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Guide for employers



Register your organisation in 4 steps

2. Fill in  
the registration form

1. Access the web portal  
https://eusolidaritycorps.anpal.gov.it 
and click on “Sign In”

4. After receiving your 
credentials via e-mail 
you can have access to 
your dashboard

3. Click on “Create 
new account”



Here you can:

Welcome to your private area!

a) Offer a job/traineeship 
opportunity by filling 
in the 2E form

b) Invite a candidate for a job 
interview by filling in the 4E 
form

c) Request the financial 
support for the integration 
programme by filling in the 5E 
form

d) Get the financial support for 
the integration programme by 
filling in the 6E form

go
go

go
go



European Solidarity Corps
Occupational Strand

How to offer a job 
or paid traineeship



2. open the form by clicking on  
“New vacancy” and fill it in

1. Access the “Vacancy area” by clicking 
on the 2E Vacancy form

Offering a job or paid traineeship



3. Save and confirm the document (or 
keep it in draft version). 

Please note: click on “save and confirm” 
only when you think the form is complete 
and ready to be sent to your Adviser and 
project staff

4. Confirm the submission to 
the Portal

Offering a job or paid traineeship



5. Download the form by clicking on Print

6. Upload the previously downloaded file 
onto the Portal. 

Please note: this step is necessary even if the 
Vacancy form does not have to be signed

7. Click on  
“Save and send for approval”

Please Note: In the Vacancy area you can find the repository 
of your previous job offers and you can check the status of 
those still open

Offering a job or paid traineeship
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How to request 
a job interview 
with a candidate



1. From your private area click on  
“Job interview intent”

How to request a job interview with a candidate



How to request a job interview with a candidate

2. open the 4E form by clicking on 
“New job interview intent” and fill it in



How to request a job interview with a candidate

4. Confirm 
your request and 
submit it

3. Fill in the 4E form and save 
your request



How to request a job interview with a candidate

5. Download the form by clicking on 
“Print”. Sign the printed copy and scan it

6. To upload the scanned form click on 
“Upload”

7. Save the uploaded form. 
Please note: click on “save and 
confirm” only when you think 
the form is complete and ready 
to be sent to your Adviser and 
project staff
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How to apply for 
the financial support 
for the integration 
programme



1. Log in to your private area and 
click on “Integration programme”

How to apply for the financial support for the integration programme



2. Open the 5E form by 
clicking on “New financial 
support”

3. Fill in the form and 
save your request

4. Confirm the submission to the 
Portal. 
Please note: click on “save and 
confirm” only when you think the form 
is complete and ready to be sent to 
your Adviser and project staff

How to apply for the financial support for the integration programme



5. Download the form by clicking on 
“Print”. Sign the printed copy and scan it

6. To upload the scanned form click on 
“Upload”.

7. Save the uploaded form

Please note: click on “save and confirm” 
only when you think the form is 
complete and ready to be sent to your 
Adviser and project staff

Please note: by accessing your 
personal page and clicking 
on Financial support for the 
integration program, you can also 
consult the repository of your 
previous requests and check the 
status of those still open

How to apply for the financial support for the integration programme
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How to get the allowance 
of the integration programme



How to get the allowance of the integration programme

1. Log in to your private area and 
click on the 6E form “Payment 
Request”



2.  Open the 6E form by 
clicking on “New payment 
request”

3. Fill in the form and save 
your request 4. Confirm the submission to the Portal.

Please note: click on “save and confirm” 
only when you think the form is complete 
and ready to be sent to your Adviser and 
project staff

How to get the allowance of the integration programme



5. Download the form clicking on 
“Print”. Sign the printed copy and 
scan it

6. To upload the scanned form click on 
“Upload”

8. You will be notified via email about the results of the control 
carried out by the Adviser and the project staff on your request. If 
all the documentation is complete and your request is admissible, the 
allowance will be transferred on the bank account you have indicated; 
otherwise you will be invited via email to submit your request once 
again. For more information please contact your Adviser, who will 
support you throughout all the project stages

7. Save the uploaded form by 
clicking on save and confirm

How to get the allowance of the integration programme



Frequently Asked Questions (FAQ)

How does the request for support for a job interview work?  The measure addresses young workers 
or trainees in the project. This benefit will be provided upon a specific request by a young participant (by 
filling in the 3J form) and upon a specific declaration by the employer, which can be read on their personal 
page (4E form). Please find on your dashboard the operational instructions on how to fill in each Form. Do 
not hesitate to ask your Adviser for help.

I have submitted my request for financial support for the integration programme. When and how 
can I ask for the allowance? At the end of the activities foreseen in the training plan, if your request has 
been approved by your Adviser and the project staff, fill in the 6E form and make sure the young participant 
you hired fills out the satisfaction questionnaire (11J Form). The project staff will check the forms and pay 
for the benefit.

I made mistakes in filling in the form I need to modify it: how can I do it? The platform does not 
allow you to make changes once you uploaded the file. Therefore, should you need to make any change to 
an uploaded file, you will have to fill in a new form in the same way as described in the guide.

I have been notified via email that my adviser or project staff rejected my request: what should 
I do? Your documentation might be incomplete or the forms might have not been filled in correctly. Contact 
your Adviser to find out more and submit a new request filling in the forms on your personal page.

In the page dedicated to the project benefits or services I cannot see the “Upload” button: what 
should I do? An error might have occurred during the upload. Please fill in a new form and follow the 
instructions.
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