VADEMECUM FOR PHD ENROLLMENT AT URV

Intended to the next PhD students in

the group.

Please always refer to http://www.doctor.urv.cat/futurs-estudiants/acces/en index/ for

additional info.

First step: Pre-registration

Information/Documents needed:

1. Personal document;
2. Date of birth;

3. Type of PhD you are going to perform (in our case Doctoral Programme in
Chemical Science and Technology)

Process:
The very first step you have to perfo
a Estudios Doctorado.
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To have got this email means that you have successfully accomplished the pre-
registration process. Now let’s move to the admission process.

Second step: Admission — Online procedure

Information/Documents needed:
1. Personal document;
Master degree;
Bachelor degree;
Master Transcript of records;
Bachelor Transcript of records;
Provisional Acceptance
(http://www.doctor.urv.cat/media/upload/domain_455/arxius/Doctorands/Acor
d%20previ/ACORD_Ang.pdf) — Ntria Vendrell will provide you the details.
7. Curriculum Vitae;
8. Documents required by the school of PhD (depending on your type of PhD, see

http://www.doctor.urv.cat/futurs-estudiants/oferta/en_index/).
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Translation or special requirements on the document depend on your country of
origin. Check those aspects on http://www.doctor.urv.cat/futurs-
estudiants/acces/requisitos_extranjera en/.

Process:
After almost 30 minutes (don’t worry if you have to wait a bit more, that can happen)
you can enter your Document Manager. The interface has the following aspect.
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Under each requirement you must upload the scan of your documents. Depending on
your country, they can ask for a sworn translation of the master degree or not.
Anyway, if you are European, your original documents should be enough (at least if
they are issued in English) and then, in case of additional requirements, you will
receive an additional email stating that you have been accepted, but with pending
documentation.

When you manage to upload all the required documents you should receive this email

We have confirmed that you have uploaded the basic required documentation and we inform you that the Academic Committee / Coordinator of the Doctoral Programme in Chemical Science and
Technology will now evaluate your application.

Depending on the extent to which your application meets the specific admission criteria for the Doctoral Programme, you will be:
Admitted on academic grounds --> this happens if the Academic Committee / Coordinator has evaluated your application and decided to admit you onto the Doctoral Programme.

Admitted on academic grounds but with bridging course reguirement --> this happens if the Academic Committee / Coordinator has evaluated your application and has decided to admit onto the
Doctoral Programme provided you first successfully complete a series of subjects as bridging courses.

Placed on a waiting list --> this happens if you have been admitted and are eligible to register but have not yet been given a place on the course due to the order of priority established by the
Coordinator / Academic Committee.

Excluded on academic grounds --> this happens if the Coordinator / Academic Committee rejects your application.

You can check your status and whether your documents comply with the requirements via the document manager.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,

Escola de Postgrau i Doctorat
http:/Awww.doctor.urv.catfescola-de-doctorat/index/
C/ Marcel li Domingo, 2-4-6

Edifici N5

43007 Tarragona

Tel. 977 558831

Universitat Rovira i Virgili
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Then, if the documents you have uploaded are correct (at least for the first step of the
process), you will be admitted in URV as a PhD student.

We are pleased to inform you that the Coordinator / Academic Commitie of the Doctoral Programme in Chemical Science and Technology has evaluated your application and documentation and has decided to admit you to the
doctoral programme on academic grounds.

You have also been assigned the following by the Coordinator / Academic Committee:
o[ - < your thesis supervisor.

or [ s your thesis tutor.

I - v our research line.

Full Time, in accordance with what you requested when you pre-registered .

‘We will now check the documentation that you have presented so far and, if it is correct, we will send you an email with instructions on how to complete the online self-registration process. If the documentation is not correct, we will tell
you what you need to do to ensure that it complies with the formal reguirements.

If you need a letter confirming your admission so that you can apply for a study visa, you can find the standard letter that we issue here

As soon as you confirm that this letter meets your needs, we will prepare it for you and upload it onto your document manager in the section entitied 'Documentation to be uploaded by the Postgraduate and Doctoral School (Letter of
admission)’.

If you need the original document, we can send you a paper copy in accordance with your specific instructions by courier, although you should be aware that you will have to pay for any postage costs.
Remember that the Universitat Rovira i Virgili closes during the following periods and that letters of admission cannot be prepared at these times:

« Christmas: 23 December 2017 to 8 January 2018.
« Easter: 26 March to 3 April 2018.

If you need any further information, please do not hesitate to contact us.
Yours sincerely,

Escola de Posigrau i Doctorat
hup:/www.doctor.urv.caves cola-de-doctoraindex/
C/ Marcelli Domingo, 2-4-6

Edifici N5

43007 Tarragona
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In case the documents are not enough to accomplish the whole process (e.g.
requirement of sworn translation of Master Degree) you will be admitted with
pending documentation . Anyway you must get a notification for that, as in the
following email.



Dear-.

We are pleased to inform you that the Coordinator / Academic Committee of the Doctoral Programme in Chemical Science and Technology has evaluated your application and documentation
and has decided to admit you to the doctoral programme on academic grounds, even though you have not yet presented all the necessary documentation in accordance with the formal
requirements.

This means that you have a place reserved on the course for the 2017-18 academic year; however, you will not be able to complete the registration process until you present the following
documents in accordance with the formal requirements via the document manager:

@ Sworn translation into Spanish of the Master’s degree: Translation must be done by a sworn translator of the Spanish Ministry of Foreign Affairs and Cooperation. You can find

the list here: http://www.exteriores.gob.es/PORTAL/ES/SERVICIOSALCIUDADANO/Paginas/Traductoresas---Int%C3%A9rpretes-juradosas.aspx

As soon as you have this documentation you must upload it onto the document manager before the last day of the registration period for your course. You can enter the document manager to
find out on which date the registration period ends and to check whether your documents comply with these requisites.

When you have done this, we will send you an email to inform you that your registration status has changed from Admitted pending documentation to Admitted pending presentation of original
documents. You can consult the calendar here.

You can enter the document manager to check the change of status to your pre-registration process.
If you need any further information, please do not hesitate to contact us.
Yours sincerely,

Escola de Postgrau i Doctorat
Universitat Rovira i Virgili

Ale: phd@urv.cat
Tel: 977 558 831

Edifici N5
C/ Marcel-l{ Domingo, 2-4-6
Campus Sescelades
43007 - Tarragona

UNIVERSITAT
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When you get what they ask, you must upload the required document again in the
document manager. Then you should wait for an additional email, stating that you
have been admitted pending presentation of the original documents.

In case this step takes time, you can go to ask directly to the PhD School on

Monday to Friday from 10 a.m. to 1 p.m

N5 building, Sescelades Campus
C/ Marcel'li Domingo, 2-4-6. 43007 Tarragona

The process should work without your direct operation, but, if it requires too much
time (let’s say 2 weeks after your successive upload), you can go there and push a bit.

Performed the online upload, you will get a final email, asking for your original
documents.

Dear I

[We have confirmed that you have uploaded all of the necessary documentation to the document manager. To complete the registralion process, you must now present the original versions and copies of these documents or the original
attested copies of these documents to the Secretary's Office of the Cam pus/Faculty/School where your Doctoral Programme in Doctoral Programme in Chemical Science and Technology wil be taught.

The contact details for this Secretary's Office are.

Secretaria de Gesti6 Académica de Campus Sescelades / Secretaria de Gestion Académica de Campus i campus for Academic Manag
WEB (CAT) / WEB (ESP) / WEB (ENG)

C/ Marcel i Domingo, n°L; 43007 Tarragona

Tel. 977 297001

Ale: doctoratscs@urv.cat

If you present the original documents of the attested copies at the secretary’s office, you must first send scanned copies of these documents to phd@urv.cat so that we can check that the attested copies are valid.

The deadline for submitting this documentation is the last day of the registration period for your course. You can enter the document manager to find out on which date the registration period ends and to check whether your documents
comply with these requisites.

When you have done this, we will change your registration status from Admitted pending presentation of original documents to Permitted to access the registration process. This will mean that you can complete the registration
process. We will also send you an email with all the information regarding the registration process.

If you do not present the documentation reqired within the specified period, your status will be changed to Excluded on technical grounds because you have not presented the required documentation within the specified period.
If are still interested in studying on this or any other Doctoral Programme, you will have to repeat the pre-registration process.

If you need any further information, please do not hesitate to contact us.

Yours sincerely,

Escola de Postgrau i Doctorat
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Now you are ready for the third step.



Third step: Admission — Original documents

Information/Documents needed:
1. Personal document + copy;
Master degree + copy;
Bachelor degree + copy;
Master Transcript of records + copy;
Bachelor Transcript of records + copy;
Sworn translation of your Master Degree + copy (see admitted with pending
documentation)

QU hkwn

Make sure you do have one copy of each document reported above: they will ask for
it!

Process:
Now you just need to go to the Secretary’s Office and bring the original documents

you uploaded, plus a copy of each.
The location and opening hours of that office is

Mornings: Monday to Friday from 10.00 to 13.00
Afternoons: Monday, Wednesday and Thursday from 16.00 to 17.30
N3 building, Sescelades Campus
C/ Marcel'li Domingo, 2-4-6. 43007 Tarragona

After that, you are ready for the next and, perhaps, last step: the registration. You
make sure you reached this step receiving the following email.

pear N

We are pleased to inform you that you have been admitted onto the Doctoral Programme in Chemical Science and Technology for the 2017-18 and that you will be able to complete the registration process during the specific period
established for this purpose. You can consult the calendar here

We would like to welcome you to our University and to thank you for choosing the URV to pursue your doctoral studies. We would also lie to provide you with some important information regarding the registration process.
Completion of registration process :

You must complete the registration process online. You should refer to the demo to see how to carry out this process.

If you detect any errors in your registration after you have completed it, you have a further five calendar days to rectify them.
Academic information :

1f you wish to register as a part-ime student, you must choose this option when you register online, provided that you stated this when you pre-registered for the course and that this has been approved by the Coordinator / Academic Committee.
Economic information

You can find information relating to prices, fees and exemptions and methods and terms of payment.

Registration documentation

Remember that the deadine for presenting all your registration documentation is the last day of the registration period for your course. You can consult the calendar here.
Administrative procedures

Click here for allinformation on the different administrative procedures that you can request as a doctoral student

URV email address and digital services

After you have completed the registration process, the URV will generate an account for you so that you have access to an institutional email address and other digital services at the University. The account will be operative 24 hours after you
register and you can access it through the URV's Intranet. You can find out how to access your account here.

Once you have access the Intranet, ciick on *Correu electronic” to access your URY email account, It is important that you check this account regularly because we will use it to send important information to you during your time at the URY.
URV Card

After you have registered you can apply for a URV Card. Click here to learn about its benefits and how you can apply for one

If you need any further information, please do not hesitate to contact us.

Yours sincerely,

Secretaria de Gestio Académica de Campus Sescelades / Secretaria de Gestion Académica de Campus Sescelades / Sescelades Campus Secretariat for Academic Management

WEB (CAT) / WEB (ESP) / WEB (ENG)

C/ Marceldi Domingo, n°1; 43007 Tarragona

Tel. 977 297001

Ae: doctoratscs@urv.cat
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Fourth step: Registration

Information/Documents needed:

At this step you don’t need anything but money! You will be asked to pay for your
tuition fee which, in case you are in a standard condition, will be a bit more than
700€.

These money will be paid back by ICIQ, so make sure you keep the receipt of this
payment. In case you don’t have enough money, perhaps ICIQ can directly pay for it.
Ask Nuria Vendrell.

Process:

In the previous email (see pag. 5), you need to look for “you must complete the
registration process online”.

This will open this tab

UNIVERSITAT
" ROVIRA | VIRGILI

| INICIAR L'AUTOMATRICULA |

where you have to press on INICIAR L’AUTOMATRICULA. If you don’t do that,
nothing will happen!

You made it! Now you have just to check (perhaps modify) your personal data and to
pay the fee. Make sure you do it according to the registration deadline.

That should be all for that! Welcome to ICIQ and, if you have any doubt, just ask
your older colleagues or, eventually, Nuria.



