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"CANTIERI INFORMATICI" INSTRUCTIONS FOR DOCTORAL STUDENTS
“Travel” Function

REQUESTS FOR TRAVEL AUTHORIZATION FOR STUDY AND RESEARCH PURPOSES

1) From the main dashboard, select "Richiedi viaggio" from the menu on the left.
2) Create a new request:

Wiagage di studio i talia & all'eslero

3) Enter all travel details:

ImsRrEsc] una meova nchigsta

o v e L

4) Upon completion of the entry, the system will display a summary:
a) |If correct, click “RICHIEDI L’AUTORIZZAZIONE”;
b) If incorrect, click “GESTISCI” and re-enter the detasils;
c) If you wish to cancel the request “ELIMINA”:

Sapienza Universita di Roma
Area Servizi per la didattica e il diritto allo studio
Settore Dottorato di ricerca — corsi e carriere



CF 80209930587 PI 02133771002
CUO011 - piazzale Aldo Moro 5, 00185 Roma
ufficio.dottorato@uniroma1.it
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5) Once the entry is completed, the system will change the request status from “BOZZA” to

“INVIATA”:

dettagli del viaggio

Ishtizions Crspitanis. UNIVERSITET | BERGEN

Cinta: BERGEN
Paese. NORWAY

DRt penoas o panenza prevista: 011204
Data'periodo o renlro prevista. /062025
Tipologia & mobilita. VIAGGIC DI STUDIOD

mativazioni del viaggio

Lorem ipsum dolor it amel, consecieisr adipiscing efit. Nufla ut

stato della nehiesta

IMLATA,

tacilisis dui, in maximus turpis. Nam €] massa convallis, sagitts

eral ut, phareira erat Mola semper posusie ems, egel gravida

STATCY ATTESA

purus dicturn egel. Morbi eleifend ex oroy quis sodales tunpis

eqesiEs nec, In 5 amel est i metus fincadunt varus vel 3 ancu
Sed findbus dolor ligula, vel mperdiet il sodakes en. Aliquam ac
ullamoonper massa Doned condimentum felis enim. @ egestas

est consequat sed, Nam 2u nunc id ex vivena lempus. Praesent
ac nisk sceferisque, pulving elit aliguam, molks nis Fieste
consectedur nist molestle, consectetur leo m, accumsan dakor
Inlaraum e malesuada fames ac anle ipsum primis in Sucies
Donec wilae malesiada erat, in vel nsus vitse rsus accumsan

WIEMCIES

nichéasia del -29/11/2024 16.15 63

Note: At this stage, the authorization status remains “ATTESA”

6) Once the Course Coordinator authorizes the request, you can:

a) Proceed with the authorized trip;
b) Make any necessary changes by clicking “VARIAZIONE” and providing the reason:
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7) If changes are made, the system will reopen an entry panel for the new details, updating the request

status accordingly:



Richiesta di variazione
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1| sottoscritto _.I chiede Ia seguente variazione del programma di viaggio presso UNIVERSITET | BERGEN

dal: 01/12/2024 al 01/06/2025

Specificare qui le motivazioni:

Lorem Ipsum dolor g‘l_; amet, consectetur adlglscmg Eu;_ MNulla ut facilisis QH_! in maximus lU[BIS. Nam et massa convallis. sagmls erat ut,

gharetra @UI“\E}J

Nuova data partenza:
08/M12/2024
MNuova data rientro:

10/06/2024

Invia la richiesta

oettagsi del viagQic

|=HETCne Ceplanis. UNVERSITET | BERGEN
Cina: BERGEN
Passe MHORWAY

Datarpenod 4 pansnra prevsia 11252078
Nataipenodn di rentro geovista 0F/0R2H25
Tipoiciia o mehitdy VIAGRO T8 STUDIG

motivaticni del viaggio
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8) On the scheduled departure date, once definitively authorized, the procedure status will become “IN

VIAGGIO”:

detiagh del visggis
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9) During the trip, you can:
a) Keep alog of the activities performed by clicking “DIARIO DEL VIAGGIO”;
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b) Request a change in the return date by clicking “VARIAZIONE” and providing the reason.
c) Forinternational travel exceeding 7 months, request the payment of the scholarship increment
starting from the third month by clicking “RICHIEDI PAGAMENTO”

10) For international trips of less than 7 months, at the end of the trip, you can request the payment of the
scholarship increment by clicking “RICHIEDI PAGAMENTQO”. This will activate the panel to complete the
application, which must include the uploaded signed document. A template is available on the same
platform.

Richieste di p
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Note: To ensure the validity of the payment request, you must also upload the certification from the
hosting Institution/University indicating the actual period spent abroad! The offices will consider the
stay documented by this certificate when processing the scholarship increment payment.



