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INTRODUCTION 

This guide provides an overview of the graduation application on Segreterie Online. 

Each step described below constitutes an integral part of the graduation application 
and must be completed by the deadlines set by each degree program. The deadlines 
for each graduation term are published on the University website: 
https://www.unimib.it/studiare/servizi-studenti-e-laureati/segreterie/laurearsi/scienze

The graduation application consists of three phases: 

STEP 1: ALLOCATION OF A THESIS 
(ASSEGNAZIONE TESI)

Student and faculty member meet to discuss a potential 
thesis project 

↓ 
The faculty member accepts to be the student’s supervisor 

and formally allocates a thesis to the student via 
Segreterie Online 

↓ 
The student confirms the allocation and enters some 
preliminary information about the thesis on Segreterie 

Online 

↓ 
The student writes the thesis 

↓ 
The supervisor approves the final thesis and its title 

on Segreterie Online 

↓
STEP 2: DEGREE CONFERRAL APPLICATION 

 (DOMANDA DI CONSEGUIMENTO TITOLO) 

↓
STEP 3: FINAL THESIS SUBMISSION 

(UPLOAD PDF TESI) 
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STEP 1: ALLOCATION OF A THESIS 
(ASSEGNAZIONE TESI) 

The online procedure for the allocation of a thesis involves both the student and the 
supervisor. 

The first step is to contact a faculty member with whom you would like to work on your 
THESIS (for master’s degree and single cycle master’s degree) or FINAL PAPER (for 
bachelor’s degree) to discuss a project to work on together.  

When an agreement about a thesis project is reached, the supervisor will then 
allocate the thesis/final project to the student through Segreterie Online. 

When the supervisor has completed the thesis allocation procedure, the student will 
then have to confirm the supervisor and enter some preliminary information about the 
thesis. 

To start, log into Segreterie Online with your @campus.unimib credentials and click on 
Conseguimento titolo from the Menu at the top right corner. 
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MEDICINE AND SURGERY 

Click on Conseguimento titolo 

A link to the AlmaLaurea portal will be displayed. 
NB. The AlmaLaurea questionnaire is mandatory. If you skip the questionnaire now, you 
will be required to complete it before filing your application for degree conferral 
(domanda di conseguimento titolo) 
To skip the questionnaire click on Procedi con il processo di tesi. 
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Click on Tesi di Laurea 

Deposito titolo tesi: Fill out all required fields marked by an asterisk (*): 
• Tipo tesi: type of thesis (experimental, theoretical etc.)
• Titolo tesi: provisional title of your thesis
• Traduzione in lingua inglese del titolo tesi: thesis title in English (if the original

title is in English repeat the same)
• Lingua tesi: language of your thesis
• Lingua di discussione della tesi: language in which you will present your

thesis on graduation day
• Attività didattica (subject/course associated with the thesis): this field is

optional at this stage; you may find it already filled in by the supervisor

At the end, click on Avanti 
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Elenco Relatori: Click on Aggiungi to add the Primo relatore (First supervisor) 
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MEDICINA E CHRURGIA (School of Medicine and Surgery)

Ricerca Relatore: The supervisor’s name will be displayed. Click on Avanti to 
proceed 

Scelta relatore: Click on the small circle next to the name to select it, then click on 
Avanti to confirm the supervisor 
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You will be redirected to the Elenco relatori (Supervisors list).  
Click on Aggiungi to add a Correlatore (co-supervisor) (only for students of 
master’s Degrees or single cycle master’s Degrees) 

Type the surname of your co-supervisor.  

Select the appropriate entry, then click on Avanti. 

NB. If the supervisor’s name cannot be found, please contact the Student Secretariat 
at segr.studenti.scienze@unimib.it  

You have now been associated with a Relatore and Correlatore (supervisor and co-
supervisor) .  
Click on Avanti to proceed. 

Skip the Gestione allegati tesi screen by clicking on Avanti 
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Conferma tesi: Verify the information displayed then click on Completa tesi to 
confirm the allocation of the thesis, supervisor, and co-supervisor. 

To go back and edit some pieces of information, click on Indietro 

___________________________________________________________________________________ 

CHANGING YOUR THESIS SUPERVISOR 

If necessary, you may change supervisor (e.g., You’ve decided to change the main 
topic of your thesis, which requires a different supervisor). 

To change supervisor, it is first necessary to cancel the previous allocation of supervisor 
and thesis: 

 Go to the Gestione Tesi window and click on Annulla.
 Subsequently, the supervisor will have to remove the student from the list of

graduands associated with them through Segreterie Online

You may start a new thesis allocation procedure with another supervisor only after 
having been successfully removed from the list of graduands associated with the 
former supervisor. 
___________________________________________________________________________________ 
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When the time allotted for drafting the thesis/final paper has elapsed or when the 
supervisor deems your thesis to be ready, they must go back to Segreterie Online to 
approve the thesis and its final title.  
If necessary and in agreement with you, the supervisor may modify the title of the 
thesis and/or the type of thesis (e.g., experimental, theoretical etc.) before approving 
it. 

Supervisors are advised to complete this step just a few days before the opening of 
applications for degree conferral (please refer to the deadlines for graduation) 

ATTENTION: After the final approval of your supervisor, the title of your thesis will be 
deemed FINAL and NO LONGER EDITABLE. 

You will be allowed to proceed to STEP 2 (degree conferral application) only after the 
supervisor has APPROVED the thesis with its final title. 
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STEP 2: DEGREE CONFERRAL APPLICATION 
(DOMANDA DI CONSEGUIMENTO TITOLO) 

You may apply for degree conferral only after completing the procedure for the 
allocation of a thesis (including the approval of the final thesis title by your supervisor) 

The Degree conferral application must be filed by the specific deadline set for each 
graduation term by your Degree program. 
Please refer to the deadlines for graduation  (Scadenze Conseguimento Titolo): 
https://www.unimib.it/studiare/servizi-studenti-e-laureati/segreterie/laurearsi/scienze 

__________________________________________________________________________________ 

ATTENTION: ALMALAUREA QUESTIONNAIRE 

Before applying for degree conferral, you must fill out the AlmaLaurea questionnaire, 
which can be accessed directly from the menu Conseguimento titolo. 
The questionnaire will take approximately 15 minutes. 
To access the survey, you must register on the AlmaLaurea website and create 
an AlmaGO profile. 
The data collected will be used exclusively for statistical purposes in compliance with 
privacy legislation (D.L. 196/2003). 
__________________________________________________________________________________ 
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To start your application log into Segreterie online then click on Conseguimento titolo 
from the Menu at the top right corner. 

Click on Procedi con il processo di conseguimento titolo. 

N.B. If you haven’t yet completed the AlmaLaurea questionnaire you must first click 
on Accesso AlmaLaurea and complete it. 
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Click on Conseguimento titolo 

Scelta sessione e appello: Select a graduation session, then click on Avanti 
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Informazioni aggiuntive domanda: Tick the appropriate boxes to: 

 Pledge to return any books or other materials belonging to the University
Library still in your possession before the day of graduation

 Declare that you have read the Regolamento per le sedute di Laurea
(Graduation sessions regulations)

 Declare your will to become an ordinary member (free membership) of the
BicoccAlumni association

 Declare to have been beneficiary of/eligible for a scholarship

Click on Avanti 
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Controlli propedeutici alla domanda di conseguimento titolo: The system will perform 
a set of automatic checks: 

1- regular enrollment in the final year of the degree program
2- student’s career in “active” status
3- completion of the Almalaurea questionnaire

If checkboxes 1 or 2 display a red semaphore, you will not be allowed to proceed.  
In this case, promptly reach out to the Student Secretariat  
segr.studenti.scienze@unimib.it  
If checkbox 3 displays a red semaphore, you must complete the AlmaLaurea 
questionnaire before being allowed to proceed.  

If all the checkboxes display green semaphores, click on Avanti 

Conferma scelta sessione e appello: Click on Avanti to confirm your graduation 
session 
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Elenco questionari: Click on Compila to access the “Valutazione del Corso di Studio 
(AVA S2)” questionnaire. The questionnaire is mandatory  

Click on Inserisci una nuova compilazione to start the questionnaire 

For each question, select one answer. Click on Avanti to go to the next question. 
Click on Indietro to go back to previous questions. 
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At the end, click on Conferma to confirm and submit your answers 

Click on Esci to exit the questionnaire and go back to you application 



UNIVERSITÀ DEGLI STUDI DI MILANO-BICOCCA 

19 

The questionnaire should display a green semaphore, click on Avanti 

Dichiarazione per tutti gli esami sostenuti: Tick the box ONLY if you have already 
passed ALL the exams included in your study plan, then click on Avanti. 
If you still have exams left, do NOT tick the box, click on Avanti to go to the next 
window. 

Esami da sostenere: In this section you must indicate your remaining exams. Type 
course title, professor, and date of each exam.  

NB. To know the date by which you must complete all the exams to be eligible to 
graduate, please refer to deadlines for graduation (scadenze conseguimento 
titolo) published on the University website: 
https://www.unimib.it/studiare/servizi-studenti-e-laureati/segreterie/laurearsi/
scienze
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Click on Avanti to confirm the list of remaining exams 

Verify the exams list then click on Avanti 

Deposito titolo tesi: Information previously entered regarding the thesis will be 
displayed. If necessary, fill in the optional fields not previously filled in. 

• Tipo Tesi: the type of thesis can no longer be modified
• Titolo tesi: the thesis title can no longer be modified
• Titolo tesi in lingua inglese: the thesis title in English can no longer be modified
• Abstract tesi: If not entered previously you can now add an abstract of your

thesis (OPTIONAL)
• Abstract tesi in lingua: thesis abstract in English (OPTIONAL)
• Lingua tesi: The language of the thesis can no longer be modified
• Tesi all’estero: tick the box if your research work for the thesis (thesis clerkship)

was carried out abroad
• Consultazione tesi: Select Consultabile to make your thesis publicly accessible.

Select Non consultabile/Embargo to restrict access to your thesis
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Elenco relatori: Click on Avanti 
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A recap of your application will be displayed: if everything seems correct click on 
Avanti.  
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Click on Completa domanda conseguimento titolo 

Riepilogo domanda conseguimento titolo: Click on Stampa Domanda to download 
a receipt of your application to keep as a proof of filing. 
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To finalize your application, go back to the main Menu, click on Segreteria, then on 
Pagamenti. 

Click on the invoice RIMBORSO SPESE PER DIPLOMA ORIGINALE 
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Proceed with the payment of the 32.00-euro fee corresponding to the stamp duty 
due for the final degree certificate (pergamenta di laurea) by clicking on Paga con 
PagoPA  
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___________________________________________________________________________________ 
STUDENTS UNABLE TO GRADUATE ON THE GRADUATION SESSION CHOSEN: 
WITHDRAWING YOUR REQUEST FOR DEGREE CONFERRAL  

Your request for degree conferral is valid only for the graduation term that you have 
selected and confirmed in your application. 
If you are unable to graduate on the expected graduation term, you must withdraw 
your application via Segreterie Online and promptly inform the Student Secretariat by 
email. 

You may withdraw your degree conferral application only and exclusively by the 
specific deadline set for the graduation term for which you applied.  
The deadlines are published on  
https://www.unimib.it/studiare/servizi-studenti-e-laureati/segreterie/laurearsi/scienze  
You may submit a new application for the next graduation term by following the same 
procedure described above; the payment previously made for the final degree 
certificate will remain valid.  

To withdraw your application, click on Conseguimento Titolo from the Menu on the 
right. 

Click on Annulla Domanda 

___________________________________________________________________________________ 
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STEP 3: FINAL THESIS SUBMISSION 
(UPLOAD PDF TESI) 

After filing your application for degree conferral (domanda di conseguimento titolo, 
you are required to upload your final thesis in PDF/A format on Segreterie Online. 
The electronic thesis will be made available to the supervisor and the graduation 
commission before the day of graduation.  

Theses must be uploaded by the deadlines set by your degree program and published 
on the University website (see Scadenze Conseguimento Titolo): 
https://www.unimib.it/studiare/servizi-studenti-e-laureati/segreterie/laurearsi/scienze 

To submit your final thesis, log into Segreterie Online and select Conseguimento Titolo 
from the Menu on the right. 

Click on Procedi con il processo di completamento tesi 
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NB. If the button Procedi con il processo di tesi is not clickable, it means that the fee 
due for the final degree certificate (pergamena di laurea) has not been paid.  
You will be able to proceed only after paying the fee (see pages 24-25) 

Click on Completamento tesi 

Information about your thesis will be displayed: 

 Titolo tesi: the thesis title can no longer be modified
 Abstract tesi: if not entered previously, you may now add an abstract of the thesis

in Italian and English (optional)
 Attività Didattica: enter the subject of your thesis.

Select the appropriate Attività Didattica from the list provided. The list comprises all
the courses included in your degree course curriculum. If the field has already been
filled by the supervisor (during the allocation of the thesis) it cannot be modified at
this stage.

 Parole chiave: Enter 5 keywords in Italian and 5 keywords in English, to facilitate the
future searches of your thesis. If your thesis is in English, you may enter keywords in
both languages or only in English, as you prefer.

After filling out all required fields, click on Avanti 
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Confirm all the information about your thesis by clicking on Avanti 

Click on Aggiungi nuovo allegato to attach the .pdf of your thesis 
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Dichiarazione allegato definitivo tesi: Proceed as described: 

 Titolo: Name the PDF. The file name must not coincide with the title of the
thesis.
Examples of valid file names: “Degree thesis – John Smith” or “Degree thesis –
matr.99999” or “Degree thesis – John Smith – matr.99999”

 Allegato: Click on Seleziona file to select a file.
If a PDF file is not attached, an error message will be displayed, and you will not be
allowed to continue.

 Conferma tesi definitiva: Tick the box to confirm that the attached file contains the
final version of your thesis. If you tick the box, after the upload procedure is
completed, you will not be allowed to attach a different file. If you are uploading a
non-final version of your thesis, do not tick the box now but remember to come back
to attach the final version before the deadline for submitting the thesis expires.

Click on Avanti 
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Check the file that you have just attached then click on Avanti 

Check the recap information displayed then click on Completa tesi to complete the 
procedure. 

This concludes the online application for graduation (domanda di laurea) on 
Segreterie Online. 

___________________________________________________________________________________ 




