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Step 1 - REGISTER: Obtain access the UPF electronic
system (only for non-UPF Students)

First, if you are not a UPF student and therefore you do not have a
username or password, you have to register by entering your
personal information here:
https.//gestioacademica.upf.edu/regi/controlreg/registroPublico

Once your data has been validated, you will be able to access the
UPF electronic system by entering the passport or ID number that
you registered with as the username, and your date of birth in
ddmmyyyy format as the password.

Username: your passport or ID number
Password: your date of birth in ddmmyyyy format

You will then be asked to update your password.


https://gestioacademica.upf.edu/regi/controlreg/registroPublico?entradaPublica=true&pais=GB&idioma=en&destino=GEN
https://gestioacademica.upf.edu/regi/controlreg/registroPublico
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Step 2 - Enroll through the UPF electronic system
‘Secretaria Virtual’

In order to access the UPF electronic system, you need to enter
your ID number (the one you provided for your registration) and
your password. If you have just registered for the first time,
your password will be your date of birth in the ddmmyyyy
format and you will be asked to update it on entering into the
system. If you do not remember your password, you can use
the Forgot your password button to retrieve it.
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Signin

@  English :]

7
Forgot your Password? LogIn

Click here if you can not see this page correctly

You will be asked to create a new personalized password.

Next, from the Home Menu you have to access to UPF-endorsed

degree courses, which you will find within the option:

Courses and language
upf



https://secretariavirtual.upf.edu/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO&responsive=S
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Home

Applications

Final studies project Degree certificate

studies

Courses and language Doctoral thesis follow-
upf up

& Available options v

UPF-endorsed degree courses

UPF Languages

And click on Enrolment

# Home Courses and language UPF

Enrolment
Transcript query

LANGUAGE LEVEL TEST AND
ACCREDITATION

Universitat

upf Pompeu Fabra
Barcelona




RECSM Summer Methods School - UPF

On this screen, you have to select the code for the Summer School.
Select 1705/11-RECSM Summer Methods School 2024 and

. New registration
click on:

- —

Enrolment
procedures

New registration Previous registrations management (1) Notifications center

New registration

© Below is the list of studies that currently have an open enrolment period. Please, select the study in which you wish to
register, and then click on the new registration to start the enrolment process.

Study t S . . . - -
m:tri:l'at o o No hay estudios disponibles para realizar un alta de matricula en el afic académico en curso

3 New registration

Step 3 — Select your courses and pay

Once you have selected the course 1705/11- RECSM Summer
Methods School 2024, go to the Student Data section. Attention,
you only have to modify this screen if any of your personal data
has changed or if you have not yet entered the compulsory data.
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Consultation of Registration Process

Schoot year 020010

Sehoot 52UPF-endorsed degree centers Dept. 407-Department of Transiation and Language Sciences
Sty 1696717 - Mister en Terminologia / Maste n Terminoiogy

Enroment process 1 Envolment process dates V0372020 - 12052022

Name ON/Passport

‘Study Summary L2l

Crvotment SudeoiOsta  AcdemicOuta Regisvation Documents to
procedures Resume print

Students Data
e N
ONPasspont
Gencer © Male  Female
FirstSumame Second Surmame
Name. Email provs@povasdu
55 namber Second £t prova@provacdu
Data disclonure Yo o Mo
Dateof Bt aammyy 2ip Code (For Intemational ciies lease add the code 99995
ay State/Country
Country Nacionalty Spanish -

Address. Zp Code (For International ciies, please 3dd the code "99999)
aty

State/Country

Courtry

Telephone Coll Phone

Address. r església de sant miquel & Zp Code (For International cies, please add the code '99599)
ary Girona

State/Country Girona

Country Spain

Telephone 626978695 Coll Phene

Basic data protection information

Data controller: Pompeu Fabra University

Purposes of the processing: Academic management of students ater enroliment.

Legal basis: Mission of public interest. Performance of a contract to which the data subject is party. Legal obligation. Consent.

Recipients: banking entities for the collection of the registration fee; co-organizing entities in the case of interuniversity studies or courses co-organized with third parties. With the prior consent of the person, data may be transferred entities linked to

UPF o that provide educational services (courses, scholarships, student benefits); or the data may be published to disseminate the studies and activities to the media and the Intemet. Data may be transferred internationally to other universities with
which UPF has signed an agreement for the of i mobility and to service providers of the information society of the United States associated to the Privacy Shield.

Rights: Data access, rectification, deletion, portability, kimitation and opposition.
More info n ersoal data rotection

1 have read the basic iaformation cn data protection

PF or (courses, scholarships,

To continue to the next section, you must read and accept the Basic
Information on Personal Data Protection and click on OK.
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For Documents to be attached, you need to attach the mandatory
documentation in any format. Then, you have to click on OK and
you will be able to access to the next screen.

Envolment Student Data Documents ta be
procedures attached

Documentation to be provided by the student

@ Tocontinue with the enrolment process, you must attach the mandatory documents sted below

“ Ary o
m (e e S
m [ o Pt Ay P
=x e S

In the section for Academic Data, select the courses you wish to
register for.

Enrolment Studert Data Academic Data
procedu
Entry of academic enrolment data
My registration
@ Exist 29 free places on this course S e
@  There are no subjects selected for your registration
@  Please, select subjects from the table of available subjects shown below to be added to your selection for enrolment
S S T T
[+] Cursa de postarada oniine: Fundamer = nline Posgradate Cousse: Foundaticers of Terminol 150 Obiigarery 07 =
[+ [ T 00 Owigaey 02 =]
[+ T e 1: M i ' It 207 =]
[+] 1479 toey 27 -
[+] 01480 Optative 207 =]
B 2ms Taler i Gestite oo 1 tereinelogia en memoras de radccidn | Warkshep I Terminology Mansgemend foe Tanslaien Memares S0 Optate P -
[+] om82 TamrmneskgaswonsnpiviNesssy 0 sa Opuwe 20 =]
[i ] the enrolmer ate

Click on the E3 button to select each of the modules you want to
register for.
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Once you have selected the subjects you wish to register, click on
Tuition Payment Details. In this screen you will find the academic
fees.

IMPORTANT!

The student is responsible for choosing the discount applicable to
him/her.

Enroimer Student Data Aeadem Data Paymer
procedu Registration
Entry payment data
@  Find below the academic fees course, wi be ted whi m will be paid as enrolment. If you wish to cons: detal the left
Full-modls enrolmens (75 redit) 5 4ocoro
Fee per subject #3 490000
0 Yo
Apply
[Fre—
s S eI S v |
Fusl-mecte enroiment (75 credit) 400000
Total price: 400000

If you are entitled to one or more discounts, please select it from
the list and then click Calculate Total.

Please be aware we will check that you qualify for the discount
selected:

Price Students - Discount: 50.0%

4k

¥ Clear (%]
Professional early bird - Discount: 5.0% -
Professional 3+ courses - Discount: 10.0%

Professional 3+ courses + early bird - Discount: 15.0%
Professional 5+ courses - Discount: 20.0%

Professional 5+ courses + early bird - Discount: 25.0%
Professional + WAPOR LATAM member - Discount: 30.0%

Researchers early bird - Discount: 28.75% -
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Below you can then select your method of payment, either
‘Transfer — Bank’ or ‘Electronic Payment’ and click Confirm.

@  Please, inform the payers data of who will pay the fee selected above. You also have to inform the payment method chosen.

Type of payer

mmmmmmmmmmmmmm

Payment methods:

a) Electronic payment or POS: payment by debit/ credit card. If
you choose this option, once you have confirmed the information,
a pop-up window will take you to the online payment platform.

b) Financial transfer: If you choose this option, once the
registration is completed, the system will give you the option to
download a document with the payment instructions.
IMPORTANT: please note that this payment method may
involve an extra charge by the bank.

Once you have chosen your payment method, you will be taken to
the Confirmation section, where you will find a summary of your
registration.

nnnnnnn

Valid edition

No I autharize the transfes of name, address and certification campanies in the commercial sector and / or triing for education and labor

10
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In this section you need to check that all the information provided
Is correct (personal details, subjects registered, fees and discounts).

If any information is not correct, you can return with the Back
button to the corresponding section for any modifications or by
clicking on the corresponding section on the tab bar that appears at
the upper part of the screen.

—0—0—0 18-

Enrolment Student Data Academic Data Data Payment Confirmation
procedures Registration

If everything is correct, confirm to save the request and make the
payment.

Finally, once you have completed the registration, you can
download the registration receipt and the payment document from
the section Documents to print. If you have chosen the payment
option Financial transfer, the document will contain the bank
account to which you have to make the transfer to complete the
registration.

st
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Once you have downloaded or printed these documents, you can
exit by clicking on the Disconnect button in your profile on the

upper right part of the screen.

Enrolment

NOTE: if you have any questions, please contact the Research and
Expertise Centre for Survey Methodology of Pompeu Fabra

University (recsm@upf.edu).
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