UNIVERSITA DEGLI STUDI DI MILANO

Direzione Segreterie Studenti

InformaStudenti

User guide to the University online contact center



INDICE

1. Access the platform

- Who can access and how
- First access for external users and dormant students

- Change language

2. Request a service
- Submit a request
- Interactions, attachments and response

- Notifications and requests record

3. Book an appointment

: UNIVERSITA DEGLI STUDI DI MILANO




ACCESS THE PLATFORM
Who can access and how

InformaStudenti is available for all those who:

e Have University credentials (@studenti.unimi.it or
@unimi.it)

e Are registered to the University website as external users

To access, login with your University or registration
credentials:

InformaStudent;
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https://registrazione.unimi.it/
https://informastudenti.unimi.it/saw/ess?AUTH=SAML

FIRST ACCESS FOR EXTERNAL USERS AND
DORMANT STUDENTS

INFORMASTUDENTI

PRIMO ACCESSO - FIRST
ACCESS - CLICK

r‘y‘
UNIVERSITA

DEGLI STUDI
DI MILANO

To access the
dedicated services,
click on «First Access»
and follow the
instructions.
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For external users and
dormant students only, and
for first access only, you will
be required to go through a
short procedure to retrieve
your data.
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Preferenze
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Richiesta per conto di altri
Ultimo aggiornamento: alcuni secondi fa Attt mobila
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Benvenuto/a in Informastudenti, Welcome to Informastudenti,
" b Esci
Il tuo tato configurato correttamente. Your account has been successfully set up.
Per accedere ai servizi a tua disposizione, effettuail | To access all the services at your disposal, log_out
log out e accedi nuovamente alla piattaforma. and log in again to the platform. bl
Questa operazione non sar3 pill necessaria dopo il You need this process only for your first access (L
1Y
primo accesso. DY
Grazie per la collaborazione Thank you for your collaboration




CHANGE LANGUAGE

INFORMASTUDENTI

All services offered on
InformaStudenti are
bilingual (Italian - English)
AT D | 0 and the platform is
e = available in 19 different
S ‘ . languages.

To change the language,
click on «Preferences»
(«Preferenze») on the
menu in the top right
corner, select your
preferred language from
the list and save (bottom
right corner).
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REQUEST A SERVICE
Submit a request

From the Homepage it’s possible to browse and choose any
categories of services available to your user type.

INFORMASTUDENTI

ISCRIVERSI - ENROLMENT LATUACARRIERA-YOUR 4 POSTLAUREA - | MARTEDI 10 NOVEMBRE 2020
¥ .
CAREER POSTGRADUATE 2 . Piano degli studi - Study plan
| MARTEDI 10 NOVEMBRE 2020
Borse di studio - Scholarships
VENERDI 6 NOVEMBRE 2020

Lg_:g(l.' "»
g -
¥

3 (@) X

LUNEDI 2 NOVEMBRE 2020

TEST DI LINGUA

"‘, BADGE CARTA LA STATALE TASSE E BENEFICI FEES

If you are not sure which category to choose, type a keyword in
the search bar.

Any requests submitted to the wrong category will be handled
nonetheless

°
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REQUEST A SERVICE
Submit a request

Once you have selected the category, you can choose the
service for which you intend to submit a request.

INFORMASTUDENTI ==

LA TUA CARRIERA - YOUR CAREER [ Activate mobile app

La tua carriera - Your career

RECENT OFFERINGS

Y All Subcategories OFA di latino, corsi per
. principianti - Latin language O...
29 JANUARY 2021
Blocco carriera per tasse
arretrate - Career halted for un...
25 JANUARY 2021

Iscrizioni ai corsi singoli - Single
courses

FEATURED OFFERINGS ARTICLES

Popularity Vv

POPULAR

Piano degli studi - Study plan

O

REQUEST SERVICE

(SEGR - LA TUA CARRIERA - YOUR CAREER)
Prima di scriverci:ll piano di studi & l'elenco delle attivita formative (esami, laboratori e altre

[

29 DECEMBER 2020
POPULAR L 3 Iscrizioni ai corsi singoli - Single
courses

— Autocertificazioni, certificati - Self-certification, certificates

(SEGR - AUTOCERTIFICAZIONI, CERTIFICATI, DIPLOMA SUPPLEMENT - SELF-CERTIFICATION, REQUEST SERVICE 23 DECEVER 20750

CERTIFICATES, DIPLOMA SUPPLEMENT)

O

POPULAR

Interrompere, sospendere, rinunciare - Interruption, suspension and withdr...

O

(SEGR - LA TUA CARRIERA - YOUR CAREER) REQUEST SERVICE
Prima di scriverci:Tutte le informazioni e la modulistica necessaria per l'interruzione, la sospension...

s 3 POPULAR
———  Esame di laurea - Graduation

O

(SEGR - LA TUA CARRIERA - YOUR CAREER) REQUEST SERVICE

Prima di scriverci:Per sostenere I'esame di laurea sono generalmente previsti almeno quattro appel...
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REQUEST A SERVICE

Submit a request

The portal gives an overview of each service, possibly with
notices or disclaimers.

INFORMASTUDENTI

[Caaaarv =Y rile) POPOLARI

AUTOCERTIFICAZIONI, CERTIFICATI - SELF-
CERTIFICATION, CERTIFICATES

Read carefully before you write: the information you need may
be contained in the service overview, and any requests
submitted incorrectly may extend response time.
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REQUEST A SERVICE
Submit a request

Fill out the form below the service overview (title, student
ID, if any, description and attachments) and submit your
request.
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REQUEST DETAILS
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REQUEST A SERVICE
Interactions, attachments and res

By selecting «Your requests», you can check all your requests,
both open and closed.

INFORMASTUDENTI

ISCRIVERSI - ENROLMENT LA TUA CARRIERA - YOUR Q POSTLAUREA -
CAREER POSTGRADUATE

Satils 7 UNIVERSITA DEGLI STUDI DI MILANO
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REQUEST A SERVICE
Interactions, attachments and response

INFORMASTUDENTI

You can add a
comment or an

JOUR REQUESTS A EE attachment to an
I = open request

L anytime, by
selecting it from
the «Open» section
of the menu «Your
requests»: you
don’t need to open
more than one
request on the
same topic at the
same time.
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REQUEST A SERVICE
Interactions, attachments and response

On the same page, you can see comments, attachments and
the response to your request.

INFORMASTUDENTI

INTERACTIONS (4) ‘ ATTACHMENTS (2) ’ VISIBILITY

@ Status update

La richiesta & stata assegnata.

2 Statusupdare

Support agent
Gentilmente compili e alleghi 'apposito modulo disponibile alla pagina Certificati e
Autocertificazioni.

01 DECEMBER 2020 08:30:3C

5} User comment

DI PROVA MANZI, DAVIDE

In allegato il modulo di richiesta compilato

@ Resolution
In allegato il certificato richiesto.
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REQUEST A SERVICE
Notifications and requests record

To keep you updated on the status of your requests, you will
receive an email notification every time an operator:

e is assigned the request
e adds a comment
e provides a response

INFORMASTUDENTI

You can check the
‘ * record of all your
P g W previous requests
R from the menu

=] smemarmena o R «Your requests»,
by selecting the
«Closed> list.
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BOOK AN APPOINTMENT

To book an appointment through InformaStudenti, click
«Appointments» on the homepage.

INFORMASTUDENTI ===

— . == : ¥ Alloggi e residenze -
VENERDI 6 NOVEMBRE 2020
Alloggi e residenze -
Accomodations

ﬂ VENERDI 6 NOVEMBRE 2020

BADGE CARTA LA STATALE TASSE E BENEFICI - FEES TEST DI LINGUA -
AND BENEFITS LANGUAGE TEST

E! 1 !m
3! o
=i 2

o O

INTERNAZIONALE - SERVIZI ONLINE - ONLINE APPUNTAMENTI -
INTERNATIONAL SERVICES . APPOINTMENTS
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BOOK AN APPOINTMENT

On the next page, choose your preferred desk, desk type (on
site or online) and topic: you will see all available time slots
in green in the calendar.

¥ UNIVERSITA
DEGLI STUDI  INFORMASTUDENTI
DI MILANO

Desk"
. N @ Feb 21 - 27,2021
Dottorati di Ricerca, Master, Esami di 5.
un 2/21 2/22

Wed 2/24 Thuz/25 Friz/26 Satz2/27

the desk Dottorati di Ricerca, Master, Esami di
Stato e Corsi di Perfezionamento requires 1

-
s
)
N
~
M
w
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BOOK AN APPOINTMENT

After selecting the time slot, specify the reason for your
appointment, provide a cell phone number (mandatory) and

your Microsoft Teams contact (optional), and upload any
attachments.

Desk”

Dottorati di Ricerca, Master, Esami di Stato e Corsi di Perfezionamento

Dottorg

Chiarimento su comunicazioni con la segreteria

S| on line - Date: 2/23/2021 from hour :00.00 PM to hour .05.00 PM

Description
TTTTTTT Description
Chiarir)
Phone number Teams contact
. ——
Attention: S __” m—
the desk [ Eierzmimle ‘wams conlact
Corsi di Pg

Drop the file you want to upload here or
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BOOK AN APPOINTMENT

DIMILANO

Desk’
i i E: i Feb 21-27,2021
Dottorati di Ricerca, Master, Esami di S.. ~

Desk yper |:> Confirmation of * Thu2/25 Fri2/20 sat2/27

iz reservation

Topic* 1pr The request

Chiarimento su comunicazioni conlas..v
Dottorati di Ricerca, Master, Esami di Stato e Corsi di

Perfezionamento
online
Lamzel 1151 Chiarimento su comunicazioni con la segreteria < br /> Date:

2/23/2021 from hour :00:00 PM to hour :05:.00 PM
Attention: has been accepted with the following number:
the desk Dottorati di Ricerca, Master, Esami di Reservation: 1065398
Stato e Corsi di Perfezionamento requires 1 230p1 Number: Roo1
days notice .

T45p1
r—
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=
R

YOUR REQUESTS

OPEN (2 CLOSED (15) FOLLOWING (0) PUBLIC (0)

= 1065398: Appuntamento richiesto per DAVIDE DI PROVA ...
test

9

Fulfillment

The confirmation of
reservation and email
notification contain
all the details for
your appointment
and your reservation
code.

You can also check
your appointment
requests from the
menu «Your requests»
in InformaStudenti.
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