
BOOK YOUR APPOINTMENT 
INSTRUCTIONS 

1. On your first access to the online booking system, you will be required to REGISTER AS NEW USER (you 
will need to chose an ID - at least 8 characters - and password and insert your personal details). 
After completing the registration process you will receive a confirmation email with instructions on how 
to activate your account (please make sure that you have inserted a valid email address in your 
registration). 
Once your profile has been activated, you are ready to book an appointment.  
If you don't receive the confirmation email within few hours after the completion of the registration 
process (please check also your spam folder as few email providers may filter automated emails), we 
advise you to send an email with the details of your account to:  

- wellington.cons@esteri.it (notary services, citizenships);  
- wellington.cons1@esteri.it or wellington.cons2@esteri.it (passports); 
- wellington.cons3@esteri.it (visas). 

2.  TO BOOK AN APPOINTMENT please: access the online booking system with the user ID and password 
linked to your account; select an available time slot (available slot are indicated in white); if you do not 
find an available time slot, please select a different date (please note that you can only book an 
appointment for a period between 3 days and 3 months from the date of booking); please click on the 
available time slot you wish to book, select the required service, include additional information if any (no 
enquiries) and confirm your choice by clicking on “save” at the bottom of the page. 
You should then receive a confirmation email with the details of your appointment and instructions on 
what to bring to the Embassy.  
Please do not consider your appointment booked until you have received this confirmation email. 

3. In respect of other consular customers, please cancel a booking as soon as you know you won't be 
attending.  

TO CANCEL A BOOKING, you should login with the same user ID and password used to create the 
booking. Once logged in, just click on the date/time of your booking and then select the option “delete 
booking”. Alternatively, please send an email to the above indicated e-mail addresses. 

4.  Appointments are strictly personal and for one consular service only. The services are not available at all 
times. You can book an appointment only if it appears in the list of available services for the time slot you 
have selected.  

PLEASE NOTE: WE CANNOT PROCESS PASSPORT APPLICATIONS BOOKED UNDER A DIFFERENT SERVICE 
NAME.  

5.  You can book up different appointments for different consular services. For example you can book a time 
slot for “passports” and then another one (possibly consecutive) for “Notary services”. You need to book 
each appointment separately. We wish to remind you that it is not possible to book appointments for 
other people (except for children under the age of 18).  

7.  We wish to remind that a “Passports” service regards the issuing of a passport to an Italian citizen. If you 
are not yet recognized as Italian citizen please ask for a CITIZENSHIP appointment sending an email to 
wellington.cons@esteri.it .  

8.  For further information on the online booking system or for any other information please send an email 
to the email addresses indicated above. 
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