
STeP Portal Guide for 
Foreign Companies

• Registration Process
• Creation of a Job Offer
• Internship approval and activation



FOREIGN COMPANY 
REGISTRATION PROCEDURE

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

____

http://step.unicatt.it/


FOREIGN COMPANY 
REGISTRATION PROCEDURE 

Create an account 

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



FOREIGN COMPANY 
REGISTRATION PROCEDURE 

Create an account 

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

At that point, flag consent on the 
processing of personal data, then click 
on ‘SUBMIT’.

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



FOREIGN COMPANY 
REGISTRATION PROCEDURE 

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:
- Publish a job offer
- Approve and activate the internship of a selected intern

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



CREATION OF A JOB OFFER

To create a JOB OFFER, you 
can: 
• go back to STeP portal 

(http://step.unicatt.it/)
• insert your credentials 

and click on ‘Login’ to 
access your
company homepage. 

http://step.unicatt.it/


CREATION OF A JOB OFFER

To create a new job offer 
click on ‘NEW AD’.



CREATION OF A JOB OFFER

• Job Abroad: select this option if it is a paid job offer
• Internship Abroad: select this option if it is a non-paid 

internship
• Volunteering Abroad: select this option if it is a 

volunteering offer 

Complete with the necessary information according to your offer
Click on ‘Confirm and continue’



CREATION OF A JOB OFFER

Fill in all the required fields
(either in English or in Italian)

Click on ‘Continue’



CREATION OF A JOB OFFER

In this passage, if needed, you can upload documents with extra information 
regarding the job offer.



CREATION OF A JOB OFFER

In this last passage, you can check all the data inserted and Publish the offer



CREATION OF A JOB OFFER

Once the job offer is approved by Cattolica International, it will be posted on our 
STeP Portal. 

At this point, Cattolica students and graduates can view the job offer and can apply.



STUDENT APPLICATION 
PROCESS

When a student applies for a Job Offer on STeP, you will receive this automatic 
email containing the CV and the cover letter of the candidate.

It is up to you to choose the most suitable candidates and to contact them. 



INTERNSHIP APPROVAL

Go back to STeP portal 
(http://step.unicatt.it/),  insert your 
credentials and login to access your 
company homepage.

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

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

After the selection, the candidate must activate the internship on STeP (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.



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, the 

student will receive an email with the ‘Trilateral Agreement’.

The student will send it to the company that needs to sign it before the departure. 

Once both the student and the company have signed it and send it back to 

wea@unicatt.it, Cattolica International will proceed with the activation of the 

internship on the STeP portal.


	Diapositiva 1
	Diapositiva 2:  FOREIGN COMPANY REGISTRATION PROCEDURE 
	Diapositiva 3:  FOREIGN COMPANY REGISTRATION PROCEDURE Create an account  
	Diapositiva 4:  FOREIGN COMPANY REGISTRATION PROCEDURE Create an account  
	Diapositiva 5:  FOREIGN COMPANY REGISTRATION PROCEDURE Registration request approved 
	Diapositiva 6:  CREATION OF A JOB OFFER 
	Diapositiva 7:  CREATION OF A JOB OFFER 
	Diapositiva 8:  CREATION OF A JOB OFFER 
	Diapositiva 9:  CREATION OF A JOB OFFER 
	Diapositiva 10:  CREATION OF A JOB OFFER 
	Diapositiva 11:  CREATION OF A JOB OFFER 
	Diapositiva 12:  CREATION OF A JOB OFFER 
	Diapositiva 13:  STUDENT APPLICATION PROCESS 
	Diapositiva 14: INTERNSHIP APPROVAL
	Diapositiva 15: INTERNSHIP APPROVAL
	Diapositiva 16: INTERNSHIP APPROVAL
	Diapositiva 17: TRILATERAL AGREEMENT   and INTERNSHIP ACTIVATION

