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Homepage
The Reserved Area (1) can be accessed 
from the Portal’s homepage. Unregistered 
users will first have to register by filling 
out the Registration Form (2).

Access to the Reserved 
Area

Access to the Reserved 
Area

1
Access to the Registration 

Form
Access to the Registration 

Form

2
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The Registration Form has to be filled out to access the 
Reserved Area and to complete the accreditation process 

with the Ministry of Foreign Affairs and International 
Cooperation

Registration Form



4

Registration Form - non-freelance journalists

Enter personal dataEnter personal data

1

Enter account information 
(email and password)

Enter account information 
(email and password)

2

Enter addressesEnter addresses

3

Enter type of accreditationEnter type of accreditation

4

Select media organizationSelect media organization

5

Select areas of interestSelect areas of interest

6

Select one or more 
areas of interest to get 
notifications on related 
events by email. 

Select one or more 
areas of interest to get 
notifications on related 
events by email. 

Agreement to the data 
processing policy

Agreement to the data 
processing policy

7

Confirm registrationConfirm registration

9
CaptchaCaptcha

8

The access credentials are needed 
to access the reserved area. They 

should be kept in a safe place.  

The access credentials are needed 
to access the reserved area. They 

should be kept in a safe place.  

Non-freelance journalists should 
choose the type of accreditation from 
the drop-down menu (4) and indicate 
their media organization (5) in the 
Accreditation section of the Registration 
Form. 

If the media organization is not 
on the list, click on “Ask to add 
media organization” under the 
“Media organization name” drop-
down menu. The system will send 
an email message in which the 
journalist can ask to add his/her 
media organization. He/she 
should indicate the name of the 
media organzation and country 
where it is based. 
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Registration Form - freelance journalists

Enter personal dataEnter personal data

1

Enter account information 
(email and password)

Enter account information 
(email and password)

2

Enter addressesEnter addresses
3

Enter number of press cardEnter number of press card
4

Select areas of interestSelect areas of interest

5

Select one or more 
areas of interest to get 
notifications on related 
events by email. 

Select one or more 
areas of interest to get 
notifications on related 
events by email. 

Agreement to the data 
processing policy

Agreement to the data 
processing policy

6

Confirm registrationConfirm registration

8
CaptchaCaptcha

7

This information will identify 
the user on the portal, 

allowing him/her to access 
the reserved area. The email 

sent should be kept 
carefully.

This information will identify 
the user on the portal, 

allowing him/her to access 
the reserved area. The email 

sent should be kept 
carefully.

Once freelance journalists have chosen 
“Freelance” as their accreditation type, 
they can enter the number of their press 
card (4) in the Accreditation section of the 
Registration Form. The type of media 
organization does not have to be entered 
for this type of accreditation.
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Once the Registration Form has been filled out, the user 
will receive a registration confirmation e-mail at his/her 

email address. 

The e-mail will show a link to access his/her Reserved 
Area, by entering the access credentials (see point 2 

pages 4 and 5).

Registration Form
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On first time access to the Reserved Area,  the user will be 
asked to complete the accreditation procedure by 

uploading a number of documents. 

Reserved Area - first access
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The message shown in figure (1) will appear in 
the Home section of the Reserved Area upon 
the user’s first access. 

Go to “My documents” (2) and upload the 
documents required for accreditation with the 
Ministry of Foreign Affairs and International 
Cooperation.

Reserved Area - first access

1

2



9

The documents required for accreditation with 
the Ministry of Foreign Affairs and 
International Cooperation can be uploaded in 
the My documents section of the user’s 
Reserved Area. Non-freelance journalists
must provide a passport photo and their ID 
card along with a copy of a letter from the 
editor. 
Foreigners will also be asked to provide a 
copy of the note verbale released by the 
embassy of the country where the media 
organization is based.

Upload ID photoUpload ID photo

1

N.B. the ID photo file must 
be in .jpg format and less 

than 2MB

N.B. the ID photo file must 
be in .jpg format and less 

than 2MB

Upload proof of identityUpload proof of identity

2

Enter expiry dateEnter expiry date

3

Select the date using the 
calendar

Select the date using the 
calendar

Upload letter from the editorUpload letter from the editor

Enter issue dateEnter issue date

5

4

Upload Note VerbaleUpload Note Verbale

Enter issue dateEnter issue date

7

6

Press enterPress enter

8

The document has not been uploaded 
and has not been sent to the Ministry of 
Foreign Affairs and International 
Cooperation Press Office. Click on 
CHANGE FILE to upload the file.

The document has been uploaded but it 
has not yet been sent to the Ministry of 
Foreign Affairs and International 
Cooperation Press Office. Upload all the 
documents required and press SEND to 
send them to the Ministry of Foreign 
Affairs and International Cooperation 
Press Office

The document has been sent to the 
Ministry of Foreign Affairs and 
International Cooperation Press Office. 
Click on CHANGE FILE to change the 
file.

Uploading Documents - Non-freelance journalists

SYMBOL KEYSYMBOL KEY
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Uploading Documents - Freelance journalists

1

N.B. the ID photo file must 
be in .jpg format and less 

than 2MB

N.B. the ID photo file must 
be in .jpg format and less 

than 2MB

Select the date using the 
calendar

Select the date using the 
calendar

The documents required for accreditation with 
the Ministry of Foreign Affairs and International 
Cooperation can be uploaded in the My 
documents section of the user’s Reserved 
Area. Freelance journalists must provide a 
passport photo and an ID card along with a 
copy of their press cards

N.B. foreign freelance journalists cannot be 
accredited on this portal. Foreign freelance 
journalists may be accredited as non-
freelance journalists only if they provide a 
letter from a media organization with which 
they work and a copy of the note verbale
released by the embassy of the country where 
the organization is based.

Upload ID photoUpload ID photo

Upload proof of identityUpload proof of identity

Enter expiry dateEnter expiry date

Upload press cardUpload press card

Entering issue date (not 
obligatory)

Entering issue date (not 
obligatory)

5

2

3

4

The document has not been uploaded 
and has not been sent to the Ministry of 
Foreign Affairs and International 
Cooperation Press Office. Click on 
CHANGE FILE to upload the file.

The document has been uploaded but it 
has not yet been sent to the Ministry of 
Foreign Affairs and International 
Cooperation Press Office. Upload all the 
documents required and press SEND to 
send them to the Ministry of Foreign 
Affairs and International Cooperation 
Press Office

The document has been sent to the 
Ministry of Foreign Affairs and 
International Cooperation Press Office. 
Click on CHANGE FILE to change the 
file.

SYMBOL KEYSYMBOL KEY

Press enterPress enter

8
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CONFIRM ACCREDITATION
Once all the documents have been uploaded and sent, they will be 
examined by the Ministry of Foreign Affairs and International 
Cooperation Press Service, which may confirm or reject the 
accreditation. The journalist will be informed of the result by e-mail. 

Reserved Area – Confirmation of accreditation 

N.B. Only after receiving confirmation of his/her accreditation, the journalist may:
 register for press events/conferences organised by the Ministry of Foreign Affairs and 

International Cooperation; 
 (for foreign correspondents) ask the Press Service for a letter of accreditation at the 

Ministry of Foreign Affairs and International Cooperation*

N.B. Only after receiving confirmation of his/her accreditation, the journalist may:
 register for press events/conferences organised by the Ministry of Foreign Affairs and 

International Cooperation; 
 (for foreign correspondents) ask the Press Service for a letter of accreditation at the 

Ministry of Foreign Affairs and International Cooperation*

* See the section “Press Room/Journalist Area” for further information on the website esteri.it
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Reserved Area - “Home” section
Once the accreditation procedure has been completed in the Home section of the Reserved Area, the list of events will appear, and the journalist can 
register for them by clicking “Join” (1). An information box (3) is available for each event, with details and useful information. A “historical events” 
(4) section can also be accessed, containing the list of past events to which the journalist was accredited.

Click on JOIN to ask to 
register for the event

Click on JOIN to ask to 
register for the event

1

Click CANCEL to ask for 
cancel the registration
Click CANCEL to ask for 
cancel the registration

2

Click on the text of the event to access the 
page with details of the event

Click on the text of the event to access the 
page with details of the event

3

4
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Reserved area - “My profile” section

Change personal dataChange personal data

1

Change addressesChange addresses

3

Enter type of accreditationEnter type of accreditation

4

Select media organizationSelect media organization

5

ConfirmConfirm
7

Select the category/area of 
interest

Select the category/area of 
interest

6

Personal information can be changed by 
clicking on “My profile”.

Just as they did when registering, non-
freelance journalists can change the name 
of their media organization by selecting it 
from the drop-down menu. Freelance 
journalists can change the number of their 
press cards (without having to specify any 
media organization).
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Communications 
The Home section of the Reserved Area contains a “Notifications and Warnings” section, where notifications and alerts may appear. Journalists will 
also be notified of any urgent communications by e-mail. 

The system will give notice if any documents have 
expired. The “My profile” section can be accessed by 
clicking on the relative notification, to make any 
necessary updates.

The system will give notice if any documents have 
expired. The “My profile” section can be accessed by 
clicking on the relative notification, to make any 
necessary updates.

If the documentation previously provided has to be 
corrected or added to, a request will be sent. The request 
can be viewed in detail by clicking on the notification and 
the “My profile” section can then be accessed to make any 
necessary updates.

If the documentation previously provided has to be 
corrected or added to, a request will be sent. The request 
can be viewed in detail by clicking on the notification and 
the “My profile” section can then be accessed to make any 
necessary updates.


