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Foreword 
 
AVCPass OE (or “PASSoe”) is a service of the Italian Anti-Corruption Authority (ANAC) for the companies to 
verify their requirements to participate in public tenders. Registration to PASSoe is compulsory to participate 
in tenders with sums equal or greater than 40,000 euros. 
 
Participants (from Italy, European or extra UE countries) must complete the following procedure in order to 
ask for the PASSoe document: 
 
1: Registration to ANAC website; 
2: Profile creation; 
3: Profile validation request. 
4: Once ANAC processes your validation request, the PASSoe document can be downloaded. 
 
Note: some days are required to ANAC for the profile validation. It is therefore suggested to complete the 
first three steps as soon as possible. 
 
 
 
These guidelines are issued by Sotacarbo SpA to help European and extra European companies to create the 
PASSoe. 
You may download, display, print and reproduce all or part of this work for your own personal use or, if you 
are part of an organization, for internal use within your organization. No commercial purpose is allowed. 
 
For further information visit ANAC website www.anticorruzione.it or contact the authority: 
 
Autorità Nazionale Anticorruzione 
Galleria Sciarra, via Marco Minghetti, 10 - 00187 Rome 
Phone: (+39) 06 367231 
Fax: (+39) 06 36723274 
Website: www.anticorruzione.it 
https://www.anticorruzione.it/portal/public/classic/MenuServizio/ENG 
 
Other contacts: 
Toll-free: 800-896936 (Mon-Fri 8 a.m - 6 p.m.) 
Mobile: (+39) 02495205121 
Email: protocollo@pec.anticorruzione.it 
 
 
Write to ANAC: 
http://supportcenter.anticorruzione.it/?lang=en 
 
  

http://www.anticorruzione.it/
http://www.anticorruzione.it/
https://www.anticorruzione.it/portal/public/classic/MenuServizio/ENG
mailto:protocollo@pec.anticorruzione.it
http://supportcenter.anticorruzione.it/?lang=en
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1. Registration to ANAC website 
 
 
Go to: https://servizi.anticorruzione.it/portal/classic/GestioneUtenti/RegistrazioneUtente 
 

 
 
Fill in the following fields: 
- Codice Fiscale: insert your tax code (you can calculate your Italian tax code at 

https://www.professionegiustizia.it/calcoli/calcolo_codice_fiscale_estero); 
- Nome: insert your name; 
- Cognome: insert your surname; 
- E-mail: insert your email address; 
- PEC (posta elettronica certificata): insert your certified electronic mail (if available); 
- Codice di Sicurezza: insert the security check code shown in the website; 
- Trattamento dati personali: accept the privacy policy by checking the box; 
 
Click on “Invia”. 
 
You will access a webpage called “Registrazione – Riepilogo dati registrazione” informing you that the 
registration process has been completed. You will be given a user ID (Nome Utente), which is your tax code. 
 
You will therefore receive from avvisi@anticorruzione.it an email containing the activation code required to 
complete your account activation. If you do not complete the activation within 48 hours from the registration 
phase, your registration will be cancelled and you will need to apply for a new registration. 
 
To complete the activation it is necessary to follow the instructions contained in the email: you will have to 
click on the link (or copy it in the address bar of your browser) and then insert your user ID and the activation 
code. 
 

Security code 

https://servizi.anticorruzione.it/portal/classic/GestioneUtenti/RegistrazioneUtente
https://www.professionegiustizia.it/calcoli/calcolo_codice_fiscale_estero
mailto:avvisi@anticorruzione.it
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This is an example of the activation email sent after the registration phase: 
 

 
 
After you receive the activation email, click on the link (or copy/paste it in your browser). The “Attivazione 
Account” webpage will be loaded. Insert your user ID and the activation code you received in the email. 
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Click on “Avanti”. The “Dati Utente - Dati Anagrafici” page will be loaded. 
 

 
 
Fill in the requested fields: 
- Nazione: select your nation; 
- Provincia: select your province (only applied if you choose Italy as your nation); 
- Città di nascita: select your birth city (only applied if you choose Italy as your nation); 
- Data di Nascita: insert your birth date. 
 
Click on “Avanti”. The “Dati Utente – Recapiti telefonici” page will be loaded. 
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Fill in the requested fields: 
- Telefono: insert your phone number; 
- Fax: insert your fax number (if available); 
- Cellulare: insert your mobile phone number; 
- PEC: insert your certified electronic mail (if available). 
 
Click on “Avanti”. The “Dati Utente - indirizzo di recapito” page will be loaded. 
 

 
 
Fill in the requested fields: 
- Nazione: select your nation; 
- Indirizzo completo: insert your Company address; 
- Codice Postale: insert your postal code. 
 
Click on “Avanti”. The “Inizializzazione Password” page will be loaded. 
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Fill in the requested fields and choose your password: 
- Codice di attivazione: insert the activation code you received with the activation email; 
- Password: choose a password; 
- Conferma Password: type again the password you chose. 
 
Note: Your password must have a length between 8 and 20 characters and must contain at least one numeric, 
one alphabetic and one special character. The special characters allowed are: . (point), ; (semicolon), ! 
(exclamation mark), - (dash), @ (“at” sign). The password shall not contain any three identical consecutive 
characters. Your password should not contain words that can somehow remember your personal data (e.g. 
name and surname). 
 
Click on “Invia” to complete the activation procedure. 
 
If the procedure is successfully completed, a green message will be displayed. 
 

 
 
Click on “Close” to complete the activation. 
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2. Profile creation 
 
 
Go to: https://ww2.anticorruzione.it/idp-sig/ 
 

 
 
Fill in the requested fields to log in: 
- Nome Utente: insert your user ID (your tax code); 
- Password: insert your password. 
 
Click on the “Login” button. 
 

 
 
Click on “Crea nuovo Profilo”. The “Creazione Profilo” page will be loaded. 
 

https://ww2.anticorruzione.it/idp-sig/
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Select the correct information: 
- Tipologia del soggetto rappresentato: select “Operatore Economico” (Economic Operator); 
- Ruolo: select “Amministratore OE” (only an Administrator Profile can ask for the PASSoe document). 
 
Click on “Avanti”. 
 

 
 
Fill in the following field: 
- Codice Fiscale: insert your Company VAT identification number. 
 
Click on “Cerca”. The next page of “Creazione Profilo” will be loaded. 
 

 



  

11 

 
Check the “Estero” box if your Company is not located in Italy and fill in the other requested fields: 
- Ragione Sociale: insert your Company name as registered at the Chamber of Commerce (or other 

equivalent authority); 
- Partita IVA: insert your Company VAT identification number (NOT MANDATORY); 
- Natura Giuridica: select your Company legal status; 
- Numero CCIAA: insert the registration number of your Company at the Chamber of Commerce (or other 

equivalent authority) (NOT MANDATORY); 
- Data Iscrizione CCIAA: insert the registration date of your Company at the Chamber of Commerce (or 

other equivalent authority) (NOT MANDATORY). 
 
Click on “Avanti”. 
 

 
 
Fill in the requested fields about the Company: 
- Tipo di Sede: insert the type of location (legal, operational, …); 
- Nazione: insert the nation where your Company is registered at the Chamber of Commerce (or other 

equivalent authority); 
- Indirizzo completo: insert the full Company address. 
 
Click on “Avanti”. A summary page with all the information inserted will be shown. If everything is correct, 
click on “Conferma”. 
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A final page will inform you that the procedure of requesting a new profile has been successfully completed. 
 

 
 
The message displayed informs that it is now necessary to start the automatic approval process for the 
profile. The authorization to operate is bound to the outcome of the validation, which will be notified to the 
certified email address (PEC) communicated. To proceed to the profile approval, it is necessary to go back to 
the "Home profiles" page and click on the "Request Validation" button. 
 
An email will be sent to confirm the correct registration of the profile request. 
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3. Profile validation 
 
 
Go to: https://servizi.anticorruzione.it 
 

 
 
Fill in the requested fields to log in: 
- Nome Utente: insert your user ID (your tax code); 
- Password: insert your password. 
 
Click on the “Login” button. 
Once logged in, you can access the management profile page, where you can create a new profile, see your 
validated profiles or ask for a profile validation. 
 
Click on “Richiedi Validazione” to ask for the profile validation. 
 

 
 

https://servizi.anticorruzione.it/
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If your contact information is complete, the system will show the following page: 
 

 
 
In case you did not inserted a PEC (Italian certified email) during registration, you will receive the message: 
“before proceeding to the validation, modify your contacts to insert/certificate your PEC contact”. 
 

 
 
If that is the case and you have a PEC, complete your profile as follow: 
a) click on “Modifica contatti”; 
b) insert your PEC email; 
c) you will receive a PEC email from avvisi@anticorruzione.it with a PIN code; 
 

mailto:avvisi@anticorruzione.it
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d) insert the PIN code in the web page and confirm clicking on “Certifica”. 
 

 
 
If you do not have a PEC (Italian certified electronic email): 
a) click on “Modifica contatti”; 
b) insert your email; 
c) you will receive an email from avvisi@anticorruzione.it with a PIN code 
 

 
 

mailto:avvisi@anticorruzione.it
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d) insert the PIN code in the webpage and confirm. 
 
Now you can complete the validation procedure. 
Click on “Richiedi Validazione” to ask for the profile validation. 
 

 
 
If your contact information is complete, the system will show the following webpage: 
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Click on “Genera Atto Notorio” to generate a pdf document named “Atto Notorio”, then click on “Avanti”. 
 
You must sign the pdf document with a digital signature and upload it in the portal. 
 

NOTE: If you can’t digitally sign the “Atto Notorio” pdf document, you can alternatively use the 
following procedure: 
- print the pdf document, sign it manually and scan it again in pdf; 
- go to one of the following links: 

Italian: http://supportcenter.anticorruzione.it/ 
English: http://supportcenter.anticorruzione.it/?lang=en 

- fill in the requested fields (in “Entity type” choose “Economic Operator”); 
- upload the scanned document together with your ID document and the registration document 

of your Company at the Chamber of Commerce (or other equivalent authority); 
- click on “Submit”. 

 
To upload the digitally signed file, in the “Tipo file” field select “Autodichiarazione”, then click on “Aggiungi 
file” and browse your computer to select the “Atto Notorio” pdf document digitally signed. 
Click on “Carica” to upload it. 
 

http://supportcenter.anticorruzione.it/
http://supportcenter.anticorruzione.it/?lang=en
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Repeat the procedure to upload your ID document: in the “Tipo file” field select the type of document (ID 
card, passport, …), then click on “Aggiungi file” and browse your computer to select the document. Click on 
“Carica” to upload it. 
 
Repeat again the procedure to upload the registration document of your Company at the Chamber of 
Commerce (or other equivalent authority), what in Italian is called “Visura camerale”: in the “Tipo file” field 
select “Fonte dei Poteri”, then click on “Aggiungi file” and browse your computer to select the document. 
Click on “Carica” to upload it. 
 
ANAC will validate your profile in a few days. 
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4. Ask for the PASSoe document 
 
 
Once your profile is validated, you can ask for the PASSoe document. 
 
Go to: http://www.anticorruzione.it/portal/public/classic/ 
 
Select “Servizi”, then “Servizi On line” and “AVCpass”. 
 

 
 

 
 

http://www.anticorruzione.it/portal/public/classic/
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Select “Accesso riservato all’Operatore economico”. 
 

 
 
Fill in the requested fields to log in: 
- Nome Utente: your user ID (your tax code); 
- Password: your password. 
 
Click on the “Login” button. 
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In the “Gestione Profilo” section, select your profile clicking on “Seleziona”. 
 

 
 
Select “Creazione PASSoe”. 
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Select the type: if you are an individual Company select “Operatore economico individuale”; if you are in 
association with other Companies (temporary grouping, temporary join ventures, consortium, …) select your 
role in the association (leader, partner, …). 
 
Note: Some choices will need additional information to be filled in (e.g. VAT identification number, share in 
the association, …). 
 
Click on “Avanti”. 
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Insert the CIG (tender identification number) identifying the tender to which to send the PASSoe and click on 
“Cerca”. 
 

 
 
Select the tender and click on “Avanti”. 
 
In case you have a “contract of availment” with another Company, you must insert the VAT identification 
number of the auxiliary Company. 
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Click on “Avanti”. 
 
Confirm the information about the auxiliary economic operator and click on “Avanti”. 
 

 
 
In the next page you can insert additional information (if necessary). 
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Click on “Salva” to save and complete the procedure. 
 
A message confirming the successful PASSoe creation will be displayed. 
 

 
 
In this page you can see: 
 
- “Anteprima PASSoe”: here you can get the preview of the PASSoe document. Click on “Torna al 

cruscotto” to go back. 
 



  

27 

 
 
- “Carica Documenti”: here you can upload, view or modify documents (NOT MANDATORY). Once you 

have completed the changes, click on “Termina e Salva documenti”. Select “Torna alla gestione PASSoe” 
to go back. 
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-  “Generare la propria componente del PASSoe”: click on this button to generate your PASSoe document. 
 

 
 
A new page will be loaded where you can view your tender participation scheme (individual Company, 
association, EEIG, …). 
 
In case you have a “contract of availment” with an auxiliary Company, you will also see a summary 
information about it: check the “Seleziona” box and click on “Conferma Ausili”. 
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Click on “Genera PASSoe”. 
 

 
 
You will view your PASSoe document. 
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In this page you can print and/or save the PASSoe document. To close this page click on “Torna al cruscotto”. 
 
You can now send the PASSoe document together with all the other administrative documents requested to 
partecipate in the tender. 
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Useful links 
 
 
AVCpass user guide (Italian version): 
http://www.anticorruzione.it/portal/rest/jcr/repository/collaboration/Digital%20Assets/pdf/manuali/Man 
UtRegProf1.3.pdf 
 
Video tutorial (in Italian): 
http://www.anticorruzione.it/portal/public/classic/Servizi/Formazione/RegistrazioneProfilazione 
 
Registration: 
https://www.anticorruzione.it/wbt/UD01_LO01/UD01_LO01.htm 
 
PASSoe creation: 
https://www.anticorruzione.it/wbt/UD01_LO06/UD01_LO06.htm 
 
PASSoe management: 
https://www.anticorruzione.it/wbt/UD01_LO05/UD01_LO05.htm 
 

http://www.anticorruzione.it/portal/rest/jcr/repository/collaboration/Digital%20Assets/pdf/manuali/ManUtRegProf1.3.pdf
http://www.anticorruzione.it/portal/rest/jcr/repository/collaboration/Digital%20Assets/pdf/manuali/ManUtRegProf1.3.pdf
http://www.anticorruzione.it/portal/public/classic/Servizi/Formazione/RegistrazioneProfilazione
https://www.anticorruzione.it/wbt/UD01_LO01/UD01_LO01.htm
https://www.anticorruzione.it/wbt/UD01_LO06/UD01_LO06.htm
https://www.anticorruzione.it/wbt/UD01_LO05/UD01_LO05.htm

