
X-UP GUIDELINES IN ENGLISH 

Click here to login: Log in - X-UP (xup-seai.cloud) 

To login choose the option on top right of the page: LOGIN ISTITUZIONALE 

Use your UNIROMA1.IT account information. If you are accessing for the first time, an authorization request will be sent and you will 

need to wait for authorization before you can open your personal page. 

https://xup-seai.cloud/Identity/Account/Login?ReturnUrl=%2FMTService


 

Once you have access to your personal page, you will see your calendar with your MISSIONI (academic trips) marked in a different 

colour.  

To open a new AUTHORIZATION REQUEST click on SERVIZIO MISSIONI > LE MIE RICHIESTE 

 

 



Click on RICHIESTE DI AUTORIZZAZIONE IN CORSO (click on the + on the right) > then click on INSERISCI (add new request)  

 

 

 

 

 

 

 

 

 

 

 

  



Now you will need to fill in some details about the activity/trip you are asking the authorization for:  

1. GENERALE: general information, in most cases you will keep the preselected option “AUTORIZZAZIONE”.  

 

 

 

 

Authorization

Refund (without authorization)



2. VIAGGIO: information about the journey 

Here you are required to fill in details about the journey: dates (time: refer to the details of the journey on your tickets; keep in 

mind that the authorization can take some time, it is highly recommended to submit your request at least two weeks in advance); 

city (località); country (nazione); details about the event and scope of the journey (motivazione). You will be asked to tell if the 

place is 1) farther then 10 km from your place of study (Rome); 2) within 10 km; 3) scientific event online or in Rome. 

 

 

  

From (date + time)

To (date + time)

Place, City Country

Reason for travelling

Farther than 10 km from place of study/work (Rome)

Within 10 km

In Rome or online

If the event is held within 10 km from your study/work place, and/or the 
event lasts less than 4 hours, you can only ask for refund of travel 
expenses.

If the event is in Rome or online, you can only ask for 
refund of participation fees 



3. TRASPORTO: means of transport (specify which means of transport you are going to use. It is possible to select more than one 

option) 
 

 

 

 

  

Train

Plane

Boat or similar

Bus (urban lines and long distance)

University transport

Taxi

Common means of transport Special means of transport 

Private car

Car rental

Taxi



4. FONDI: fundings (here you are required to select the name of the person responsible for the fundings from which you will 

receive your refund) 
 

 

 

*It is possible to ask for a partial refund up front: this payment will cover up to 75% of the supposed total; this payment can be 

requested between 30 and 15 days prior to the academic trip (for further details, please refer to the REGOLAMENTO that you can find 

on your personal profile below the section “Le mie richieste” – the Regolamento is in Italian).  

Travel

Accomodation

Participation fees



4.1 Select the person responsible for the fundings;  

4.2 write from which fundings you will receive the refund (Fondi del Dottorato in Studi Germanici e Slavi);  

4.3 write the supposed amount of the refund.  

 

 

 

  



5. CHECK EVERYTHING ONCE AGAIN  

IF EVERYTHING IS CORRECT AND YOU WANT TO SEND THE RQUEST, SELECT “Sì” AND THEN “INVIA RICHIESTA DI AUTORIZZAZIONE” (bottom left) 

IF YOU WANT TO SAVE AND LATER MODIFY AND SEND THE REQUEST, KEEP THE PRESELECTED “NO” AND CLICK ON “SALVARE” (bottom right) 

 

  

Select Sì here if you are ready to send the request! Than proceed with the green button on the left

You can leave "no" and proceed to save a draft of the request here

Check the 
section about 
REFUND 
REQUEST to 
read about 
ATTACHMENTS!



If you have saved your request, you can modify it by clicking on it twice. 

You can follow the progress of your request’s status on the right  

 

 

  

Bozza: draft (this request has not been sent for approval!)

Request status



 

REFUND REQUEST 

Click on RICHIESTE DI RIMBORSO IN CORSO (+ on the right side)  

 

  



Select the academic trip that you want to ask the refund for (double click to open it). 

 

Once you have opened it, you can move to the section FATTURE (INVOICES)  

 

  

double click on the request to open it



Click on INERISCI to add an INVOICE  

 

  



 

 

 

 

 

 

 

  

INVOICE DETAILS

DATE 

CATEGORY (for a list of categories see below)

Select 1 if the amount stated on the invoice has to be payed entirely; select another number if you only need 
partial refund (example: shared accomodation...) - the amount can be also split in unequal parts

Upload a copy of the invoice. Original copies of invoices (that you did not receive "online" and 
without your name - example: paper bus tickets) have to be given in original or sent per post:

ADDRESS:
Dipartimento SEAI (Studi Europei, Americani e Interculturali)
referente dottorati - stanza n.302
Plesso "Marco Polo"
Circonvallazione Tiburtina 4
00185 Roma
Università Sapienza di Roma

CURRENCY 

AMOUNT 



 

YOU CAN SELECT ONE OF THE FOLLOWING CATEGORIES FOR YOUR EXPENSES 

  

 

 

 

Hotel room

Apartment

ACCOMODATION

INSURANCE

EVENT

TRANSPORTATION

PHONE AND INTERNET

Residence

Compulsory insurance 

Not compulsory insurance

Registration fees for conference 

           Other participation expenses

Internet connection

Phone billings

Plane tickets (BOARDING PASS NECESSARY)

Bus

Fuel for car

Boat

Metro and urban transportation

Car rental invoice

Taxi

Train tickets

Refund based on fuel/km



 

 

 

  

TRAVEL EXPENSES

MEALS

OTHER

Luggage 

Couchette

Air travel taxes

Parking

 Motorway toll

Travel extras

Tourist tax 

Visa expenses

Other travel related expenses

Daily meal

Single meal

Other 



In the section “Generale” you will need to fill in the field “Ripresa servizio” stating the date on which you resumed your 

regular activities (usually the first working day after the end of your trip) 

 

Highlight



Bank account information (if your account details are not in Sapienza’s registers – for instance if you do not hold a PhD scholarship 

from Sapienza, you will need to have them registered. For this it is recommended to check your specific status/situation) 

 

  



ATTACHMENTS: 

This section can be completed in the phase of authorization as well (check for the categories of attachments that may be 

necessary/useful for authorization); for the refund IT IS NECESSARY to upload a CERTIFICATE OF ATTENDANCE. 

As an example: Another frequent attachment concerns the motivation for the choice of booking a different accommodation than a 

hotel room (this is to be redacted as a self-certification stating the reasons for the choice) 

 

 



Here you can find a list of the possible attachments: 

 

Certificate of attendance 

Self-certification for meals 

Authorization for the academic trip released by your institution

Authorization by PhD coordinator

Nomination of commission

Theft/Loss report of invoices 

Statement of conclusion of academic trip



 

 

 

Self-certification of cheaper alternatives for purchasing tickets other expenses

Certificate from a professor confirming participation in a research project

Statement about prolonged stay in the place of the event (beyond 
the event dates)

Double room for one guest

Statement about the impossibility to provide 
separate invoices for participation fees and other 
expenses

Reason for participation 

Reason for urgency of the academic trip

Statement about online payment of accomodation by card, without receipt 
or invoice 

Statement about meals had while moving from one location of the event to the other

Statement about using a different means of transport - not common, if 
travel conditions have changed. 

Statement about the better conditions for choosing an apartment instead of a hotel room

Documentation for supporting request of partial refund up front. 

Invitation letter 

Flyer of the conference 

Request for insurance for private car

Statement about necessity of using special means of transport



CHECK EVERYTHING ONCE AGAIN  

IF EVERYTHING IS CORRECT AND YOU WANT TO SEND THE RQUEST, SELECT “Sì” AND THEN “INVIA RICHIESTA DI RIMBORSO” (bottom left) 

IF YOU WANT TO SAVE AND LATER MODIFY AND SEND THE REQUEST, KEEP THE PRESELECTED “NO” AND CLICK ON “SALVARE” (bottom right) 

 

 

 

Select Sì here if you are ready to send the request! Than proceed with the green button on the left

You can leave "
no" and proceed 
to save a draft 
of the request 
here

It is possible to send a refund request within 6 months from the date of the academic trip. 




