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SERVICE DESK GUIDE for STUDENTS 

 

We inform you that since February 1st, 2017 “Service Desk” is open to students to provide 
assistance to forward directly online their requests of information or needs of assistance.  
Students can access “Service Desk” (http://www.univr.it/helpdesk) by entering their GIA login and 
password, or else by entering myUnivr in the dedicated spot “Service Desk”. 
 
As a consequence, we remind you that after February 1st, 2017 any e-mail message sent by 
students to the International Office will remain unanswered. 
 

STEP 1 

 

Go to the link http://www.univr.it/helpdesk 

 

Enter your credentials : 

Username : enter your ID (not e-mail) 

Password: enter your password 

 

 

 

STEP  2 

If you wish to open new request click on “Apri una nuova richiesta di Assistenza” 

 

 
 

http://www.univr.it/helpdesk
http://www.univr.it/helpdesk
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STEP 3 

Click on the specific button to select the correct category for your request: 

 
 

STEP 4 

A new page will be opened in which can select the office you need. 

IMPORTANT: For the International Office please select 

DIREZIONE STUDENTI > MOBILITA INTERNAZIONALE 

 

 
 

 

STEP 5 

 

Select the type of request from the list (”Category” SEE TABLE at next page): 
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Request type Users 

Erasmus+ Studio 

 
Students of the University of Verona (=OUTGOING) who ask for some 
assistance, information or students who need to send documents as 
attachments etc… in the framework of the Erasmus Study Programme. 
Important: in this type of request please specify your area of study 
among the following: 
Area Economica 
Area Giuridica 
Area Lingue e Letterature Straniere 
Area Medico/Sanitaria 
Area Scienze e Ingegneria 
Area Scienze Motorie 
Area Umanistica 
 

Erasmus+ Traineeships 

 
Students of the University of Verona who ask for some assistance, 
information or students who need to send documents as attachments 
etc… in the framework of the Erasmus Traineeships Programme.  
 

Short Term Mobility 

 
Students of the University of Verona who ask for some assistance, 
information or students who need to send documents as attachments 
etc… in the framework of the Short Term Mobility Programme 
 

Worldwide Study 

 
Students of the University of Verona who ask for some assistance, 
information or students who need to send documents as attachments 
etc… in the framework of the of Worldwide Study Programme 
Important: in this type of request please specify the receiving country 
 

Exchange Students - 
INCOMING 

 
Erasmus or other Exchange INCOMING students 
 

 

STEP 6 

After choosing the correct category, you can write your message in the “Descrizione” box, as in the 

example below:  
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STEP 7 

 

If you need to attach a document (in pdf) click on the right button “Allega documento”: 

 
 

STEP 8 

 

Click on “Indica il file” to attach your document (in pdf): 

 
STEP 9 

 

Click on “Sfoglia” to select the correct attachment in your pc/device: 
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STEP 10 

 

At the end of Step 9, the following message will inform you that the upload was completed. Click 

on “Torna alla richiesta”: 

 

 
 

 

STEP 11 

 

To save your request click “Salva” (=”Save”), 

IMPORTANT: no notice regarding the attached document will appear.  

The attachment will be shown after saving.  

 

 
 

 

 

 

 

 



6 
 

STEP 12 

 

Automatically the home page will be opened. It’s possible to verify the opened assistance requests 

(request without answer), or closed assistance requests (already answered): 

 

 
 

STEP 13 

To see your request click on “Richiesta di assistenza aperta” or “Richiesta di assistenza chiusa”. 

There you can view your request, the attachments, and the answer your received from the 

International Office: 

 

 
Click to view the request details: 
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An examle with details.  

 

STEP 14 

 

As in Step 7, if you need to indicate a web link, click on the right button ”Allega documento” and 

enter the link : 

 

 
 

STEP 15 

Enter the link in the box “Indirizzo della Pagina Web”. Click on “Salva” when you finish: 

 
 

Click  again on “Salva” to send the request. 

IMPORTANT: no notice regarding the attached link will appear.  
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STEP 16 
 
To search your past requests, if you know the request number, enter it in the box and click on 
“Conferma”: 
 

 

STEP 17 

The sent and received ATTACHMENTS are at the bottom of the page.  

ATTENTION: the attachments are NOT divided between sender and recipient. However the dates 

in which they have been uploaded are specified in this format: day/month/year. 
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STEP 18 

 

When an event occurs in Service Desk you will receive an E-MAIL NOTIFY in your institutional e-

mail account. Here below some examples: 

a) When you open a new issue through service desk, you will receive a notify titled “Richiesta 

issue number – issue subject”.  

 

b) If the office needs additional information, you will receive a notify titled “Richiesta issue 

number – In attesa di informazioni”. 

Then you can reply either using service desk (please use the link specified in the -email) or 

directly by e-mail adding the missing information but without changing the title.  

 

c) When you answer, you will receive an e-mail notify titled “Risposta via email ricevuta”. 

 
 

d) Once the office has solved your request, you will receive an e-mail notify titled “Richiesta 

issue number – Evasa”. 
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STEP 19 

 

If you face a problem using Service Desk, please click  on “Informazioni aggiuntive a supporto 

dell’HelpDesk”: 

 

 
 

Click on the link  “Vai alla Pagina”, to view the contact details: 

 


