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GUIDE TO COMPLETING THE APPLICATION FOR
OFFICIAL MASTERS

IMPORTANTE
There are three different situations:

If you are student of Universidad Carlos lll de Madrid , you may access the application

with your student number and your password, which are the same you use to access
Campus Global

Access the application form by clicking on this link.

If you aren’t a student of Universidad Carlos Il de Madrid but you have already created
your account, you also have a user number and a password. You may now access the

application

Access the application form by clicking on this link.

If you have forgotten your password, go here

If you are not a student of Universidad Carlos Ill de Madrid and you have not created

your account yet, you cannot access the applications. You must create your account
first.

Create your account by clicking on these links:
option in spanish
option in english

A) STEP1

Choose the language of the application: Spanish or English.
IMPORTANT: If you wish to log off the application always press "DISCONNECT"

3

Bienvenidos/as al formulario de inscripcion en MASTERS OFICIALES de la Universidad Carlos lll de Madrid
Welcome to form for inclusion in OFFICIAL MASTERS Carlos lll University of Madrid

Recordad que para salir ordenadamente del sistema tenéis que pulsar el botén = **""
In order to log out please click the button | EEEED)

Si estais mas de 5 minutos sin actividad, vuestra sesion expirara automaticamente.
If you are more than 5 minutes without activity, the session will authomatically expire.

Seleccione un Idioma / Select a language
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https://sigma-web.uc3m.es/SolicitudEntradaIMO_propios.html
https://sigma-web.uc3m.es:8443/SolicitudEntradaIMO.html
http://aplicaciones.uc3m.es/clavePersonal/alumnoPrimeroLogin.do
https://sigma-web.uc3m.es/snavs/controlreg/registroPublico?entradaPublica=true&pais=ES&idioma=es&destino=MOF
https://sigma-web.uc3m.es/snavs/controlreg/registroPublico?entradaPublica=true&pais=GB&idioma=en&destino=MOF

Log in to the application:
- UC3M Student: User number and email password.
- Not UC3M Student: User number and password provided when you created your account.

Not UC3M Student UC3M student
Identification Identification
oni — User 1
e T E— T —
—— [ enter ]

B) STEP2

Once you have successfully entered the application, use the drop-down boxes to indicate the title of the
programme to which you are applying.

You may apply for more than one programme. In this case, you must complete another application. Enter your
course choices in order of preference.

Use the drop-down boxes to
indicate the programme or
programmes you wish to apply for
and click "ACCEPT.

Master's Degree in Library and Information Services Digital

C) STEP3
Complete your personal details. If you are an existing student, or if you have already created your account, the table
will display the details in the UC3M database.
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personal details Previous Studies

|o You will be required to fill in each of the folders that will be appearing on top of the screen until you get to the last one, “Save”

Personal Details
Passport Number

Personal E-mail 2




r Permanent Address

T == s

The phone no.
field is the only
one which is not
mandatory.

Once you have
filled the boxes,
please click
“NEXT”

COY e
D) STEP4
Please give details about your home university.
1.- HOME UNIVERSITY
4
® D @
personal details Previous Studies Save
| 0 You will be required to fill in each of the folders that will be appearing on top of the screen until you get to the last one, “Sawve”

r Personal Details

r Home University

If you are a
If your home university is not UC3M student,
UC3M, please use the link to please click on
search for your institution. the link and
select your
previous studies




r Search of the Universities

To search for your
institution (Spanish or
foreign), write any word,
preceded and followed by
asterisks, that identifies it

[ (x) Cancel W () Search <« T The free text box. Then,

click “Search”.

The box will show the list
of Universities that fulfill
the parameters. Select your
university by clicking on
the arrow on the left.

D

r Search of the Universities

Univarsity code- Dascription

You may also look for your
University by choosing the
Afghaniztan p corresponding country in the drop-
Albania down box.

Antillas Holandesas
Argentina

Armenia

Australia

Bahrain

Bangladesh
k Barbados
Belarus
Eelgium
Belize
Benin
Bhutan

Eirmania
Eosnia and Herzegovina -

If the University you have chosen is a
Spanish one, you are required to indicate
the Centre or the Faculty of studies.
Students from foreign universities are not

~ Home University

Home University

required to complete this field.

28027199 - CENTRO SUPERIOR ESTUDIOS UNIV, 'LA SALLE'
39000001 - Centro de Estudios de Postgrad
28032304 - E.U. DE ENFERMERIA 'JIMENEZ DIAZ'

28040571 - EU. DEFISIOTERARLIA DE LA O.N.C.E.
40004282 - EU, PROFESORADO DE E.G.B.'NTRA.SRA, DE LA FUENCISLA' "

If you do not find your previous university, please do not continue. Contact info.postgrado@uc3m.es and attach a

copy of your diploma or a certificate stating your University.



mailto:info.postgrado@uc3m.es

2.- STUDIES.

Indicate the last
academic year of

Studies g
‘ your studies

Search

If your previous studies are
from a foreign university,
use the second section and
== R write down the full name of
the degree.

If your previous
studies are
Spanish, click
here and search
them.

TYPE OF STUDY IS NOT A MANDATORY FIELD FOR FOREIGN STUDIES

[z010/11]+ ]

Please give details of the
current university
qualification you hold.

If you are fully graduated,
please indicate the date
when the degree was

awarded. —_— |

O dCOETED
T | Click "Next”




E) STEPS

In the next step, you will be asked to upload the documents required for the program (Click here) you are applying.

. Y . - (} Y

personal details Previous Studies

|ﬂ Please click on "sawe" to submit your application

Personal Details

hy ippllcation status

/

To upload the documents, click on
the “attached documents” button.

attached documents

Select the Degree

Order of pretrencs Currulum




document.

To upload the documents, choose
in the drop-down box the type of

~ Documents

ocument

/

W

Click on the “EXAMINAR”

ﬂ Only the following formats are accepted: pdf, doc, jpg, gif, txt, rtf button to select the document.
File size limit is 4 megabytes
OEED 0K=ND
Then, click on the “SAVE” | Once all your documents
button to complete your are attached and listed
upload. If you have multiple below, click on the
documents, please do the “CLOSE” button.
same with each one.
|

VERY IMPORTANT:

In the case of foreign studies-you need to attach scanned versions of your transcripts and your degree certificate,

certified and officially translated.

You may also want to submit any additional items you wish to be taken into account when considering your
application. Use the option “OTHER DOCUMENTS TO CONSIDER OF INETEREST TO COMPLETE YOUR APPLICATION”

in the drop-down box.




Last steps:

e Ifyouare (or will be) applying for a scholarship, please indicate the type. In case of not being awarded,
please indicate in the “Comments” box if you will maintain your application.
Click on the “SAVE” button.

- Select the Degree
orgsrotpratersncs] _____________________________Fewy | _________________  cumam |
T desessResgem |l fe-MskrUoesbroeisbiemsSeveksserbmestaigl |

Write the name of the scholarships you
are applying for.

In the “Comments” box, tell us if you
will still be applying for the Master in

I _ case you do not get the scholarship. _

r Write the scholarships that you'll request

_— Click on the “SAVE”
[ () Freviou: IR (o) Swe ] button.

’— Personal Details

You have been signed up for these courses successfully. Please, remember to check our website to get updated information about any additional documents you may need to submit before the
deadline.

‘ 0 Please, note that you need to print out all the requested documents by clicking on “Print"

Print Request

oD
If YOU wish, YLl Ty p”m_: & . La pagina en https://sigma-web.uc3m.es:8443 dice: ﬂ
written proof of your application
by CIiCking on the “Print l:ik Please, note that you need to print out all the requested documents by clicking on "Print",
request” button. =

FINALLY CLICK THE “EXIT” BUTTON
L) S



PRIORITIZE YOUR REQUESTS

If you are applying for more than one programme, you must enter your course choices in order of preference in
the drop-down box.

IMPORTANT: Once the applications have been validated by the Administration, you will not be able to
change the order of preference.

Orgr of prafarsncs

— Fi-] Fitgimen de Permanzngia  Tiempo Farcial
In case of itineraries or - H
modules, only indicate the 2_J
one of your preference.

r Orderofp ce

If you have
completed more 2]
than one
application,
indicate the
order of
preference.
Remember, you
will not be able
to change it if it
has been already
validated.

YOU CAN CHECK THE STATUS OF YOUR APPLICATION AT ANY TIME.

SEE HOW TO DO IT ON THE NEXT PAGE.




CHECK THE STATUS OF THE APPLICATION - MODIFY THE APPLICATION

1) CHECK:
To check the status of your application, you have to access the application (click here).

— CORIND !
Clicking here you can This column shows your application
review the data provided status:

Requested by the student
Validated by the Administration
Denied
Waiting list
Granted

2) MODIFY:

If the application status is "REQUESTED BY THE STUDENT: "You may modify it (eg. You may include more

)
documents) by clicking on If you have applied for several Masters, you can change the order of
preference.
IMPORTANT: Once the application has been validated by the administration (the status would be "Validated by
the Administration ") you will not be able to modify the application (for any questions regarding the application
please contact info.postgrado@uc3m.es).

3) APPLICATION STATUS:

- Requested by the student the application is being taking into consideration by the Administration.

- Validated by the Administration: it means that the application is being taking into consideration by the
Master Address headship.

- Admitted: you have been admitted. This is a provisional admission, which will be definitive when you

receive the acceptance letter.
In case you do not meet the requirements yet, or if there are any missing documents, you will receive a
conditional admission.

- Granted: it means you will be able to register in the established deadlines. The deadlines will be published
on the website and also be detailed in the admission letter. In case you receive a conditional offer because
you are not fully graduated, you will only be able to register if you meet the graduation requirement.


https://sigma-web.uc3m.es:8443/SolicitudEntradaIMO.html
mailto:info.postgrado@uc3m.es

