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After did the “log-in” with your user name and password you will find this dashboard. 

You have to click in the circle like in picture below. 

 

 

In the next step, you will click on “Inizia procedura per creare una nuova istanza” 

 

 



In the next steps, you will have to click on the options selected in the green circle 

 

 

 

 

If you click on “Copia Dati dal Profilo” the software should be fill the form automatically.  



If should not or partially, you could follow next steps for complete the request. In any case, check if every 

parts are correct: 

Nome – First Name 

Cognome – Last Name 

Data di nascita: Date of birth 

Nazione di nascita: Country where you were born 

Nazione di residenza: Country of residence 

Tipo di documento di riconoscimento: can choice ID card (carta d’identità) o Passport (passaporto) 

 Numero doc: Passport or ID number 

 Data di rilascio e Scadenza doc: expiring date of document (valid from…to….) 

Codice fiscale: Is a Italian document. Is a must option but you can put a fake serial number like a ABCD1234 

 

In the next steps, you will have to click on the options selected in the green circle 

 

“Nome e Cognome Accompagnatore “ you will have to write the person that you have contact in Trieste 

Airport. 

 

 

 

 

 



 

 

For all 3 options you have to upload the ID card or passport .PDF file. 

 

Now you can click on “Inoltra istanza”. The request will be send on our office and you will recive an email 

when will be ready. 

 


