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Chapter 1 Access and Home Page 

 

 

This chapter describes the procedure for user access and registration to AIFA Online Services. 

 

2.1 Access to the application 

The User Access and Registration application can be accessed from the “Online Services” icon    at 
the top right of the homepage of AIFA's Institutional Portal (https://www.aifa.gov.it). 

 
Figure 1 – AIFA Institutional Portal homepage 
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3 Chapter 2 Access-User Registration 
 

 

2.2 Access Home Page - User Registration 

Upon selecting the Login button from the AIFA Institutional Portal, the user lands on the initial page where 
the access methods to the Online Services are presented via five different possibilities.  

 
Figure 2 - User Access-Registration Home Page 

System access can occur via official strong identification methods (SPID, CIE, CNS for Italian users; eIDAS 
for EU users); or via username, password, and OTP (for non-EU users, or Italian/EU users without 
identification methods). 

Italian and European users are strongly advised to use one of the strong identification methods, which 
simplifies and speeds up registration and access to AIFA Online Services, as well as the request for 
authorization to the relevant applications. 
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2.3 Registration and access with SPID 

To register or access via SPID, from the homepage (fig. 3), the user must select the first SPID tab among 
the provided access methods. 

 

Figure 3 - Access screen via SPID 

By clicking on the "Entra con SPID" button, all providers with which SPID authentication is possible will be 
made visible. The user must select the reference provider and enter their credentials. 

Once access is completed, if it is a registration (therefore a user who does not already possess a registered 
account on AIFA systems), the user accesses the first page, which presents the following personal data in 
read-only mode: 

- Surname; 
- Name; 
- Tax Code; 
- Checkbox for authorization of personal data processing according to GDPR; 
- Acceptance of terms and conditions of platform use. 

The user must mandatorily flag the checkboxes for data processing authorization and acceptance of terms 
and conditions for platform use in order to proceed with access (the "Next" button will remain disabled 
until the operation is performed). 
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Figure 4 - User personal data visualization 

By clicking Next, the user will view the professional contact data screen (fig. 5), which requires the 
insertion of the following fields: 

- Declaration checkbox for internal users: to be selected only in case of internal AIFA employee 
users; 

- Contact e-mail (corporate): to be validated via the button located next to the field; 
- Corporate phone; 
- User class: selectable via a combobox. 

 

 

Figure 5 - Professional contact data form 

The e-mail address that the user must indicate should preferably be the corporate one. It must then be 

validated by entering a 6-digit verification code that the user receives via e-mail when the button located 
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next to the Contact email (corporate) field is pressed. The user then enters the code via the specific form 

(fig. 6) and clicks Confirm. 

 

Figure 6 - E-mail validation code entry 

The user must then select the belonging user class among those proposed in the specific drop-down 
menu (fig. 7). 

 

Figure 7 - Professional contact data entered 

They are:  

- Other Organization; 
- Pharmaceutical Company; 
- Citizen; 
- Supplier; 
- External AIFA Personnel. 
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Once the e-mail address has been validated and all data entered into the form, the user clicks on 
"Confirm", and if the registration is successful, they view the registration success screen. 

 

Figure 8 - Registration confirmation 

To access their dashboard, the user must return to the homepage via the "Main Page" button, select the 
access mode via SPID again, and log in using the specific provider's credentials. In this way, they will be 
able to access their dashboard, including the contact data indicated during registration and the 
functionalities available for use. 
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2.4 Registration and access with CIE 

To access with 'Electronic Identity Card’, the user selects the CIE tab from the 'Online Services’ access 
homepage (fig. 9). 

 

Figure 9 - Access homepage with CIE 

By clicking on 'Entra con CIE', the user completes the authentication procedure and lands on the first 
registration page, which presents the following user personal data in read-only mode: 

- Surname; 
- Name; 
- Fiscal Code. 



Online Services – Users Registration and Log-in  
User Guide 

 

 
 
 

10 

 

Figure 10 -  User personal data for registration with CIE 

The following checkboxes are active instead: 

- Authorization for personal data processing according to GDPR; 
- Acceptance of platform terms and conditions of use. 

By clicking on ‘Next’, the user will view the professional contact data screen. 

 

Figure 11 - Professional contact data for registration with CIE 

This screen provides for: 

- selection of the declaration Checkbox for internal users; 
- insertion of the contact email (corporate), to be validated via the button located next to the field; 
- insertion of the ‘corporate phone’; 
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- selection of the ‘User Class’ (if not internal AIFA users) via a combobox containing the following 
options:  

o Other Organization; 
o Pharmaceutical Company; 
o Citizen; 
o External AIFA Supplier. 

The e-mail address entered by the user must be validated by entering a 6-digit verification code that the 

user receives via e-mail when the button / located next to the ‘Contact mail (corporate)’ field is pressed, 

as shown in fig. 12.  

 

Figure 12 - E-mail validation for registration with CIE 

The user then enters the code via the specific form (fig. 13) and clicks on ‘Confirm’. 

If the e-mail address has been validated correctly, a green checkmark will appear in the corresponding 
field. The user can then complete the data entry in the form (fig. 12) and then click on ‘Confirm’, a button 
that becomes active only after filling in the mandatory fields (those with *). 



Online Services – Users Registration and Log-in  
User Guide 

 

 
 
 

12 

 

Figure 13 - Entering the e-mail verification code for registration with CIE 

If the registration was successful, the user then sees the successful registration screen (fig. 14). 

 

Figure 14 - Registration completed with CIE 

At this point, the user must click on the ‘Main Page’ button and perform the first login, again with CIE in 
this case, to then have visibility of their personal dashboard. 
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2.5 Access with CNS 

Access via CNS occurs by selecting the CNS tab from the Online Services home (fig. 15). 

 

Figure 15 - Registration and access homepage with CNS 

By clicking on Entra con CNS, the user completes the authentication procedure (following the specific 
instructions present on the screen) and lands on the first registration page (fig. 16), which presents the 
following user personal data in read-only mode: 

- Surname; 
- Name; 
- Fiscal Code. 

The checkboxes are active instead: 

- Authorization for personal data processing according to GDPR; 
- Acceptance of platform terms and conditions of use. 

The user must mandatory check the checkboxes to proceed with access (the Next button will remain 
disabled until the operation is performed). 
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Figure 16 - User personal data for registration with CNS 

By clicking on Next, the user will view the professional contact data screen. 

 

Figure 17 - Professional Contact Data for registration with CNS 

On this screen, the following operations must be performed: 

- selection of the Declaration Checkbox for Internal Users; 
- indication of the contact e-mail (corporate), to be validated via the button located next to the 

field; 
- insertion of the Corporate Phone; 
- selection of the User Class (if not internal AIFA users), via a combobox containing the following 

options:  
o Other Organization; 
o Pharmaceutical Company; 
o Citizen; 
o External AIFA Supplier 
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The e-mail address entered by the user must be validated by entering a 6-digit verification code that the 
user receives via email when the button / located next to the Mail di contatto (aziendale) [Contact Mail 
(Corporate)] field is pressed. The user then enters the code via the appropriate mask (fig. 18) and clicks on 
Conferma [Confirm]. 

 

Figure 182– Entering the e-mail verification code for registration with CNS 

If the e-mail address has been validated correctly, a green checkmark will appear in the corresponding 
field. The user can then complete the data entry in the form and then click on Conferma [Confirm]. 

If the registration was successful, the user then views the successful registration screen. 

 

Figure 19 – Registration completed with CNS 

The user must, at this point, click on Main Pageand log in again, still using CNS in this case, to then view 
their personal dashboard. 
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2.6 Access with eIDAS 

Access via eiDAS occurs by selecting the eiDAS tab from the Online Services homepage (fig. 20). 

 

Figure 20 - Registration and access homepage with eiDAS 

By clicking on Login with eiDAS, the user completes the authentication procedure and lands on the first 
registration page (fig. 21), which presents the following user personal data in read-only mode: 

- Surname; 
- Name 

The checkboxes are active instead: 

- Authorization for personal data processing according to GDPR; 
- Acceptance of platform terms and conditions of use. 

 

Figure 21 - User personal data form for registration with eiDAS 
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The user must mandatorily flag the checkboxes to proceed with access (the Next button will remain 
disabled until the operation is performed). 

By clicking on Next, the user will view the professional contact data screen (fig. 22). 

 

Figure 22 - Professional contact data form for registration with eiDAS 

The following operations must be performed on this screen: 

- selection of the declaration Checkbox for internal users; 
- indication of the contact e-mail address (corporate), to be validated using the button located next 

to the field; 
- entry of the Corporate Phone; 
- selection of the User Class (if not internal AIFA users), via a combobox containing the following 

options:  
o Other Organization; 
o Pharmaceutical Company; 
o Citizen; 
o External AIFA Supplier 

The e-mail address entered by the user must be validated by entering a 6-digit verification code that the 
user receives via e-mail when the button / located next to the Contact Mail (Corporate) field is pressed. 
The user then enters the code via the appropriate mask (fig. 23) and clicks on Confirm. 
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Figure 23 - Entry of e-mail validation code for registration with eIDAS 

If the e-mail address has been successfully validated, a green checkmark will appear in the corresponding 
field. The user can then complete the data entry in the form and click on Confirm. 

If the registration was successful, the user then views the registration successful screen. 

 

Figure 24 - Registration with eiDAS completed 

At this point, the user must click on Main Page and log in again, still using eiDAS in this case, to then have 
visibility of their personal dashboard. 
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2.7 Access with Username and Password 

Selecting the Username and Password with OTP tab, one lands on the access page via this mode. 

 

Figure 25 - Access with username and password with OTP 

On this page, the user has the following functionalities available: 

1. log in with username and password; 
2. register for AIFA services; 
3. recover the username; 
4. reset the password in case the user has forgotten the password; 
5. change the OTP channel in case the user prefers to change the mode. 

 

2.7.1 Login with Username and Password with OTP 

By entering username and password in the appropriate fields and selecting the Login button, the system 
sends a 6-digit code to the OTP channel chosen by the user and presents the page for entering it. 
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Figure 26 - Entering OTP code 

On this page, the user, using the “Request new OTP” button, can request the sending of a new OTP code, 
or enter the OTP code received via the appropriate channel and select the "Validate OTP code” button. 
All this allows the user to land on their Dashboard. 

Inside the latter, each user will find the applications for which they are enabled (fig. 27).  

 

Figure 27 - User Dashboard 

Specifically, users already registered in the systems have available the applications for which they had 
previously received authorization. New users, on the other hand, will find the default applications 
established for their user class. 
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2.7.2 Registration to AIFA Services 

By selecting the link Sign Up to AIFA, from the access screen with username and password, the system 
presents the page shown in fig. 28. 

 

Figure 28 - Data entry for registration 

The registration page for AIFA services requires the entry of the following data: 

- Name (mandatory); 
- Surname (mandatory); 
- Tax Code (mandatory for Italian users); 
- E-mail (mandatory - to be validated preferably corporate); 
- Telephone (preferably corporate); 
- Password (following the criteria indicated in the gray caption); 
- OTP Channel 

After correctly entering the personal data (Name, Surname and Tax Code) the user must enter their 
email address (preferably corporate) and select the icon to allow the system to validate and certify the 
entered email, sending an OTP code to it. 
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Figure 29 - E-mail validation 

A pop-up appears (fig. 30), where the OTP code received at the entered email address to be validated must 
be entered. 

 

Figure 30 - OTP code entry 

Once the OTP code has been entered, the Confirm button becomes active. Upon selecting it, the system 
performs the check. If successful, the following screen is displayed with the validated data. 

 

Figure 31 - Validated data 

Once the e-mail is validated, the user must enter the missing data (fig. 32): any phone number, password 
and OTP channel (the latter two are mandatory). They must then select the checkboxes for the 
authorization to process personal data and for the acceptance of the platform terms and conditions of 
use; finally, select the Confirm button. 
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Figure 32 - Completion of registration data 

If the registration was successful, the system sends a registration confirmation e-mail to the e-mail address 
entered here, containing the username to be used for subsequent access (fig. 33). 
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Figure 33 - Registration completed successfully e-mail 

 

2.7.3 Username Recovery  

By selecting the link Forgot username? the system displays the following page:  

 
Figure 34 - Username Recovery 

The system, once the user has entered the email address associated with their user account in the 

dedicated field and has selected the  icon, sends an email to that address with the OTP code for 
address verification. Once the OTP is entered, the system sends the user an e-mail containing all user 
accounts associated with the indicated email: 
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Figure 35 - Username recovery e-mail 

2.7.4 Reset Password 

By clicking on the link Forgot password? the system displays the Reset Password page (fig. 36). 

 

Figure 36 - Reset Password 

Once the user has entered their username and selected the Confirm button, the system sends an email 
to the linked email address containing a link that leads the user to the password change page. 
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Figure 37 - Reset Password Link 

In the resulting screen, enter a new password in both the New password and Confirm new password 
fields, always following the criteria indicated in the gray caption. 

 

 
Figure 38 - Password change 

The user must then select the Confirm button to perform the modification.  

The system confirms the successful modification of the password by sending an e-mail to the user. 

 

2.7.5 Reset OTP Channel 

In case of inability to use the OTP channel set during the registration phase, it is possible to indicate another 
channel by selecting the Reset the OTP channel link. 
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Figure 39 - Change OTP Channel 

The system, once the user has entered their usernameand has selected the Confirm button, sends an 
email to the associated email address containing a link that redirects the user to the page for the 
modification of the OTP channel. 

 
Figure 40 - OTP channel modification link 

By clicking on this link, you proceed to the screen in Fig. 41, where you indicate the alternative canale 
OTP Channel, among those proposed. 

Once the new OTP Channel has been entered, the user must select the Confirm button to perform and 
save the change. The system confirms the successful modification of the OTP Channel by sending an e-
mail to the user. 
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Figure 41 – Change OTP Channel
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