
PAYMENT and INVOICE: 

 

Once registered you’ll be redirected to this site:  

 

Click on the yellow framed logos in order to reach the page where you can insert all 
necessary information for issuing your invoice and proceed with the payment.  

 

Please select whether your invoice should be issued on your name as a private person or 
to a company, institution, or organization. 

 
  



Next you’ll be asked if you (or the company) is resident in Italy or abroad. 

  
  



If you have chosen “private person” you’ll be redirected to the next page where you’ll be 
asked to insert your personal data (address etc.) needed for issuing your invoice. Choose 
this option if you are the person paying the fee and receiving the invoice. 

If you select company, institution, or organization and resident in Italy, you’ll be 
asked if the invoice will go to a public institution (like a government body, public 
university, school etc.).  

 
According to Italian tax law, if your fee will be paid by an Italian Public Institution, the 
invoice needs to be sent directly to the institution paying the fee. In order for us to do so, 
you’ll be asked to provide some more information, namely the Codice Univoco Ufficio (CUU) 
and the date and number of your order (buono d’ordine). In case you’re not sure, please 
refer to your administration; they’ll provide you with the needed codes. Once you’ve inserted 
all the data, you’re done and no further payment steps will be necessary on your behalf. 

 

 

 

 



If you have chosen “private person” or “company, institution or organization” resident in 
Italy (but NOT a public institution), you’ll be redirected to this page, which will be shown for 
about 5 seconds. Please be patient and wait until you will directed to the next page. 

 

 
 

 

 

  



Once the above page has disappeared, you’ll reach the payment gate: 

 

 
 

Please enter your e-mail address and click on continue. 

  

Switch to 
English here. 

Click here to log 
into the 

payment gate. 

Click on 
continue. 

If you have SPID 
click here to log 

into the 
  



Accept the Privacy Policy and click on continue in order to proceed. 

 
 

 

 

 

Accept the 
Privacy Policy by 

clicking on 
continue. 



Next, please choose your payment method: 

 
 

If you have chosen to pay by credit card, you’ll be asked for your credit card details: 

 
Insert the necessary data and click on continue in order to finish the payment process, 
receive a payment and a registration confirmation.  

 

 

If you pay by credit card, 
choose this one. 

Choose other payment 
methods here (i. e. PayPal). 

ONLY for Italian customers:  
if you pay by bank account (online banking). 



Should your payment attempt fail, seems that the payment platform is not corresponding 
well with your bank (PSP). It might be an idea to: 

- try again, if necessary at a different time; 
- using different browsers or other types of payment as paypal or other bank 

institutes/ platforms. 
- contact your bank to check if your card is subject of any restrictions 
- Depending on the country you’re living in, some credit card companies face 

restrictions which you can work around by changing the payment provider (without 
changing credit card):  

 
Please note, that some payment providers charge more (or less) than others and therefore 
the fee for the transaction may vary between 0,00 and 2,00 €. 

In case your payment attempts still fail, please contact us for support. 


