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Changes to the Mission Portal

A new “Allegati" (Attachments) section has been added to the form for submitting a 

Business Travel Reimbursement Request.

Here, receipts for expenses incurred during the trip can be uploaded in digital format.

Receipts MUST be scanned or photographed in JPEG, JPG, PNG, or PDF format, with a 

maximum file size of 5MB. If this requirement is not met, the upload will fail.



MANAGEMENT OF ATTACHMENTS 

To upload a document, it is mandatory to specify the type of expense by selecting it from the list 

shown in the interface.



1. Upload Successfully Completed

When saving the document, the system adds the prefix SECTION and MISSION NUMBER to

the filename and, if the operation is successful, displays a confirmation message.

If the operation is unsuccessful, the possible error scenarios are listed below.

2. Errors During Upload

The system performs several validity checks during the upload phase. If any issues are detected,

it returns specific error messages and stops the process.

2.1. Expense Type Not Selected

If the expense type is not selected, the system will display a warning message. 



2.2. Duplicate File 

If the selected file has already been uploaded, the system will notify the user 

accordingly.

2.3. Invalid File/Image 

If the selected file is not valid, the system will return an error message. 



2.4. File Size Exceeds 5MB

If the file size exceeds 5MB, the system will return a specific error message. 

3. File Deletion

To delete an attachment, click the “Delete” button next to the corresponding file.

If the deletion is successful, the system will confirm the operation with a message 



NOTES AND OBSERVATIONS

While creating or drafting a Reimbursement Request, the traveler can: 

• Upload one or more attachments (1)

• Delete one or more attachments  (2)

• View the attachment  (3)

• Download the individual attachment (4)

Note: If the reimbursement request includes one or more destinations on the BLACK LIST, 

the system will display a warning message. 
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After Submission of the Reimbursement Request

Uploading and/or deleting files by the traveler is allowed only until the reimbursement request 

has been submitted. During the draft or modification phase, the traveler may still make changes.

Once the reimbursement request has been submitted, the traveler can no longer upload or delete 

attachments, but can only view the uploaded files.

Any changes after submission must be communicated to the Mission Office, which may modify 

them during the reimbursement processing phase.

After the reimbursement has been finalized, not even the Mission Office can make changes; they 

may only view/consult the uploaded files.

NOTES AND OBSERVATIONS 

 After submission, the traveler can: 

• View the attachment (5)

• View any notes added by the Mission Office during processing (6)

• Download the individual attachment (7)



Note: If the reimbursement request includes destinations on the BLACK LIST, the system 

displays an alert.
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