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Program Plan and Pre-Program Plan creation

3Summary

To create the Program Plan or the Pre-Program Plan log in to the International Mobility Portal.

After being selected for one of the following programs, you can create the Program Plan:
• Exchange
• ISEP Exchange
• Study Abroad
• Double Degree
• Virtual Study (COIL)
• Faculty Led
• LaTE

While applying for the following programs, you can create the Pre-Program Plan:
• Free Mover 
• Summer Programs
After being selected, the Pre-Program Plan must be converted into a Program Plan.

https://mobilita-outgoing.unicatt.it/outgoing/


Program Plan creation
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To create the Program Plan log in to the International Mobility Portal > activated programmes > click on manage

https://mobilita-outgoing.unicatt.it/outgoing/


Program Plan creation
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From the Dashboard of the International Mobility Portal click on Program Plan.

https://mobilita-outgoing.unicatt.it/outgoing/


Program Plan creation
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Go to slide 11



Pre-Program Plan creation –Free Mover/Summer Program ONLY
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Pre-Program Plan creation –Free Mover/Summer Program ONLY

Log in to the International Mobility Portal > choose the 
programme > click on Open Pre-Program Plan

https://mobilita-outgoing.unicatt.it/outgoing/


Pre-Program Plan creation –Free Mover/Summer Program ONLY
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Go to slide 11



Pre-Program Plan conversion into Program Plan – 
Free Mover/Summer Program ONLY
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Program Plan homepage
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Click on the Program Plan identification code to start filling it in.



Program Plan Homepage

ELENCO PROGRAMMI: takes you back to the previous page (slide 11)
ATTIVITÀ ESTERE: allows you to add the academic activities you will complete abroad
CORRISPONDENZE: allows you to match the host university courses to Cattolica 
courses for recognition request
ALLEGATI: allows you to upload attachments to the Program Plan
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Adding host university courses
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Fill in all fields with an asterisk (mandatory).

By hovering the cursor over the i symbol you can 
find useful information about that field.
You can also attach the course program in pdf 
format and provide further information in the 
notes field.

Fill in the information on the host university course
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Host university course list
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When the Program Plan is in status Aperto, it is possible to use the Menù ≡ Azione:
VISUALIZZA: to review the information of the host university course
MODIFICA: to edit the information of the host university course
DUPLICA: to duplicate the selected host university course by changing its name and other information
ELIMINA: to delete the host university course



Possible matchings
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Cattolica courses can be:
• already in your study plan
• not yet in your study plan. In this case, you can use the: 

• Course search
• Course not found 

• Recognized using the original name of the host university course
• Course replacement 

Matchings can be between:
• one host university course  one Cattolica course
• one host university course  multiple Cattolica courses
• multiple host university courses  one Cattolica course



Adding matchings
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1. How to match one host university course to a course already in your 
study plan
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1. How to match one host university course to a course already in your 
study plan
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2. How to match a host university course to a course not yet in your 
study plan

20Summary



2.1. How to match a host university course to a course not yet in your 
study plan – course search
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Fill in the fields in the section «cerca e aggiungi insegnamento» 
to search the course offer and select the desired course. 

N.B. Students enrolled in Inter-faculty Programmes can search 
for courses by indicating the main faculty.



If the course you are looking for is not available in the 
«cerca e aggiungi insegnamento» section, 
select «insegnamento non trovato» and fill in the 
field «nome insegnamento» with the correct course 
title.

N.B. use this procedure to request the approval of a 
Cattolica course with a partial number of credits 
(this applies only to specific Faculties).

2.2. How to match a host university course to a course not yet in your 
study plan – course not found
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2.3. How to match a host university course to a course not yet in your 
study plan – original title of the course

If allowed by your Faculty guidelines, you can request the 
recognition of the host university course with its original title  
by clicking on «Insegnamento non trovato» and then on 
«Dicitura estera».

N.B.1 This applies only to specific Faculties and only for 
electives and/or additional credits (supernumerary). 

When in doubt, see your Faculty Guide or contact the Polo 
Studenti to check which courses can be added/replaced.

N.B.2 When a course is registered with its original title  
no Scientific-Disciplinary Sector (SDS) is assigned.
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https://studenticattolica.unicatt.it/durante-gli-studi-guide-di-facolta
https://studenticattolica.unicatt.it/strumenti-e-supporto-il-polo-studenti-nei-campus
https://studenticattolica.unicatt.it/strumenti-e-supporto-il-polo-studenti-nei-campus
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The field «Tipo Insegnamento» indicates the specific type of course: 
• insegnamento (regular, curricular course)
• attività formativa a scelta (electives)
• altra attività formativa (other activities)
When in doubt, check your Guida di Facoltà or contact Polo Studenti .

https://studenticattolica.unicatt.it/durante-gli-studi-guide-di-facolta
https://studenticattolica.unicatt.it/strumenti-e-supporto-il-polo-studenti-nei-campus


Replacing a course in your study plan is only possible for 
electives and additional courses.

When in doubt, see your Faculty Guide or contact the Polo 
Studenti to check which courses can be added/replaced.

After matching the host university course with a course that is 
not in your Cattolica study plan yet, you can specify which 
course has to be replaced. Click on «Questo esame sostituirà 
un esame già a piano studi».

2.4. How to match a host university course to a course not yet in your study 
plan – course replacement

25Summary

https://studenticattolica.unicatt.it/durante-gli-studi-guide-di-facolta
https://studenticattolica.unicatt.it/strumenti-e-supporto-il-polo-studenti-nei-campus
https://studenticattolica.unicatt.it/strumenti-e-supporto-il-polo-studenti-nei-campus


2.4. How to match a host university course to a course not yet in your 
study plan – course replacement

After selecting «Questo esame sostituirà un 
esame già a piano studi», choose the Cattolica 
course in your study plan that you would like to be 
replaced.

PLEASE NOTE: this operation will not modify your 
study plan directly. 
The replacement will be carried out by Polo Studenti 
at the end of the credit recognition process as long 
as:
• the replacement complies with the Faculty rules
• the matching has been approved 
• the exam at the host university was successful
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2.4. How to match a host university course to a course not yet in your 
study plan – course replacement
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You can click on     to check the course you ask to be replaced.



From the list «Corrispondenze», you can add the 
information on the course you want to be replaced at any 
time before proceeding to the final grade conversion 
request. It is not necessary to ask for a new approval of the 
Program Plan.

2.4. How to match a host university course to a course not yet in your 
study plan – course replacement
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3. How to match a host university course to multiple Cattolica courses

To match a host university course to multiple Cattolica courses, click on «Aggiungi un altro insegnamento» and 
repeat the previous steps. 
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3. How to match a host university course to multiple Cattolica courses
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4. How to match multiple host university courses to one Cattolica course
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4. How to match multiple host university courses to one Cattolica course
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Possible actions from the list «Corrispondenze» (Program Plan status Aperto)

By clicking on these symbols 
it is possible to specify which course has to 
be replaced in the study plan.
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MENÙ ≡ AZIONE

CAMBIA ATTIVITÀ ESTERA: change the host university course 
CAMBIA INSEGNAMENTO CATTOLICA: to change the Cattolica course 
MODIFICA INFO ATTIVITÀ ESTERA: to edit the information of the host university course 
ELIMINA CORRISPONDENZA:  to delete the matching



In this section, you can upload a maximum of 10 
attachments, such as:
• Approvals obtained by email (entire email 

exchange with the professor, saved in pdf)
• «Piano Studi Estero» (mandatory for students of 

the Faculty of Linguistic Sciences)
• Any supplementary exam results (only for some 

Faculties)

Attachments
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Once you have entered all the matches, click on the button «invia per valutazione».

Submission for evaluation
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Submission for evaluation
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Program Plan status in valutazione

When the Program Plan is being evaluated, it is not possible to make any changes: wait for the professor to 
complete the evaluation.
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Program Plan status Valutato

When the professor has evaluated the Program Plan, you receive an email notification. To check the evaluations received, go to 
«Corrispondenze». Possible evaluation outcomes:
• Approved 
• Declined 
• Pending 
By clicking on «Nota docente» you can read their comments (see next slide). By hovering on the symbol you will see the name of the 
evaluator.
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Changes – Evaluation outcome: pending

If additional information is required, the professor can 
leave the evaluation pending. Click on «nota docente» to 
read the comment and then on «Modifica info attività 
estera» to edit the information as requested.
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Changes – Evaluation outcome: declined
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If the professor declines a correspondence, you can 
propose it again by changing the host university course or 
the Cattolica course. 
Otherwise, you can remove the matching.



Azioni possibili dall’Elenco Corrispondenze (Program Plan in stato Valutato)

MENÙ ≡  AZIONE

CAMBIA ATTIVITÀ ESTERA: to change the host university course 
CAMBIA INSEGNAMENTO CATTOLICA: to change the Cattolica course
MODIFICA INFO ATTIVITÀ ESTERA: to edit the host university course information
RIMUOVI E ARCHIVIA CORRISPONDENZA: to remove the matching and move it 
to the «Archivio Corrispondenze.»
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Changes

Any change to the evaluated 
Program Plan will re-open it and a 
new evaluation will be required.
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Archivio Corrispondenze

The «Archivio Corrispondenze» shows all previously evaluated matches that you have removed.
You can request a new evaluation for these courses (see instruction from slide 16).
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Request for grades conversion

At the end of the mobility, the host university issues the Transcript of Records (ToR).
Check directly with the host university, for deadlines and procedures of the ToR release.

This document must be official, final and complete (no provisional certificates, screenshot or preview will be 
accepted).

To proceed with the request for grade conversion, Cattolica International will upload the document to the 
Program Plan.

When the document is uploaded, you will receive an email with the instruction to complete the procedure.
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How to add grades

After adding «esito» (grade) and «data» (date of the exam), you can request the grade conversion.
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How to add grades – exam passed

Enter the grades of the exam as reported in the 
Transcript of Records.
Enter the date of the exam «data 
conseguimento»: if not available in the ToR, use 
another date (e.g. start of exam session, date on 
which you took the exam, etc).
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How to add grades – exam failed/not taken

Flag «Attività non superata/non sostenuta» if:
• You are not satisfied with the grade (check 

the conversion table of your Faculty)
• You failed the exam
• You did not take the exam

In this case, you can take the Cattolica exam in 
the regular examination session.
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Request for grades conversion
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Program Plan status Validato

When you request grades conversion, the Program Plan status becomes validato. From this moment on, the Program Plan 
can no longer be modified. You will receive an email notification when the professor enters the converted grades that you 
can view in the list «Corrispondenze».
You don’t have to accept the converted grades nor enroll in the exam session to register them.
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Final steps and timing

After the grade conversion, the professor issues the Diario Program Plan, that is the final report including all the 
Program Plans that will be approved by the first available Faculty council meeting (CdF).
The Program Plan status in this phase will change to Attesa delibera.

The CdF gathers once a month (except in August).

After the CdF, the Polo Studenti will register your grades in your ICatt.
The Program Plan status becomes Chiuso.

N.B. The grade registration procedure starts from Cattolica International receiving the ToR and has a 
variable timing for each student (it may take up to a few months).
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Timeline and Program Plan status

Aperto In 
Valutazione Valutato Validato Attesa 

Delibera Chiuso

STUDENT STUDENT STUDENT

• PP creation
• PP filling out

• Submission for 
evaluation

• Acknowledgement 
of the evaluation 

received
• Possible changes 

and new 
submission for 

evaluation

• Grade conversion 
request

PROFESSOR PROFESSOR PROFESSOR

• Matchings 
evaluation • Grade conversion

• Creation of the 
Diario PP for the 

CdF

CATTOLICA INTERNATIONAL

• Transcript of Records upload
POLO STUDENTI

• Grades registration
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Cattolica International contacts

Milano Campus: riconoscimento.esamiesteri@unicatt.it 
Brescia Campus: ucsc.international-bs@unicatt.it 
Piacenza/Cremona Campus: programmi.internazionali-pc@unicatt.it 
Roma Campus: ucsc.international-rm@unicatt.it 
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