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UNIVERSITY OF BOLOGNA

Practical guide for completing the application on the PICA platform

Registration and access:
The first step is to access the platform website through your browser by clicking on the link
https://pica.cineca.it/login, or on the link in the call for applications.

On first accessing the platform, you will need to register by clicking on the “New Registration” button
and following the steps necessary to create your own account. If you are already registered, simply
click on “login” and enter your username and password.

| LoGin

E possibile autenticarsi con il proprio account LOGINMIUR, REPRISE, REFEREES scegliendo dal menu a tendina "Credenziali®
la voce corrispondente. Se non sl & in possesso di alcun account effettuare una nuova registrazione su questo portale utilizzando
illink in basso a sinistra.

Credenziali
PICA | REPRISE
Username

Password

Ricordami

&=

As of April 2021, access is possible using SPID (public digital identity system) credentials. Users in
possession of a digital identity can click on the relative box on the right-hand side of the
aforementioned field in order to access the system using their MIUR or PICA/REPRISE login.

For newly registered users, to confirm the creation of your account, follow the instructions given in
the email that will be sent by the system following registration. If you do not receive this email, contact
the support service by sending an email to: unibo@cineca.it
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Completing the application:

Having accessed the platform, all the open procedures for which it is possible to submit an
application will appear.

Once you have selected the procedure you are interested in, a web page will open where you can
complete the application by clicking on the relative button.

ALMA MATER STUDIORUM
UNIVERSITA DI BOLOGNA

Q CercaBandi ol BackOffice ~ A fabrizio zanini2 ~

£ Home

CONCORSO PUBBLICO, PER ESAMI, PER LA COSTITUZIONE DI UNA GRADUATORIA PER
L’ASSUNZIONE SIA A TEMPO PIENO CHE PARZIALE DI PERSONALE TECNICO
AMMINISTRATIVO DI CAT. C1, AREA AMMINISTRATIVA, PER LE ESIGENZE DI QUESTO ATENEO
CON CONTRATTO DI LAVORO SUBORDINATO A TEMPO DETERMINATO

Apertura/Opening date: 27-11-2020 09:00 ChiusuraiClosing date: 17-12-2020 13:00 Cod: Rif7340-25112020

Domande in bozza / Draft applications: 0

PPer problemi tecnici scrivere a unibo@cineca.it
In collaborazione con CINECA

Informativa privacy | Informativa cookie

The application form is divided into seven sections, each of which requires you to enter data that is
mandatory and/or optional, and in some cases, to upload documents.
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€ Home

PROCEDURA SELETTIVA PER LA COPERTURA DI N.1 POSTO DI PROF. UNIVERSITARIO DI
RUOLO, | FASCIA, DA COPRIRE MEDIANTE CHIAMATA Al SENSI DELL’ART.18, COMMA 1,
L.240/2010 E DEL REG. DI ATENEO EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

PROCEDURA CON PROVA DIDATTICA

# Cruscotto/Dashboard Domanda/Application Id: 399862
Indice/Index

« Domanda di ammissione a procedura selettiva / Application for admission to selection procedure

« Dati anagrafici e recapiti / Personal identification data and contact details

« Titoli di ammissione / Qualifications for admission

« Dichiarazioni / Declarations

« Richiesta Ausilio / Request for support

« Titoli di preferenza a parita di merito / Preferential qualifications in case candidates have equal merit

« Allegati / Attachments

The mandatory fields are clearly indicated and cannot be ignored if you wish to proceed with the

application. An example is given below:

| Residenza/Permanent Address

Paese/Country

[ —- Selezionare un paese/Choose country

Comune/Town/City

[

Indirizzo / Address Numero civico/Street number

[ ) |

CAP/ZIP/Postcode

« Dato obbligatorio / Mandatory field

At the end of each section, there is a button to click in order to save the data entered and to proceed

to the next section.
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Informativa sui dati personali / NOTICE REGARDING PERSONAL DATA

[ si dichiara di aver preso visione della informativa sul trattamento dei dati personali /  declare that | have read the notice regarding the processing of personal data

« Dato obbligatorio / Mandatory field

[J siautorizzano il Titolare e il Responsabile al trattamento dei dati personali nei termini specificati dalla suddetta informativa / The Data Controller and the Data

Processor are authorised to process personal data subject to the terms specified in the aforementioned notice

« Dato obbligatorio / Mandatory field

( Salva e prosegui / Save and proceed ’

Once you have filled in all the fields, uploaded any required documents and accepted all the
conditions, you must save your application by clicking on “save and back to the dashboard”.

Dichiara | DECLARES

Al sensi degli arit. 46 e 47 del DPR 445/2000, consapevole delle sanzioni penali richiamate dall'art. 76 del DPR 445/2000 per dichiarazioni non veritiere o formazione di atti falsi. / Pursuant fo aris. 46 and

47 of Presidential Decree 445/2000, aware of the criminal penalfies for making false declarations or preparing or using false deeds referred to art. 76 of presidential decree 445/2000.

[J che ogni contenuto relativo a titoli, pubblicazioni e attivita svolte, riportato nel curriculum allegato alla domanda di partecipazione, & conforme al vero / that all content
relating to qualifications, publications and activities performed, that are reported in the curriculum vitae attached to the application form, is true

« Dato obbligatorio / Mandatory field

[ che le pubblicazioni presentate sono conformi all'originale / that the publications presented are true copies of the original

« Dato obbligatorio / Mandatory field

Salva e torna al cruscotto / Save and back to dashboard

Submitting your application:

At this point, you will have produced a draft application to which an identification number is assigned.
The draft application, regardless of whether it is complete, is not sufficient in itself for admission to
the procedure.

With your application saved in draft mode, you then have the following options: edit your application
(click on “edit”’), check your application (click on “verify”), or submit your application (click on
“submit”).
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Q CercaBandi ali BackOffice ~ A fabrizio zanini2 ~

€ Home

PROCEDURA SELETTIVA PER LA COPERTURA DI N.1 POSTO DI PROF. UNIVERSITARIO DI
RUOLO, | FASCIA, DA COPRIRE MEDIANTE CHIAMATA Al SENSI DELL’ART.18, COMMA 1,
L.240/2010 E DEL REG. DI ATENEO EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

PROCEDURA CON PROVA DIDATTICA
Apertura/Qpening date: 11-11-2020 08:00 Chiusura/Closing date: 10-12-2020 23:59 Cod: DR1404-28102020

Domande in bozza / Draft applications: 1

Domande presentate / Submitted applications: 0

1d: 399862 IN BOZZAIDRAFT |

N N
( Modifica/Edit \- Presenta/Submit
~— ~— —

Compila una nuova domanda / New submission

Ultimo aggiornamento / Last update: non compilata/blank

You may only submit one application for the same procedure.

If you are certain of the data and documents entered and wish to proceed with the application, you
must click on “submit”.

Having done this, a new page will open with a summary of the application completed.

Warning. A warning message may appear indicating that the application has not been sent. In this
case, the system will indicate one or more reasons why the application cannot be submitted such as
in the following example:

ALMA MATER STUDIORUM * UNIVERSITA DI BOLOGNA
PZ2ZA VERDI, 3 - 40126 BOLOGNA - ITALIA



AMMINISTRAZIONE GENERALE
AREA DEL PERSONALL
SETTORE STATO GIURIDICO DOCENTI
UFFICIO CONCORSI DOCENTI

PROCEDURA SELETTIVA PER LA COPERTURA DI N.1 POSTO DI PROF. UNIVERSITARIO DI
RUOLO, | FASCIA, DA COPRIRE MEDIANTE CHIAMATA Al SENSI DELL’ART.18, COMMA 1,
L.240/2010 E DEL REG. DI ATENEO EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

PROCEDURA CON PROVA DIDATTICA

A Cruscotto/Dashboard Domanda/Application Id: 399862

Non & possibile presentare la domanda per i sequenti motivi / Application can not be submitted for the following reasons:

Domanda di ammissione a procedura selettiva / Application for admission to selection procedure

Procedura selettiva per la chiamata di 1 professore di prima fascia ai sensi dell’art. 18, comma 1, Legge 30 dicembre 2010, n. 240 / Application for

admission to selection procedure
Campo/Field: Selezionare dipartimento e posizione / Select department and position
Dato obbligatorio / Mandatory field

Dichiarazione sostitutiva di atto di notorieta / DECLARATION IN PLACE OF SWORN OATH
Campo/Field: Il candidato, ai sensi degli artt. 46 e 47 del DPR 445 del 28/12/2000 e consapevole delle sanzioni previste dagli artt. 75 e 76 del medesimo e
s.m.i, attesta la veridicita di quanto dichiarato nella presente domanda / The candidate, pursuant to Articles 46 and 47 of Presidential Decree 445 of
12/28/2000 and aware of the penalties provided for in Articles 75 and 76 of the same and subsequent amendments, attests to the truthfulness of the
declarations made in this application
Dato obbligatorio / Mandatory field

If and when there are no reasons preventing submission of the application, the “submit” button will
appear at the bottom of the aforementioned summary page.

Dichiara f DECLARES
Ai sensi degli arft. 46 e 47 del DPR 445/2000, consapevole delle sanzioni penali richiamate dallarl. 76 del DPR 445/2000 per dichiarazioni non veriliere o formazione di atli falsi. / Pursuant fo arfs. 46

and 47 of Presidential Decree 445/2000, aware of the criminal penalties for making faise declarations or preparing or using false deeds referred fo art. 76 of presidential decree 4452000

che ogni contenuto relativo a titol, pubblicazioni e attivita svolle, riportato nel curriculum allegaio alla domanda di partecipazione, & conforme al vero / that all

content relating to qualifications, publications and activiies performed, that are reported in the curriculum vitae affached to the application form, is true

che le pubbiicazioni presentate sona conformi all'originale / that the publications presented are true copies of the onginal

C Presenta/Submit ’

Per problemi techici scrivere a unibo@cineca.it

In collaborazione con CINECA

Informativa privacy | Informativa cookie

The status of your application will only change from “draft” to “submitted” once you have clicked on
this button. If you do not complete this important step, you will not be considered as a candidate for
the procedure.

There are, however, various safeguards to ensure your participation in the procedure. First of all,
once you have clicked on “submit” the system will provide confirmation that your application has
been submitted.
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Q, CercaBandi st BackOffice ~ A fabrizio zanini2 ~
€ Home

PROCEDURE SELETTIVE PER LA COPERTURA DI N. 8 POSTI DI PROFESSORE UNIVERSITARIO

DI RUOLO, I* FASCIA, ART. 18, COMMA 1, LEGGE 240/2010 E DEL REGOLAMENTO DI ATENEO
EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

Apertura/Opening date: 01-07-2020 08:00 Chiusura/Closing date: 30-07-2020 23:59 Cod: DR638-03062020

La domanda con identificativo 346510 di Fabrizio Zanini per il bando Procedure selettive per la copertura di n. 8 posti di Professore Universitario di ruolo, I fascia, art. 18,
comma 1, Legge 240/2010 e del Regolamento di Ateneo emanato con DR n. 977 del 9.12.2013 e ss.mmLii. & stata presentata con successo/Application with id 346510 by
Fabrizio Zanini for call Procedure selettive per la copertura di n. 8 posti di Professore Universitario di ruclo, 1* fascia, art. 18, comma 1. Legge 240/2010 e del Regolamento di
Ateneo emanato con DR n. 977 del 9.12.2013 e ss.mm.ii. has been successfully submitted

Domande in bozza / Draft applications 2
Domande presentate / Submitted applications 1

Furthermore, on returning to the dashboard, you can check that the status of your application has

changed from “draft” to “submitted”. Below are three distinct fields: the first two applications have not
been sent, while the third one has:

PROCEDURE SELETTIVE PER LA COPERTURA DI N. 8 POSTI DI PROFESSORE UNIVERSITARIO
DI RUOLO, I* FASCIA, ART. 18, COMMA 1, LEGGE 240/2010 E DEL REGOLAMENTO DI ATENEO
EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

Apertura/Opening date: 01-07-2020 08.00 Chiusura/Closing date: 30-07-2020 23:59 Cod: DR638-03062020

Domande in bozza / Draft applications 2

Domande presentate / Submitted applications 1

Id domanda Stato Ultimo aggiornamento Azioni

Applicationid  Status Last update Actions
339146 in bozzaldraft 2020-07-03 10:53:22
339149 in bozzaldratt 2020-07-08 10°06:50

346510 presentata/submitted 2020-07-14 16:37:51 Ritira/Withdraw

& PDF domanda/Application PDF

Compila una nuova domanda / New submission

You will also receive an email, sent from the platform, confirming the submission of your application

and containing your application identification number.

At this point, it will no longer be possible to amend your application. Indeed, once applications have
been sent, it is not possible to change and/or add to the information already sent. The only option
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available is to withdraw your application by clicking on “withdraw” and then, if necessary, complete
and submit a new application.

PROCEDURE SELETTIVE PER LA COPERTURA DI N. 8 POSTI DI PROFESSORE UNIVERSITARIO
DI RUOLO, I* FASCIA, ART. 18, COMMA 1, LEGGE 240/2010 E DEL REGOLAMENTO DI ATENEO
EMANATO CON DR N. 977 DEL 9.12.2013 E SS.MM.II.

Apertura/Opening date: 01-07-2020 08:00 Chiusura/Closing date: 30-07-2020 23:59 Cod: DR638-03062020

Domande in bozza / Draft applications 2

Domande presentate / Submitted applications 1

Id domanda Stato Ultimo aggiornamento Azioni
Applicationid  Status Last update Actions
339146 in bozza/draft 2020-07-03 10:53:22
339149 in bozza/draft 2020-07-08 10:06:50
346510 presentata/submitted 2020-07-14 16:37:51 ©
X PDF domanda/Application POF
‘Compila una nuova domanda / New submission

If you wish to pursue this option, you must take care to ensure you meet the deadlines indicated in
the call for applications. If you decide to withdraw your application once the deadline has expired,
you will obviously not be able to submit a new application and the administration will assume that by
taking such action, you have decided not to participate in the selection procedure.

You are reminded that, in order to complete the application process, you must follow all the above
steps and check that you have received confirmation online and via email that your application has
been submitted.

The offices in charge of the procedure and the Selection Committee will take into account only that
which is contained in the application.

Please note that this guide contains general and partial information. It neither replaces the indications
set out in the calls for applications nor offers a detailed description of all the possible scenarios.

In this regard, for further clarification on how the PICA platform works or if you encounter any
problems while using it, you can ask for help by sending an email to unibo@cineca.it
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