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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 902222 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:

- 915140400
- 914 56 63 00
Or by email after hours:
Moncloa Campus: secretariamoncloa@ceu.es

Monteprincipe 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:

e 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.

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

e 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.
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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 enroliment process.

Nombre y apellidos DNI

Afio 2020/21-0
Centro 101 - Facultad de Derecho NIA

Estudio 310- Grados en Derecho y Relzciones Internacionales y Unian Europea Tipo de Estudios 5 - Noinformado -

Plan de estudios 5317 - Grados en Derecho y Relaciones Internacionales y Union Europea (Plan 2018) Especialidad 0-Noespecificada

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

-0 —0—@

Mis datos Cuestionario Asignaturas a Informacion del
personales estadistico matricular pago

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.

1

Fuera de Espafia

Fecha de nacimiento - ej. DD/MM/AAAA
Pais de nacimiento Canada A

Localidad

Provincia

Pais nacionalidad Canada v



To continue, you will need to open, read and accept the following links by checking "l have read and
accept".

1. NORMATIVA DE LA UNIVERSIDAD

A continuacidn pulsa en este enlace para acceder al detalle de la normativa de la universidad

He leido y acepto

2. AUTORIZACIONES

A continuacidn pulsa en este enlace para acceder al detalle de las autorizaciones solicitadas por la Universidad

He leido y acepto

3. INFORMACION PUBLICITARIA DE TERCERAS ENTIDADES

A continuacion pulsa en este enlace para ver la informacion sobre el consentimiento de acciones publicitarias de terceras entidades

{_) Acepto recibir informacidn en los términos anteriormente expuestos
{_) No acepro recibir informacidn en Los términos anterisrments expuestos

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.

CUESTIONARIO ESTADISTICO

Estos datos se usardn con fines estadisticos

Ultimo afio que cursé el estudio que Le da acceso 2 este grado ) 2020 ~

Municipio del centro en el que cursd el dltimo afo del estudie que le da acceso a este grado p
Pais en que cursd el dltimo afio del estudic que le da acceso a este grado 724 Espaiia ~

Maturaleza del centro en el que cursd el estudio que le da acceso a este grado 9 Mo consta ~

Afio de acceso al Sistema universitario Espaiiol (SUE) 2020 ~

g i d i fi ior? ios, indi i : P N

ZEL es_ludlante tiene otro titulo de ensefanza superior? En caso de que tenga varios, indicar el de nivel 0 Mo posee ofro titulo de ensefianza superior -
superior

#Accede por primera vez al Sistema Universitario Espaiiol (SUE) durante este curso? 9 No consta

Estudio de acceso 989 No consta



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 [ Afiadir asignatura mediante codigo

104~ Facultsg 01 SO b cien
071 - Teoria deL Derecho Derecho (Plan > 50 x Ler 00 Ler Sem. 0
de Derechio Bésica
2018)
o 301 Grado en -
12072 -Claves ce Historia 101-Facuizd { (MDY Formacién - X tr - — .
Contemporénea de Derechio Basica
2018)
301-Grado en .
B 12075-Derechoromane | 01 TR horing (Pl FOTTECION 5.0 X ler 0 1er Sem. 0
de Derechio Basica
2018)
301 Grado en ”
[ 2074-Funcememosde  101-Facultz T UED R Formacién w0 « tor - 1o sem. 0
Derecho Constitucional | de Derecho e Basica
..... e iae - . .|301-Gradoen|

(A)

12071 - Teoria del Derecho

I O e e e

() /101 - Facultad de Derecho 301 - Grado en Derecho (Plan 2018) ler Sem. Propio
() 101 - Facultad de Derecho 301 - Grado en Derecho (Plan 2018) ler Sem. 111 556 Propio
() 101 - Facultad de Derecho 301 - Grado en Derecho (Plan 2018) 1er Sem. 112 56 Propio
() 101 - Facultad de Derecho 301 - Grado en Derecho (Plan 2018) 1er Sem. 119 56 Propio

The following message will automatically appear when you have finished choosing your courses:

| Alerta x

©® se ha completado el proceso de seleccién automética de asignaturas.




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.

Plan Fuera del plan

Mostrando m registros por paging Busqueda global ‘

13051 - 101 - Facultad 217 - Grados en Derecho y Eormacidn
Derecho de DerecI{a Relaciones Internadionales y Basics 6.0 X ler XX ler Sem. 2
Romano Unidn Europea {Plan 2018)

Mostrando Registros del 1 al 1 de un total de 1 registros

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)

Aplicacién descuento

Disponible Seleccicnado
Tipo de descuento - PGO Unico
S

Becario

[m i}

Pago a plazos

Forma de pago @® Dpomiciliacién Bancaria




)

INFORMACION DEL PAGO

Aplicacion descuento
Becario
Pago a plazos

Mumero de plazos

Forma de pago del primer plazo

Forma de pago aplazado

3 v

®  Domiciliacién Bancaria

Domiciliacién Bancaria

@)

INFORMACION DEL PAGO

Aplicacién descuento O
Becario O
Pago a plazos

9

Namero de plazos ~

Forma de pago del primer plazo @ TPV-terminal punto de venta

Forma de pago aplazado Tarjeta bancaria (TPV apl)

Authorization to disclose information

Permitir al padre / madre / tutor legal que desde el Centro se dé informacion académica O
0 econdmica del estudiante

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.

Mamero de cusnts bancarcis (BANY Es

8 Itas lafermar una cuenta exiraniera

€@ Sizeinforma. la longitud obiligatoria es de 11 caracteres. S1 se dizpons de una versisn del
iga BI = 7
CoMas o enrT) BIC de solo 8 caracterss. == debe completar per la derscha con 3 sguis mayusculas XXXT
Titutar as ta cu
MIF titular de L
Direccion de

Segundo apellido

Fusra de Ezpafa
Fais

Localidad

Cadiga pastat =

Provincis

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

Seguin la normativa bancaria vigente, a continuacién se emitird una orden de domiciliacion de adeudo directo SEPA gue se

tendra gque cumplimentar v tendra gue firmar debidamente =l titular de la cuenta para entregarla de forma telematica a través

del portal del futuro alumno. Al formalizar esta matricula, te comprometes a realizar este requerimiento y a autorizar a la
Universidad a enviar drdenes a la entidad financiera para realizar el cargo en la cuenta especificada.




Registration confirmation

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

00— —0—0 -

Mis datos Cuestionario Asignaturas a Informacian del Confirmacicn de
personales estadistico matricular pago la matricula

© Tras revisar L2 informacion resumen de la matricula pulsar el botén Confirmar

Solicitud Provisional de Matricula

Registration documents

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

Documentacién de la matricula

@ L2 matricula se ha cor COrr En esta p tiene disponi los impresos de La matricula realizada. ién tiene a su disposicién Los de pago que
correspondan en funcidén de la forma de pago seleccionada. Adicionalmente pueden haberse generado otros documentos de interés.
imprimir, o envi por correa Snico estos di tos para su posterior.

opcoe=

imprese matricula @3

b o

Mandato de demiciliacion de maticula @3

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.

W S mATICLs RO SRt GAGIEEISD TS

(1)
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The following screen will appear if your degree program does not have practice groups, which means
your registration is complete.

ELECCION GRUPOS DE PRACTICAS, SEMINARIOS, TUTORIAS, ETC

Si no has seleccionade el/los grupo/s, aparecerd un botén de seleccién (llecha) para seleccionarlo/s. Es posible que la seleccién sea automética por ser el anice grupe dispenible. Mientas no hayas
grabado, el grupo aparecera en color rojo. Es necesario que pulses el botén Grabar para hacer efectiva esta seleccidn,

@ No existen grupos para la asignacién



*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.

e il
(1)
“Sabadoll
i —
......
“m

Registration confirmation

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

00— —0—0—§-

Mis datos Cuestionario Asignaturas a Informacidn del Confirmacitn de
personales estadistico matricular pago L2 matricula

@  Tras revisar L2 informacién resumen de la matricula pulsar el botdn Confirmar

Solicitud Provisional de Matricula

11



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.

Documentacion de la matricula

La se ha En esta tiene Los imp: ae s Tamblién tiene a su disposicién los documentos de page que
correspondan en funcién de la forma de page seleccionada. Adicionalmente pueden haberse generado otros documentos de interés.
Recuerde imprimir, descargar © enviarse por correo estos para su P ior.

Imprese matriculs @5 =)
Recibos TPV matriculs @5 L = &=

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.

DLDCE R GO [ PRACTRLAS, S RARER, TUTORIAY, ETT
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At the end of the process, you'll receive a receipt which you can print out.
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The following screen will appear if your degree program does not have practice groups,
which means your registration is complete.

ELECCION GRUPOS DE PRACTICAS, SEMINARIOS, TUTORIAS, ETC

Si no has seleccionado elilos grupo/s, aparecers un botén de seleccién (flecha) para seleccionarlo/s. Es posible gue la seleccion sea automatica por ser el Gnico grupo disponible. Mientras no hayas
grabado, el grupo aparscerd en color rojo. Es necesario que pulses =1 botdn Grabar para hacer efectiva esta seleccian,

@ No existen grupos para la asignacién
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