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The External Users Management Portal was created with the goal of simplifying, standardising, and ensuring full 
traceability of registration and management processes for non-institutional users of the University. It ensures data 
security, transparency, and regulatory compliance.

This manual provides a technical–operational reference to correctly use the portal, clearly describing the available 
functionalities, the expected roles, and the procedures to follow.

It is intended for authorised personnel 
within University structures and aims to 
support a uniform and informed use of the 
tool, contributing to the full adoption of the 
platform and to the overall efficiency of the 
external user management process.
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In the credential creation flow for external users, the 
reference structure is responsible for creating the 
invitation on the portal.

Authorised users enabled for this function are called 
SPONSORS. They manage the entire flow of creating the 
external user, who will be assigned an @ext.unipd.it 
account.

An external user may have multiple profiles and be 
associated with multiple structures. Depending on the 
assigned profile, the user will automatically receive and 
activate specific services, described below.

Sponsor | Invitation Creation
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When the sponsor creates the invitation, they must enter the personal email address of the 
user to be registered. Upon saving, the user receives an email with a link to begin the 
registration.

By selecting the link, the user may choose between SPID 
registration or manual registration.

Throughout the registration process, informational 
messages are sent to guide the user during the activation 
steps.
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Proceeding with the registration, the system sends a 
token to the email address indicated in the invitation. 
This token must be entered in the next screen.

After entering the token, the user may continue with 
personal data entry and complete the process.
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Once the procedure is completed, the 
system sends a confirmation email 
containing the assigned username.

Upon logging back into the portal, users can view the data entered 
during registration. For any changes, they must contact their sponsor. 
For manually registered users, the personal profile will show the status 
“TO BE IDENTIFIED”. In this case, the user must contact the structure that 
issued the invitation.

Manual Account Creation  | User
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By selecting the “User Profile” menu in the upper-right corner, 
users can view additional personal data provided during 
registration.

Selecting the user icon on the status bar grants 
access to various menus and the password 
change function.

Manual Account Creation  | User



Active Services for @ext.unipd.it AccountsASIT

A user registered with a tax code will automatically have access to:
- An email address identical to their username, formatted as @ext.unipd.it
- Wi-Fi access (Eduroam, limited to University of Padova facilities)
- SSO services (Zoom, E-learning, etc.)
- Active Directory access on University workstations (subject to structure authorisation)

University services are granted only to authorised profiles. Enabling the platform does NOT automatically grant access 
to all services.

Users registered manually must complete the identification process with their reference structure.
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Further information about the platform is available on the ASIT website at the following link:  
Piattaforma di gestione degli utenti esterni (dominio @ext.unipd.it) | Università di Padova

https://asit.unipd.it/servizi/sviluppo-software-servizi-digitali/piattaforme-digitali-ateneo/piattaforma-gestione-utenti

