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Before You Begin 
This guide explains how to complete each section of the Universidad San Pablo CEU registration 
process. 

• If you are a new student and are unable to start the registration process for any reason, please 
contact the Admissions Department: 

o 902 222 555 / 91 514 04 04 
o Info.usp@ceu.es / info.posgrado@ceu.es 
o internationalstudents@ceu.es (international admissions) 

• If you have any questions during the registration process, please contact the Secretary's Office 
of the Campus where your degree program is offered at the following telephone numbers: 

− 915 14 04 00 
− 914 56 63 00 

Or by email after hours: 

− Moncloa Campus: secretariamoncloa@ceu.es 

− Montepríncipe Campus: secretariamonteprincipe@ceu.es 
 

• If you have any questions about payment, please contact the Accounting Department by phone at 
915 14 04 00 / 914 56 60 00 or by email at alumnos@ceu.es. alumnos@ceu.es 

 
 

Please keep the following in mind: 

• If you are a new student, please close all open browser windows and make sure you are only 
logged into CEU’s prospective student portal before starting the process. If you are already 
registered, log on through “Registration Renewal” on the university’s intranet. 

• The registered process must be completed in its entirety once you start it, which means that if you 
exit the process and start it again at another time, you’ll have to start over from the beginning. 

• The maximum idle time for each screen is set at 30 minutes. If you go over, you’ll have to start the 
process again. 

• Do not use the browser's BACK and FORWARD buttons during the process. Instead, use the 
buttons on the program's interface to go forward or backward in the process. 

mailto:Info.usp@ceu.es
mailto:info.posgrado@ceu.es
mailto:internationalstudents@ceu.es
mailto:secretariamoncloa@ceu.es
mailto:secretariamonteprincipe@ceu.es
mailto:alumnos@ceu.es
mailto:alumnos@ceu.es
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Registration Process 
 

1. Home screen 
 

Once you start the enrollment process you will find basic information about the program for which you have 
been admitted in the header. This header will be at the top of the page throughout the enrollment process. 

 

You can also use the menu to navigate and see the status of your enrollment at any time. 
 
 

 
 

2. Completing your registration 

My personal details 
 

When filling in your personal data, please make sure that the information collected during the admission 
process is correct. 

Please pay special attention to the zip codes of your home address, the address where you’ll be staying 
during the course, date of birth and contact information. You will not be able to continue with the 
registration if this information is incomplete. 

If your address during the course or your place of birth is not in Spain, enter 99999 as your 
zip code to continue with the process. 

If you were born outside Spain, you must check this box in the place of birth section 

(1) and fill in the fields shown below. 
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To continue, you will need to open, read and accept the following links by checking "I have read and 
accept". 

 
 

 
 

Statistical survey 
 

Next, you will be asked to fill out the statistical survey requested by the Spanish Integrated University 
Information System (SIIU) for annual reporting purposes. 

 
 



6  

Register for courses 
 

You must actively select the courses you want to register for. Select a course using the icon (1) shown in 
the image below. 

If your program of study requires you to select all available courses, select the icon that appears in the 
selection header (2) to select all of them. 

Please note that this option will not work if the if the chosen course requires you to select a group (A). 
 
 

2 

1 
 
 
 
 

(A) 
 

 
 

The following message will automatically appear when you have finished choosing your courses: 
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Click next once you have completed your selection. 
 

If you are taking upper-division courses and have courses pending, they will appear in the “pending” tab. 
You will need to register for these courses first. Then, go to the “plan” tab and select the course subjects for 
the next academic year. 

 
 

 
 

Payment information 
 

Here is where you’ll need to provide your tuition payment information. 

Discounts, scholarships and form of payment 
 

• With the exception of the one-time payment discount, any discounts/grants or scholarships for 
which you are eligible will not be applied at the time of registration. Instead, they will be applied 
later by the Billing Department or the Scholarship Department, once all decisions have been 
made. Therefore, do not check discounts or scholarship when completing this section, 
even if they apply. 

• You can choose either the one-time payment (1) or payment in installment options and the 
number of installments you want from among those available for your degree (2). 

• The only type of payment the university accepts is direct debit. The only exception is students 
who do not have a bank account in a SEPA country, in which case payment by POS will be 
required (3). If you have any additional problems with the form of payment, please contact the 
Billing Department (alumnos@ceu.es) so that they can review your case. 

(1) 
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(2)  
 

(3)  
 

 
 

Authorization to disclose information 
 
 

 
 

Bank details and SEPA mandate 
Here is where new stills will need to provide the bank details for the direct debit (if that is the chosen 
payment method). Registered students will need to confirm their bank details. 

 

 
 
 

When finished, you must authorize the SEPA direct debit order. 
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Registration confirmation 

You will then be given a summary of your registration, which you must confirm in order to continue. 
 
 

 
 

Registration documents 

Below you can review your registration form and the direct debit order. When you finish, click on 
CONFIRM to complete your registration. 

 
 

 
Practice group registration 

Finally, you’ll need to choose your practice groups (if your course of study requires them). Click on each 
course that has an arrow (1) to choose the group (2). In some cases, if there is only one group it will be 
preselected. 

 

 
 

(1) 



10  

 
(2) 

 

 
 
 

At the end of the process, you’ll receive a receipt which you can print out. 
 

 

 
 
 

The following screen will appear if your degree program does not have practice groups, which means 
your registration is complete. 
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*Finally, if you pay by direct debit, you will receive an email within 24 hours of finalizing your 
registration to confirm the SEPA document. 

 
POS payment 

If your payment method is POS, the following screen will appear and you will have two options: 
"Accept" to pay the first installment, (1) after which you’ll be given a receipt, or click on "Return" to 
see your registration documents. 

 

 
(1) 

 

 
 
 

Registration confirmation 

You will then be given a summary of your registration, which you must confirm in order to continue. 
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Registration documents 

The program will then display a summary of your registration. Please check to make sure that 
everything is correct. When you finish, click on CONFIRM to complete your registration. 

 
 

 
Practice group registration 

Finally, you’ll need to choose your practice groups (if your course of study requires them). Click on each 
course that has an arrow (1) to choose the group (2). In some cases, if there is only one group it will be 
preselected. 

 
 
 

 
 

(1) 
 

(2) 
 



 

 
 
 
At the end of the process, you’ll receive a receipt which you can print out. 

 

 

 
 
The following screen will appear if your degree program does not have practice groups, 
which means your registration is complete. 
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