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       Annex A 
GUIDELINES FOR COMPLETING THE APPLICATION FORM FOR THE ISSUANCE OF 

AUTHORIZATION FOR UNIVERSITY TRANSFER/COURSE CHANGING TO YEARS 
SUBSEQUENT TO THE FIRST IN SINGLE CYCLE/MASTER'S/THREE-YEARS BACHELOR’S 

DEGREE COURSES WITH NATIONAL AND LOCAL SCHEDULED ACCESS OF THE MEDICAL 
SCHOOL 

ACADEMIC YEAR 2024/2025 

PROCEDURE ACTIVE FROM  16 JULY 2024 TO 19 AUGUST 2024 (12.00 ITALIAN TIME)  

Connect to the link: https://pica.cineca.it/uniba/2024-trasf-001/ (Medicine and Surgery-Dentistry and 

Dental Prosthesis) 

https://pica.cineca.it/uniba/2024trasf-ppss01/  (Healthcare Professions)  

https://pica.cineca.it/uniba/2024-trasf-sams/  (Sports and physical activity science) 

1. The procedure for submitting the application form is online, nothing must be sent by post. 

2. Before filling out the application, it is advisable to carefully read the Call for application, in particular 

the part relating to the chosen course for which you have decided to submit the application; make sure 

you meet the necessary requirements and CHECK WHICH DOCUMENTS ARE REQUIRED TO BE 

ATTACHED. 

3. ATTENTION: ALL THE DOCUMENTS REQUIRED FOR THE APPLICATION FORM MUST 

BE UPLOADED IN PDF FORMAT AND IN SOME CASES PRINTED, SIGNED AND RE-

UPLOADED. THEREFORE, IT IS RECOMMENDED TO USE A WORK STATION EQUIPPED 

WITH A PRINTER AND SCANNER. 

4. It is possible to complete the application form by accessing the platform several times and saving the 

data entered. In this way the user will enter the next time and will be able to continue filling in the 

application by pressing the MODIFY button. 

5. Further information relating to the Call procedures can be requested by sending an email to: 

teresa.mazzarella@uniba.it. For technical problems, contact the "technical support" indicated at the 

footer of the call. 

6. Candidates who intend to submit an application for participation in more than one degree course must 

complete and submit as many applications as there are degree courses for which the authorisation is 

requested. 

7. ONCE THE PROCEDURE FOR COMPLETING AND SUBMITTING THE APPLICATION IS 

FINISHED, THE CANDIDATE WILL RECEIVE AN EMAIL WITH CONFIRMATION OF THE 

SUBMISSION. 

 

 

1. REGISTRATION AND ACCESS TO THE SYSTEM 

To access the system you need to connect to the site https: 

https://pica.cineca.it/uniba/2024-trasf-001/domande (Medicine and Surgery-Dentistry and Dental 

Prosthesis) 

 

https://pica.cineca.it/uniba/2024-trasf-001
https://pica.cineca.it/uniba/2024-trasf-sams/
mailto:teresa.mazzarella@uniba.it
https://pica.cineca.it/uniba/2024-trasf-001
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https://pica.cineca.it/uniba/2024-trasf-ppss01/domande/  (Healthcare Professions) 

https://pica.cineca.it/uniba/2024-trasf-sams01/domande/ (Sports and physical activity science) 

In the case of a first access it is possible to register by clicking on "New Registration (Nuova 

Registrazione)" and entering the data requested by the system (fig.1, 2). 

Figure 1 – User registration/authentication page 

 

Figure 2 – Registering of the user data   

  
 

1. After entering all the data required by the registration procedure, click on "New registration". The 

system will send an email to the email address entered with the instructions to confirm the registration. 

In the event that the candidate does not receive this email or is unable to view it, contact the "technical 

support" indicated at the footer of the call. 

  

  

https://pica.cineca.it/uniba/2024-trasf-ppss01/domande
https://pica.cineca.it/uniba/2024-trasf-sams01/domande/
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Figure 3 – Registering fields 

 

For those who already have a user in the LOGINMIUR database, you can access without registering by 

entering the username and password of the LOGINMIUR account; in this case you must select 

LOGINMIUR in the credentials field. 

If the user has the credentials but does not remember them, he/she must click on the "Forgotten 

credentials? (Credenziali dimenticate?)" option. 

It is also possible to access the system via SPID (https://www.spid.gov.it/), choosing the University of 

Bari Aldo Moro from the page of available institutions (fig. 4, 5). Then follow your provider's instructions 

(fig. 6). In case of access via SPID, no signature will be required when submitting the application. 
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Figure 4 – User registration/user authentication with SPID 

 

Figure 5 – User registration/authentication page with SPID – selection of the institution 
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Figure 6 – User registration/authentication page with SPID – selection of the provider  

 

  

  

2. ACCESS TO THE PROCEDURE 

Once registered, you can connect by logging in with your credentials and proceed with filling out the 

application by clicking on "New submission" (fig.7, 8). Before filling out the application, the user can 

make changes to his profile by selecting the type of change he/she wants to make in the user menu at the 

top right corner. 

Figure 7 – Start the new application procedure, by clicking on “Compila una nuova domanda/New submission” 

 

  

Figure 8 - Sections for filling out the application 

The first section concerns the APPLICATION FOR ADMISSION (fig.8-9): in this section the candidates 

need to select the degree course for which they are applying, the choice of the headquarters, if applicable 

and the places for which they decide to compete. 
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Figure 9 – APPLICATION FOR ADMISSION section 

 

The section regarding the Personal data processing and Declaration of responsibility section requires the 

candidates to read and comply with a list of declarations. 

The next screen concerns the PERSONAL DATA: the user will find this part pre-filled with the data 

already entered in the registration procedure, he/she must therefore fill in the missing fields (fig. 10). If 

there are errors in the personal data, the user can modify them by accessing the "User profile" at the top 

right corner. 

ATTENTION: at the end of completing each section you must always click on the "SAVE AND 

PROCEED" button. 
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If the entry is successful the system moves on to the next section, otherwise error messages will appear 

and the user will have to correct the data entered (fig. 10) Figure 10 – PERSONAL DATA section 

  

  

In the next section (Participation requirements) the candidate must choose between the two options indicated 

(fig.11). 

Figure 11 – PARTICIPATION REQUIREMENTS 

  

  

Subsequently, if the candidate is already in a possession of a qualification, the candidate will be asked to enter the 

information relating to the academic qualification obtained. 
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Figure 12 – DECLARATION OF DISABILITY 

The next section "Declaration of disability" allows you to upload the documentation certifying your disability 

and/or invalidity. 
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Figure 13 – DATE AND SIGNATURE 

 

Once you reach the last page of the application, click on Save and return to the dashboard. 

At the end of completing all the pages/sections, the candidate will see the application to be submitted on 

the dashboard, with the status "in draft". Applications in "draft" status can be modified and verified using 

the appropriate buttons. 

  

The candidate can submit the application for admission, upon payment of the competition fee and signature of 

the application. The candidate will be able to proceed with the payment of the competition fee by clicking on the 

"PAYMENT" button (See Art. 3 of the Call notice) PAYMENT OF THE COMPETITION FEE 

CONTRIBUTION 

  

After clicking "Check", return to the dashboard and proceed with the payment of the COMPETITION FEE. 

By clicking on the Payment button you can make the payment via 

- Pago PA (online payment by credit card or bank transfer) 

Please remember that the competition fee contribution is mandatory, therefore only once completed, it 

will be possible to confirm and sign the application. 
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By choosing Pago PA you will be asked for an email address where the payment confirmation will be 

sent. 

  
Subsequently, the Pago PA procedure will ask you to select the online payment method.  

  

Once the payment has been made, it will be possible to download the relevant receipt. 
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Once the payment has been made or uploaded, return to the dashboard and proceed with signing and 

submitting the application. (fig.14). 

  

Figure 14 – Submission of the application 

 

If completed correctly, the system generates a preview of the application file, in the event of errors the 

system notifies the candidate that the application must be modified. When the system detects that the 

application has been correctly completed, it allows the next step and the candidate must click on the 

"Firma e presenta/Sign and Submit" button at the bottom of the page (fig.15). 

In case of access via SPID, once the "Presenta/Submit" button is pressed, the application will 

automatically be signed. 

At this point three signature methods are proposed, and the candidate must select one and carefully follow 

the instructions (fig.16). 
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Fig. 15 – Submission of the application    

 

 
Figure 16 – Signature method 

  

If the candidate chooses the manual method, it is important to remember that he/she must print the 

application, sign it and upload it. We recommend that you check that the file you are about to upload is 

complete. 
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Once the procedure has been completed and the electronic application has been submitted, the candidate 

will receive an email with the notification. At any time the candidates will be able to re-enter the system, 

log in with their credentials and view the application. 

  

3. MODIFICATION AND WITHDRAWAL PROCEDURE 

In the event that the candidate needs to make changes to the application after having generated the pdf 

of the application itself: 

• If the candidate has submitted the application and received the submission confirmation email, it 

will no longer be possible to access this application to modify it but it will only be possible to 

withdraw it by accessing the withdrawal procedure from the dashboard and re-submitting a new 

application. 

• If the candidate has generated the pdf file of the application, but has not completed the 

submission procedure (the signed application has not yet been uploaded and therefore the 

candidate has not received the email confirming the submission) then he/she must write to 

uniba@cineca.it requesting the opening of the application, specifying the reason and application-

ID and attaching the identification document. 

 

 

 

DISCLAIMER: this English translation does not have any legal value in itself, and it is a translation of 

the original in Italian and is intended for information purposes only and thus does not supersede the 

Italian version. In case of discrepancies, the Italian version prevails. 

 

 

mailto:uniba@cineca.it

