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Registration guide to payment of the reservation place 

1. Log in to the Online office: https://secretariavirtual.upf.edu 

You must have a credit/debit card ready for payment. 

 

You must log in with your DNI (including the letter), NIE or passport number, without spaces, 

dashes or full stops (if you have entered the letter and you get “Identification incorrect”, enter 

it again without the letter). 

Password: If you do not remember your password, click on “Forgot your Password?”, and you 

will receive an email to reset it. 

 

2. Click on “fees” 

 

 

 

 

https://secretariavirtual.upf.edu/
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3. Select “Prepayment for reserving a place” click then ”Place reservation” 

 

4. Indicate the preferred academic year and then click “Continue” 

 

 

5. Select the studies and the amount of 300€ of the reservation fee.  

 

➢ Click “Book” 

If you are a beneficiary of a bonus of the following personal situations and you have presented the 

documentation that proves it, do not formalize the payment by virtual secretary and contact the 

secretary of the studies to make the payment corresponding to the bonus: 

o Students members of a special category large family 
o Students with a disability of 33% or more 
o Students victims of gender-based violence 
o Students victims of acts of terrorism 
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On the next screen: 

 

➢ Click “I have read...” and “Accept”. 

 

 

6. Enter credit card information and click “Pay” after. 

 

 

 

7. On the next screen, click “Send”. 
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8. On the next screen, click “Continue”. 

 

➢ You will obtain proof of payment for the place reservation and you can send it to yourself by 

email by clicking “Send by e-mail” : 

 

  


