, you must either clickonic on f e (Confirm) oriconf er ma
not i f(Coafiamdand send notification). In the latter case, the student will receive an automatic
confirmation email.
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The applicant 6s ssceftdouSslecisd),li.d. greehlighh.ge t o 0

PLEASE NOTE: at this point, you should check that you have an active internship

agreement with the University in place (this must be  suitable for the type of internship and
location). Please gotot he secti on 0 @greemeats)zandgnmmi the relevant
internship agreement. Otherwise, if you already have an active internship agreement in
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place, which is suitable for the type of internship you intend to start, you not need to do
anything else.

PLEASE NOTE: once you have chosen your applicant and ensured that you have an active
internship agr eement ,Myqernships )&dctiomande comgletedhg e 0 (
training project!

6. HOW TO COMPLETE YOUR TRAINING PROJECT

6.LMYINTERNSHI PSH

Once you have chosen the applicant and checked th
please go te tSheagfeDi meaniuni then to Al miei stageo
a summary of your active internships. For each internship activated, you will see the relevant

status bar (CONFERMATO/CONFIRMED i AVVIATO/STARTED i CHIUSO/CLOSED) depending

on the status of each training project.

Inthis area, thefit r af f iimdicates wheétheid
a) you need to complete an action in order to proceed with the process (Red light );
b) you need to wait for someone else to complete actions (Yellow light );

c) there are no pending actions (Green light ).

6.2 PROGETTO FORMATIVO (TRAINING PROJECT)

By clicking on Aprogett o sftoargmeadt,i vyoodou iwi Itlh eb es eachtlieo
training project online. -

Modifus Visusirss Preferis

Ambiente di test

G.', UNIVERSITA
=7  GVERONA

Hamia

Esterno
Werificare 1 peopr stage.

e Stata = Home Copartunita Cuits tnizio ©  Progetio formateg Convenaions & sl Geatione periodo WalutaTIONE

™ 14/0372017 Vedi &I'": Vedi

Home

Didattica

Fucolta
Sadi

Coardinamenta Offerta

Commissioni

6.2.1. Training project status

I n this section you can view the status of each i
displayed, an action must be completed, so as to enable the process to proceed.

PLEASE NOTE: ALL FIELDS MARKED WITH AN ASTERISK MUST BE COMPLETED, OR
YOU WILL NOT BE ALLOWED TO SAVE THE TRAINING PROJECT.
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6.2.2. Student information
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6.2.3. Company information

Y

I n MRikpdogdidatiazienda 6 secti on, a summary of t
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6.2.4. Additional company information
In this section you will need to enter the following:

1 Responsabile amministrativo  (Administrative Tutor), to be appointed among the
Company users;

1 Telefono mail e contatto del responsabile amministrativo (Administrative Tutor6 s
Telephone number, email address and contact details): this data is automatically obtained
from the selected user;

9 Fascia dipendenti e numero tirocinanti ~ (Number of employees and interns/trainees):
based on this number, you will be able to host a number of interns for each Office as
follows:

1 this information determines the maximum number of internships that can be activated within
the business unit, as follows:

x  0-5 employees: one internship at a time;

x  6-19 employees: two internships at a time;

x more than 20 employees: the number of the internships must not exceed 10% of the
employees.

Information on the Internship

Please enter here all the information on the internship:
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The type of internship will be determined and entered in the system by the Internship Office at the
time of approving the Training Project. Please enter the following:

a) Sede (Location ): select one from the drop-down menui;

b) Data inizio e fine ( Start and end dates ): the start date of the internship must be at least
15 days after the Training Project has been uploaded online. If the student in question is
already carrying out an internship, the start date of the internship will be automatically
allocated by the system, based on when the student is free.

c) Durata prevista ( Expected duration ): Internships for students cannot last more than 12
months.

d) Tutor aziendale ( Company Tutor ): any Company Supervisors can be appointed as
Company Tutor.

6.2.5. Allowances and benefits for the intern

In this section all allowances and benefits for the intern entered at the time of publishing the
internship offer will be displayed, but the list can be changed and updated.
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6.2.6. Content of the training project

In this section you will need to enter the professional field (Area/Funzione aziendale di inserimento),
the relevant sector based on the corresponding disciplinary area (Settore), the training and
educational objectives (obiettivi formativi e di orientamento), the activities that will be carried out as
part of the internship (attivita oggetto del tirocinio), and the type of assessment methods (modalita
di verifica degli apprendimenti). The fields that are marked with an asterisk are mandatory fields.
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6.2.7. Training project approval
Once all the fields of the training project have been completed, you will be able to save it as a dratft,
or request approval.
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Once the project has been saved and approval has been requested, it will be reviewed by the
University, which wil!@l provide a pr i nMymernshipsy,
the traffic light besidethe 6 Pr oget t o (Training a@rojecty feld will be displayed as yellow:
awaiting actions by other users (University and the Student).

PLEASE NOTE: if the system informs you that some fields have not been filled in correctly, you must
complete the missing fields, otherwise the project will not be saved, not even as a draft.
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6.3 SIGNATURE OF THE INTERNSHIP PROJECT AND SUBMISSION TO THE INTERNSHIPS

OFFICE

After completing the training project online, you will need to WAIT FOR CONFIRMATION E-MAIL
FROM THE UNIVERSITY, which will inform you about the next steps to take (e.g. to enter into an
internship agreement, if it is not already in place).

The student for whom the project has been proposed will also receive an email from the University
and will have to access their own web area, accept the training project, request recognition of CFU
university credits and print the document in triplicate.

THE STUDENT CAN VIEW THE RELEVANT INSTRUCTIONS IN THEIR OWN WEB AREA.

The student is responsible for having the project signed by the Company Tutor and the Academic
Tutor (lecturer in their degree programme) and for delivering copies to the Internships Office. The
office, having checked that documents are in order and that an internship agreement with the
relevant Company is actually in place, will keep a copy of the training project. The student will
submit to the Company an original copy of the training project at the moment of starting the
internship.

6.4. START OF THE INTERNSHIP

The Internship Office, once it has received the original training project, shall officially start the

internship by confirming the establishment of the training project.

Inthes ectli omi @i (Myintargskigs) t he st at us iwi lav Vlidiss)reogde i nt o
the traffic light icon will turn green.

I n t he Is emiteii oMy indargskigs) >Aconvenzi one(Ageemdntsand at i 0
attachments), you can view the attachment of the training project in a PDF format and duly signed,

made available by the Internships Office.

The internship can then start  from the agreed date indicated in the project that was submitted to
the Internships Office.
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