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Guide to Pre-Enrolment Application - Universitaly Portal 

 

APPLICATION INSTRUCTIONS FOR EXCHANGE STUDENTS 

(only for incoming students requiring a Study Visa) 
 

 
STEP 1: Register on the Universitaly website: 
 
 
Click on https://www.universitaly.it/first-steps, scroll the page up to 6 point: Start your online pre-enrollment 
application  

 

BEFORE STARTING: 

- Cheek on the “Visa for Italy” website if you need a study visa. 
 

- Contact the relevant Italian Consulate/Embassy on how to book an appointment with them and the 
 

documentation that you need to provide. The Consulate/Embassy 
 

- The application to Universitaly is a mandatory step in applying for a Study Visa in Italy (Attention: you must 
apply for a visa for "Study – Exchange and Mobility Program.") 

 
- This application is relevant for the visa request only! It does not substitute the application on our 

website. 

- The validation procedure carried out by UniBas does not imply any right to obtain the visa: the decision to 

issue a visa for study purposes is of exclusive jurisdiction of the relevant Italian Consulate/Embassy. 

- If you have any technical issue when using the website, please contact the official website support 

services 
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Select language by 
clicking on the flag 
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Fill in the form with all the required information then click on ‘Save’ at the bottom of the page. 

 

 

USEFUL TIPS: 

● Provide your PERSONAL INFORMATION EXACTLY AS THEY APPEAR IN YOUR PASSPORT. For example, if 
you have 2 or more names/surnames registered on your passport, you must include all of them. Do not 
provide nicknames or other names that are not officially registered on your passport! 

● Make sure that your data on the Universitaly website and in the UniBas application form match (names, 
email addresses, etc…). If they differ, we won’t be able to identify you and the application will be rejected. 

 
● Italian tax code (codice fiscale): it will be auto generated while filling in the form. Please bear in mind 

that this is not official, but you can use it for the visa application purposes. To get an official “codice fiscale” 
you can either request it to the Consulate/Embassy or once you arrive in Italy. 
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Now check your email inbox (the one you used to register) for the follow-up email. You will need to log in 
to your account again and complete your registration by choosing a password. 

STEP 2: VISA APPLICATION 

On the homepage, click on “Pre-enrol Now” in the slide-show, or on the box “First Step in Italy” and 
then 
“Login” 

 

 



6 
Servizio Internazionalizzazione  
Campus di Macchia Romana 
Via dell’Ateneo Lucano 10 – 85100 Potenza (Italia) email: incoming@unibas.it 
SRINT/AA 

 

 

Click on the green button NEW PRE-ENROLMENT APPLICATION to start. 

 
STEP A: 

● select the academic year 
● check your personal information 
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STEP B: 
 

● check your passport information 

● upload a photo (passport size) and a scanned copy of your passport 

● indicate at which Embassy/Consulate you will apply for a visa 

● indicate the reason: “I want to spend a period of mobility for study/traineeship (e.g. 
Erasmus)” 
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In the Course Information section choose the following: 

 
• Institution: Università 
• Institution name Università degli Studi della Basilicata 
• Course type. Select Single course(s). Do not select any other options 
• Course name: choose a course closest to your assigned department (don’t worry about that, just pick the 

one which is close to your actual field of study) or write the Programme name reported on your 
Acceptance Letter 

• Course Curriculum: leave blank or write Erasmus Exchange Mobility or other exchange program for 
study/Traineeship.  

• You do NOT need to enter “Identification account at the chosen University/AFAM/Institute” - leave 
blank 

STEP C: 

Qualifications: 
The Internationalization Service of the University of Basilicata requires students to upload a 
certificate/letter issued by their home university confirming their nomination as an Erasmus+ student, in 
addition to a copy of their passport.  
Anyway, it is strongly recommended to consult the website of the selected Embassy or Consulate to verify 
the required documentation. Applicants are also advised to contact the relevant Embassy/Consulate 
directly to inquire about any additional documents that may be required to process the visa application. 
Generally, the following documents are required:  
• Copy of a valid passport,  
• Acceptance/Admission Letter issued by the University of Basilicata 
• Nomination letter from the Home University,  
• (if applicable) study grant with the amount  
Additional Supporting Documents 
• Learning Agreement (if available; may be required by the Embassy/Consulate for visa purposes) 
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Click on “Summary”, verify that your pre-enrolment application is complete and proceed by clicking on 
SUBMIT. 
 
Summary: 

In this section, you should check and confirm and/or complete your information you entered so far. Read 
and confirm the declaration about personal data processing and submit your application by clicking on the 
blue button “Apply for pre-enrolment”. 
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Next Steps After Submitting Your Pre-Enrolment Application 

1. After clicking “Apply for pre-enrolment”, you have to contact the University of Basilicata 
(incoming@unibas.it and segreteria.studenti@unibas.it) confirming that you have completed the 
procedure. 

2. You will receive a confirmation email once your application has been successfully submitted to the 
selected university. 

3. The university will review your pre-enrolment application. This process may take a few days. 
4. If your application is incomplete, you will be notified by email with a request for the missing documents 

or information. 
5. If your application is complete, it will be validated by the university and transmitted via Universitaly to 

the relevant Embassy or Consulate. 
6. You will receive a confirmation email once your application has been forwarded to the selected 

Embassy/Consulate. 
Please note that these communications are typically provided in Italian and English. 

7. Follow the instructions provided in the email to access your personal area on Universitaly and download 
the summary of your pre-enrolment application. 

8. Once logged in, click on your name in the top right corner and select “Reserved Area”. 
Open your pre-enrolment application and proceed to the final section (SUMMARY), where you can 
download and print your application. 

Final Note 
Please note that the final decision regarding the visa application is the sole responsibility of the competent 
Embassy or Consulate. 
 

 


