
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 perform is the compilation of the Solicitud de acceso
a Estudios Doctorado. 
You  will  find  this  form at  the  link  https://www.urv.cat/doctorat/alumne/index.jsp?
idioma=3 or,  if  this  link  is  not  valid  anymore,  you  can  easily  find  the  link  on
http://www.doctor.urv.cat/futurs-estudiants/acces/en_index/ under  the  sentence  pre-
enrol online.

That’s  basically  the  tab you have to  find.  The
number of document  refers to what you have
(Identity card, passport,  …) as well as to your
correct date of birth. 
Make  sure  you  put  the  right  number  and  the
right  date  of  birth  since  you will  use  them to
enter the Document Manager (see Step 2).
After  that,  you should soon get  an email  from
phd@urv.cat stating  that  you can now access  to
the Document Manager, where you can upload
the required documents.

Usuari = number of document; 
Contrasenya = date of birth (e.g. 19/09/93 → valid format: 19-SET-93).
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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;
2. Master degree;
3. Bachelor degree;
4. Master Transcript of records;
5. Bachelor Transcript of records;
6. Provisional Acceptance 

(http://www.doctor.urv.cat/media/upload/domain_455/arxius/Doctorands/Acor
d%20previ/ACORD_Ang.pdf) → Núria 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/).

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

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.

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.



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·lí 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.

Now you are ready for the third step.



Third step: Admission – Original documents

Information/Documents needed: 
1. Personal document + copy;
2. Master degree + copy;
3. Bachelor degree + copy;
4. Master Transcript of records + copy;
5. Bachelor Transcript of records + copy;
6. Sworn translation of your Master Degree + copy (see admitted with pending 

documentation)

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·lí 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.



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 Núria 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

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, Nùria. 


