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Guidelines to apply for the 2024-2025 
Accreditation Procedure for Tour Guides at 
the Parco Archeologico del Colosseo 
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First access to Pica Platform 
Click on the Login button at the top right of the page. 

 

Then insert Username and Password. 
If you are a new user, use the https://pica.cineca.it/register section to register to the platform. 

 

Technical support available at the link: 
https://mipa.support.cineca.it/support.php?service=pica.cineca.it&cmp=61833 
When logged in, the application notice is available on the platform: 
https://pica.cineca.it/parcocolosseo/guide/  
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To fill out the application, click on the button Gestisci le domande / Manage your Applications. 
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Then click on the New submission button. 

 

The application is divided into pages and sections.  

Complete every single page and all of the sections. 

 

After completing every page, it is necessary to press the Save and Proceed button at the bottom of 
the page. 

If the data entered is correct, the system goes to the next page; otherwise, error messages / reports 
will appear and the user will have to correct or enter the missing data. 

To view only the contents of the pages, click on Next button (top right). 

It is important to fill in all the mandatory fields, otherwise there will be red messages about information 
that has not been filled out. 

Some personal information in Personal Data and Contact will already be pre-filled. If there are errors 
in the personal data, entered during registration, the user can modify them by accessing the "User 
profile" at the top right.  
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On the last page, click on the Save and back to dashboard button. 
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After completing all sections, the candidate will see on the dashboard the application form with the 
status "in draft". The Applications with "draft" status can be modified and verified, using the 
appropriate buttons. 

 

 

 

 

 

 

 

 

 

 

By clicking on the Sign and Submit button, the system generates a preview of the application file. 
The candidate must confirm again the submission of the application by clicking on "Sign" at the 
bottom of the page.  
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The system generates the PDF of the application and proposes the different signature methods 
(manual, digital or via the "ConFirma" service). 
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The candidate must select an option and carefully follow the instructions below to complete the 
sending of the application correctly. 

If the user chooses the first procedure with Handwritten Signature (the most common choice), click 
on Download PDF button. 
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Save the file on your computer, print it, sign it and scan it:
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To reload the signed application form, click on the file, then Open and then Browse:

 

 

click on Submit the application button: 
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After completing the application form, which must take place within the deadline set by the 
announcement, the candidate will receive an e-mail confirmation.

 

 

At the end of the process the system will confirm the correct submission of the application with a 
unique identifier for the application submitted: 

 

 

 

 

 

 

 

 

 

If the candidate has submitted the application and received the e-mail confirmation, it will no longer 
be possible to access the application to modify it, but it will only be possible to withdraw it by 
clicking on the "Withdraw" button on the home page (Dashboard). 


