
STeP Portal Guide for 
Foreign Companies

• Registration Process
• Internship approval and activation
• Internship evaluation



REGISTRATION PROCESS 

The first step to register 
your company is to connect 
to https://step.unicatt.it/
and click on the highlighted 
section ‘COMPANY 
REGISTRATION’.

http://step.unicatt.it/


REGISTRATION PROCESS – Create an Account

At this point, select the section ‘FOREIGN COMPANY REGISTRATION’ 
and click on ‘Continue’.



REGISTRATION PROCESS – Create an Account

Fill the blanks with all the necessary information and click ‘Continue’.

The whole registration process consists of 5 steps:



REGISTRATION PROCESS – Create an Account

If you have any trouble, please contact wea@unicatt.it

Fill the blanks with all the necessary information about your company and click 
‘Continue’.



REGISTRATION PROCESS – Create an Account

Please enter here: 
- a valid username: it must consist of a single word without spaces or special 

characters.
- a valid password: it must consist of 8 to 20 letters or numbers. Avoid using 

spaces or special characters, such as semicolons.

Please note that the 
company 
representative is the 
contact to whom all 
communications are 
sent. Therefore, we 
kindly ask you to provide 
a valid and active email 
address.



REGISTRATION PROCESS – Create an Account

Once you reach the final step, please check if everything is correct. 

If so, flag consent on the processing of personal data and then click on ‘SUBMIT’.



REGISTRATION PROCESS – Registration Request Approved

After the registration is completed, wait for 
Cattolica International’s approval.

Once Cattolica International approves your 
registration, you will receive an automatic 
email with your credentials to access the 
portal.

The registration process is now concluded!

You can now Approve the internship of a selected intern

 NOTE: Please do not forget the 
password  and the username you have 
inserted, otherwise you will not be able 
to login.



INTERNSHIP APPROVAL

Once the activation is completed by the 
student, go back to STeP portal 
(https://step.unicatt.it/),  insert your 
credentials and login to access your 
company homepage.

In the section ‘Internships’ you can 
see the internship project of the 
student. 

You must approve it by directly 
clicking on the internship tag.

The selected student must activate the internship on the STeP portal (by following a 
specific guide).

The activation procedure can start only after the student, the company tutor and 
eventually the academic tutor have defined the internship contents and 
arrangements.

http://step.unicatt.it/


INTERNSHIP APPROVAL

At this point, you have to check the data 
inserted by the student. 
If everything is correct, please click on 
‘Continue’.



INTERNSHIP APPROVAL

Confirm the privacy policy 
and click on ‘Confirm 
Trilateral Agreement’.



TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATION

When all the parties involved have approved the internship on the portal, you and the 
student will receive an email with the ‘Trilateral Agreement’ attached, like the following one:

The document should be signed by both the company and the student and then sent back to 
wea@unicatt.it.

Cattolica International will proceed with the activation of the internship on the STeP portal.

mailto:wea@unicatt.it


TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATION

Once the internship has been activated by Cattolica International, you will receive 
an email like the one shown below, and the internship activation process will be 
complete!

TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATION



TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATION

After the end of the internship, you will receive the following automatic e-mail requesting to 
complete the evaluation questionnaire: 

Please note that the Internship Evaluation 
questionnaire must be submitted within 30 

days of the internship’s end date.

INTERNSHIP EVALUATION



TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATIONINTERNSHIP EVALUATION

To complete it, go back to STeP portal (https://step.unicatt.it/),  insert your 
credentials and login to access your company homepage.

Once here, click on the ‘INTERNSHIPS’ tag, as shown below:

http://step.unicatt.it/


TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATIONINTERNSHIP EVALUATION

Once you’re on the page, at the top, you’ll see a section that allows you to 
filter the internships using various parameters.
In order for you to be able to fill out the Internship Evaluation Form the 
status of the internship needs to be: ‘Internship Finished’ / ‘Concluso’.

Here is how the internship tag will appear - please click on ‘EVALUATE PROJECT’:



TRILATERAL AGREEMENT AND INTERNSHIP ACTIVATIONINTERNSHIP EVALUATION

Fill in the required 
information and then click 
on ‘SAVE’.
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