Schedan. 1

1. Il rettore
2. Le fonti di finanziamento delle Universita
3.  Processo direvisione del budget

4. Quando chiedo di stampare un documento costituito da un’unica

pagina e vengono stampate 2 pagine di cui la seconda bianca, cosa
si deve controllare?

5. Prova Lingua inglese

The University of Pisa, hereinafter the “University”, is a public
institution which enjoys full autonomy. Its purpose is the processing,
development and transmission of knowledge. It contributes to the
cultural, civil and economic progress of the country.

It guarantees full freedom of research and teaching.



5.

Schedan. 2
Il senato accademico
| finanziamenti ministeriali
Tracciabilita dei flussi finanziari
lllustrare come spedire un messaggio con allegati

Prova Lingua inglese

In order to reach its institutional goals the “University” encourages
and implements forms of collaboration with other universities,
research centres, local, national and international public authorities
and scientific,cultural and economic institutions both of a public and
private nature. For this same reason, the “University” participates in
the Comitato Regionale di Coordinamento della Toscana.



5

Schedan. 3
Il consiglio di amministrazione
La contabilita analitica e la contabilita generale
Tesoreria unica
A cosa serve il programma di microsoft excel

Prova Lingua inglese

The “University” acknowledges the values set out by the Italian
Constitution, the Universal Declaration of Human Rights, the
European Convention on Human Rights and the Charter of
Fundamental Rights of the European Union and pursues its activities
in accordance with these.

It considers equality among people as a fundamental value and,
thus, does not engage in acts of discrimination of any nature,
guaranteeing equal rights to study, work, research and personal
career advancement.



4.

Schedan. 4
Il direttore del dipartimento
| principi contabili del bilancio universitario
Piattaforma di certificazione dei crediti

Il candidato spieghi cosa € una formula in excel e faccia degli

esempi di utilizzo

5.

Prova Lingua inglese

The “University” of Pisa:

It promotes the equal representation of gender in every aspect of
academic life and in particular, in the nomination and composition
of the “University” bodies.

It affirms its pluralist and independent nature, free from any
denominational, ideological, political or economic conditioning.



4.

Schedan. 5
Il collegio dei revisori dei conti
Classificazione del personale tecnico amministrativo

[l budget economico

Il candidato illustri le operazioni che eseguirebbe dovendo

stampare un documento

5.

Prova Lingua inglese

The University of Pisa:

It ensures that all decisions are ethical and objective.

It supports people with disabilities, removing any obstacles which
hinder the fruition of activities and “University” services.

It promotes conditions which ensure the right to study.



Scheda n. 7
1. Lagiunta di dipartimento
2. Il bilancio di previsione
3. Lafattura elettronica

4. L'uso della posta elettronica e modalita di spedizione di un
allegato

5. Prova Lingua inglese

The “University” ensures a close link between research activities
and teaching; it also ensures that individuals and its structures
receive all that is necessary in order to execute institutional
activities within the boundaries of the funds available while
ensuring an equal distribution of the same funds.

It endorses the values, principles and implementing measures of the
European Charter for Researchers and the Code of Conduct for the
Recruitment of Researchers.



Schedan. 8

1. Il bilancio di esercizio

2. Comitato unico di garanzia
3. |l codice CIG

4.  Con riferimento a Windows, illustrare quali sono le azioni da
eseguire per raggruppare un insieme di file in una cartella.

5. Prova Lingua inglese

It acknowledges the principles of full and open access to scientific
literature and encourages free circulation online of research results
in order to ensure the widest diffusion of knowledge while
respecting intellectual property rights and agreements with public
and private subjects and authorities.

It makes provisions for structures in support of research including
financial, logistic and staffing resources.



Schedan. 9

1. Variazioni e storni di bilancio

2. 1l consiglio degli studenti

3. Il Sistema di Interscambio (Sdl)

4., Il candidato illustri come si effettua la somma tra il contenuto
di 2 celle

5. Prova Lingua inglese

The “University” defines and periodically updates the educational
courses on offer and establishes the regulations of the various study
courses with respect to the resources available and a suitable and
sustainable development programme, in accordance with current
legislation.

It organises, coordinates and upholds the teaching activities
required to obtain the qualifications.



Scheda n. 10
1. Il Dipartimento
2. Anticipi di budget e cassa
3. Il codice CUP

4. il candidato illustri come agirebbe nel caso volesse sostituire
una parola presente in un documento 50 volte senza procedere alla
correzione manuale

5. Prova Linguainglese

The teaching activities of the “University” are carried out in the
following fields:

a. Bachelor’s and Master’s degree courses set up according to the
existing legislation, and which lead to the conferral of the
appropriate qualifications;

b. PhD and graduate school courses conferring respectively PhDs
and postgraduate diplomas.



Scheda n. 11
1. Le modifiche di statuto
2.  Gliammortamenti
3. Sistema pagoPA

4. Il candidato illustri che cos’e la cronologia all’interno delle
opzioni in Internet?

5. Prova Linguainglese

The “University” is the guarantor of those institutional functions
such as activities of research, teaching and welfare which are an
integral part of the health area.

It establishes and maintains relations with the Tuscan Region in the
field of healthcare activities carried out on behalf of the national
health service; it deliberates on the matter accordingly,
safeguarding the freedom of research and teaching and respecting
the legal status of its personnel.



4.

Scheda n. 12

Il direttore generale

Le immobilizzazioni

Strumenti di contabilita adottati dall’Ateneo

Con riferimento a Windows, illustrare quali sono le azioni da

compiere per cambiare il nome di un file.

5.

Prova Lingua inglese

The “University” guarantees the transmission of information on all
the activities carried out and, in particular, on the objectives, the
methods followed, those responsible for the activities and the
means of funding.



4.

Scheda n. 13
| centri di ateneo
Gestione della liguidita
Differenza tra storno e variazione

Il candidato spieghi come puo prevenire la perdita accidentale

di un documento su cui sta lavorando.

5.

Prova Lingua inglese

The “University” endorses permanent contracts of employment,
even for part time employment. Personnel recruitment and
selection procedures are defined in accordance with the existing
legislation within the relative “University” regulations.



Scheda n. 14
1. Isistemidiateneo
2. Ladelega dei poteri
3.  Fattura elettronica e fattura cartacea differenze

4. 1l candidato illustri le operazioni che eseguirebbe dovendo
copiare un documento in word.

5. Prova Linguainglese

The “University” makes use of its property assets in order to carry
out its own activities, managing them effectively, in order to achieve
its institutional goals. It holds in special regard properties of historic
and artistic importance, and uses them appropriately.



Scheda n. 15
1. Validita delle sedute degli organi
2. Il procedimento amministrativo

3. lter per la predisposizione del Conto consuntivo e del
Rendiconto unico di Ateneo

4. |l candidato spieghi cosa sono e come si possono configurare i
margini, le tabulazioni e le interlinee

5. Prova Lingua inglese

The “University” bodies are the following: the Rector, the Academic
Senate, the Board of Directors, the Board of Auditors, the Evaluation
Committee and the Managing Director.

The- following bodies have also been established: the Student
Representative Council, the Single Committee on Equal
Opportunities, Wellness of Employees and Non-Discrimination
(CUG), the Disciplinary Board, the Ethics Committee and the Quality
Assurance Office



Scheda n. 16
1. Il nucleo divalutazione interna
2.  Diritti e doveri dei dipendenti
3. Scritture contabili di chiusura

4. |l candidato spieghi come si costruisce una diapositiva in Power
Point.

5. Prova Lingua inglese

The Rector is the “University’s” legal representative and he or she
oversees the general functions of guiding, initiating and
coordinating the educational and scientific activities. He or she is
responsible for pursuing the “University” objectives according to
quality criteria while respecting the principles of effectiveness,
efficiency, transparency and promoting merit.



Scheda n. 17
1. | principali regolamenti previsti dallo statuto
2.  Missioniin Italia e all’estero
3. Procedura di carico e scarico inventariale di beni mobili

4. |l candidato spieghi come si costruisce una sequenza di
diapositive

5. Prova Lingua inglese

The Department is the structure on which the “University” bases the
organisation of its institutional objectives.

The Department is characterized by a framework of homogeneous
subjects defined in a declatory judgment, which includes a list of
academic fields, designated with reference to lines of research and
educational syllabus also of a multi-disciplinary nature.



4.

Scheda n. 18
Il collegio di disciplina

Contabilita economico-patrimoniale
Split Payment

Il candidato spieghi come agirebbe nel caso che avesse scritto

in un documento di 100 pagine 50 volte la parola “sitemare” invece
di “sistemare” e considerando che il documento deve essere
immediatamente consegnato, facendo riferimento a Office

5.

Prova Lingua inglese

The Director represents the Department and performs roles of
initiative and promotion.
In particular the Director:
a. convenes and presides over the Council and the Executive
Committee and implements the relevant resolutions;
b. adopts urgent measures pertaining to topics within the remit of
the Council, submitting them to the Council in question for approval
in the first convocation thereafter;



Schedan. 19
1. Lescuole interdipartimentali
2. Composizione del corrispettivo di un contratto conto terzi
3. Documenti contabili dell’Ateneo

4. Il candidato spieghi cosa sono gli elenchi puntati e come si
configurano all’interno di un documento

5. Prova Lingua inglese

The Council is the body responsible for the orientation,
programming and coordination of the Department.

The Council:

a. promotes and coordinates research activities in accordance with
the independence and initiatives of individual members of the
teaching staff;

b. encourages initiatives aimed at spreading knowledge and
transferring externally scientific and technical competences;



Scheda n. 20
1. Commissione etica
2. Consuntivo di un contratto conto terzi

3.  Gliattori coinvolti nella predisposizione del bilancio unico di
previsione

4. |l candidato spieghi cosa sono e come si inseriscono in un
documento le intestazioni, i pie pagina e la numerazione delle
pagine

5. Prova Linguainglese

The “University” Regulations for Administration, Finance and
Accounting govern the criteria of management and the
administrative, financial and accounting procedures of the
“University”. They also indicate the structures, as well as the
departments, which are granted management autonomy.



