
 

 

 

"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: 

 

 
3) Enter all travel details: 

 

 
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”: 
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5) Once the entry is completed, the system will change the request status from “BOZZA” to 

“INVIATA”: 
 

 
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: 
 

 
7) If changes are made, the system will reopen an entry panel for the new details, updating the request 

status accordingly: 
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8) On the scheduled departure date, once definitively authorized, the procedure status will become “IN 

VIAGGIO”: 
 

 
9) During the trip, you can: 

a) Keep a log 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) For international 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 PAGAMENTO”. This will activate the panel to complete the 

application, which must include the uploaded signed document. A template is available on the same 

platform. 
 

 
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. 


