
LANGUAGE PROFICIENCY ACCREDITATION HANDBOOK - Students

Important:

● If the certificate is valid, it may automatically be used for calls for mobility
applications, without the need for further action.

● Furthermore, the final page of the procedure contains two boxes that may
also be used to request RAC credit recognition and/or the incorporation of
credits into the minor in plurilingualism.

● In the case of RAC credit recognition, you must have earned the
certificate while studying at UPF; if you earned the certificate prior to your
time at UPF, it may be used for mobility, but not credit recognition.

1. To access the app as a student, you must first log into the Virtual Secretary.
If you cannot remember your password, you may create a new one by clicking
on the option Have you forgotten your password?

2. Once you have logged into the Virtual Secretary, select the option Language
Proficiency Accreditation.

3. To add a language certificate, you must enter it manually by clicking on the +
Add certificate option in the section entitled “Certificates and tests”.
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https://secretariavirtual.upf.edu/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO&responsive=S


4. The tab that appears may be used to search for the relevant language
proficiency certificate, which you must then attach. After performing the
search, you must select the certificate you want to add to your profile. The
page has several fields that make it easier to search for and find the relevant
certificate. We recommend language and level. If the search returns too many
certificates, you may indicate, if you know it, the institution or a word from the
certificate in the corresponding field.

If you would like to attach a provisional transcript for any language, you must first
indicate the language and level (e.g. English + B2). To make the search easier, enter
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the word “provisional” in the language certificate field, and all provisional certificates
registered in the system for the indicated language and level will appear.

The same procedure applies for Batxibac, European baccalaureate or
international baccalaureate transcripts (equivalent to a B2), indicating the
language and level and searching for “baccalaureate”.

Important: Provisional and international baccalaureate transcripts are only valid for
calls for international mobility applications.
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5. After selecting the level of the certificate, you may enter the date earned if
indicated on the certificate. You must then attach the document or diploma
that accredits possession of the language certificate.
➔ To do so, click on the icon next to the option “Attached documents” and

select the document you wish to attach.
➔ Remember that the app will not let you attach files that are not in PDF

format.
➔ Also remember that it is compulsory to attach a document. Otherwise,

the app will not let you save the changes.
➔ If you would like to request RAC credit recognition and/or the

incorporation of credits into the minor, provided that you meet the
requirements, you must tick the corresponding boxes.

6. Before finishing, you must save all changes to ensure that the application has
been uploaded correctly and that the secretary can revise and validate it.
Once saved, the certificate will appear as “Pending Validation” in your profile.
➔ Remember that, when the secretary validates your certificate, you will

receive an automatic response via e-mail informing you that the state
of your application has changed.

➔ In the event the secretary does not validate your certificate, you will
also receive an e-mail asking you to re-attach the certificate in the app
or contact the secretary’s office from your programme via the User
Support Centre (CAU).
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➔ If you have accredited your level of language proficiency but forgot to
tick the credit recognition option, you must submit a request via the
CAU. In this case, you will not be required to re-attach the certificate.

➔ If you are enrolled in a double degree at UPF, you must submit the
application via the app, then indicate the programme or programmes
for which you would like recognition via the programme’s CAU.

7. When your application has been validated, you may request the language
proficiency accreditation document in PDF format. To do so, select the
certificates you would like to include and click the option Print as PDF at the
bottom of the page. A file in PDF format will automatically be generated.
➔ Remember that only certificates which have been validated by the

secretary’s office and those corresponding to courses taken at UPF
Languages will be included in the language document.

➔ Any certificates that are “Pending Validation” or “Not Valid” will not be
included in the OFFICIAL CERTIFICATES AND TESTS table.
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