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To apply as an Erasmus/Exchange student at the University of Bergamo you have to 
be nominated from your Home University and complete very carefully two online 
procedures:  

 
1 STEP: ONLINE PERSONAL DATA REGISTRATION  
2 STEP: ONLINE APPLICATION FOR INCOMING STUDENTS 
 
Before starting the online procedures you should have all the documents and 
certificates  required for the application, please check the following 
webpage:  incoming > application and the information that your home university has 
sent you. The compulsory documents and certificates that students have to submit 
during the online application process are: 
 

o The official Transcript of Records – English version (listing all exams taken at the 
Home University prior to mobility), signed and stamped by the home University; 

o A2 Italian Competence Level (if only courses taught in Italian will be attended) 
OR a B1 English Competence Level (if applicants choose courses taught in 
English) OR both Laguage competences (A2 Italian level and B1 English level) if 
courses in both languages will be attended.  
It will be accepted: OLS test results, official language certificates (i.e. TOEFL, 
IELTS, Cambridge University, etc.), attendance certificates of intensive courses, 
certificates issued by University officers/professors attesting the language 
proficiency level. 

o The European Health Insurance Card (EHIC/blue card) for EU students OR an 
adequate private Health Insurance valid in Italy for the whole study period 
abroad for NON-EU students. It is necessary to check the expiry date of the date 
before the departure and to be sure to renew it in time in case of expiry during 
the mobility period. 

o A copy of the Identity card or passport (Non-EU students have to submit a valid 
passport). 

 
IMPORTANT: Before starting the application procedure make sure your documents are 
valid and not expired (e.g, EHIC card or passport). 
 
Application and certificates sent by email will not be accepted. 
 
 
 PLEASE NOTE: 
 

● At the end of the 1st STEP you have to print/save a memo with your username 
(id) and password (pw). 

● At the end of the 2nd STEP you have to print/save a confirmation of Enrollment  
 

 
 

https://en.unibg.it/global/students-exchange/erasmus-incoming-students
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1st STEP: ONLINE PERSONAL DATA REGISTRATION 
 
The on-line personal data registration on the University of Bergamo website is the first 
step of the Erasmus application procedure. Over the next pages it will be indicated a 
step by step procedure. 
It requires that the language of your browser is in English. 
 

 
● Click on University of Bergamo website and click on Dashboard; 

 
● Enter the access code you have received from the Virtual office (incoming – no 

reply email) of the international office of the University of Bergamo; 
 

● Complete with your name and surname without accents or special characters. If 
you have more than one name or surname please write them all (as in your identity 
card or passport); 
 

● Please check the personal information that the International office has uploaded. If 
they are wrong please contact the UNIBG International office to change them 
before proceeding. 

 
 

PLEASE NOTE: FIELDS WITH * ARE MANDATORY  
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ONLINE REGISTRATION STEP BY STEP   

 1- Start the on-line registration, either click here (English webpage) or go on the 
university website and then click on DASHBOARD  
 

 
  

https://sportello.unibg.it/Home.do;jsessionid=6FE185E1F5DCD2157F9638C908073054.jvm1a?cod_lingua=eng
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2- Click on the MENU on the right side. 
 

 
 
 
 

3- Click on International Mobility on the right side 
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4- Click on AUTHORISATION CODE FROM ACCESS CODE  

 

 

5- Enter the access code you have received from UNIBG Virtual Office 

Write your complete name and family name without accents and special 
characters. If you have more than one name, write them all (as in your 
passport or identity card) 
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6- NEW USER REGISTRATION: PERSONAL DETAILS – section 1 

You can now modify the personal information that has been entered by the 
International Office of the University of Bergamo. 

Please note:  Do not fill in the “Codice fiscale” field. 

The Codice Fiscale /“Tax code” will be calculated automatically by the system. By 
double clicking on “Next” you will access the following page. 

Please be aware this is not your official Italian Tax Code you gave to apply for the 
official Italian Tax code. You can NOT use it in official documents in Italy. 

You have to apply for it at the Italian Embassy in your country or once you arrive in 
Bergamo. The International office will give you further information and support at your 
arrival. 
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7- NEW USER REGISTRATION: PERMANENT ADDRESS – Section 2 

Permanent address and residence mean your address in your hometown. 

Domicile:  means your temporary address in Bergamo. 

Option A: If you have not yet booked a room in Bergamo, at the question “Domicile 
Address is the same as residence” answer “YES” and then click NEXT. 

Option B: If you have already reserved accommodation in Bergamo at the question 
“Domicile address is the same as residence?” Click “NO”. Then in the next screen you 
will have to fill with the information about your temporary address in Bergamo. Then 
click “Next”. 

“Data inizio validità”: is the date you started living in this address. If you do not 
remember it you can enter your date of birth. 
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8- NEW USER REGISTRATION: DELIVERY ADDRESS – Section 3 

 

Delivery address: click residence 

Delivery fees: click residence 

Badge Delivery Address: Student Office 

NOTE: The e-mail address is very important for any communication the University 
needs to send you 
 
“International Prefix”: the international dialling code of your country 
 
Further mandatory fields (Privacy, Comunicazioni, diffusione dati personali) must be 
filled as shown.  
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9- NEW USER REGISTRATION: USER REGISTRATION SUMMARY – Section 5 

In this section you can either change your personal data or confirm them. 
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10- USER REGISTRATION: REGISTRATION COMPLETED – Section 6 

 
Now you have obtained your final Username (It is very useful and important to continue 
pre application process) 
 
The registration of your personal details has been completed.  
 
You cannot re-open it and modify information. 
 
Please click on exit and follow the procedure to obtain YOUR PASSWORD. 
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HOW TO OBTAIN FINAL PASSWORD 
 
 
Once you obtained your Username it is time to generate a password. 
Please go again on dashboard and  click on the top right menu on FORGOTTEN 
PASSWORD and create your password.  
 
 

 

 

Once you have completed the procedure and obtained your final 
password you can go to the second step. 

 

 

https://sportello.unibg.it/Home.do;jsessionid=6FE185E1F5DCD2157F9638C908073054.jvm1a?cod_lingua=eng
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2nd STEP: ONLINE APPLICATION FORM FOR INCOMING STUDENTS 

During the second step you have to confirm your personal information, study period 
and upload required certificates.  

- Prepare required certificates and photo;  

- Some information about Program selection has been entered by the UNIBG 

International office and you cannot modify them  

- Please note: fields with * are mandatory;  

- If you exit before completing the application the system saves the draft.  

- You can retrieve the application in a second moment, complete it and save it.  

 
 
 
 

LET’S START! 
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1- ACCESS: You can  click  again  in your Sportello Internet/Dashboard  on the 
University of Bergamo Web page   

 

 
 
2 - To proceed with the Application form for Erasmus/Exchange Students:  
click Menu on the top right of the page, choose the English language by clicking on 
ENG and then click “Login”. 
 

  

https://sportello.unibg.it/Home.do;jsessionid=6FE185E1F5DCD2157F9638C908073054.jvm1a?cod_lingua=eng
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3- Login with your username and new password; if it does not work please wait a few 
minutes (the system may require a few moments to validate your first step). 
 

 
 
 
 
4- Once you logged in, click INTERNATIONAL MOBILITY on the right of menu 
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5- Click on APPLICATION FORM FOR INCOMING STUDENTS 
 

 
 

 
6- Click again on Application Form for Incoming Students to start the procedure 
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7- PROGRAM SELECTION: RESUME – section 1 

 
This information have been uploaded by the University and you cannot change them. 
 
If you find out some mistake, please contact the International office at 
erasmus.exchange@unibg.it. 

 

8- PERSONAL DATA – DELIVERY ADDRESS – section 2 

You can now change “Favourite language for your communications” and from the 
dropdown menu choose English and confirm. 

 
 
  

mailto:erasmus.exchange@unibg.it
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9- PERSONAL DATA – DELIVERY ADDRESS – section 3 

 
Enter your identity card or passport information and click next. Please note that we will 
not accept other documents 
 

 
 
 
 
Click again next to confirm or back to modify.  
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10- You can now upload a copy of your document. Please be sure that the attachment 
is the same document's type indicated in previous step.  

  
 
Click on Insert attachment and fill in with the details of your document. 

  
Once you upload the document the status will turn into a green dot, and you will be 
able to complete the next steps by clicking on forward.  
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11- NEW USER REGISTRATION – PERSONAL PHOTO – section 4  

 
 
 
Upload your passport-style photo, the image must be: 

• .jpg format; 
• size 35x40 mm (Max 60Mbyte); 
• good resolution; 
• frontal headshot photo from the neck up, on a clear background. (The photo will 

be used in your UniBg student ID card). 
 
Click on: scegli file (choose file) and choose your photo. Once the photo appears in 
PHOTO PREVIEW you can click on upload a photo and to confirm and then click on next. 
 
 
 
12- UPLOAD THE FOLLOWING MANDATORY CERTIFICATES – section 5  

In the following section you can upload 1 or 2 files for each type of document.  
You cannot go forward if you do not upload at least 1 file for each type of document. 
 
Note: If you do not have all the compulsory documents, you can log out and continue 
in a second phase.  
Do not worry, the system saves the entered information. In a second phase you only 
need to login again from the beginning, you will see all the entered information and you 
will be able to continue the application. 
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Once you upload all mandatory documents the status will turn into a green dot, and you 
will be able to complete the next steps by clicking on forward.  
 
 
 
 
 



 

21 
 

 
13- APPLICATION FORM FOR INCOMING STUDENTS- PERIOD OF STUDY  
 

- Select your Academic Year; 
- Further detailed information about Semesters’ dates will be published on the 

following webpage: Incoming.  
- Please enter planned arrival date and planned departure date as follow (please 

note, these date can be changed with the definitive ones at your arrival): 
 

o enter the starting date and final date (exam date session included) of the 
1/Winter Semester if you have been nominated for the 1/Winter Semester. 
Expected duration: 5 months  

 
o Enter the starting date and final date (exam date session included) of the 

2/Spring Semester if you have been nominated for the 2/Spring Semester 
Expected duration: 5 months  

 
o Please enter the starting date and final date of the Whole Academic Year 

if you have been nominated for the whole Academic Year (Annuale in 
Italian) 
Expected duration: 10 months 

 
 

- Period study: indicate first/second semester or year  
- Click forward 

 
 

https://en.unibg.it/global/students-exchange/erasmus-incoming-students
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The Erasmus Office will register your definitive arrival date during the Welcome 
meetings once you will arrive in Bergamo and your definitive departure date before you 
leave Bergamo. They both will be entered in the system by the International Office. 
 
14- APPLICATION FORM FOR INCOMING STUDENTS- PERIOD OF STUDY SUMMARY 
 

 

In this section you will see a summary of the previously uploaded information. To 
change the data you can go back, to confirm click forward.  
You have completed the APPLICATION FORM (you cannot reopen it!) 
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15- APPLICATION FORM DATA 

 

 

CONGRATULATIONS!!! 

You have completed your online Erasmus application!!!  

You can now save or print a summary. If you click on PRINT you can receive a 
confirmation, please save it! 

The Erasmus office is going to check your Erasmus application. 

In the next few weeks you will receive: 

A- An official confirmation e-mail of your successful application and all the useful 
information for your mobility period at the University of Bergamo. 

B- A request to send missing or incomplete certificates. 

We ask you to be patient as we have to check many applications! 

The Erasmus office is going to publish updated information on  the following 
webpage: https://en.unibg.it/global/students-exchange/erasmus-incoming-
students 

Now you have your final username and password that you will be very useful during 
your mobility period to enter all the University of Bergamo online services  

Do not forget them!! 

https://en.unibg.it/global/students-exchange/erasmus-incoming-students
https://en.unibg.it/global/students-exchange/erasmus-incoming-students
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FORGOTTEN PASSWORD  

If you forgot your password: go back to www.unibg.it , click on the top right “eng”, 
then click on Dashboard and from the top right menu FORGOTTEN PASSWORD follow 
the instructions. 

 

 

 

HOW TO SEND AN EMAIL: when you send an email to the International Office 
incoming@unibg.it the subject of the email should be: Erasmus online application, 
your department, home university, surname and name and do not forget to 
write at the end of your email your complete name and surname. 
 

See you soon! 
 
 Erasmus Staff 
 
Last update 08/05/2024 

http://www.unibg.it/

