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BEFORE ARRIVAL IN UPCT

STEP 1 PRE-REGISTRATION IN UMOVE — First email

You will receive an email with instructions Perzonal Data
to access UMove and begin your pre-
registration process in the platform, where
details such as the following will have to

Requirad lields ara rngked wilh ®

be entered: :
“First Name: | Mombie
e Gender * Surname:  Apellidol
* Document type (Passport) Second Surname:
* Document number (Passport number) "Gender: | - Selucl - v
» Date of birth “Document Type: | Selecl - 2]
* Decument Number: . { fenard prar irenify Musmbsr oy Peasspae |

* Date of Birth: 10

IMPORTANT: Make sure you type the e
right Passport number.



STEP 2 REGISTRATION IN CAMPUS VIRTUAL — Second email

You will receive a second email, this time
with a login and a password to access
UPCT Campus Virtual.

From this moment on, the only way to
enter UMove is by accessing Campus
Virtual with the provided credentials.

CAMPUS VIRTUAL:

https://campusvirtual.upct.es/uportal/

ENGLISH VERSION

Dear Exchange student,

Congratulations! You have been successfully registered in our system and you will be welcome 1o
Join the University of Almeria next year 2014-13. From now on all the steps concerning your
mobility must be done on line. You wil [ have to access in CAMPUS VIRTUAL through our main
website, or either clicking this link: hitp.fevirtual ual es

Your login credentials are:

* User name. bg703
¢ Password: 3kigev7k

You will need this user name and password to access to all the UAL computing resources during
your stay. For this reason, we strongly recommend you not to lose this document.

Please, access your CAMPUS VIRTUAL: section ALUMNO > MIS ESTUDIOS >
MOVILIDAD. Here you can find all the available procedures to come to the UAL.

The next step is to fill in all your personal data in the MOVILIDAD section (CAMPUS VIRTUAL),
so that you can get your Letter of Acceptance.

Welcome to the University of Aimerial

Go to CAMPUS VIRTUAL!



https://campusvirtual.upct.es/uportal/

STEP 3

COMPLETE DETAILS IN UMOVE — How to edit the “Information about my stay” section

€ C & umoveuales/mobilityUPCThome.seam

) UMove - Technical University of Cartagena

C @ umoveuales/me
2 Logged mn as - B You have 245 new messages |
My placament  Help

tyUPCT/pagmasCV/ slumnos N/MiPlaza seam

B @&
Move - Technical University of Cartagena
My placomon!  Holp 4
Spanish Enghsh

A logged in as

Spanish Enghish
My placement

Student

Infor ion about my pl
Academic Information about
Sending University year Stusdy plan Placement Study Period my $ay Learning Agresmant
LIIVERSITY OF SCIENCES AND 2122 | PROGRAMADE (3337) Motor vehicles, ships.and | 2* Semester s 3
TECHNOLOGY OF ORAN MOVILIDAD peTY - bt l':ﬂlf nl_:f:lwhnn
INTERNACIONAL mus! be sigasd
& Copyright UAL 2015
3 VETS G Universidad b ST
LAIVERSIDAD Ay Enversdad TA . W1 i Universitat  Alscant
i L5 Polit 5 i e
@m ALMERIA W' deHucha @Z' SR, CA 15X iersidad de Alicanse

© Copyright UAL 2015

Click “My placement”

Access “Information about my stay”



STEP 3 COMPLETE DETAILS IN UMOVE — How to edit the “Information about my stay” section

'-'& UMove - Technical University of Cartagena

Information about my Stay

Fill in the required data (marked with *)
and click “save”

Hare Sumame: O

E-mail I -
IMPORTANT: Do st h st Ut Ao G P

tare

Surname: _
You do not need a bank account at this R i
point. You will have to fill this in once you P———
are in UPCT and have opened a Spanish o e (W
bank account -
Click “Needs adaptations for disability A
ONLY if you have a disability i ]

acru-rr | ] B « comulwomce: [N



«

c

STEP

4 UPLOAD DOCUMENTS IN UMOVE

Now it is time to upload the required documents to obtain your Letter of Acceptance. Here is how to do it:

& umove.ual.es/mobilityUPCT/home.seam

Technical University of Cartagena

@

” P a v Universidad
LAIVERSIDAD C Unvorsidad a3 Ennversidad VA .
DE ALMERIA Jatn "% deHucha ¥y poutecnica

e de Cartagens

Click “My placement”

A logged m as

N UCA

Spanish Enghsh

Universitat d'Alscant
~ Universidad de Alicante

© Copyright UAL 2015

My placement

Student
Infor ion about my pl
Academic Information about
Sending Univarsity year Sty plan Placement Study Period my Sty
LMNIVERSITY OF SCIENCES AND 202122 | PROGRAMA DE (XX37) Motr vehicles, ships and | 2% Semester
TECHNOLOGY OF CRAN MAOVILEDAD =

ENTERNACIONAL

Access “Documentation”

Spanish English




STEP 4 UPLOAD DOCUMENTS IN UMOVE

Go to “Documents to upload” and
Upload the requested documents ‘ S

Documents to download Documents to upload

IMPORTANT:

— ———
In order to get your Letter of —— T s § ::
Acceptance you must upload the e 9| e @ x
following: ; e — (o]
* Accident and Civil Liability Insurance * B
+ Health Insurance (not your card, but your policy)* g S G | ocaponies B @« x
. Passport* Appicaton for he force Mafeure Pening fo mcorporete (o |

. * Other Documents 1 @) ncorporated Je @ x
+ Language Certificate prrT— O e
* Other Documents 1 (for Student’s Commitment that o Computeony document

was sent to you by email* Back

o Air Ticket *

Application for the force Majeure and Addendum to the
Grant Agreement are ONLY requested if major changes
happen during your stay. Do not sign them unless there
are major changes




STEP 5 ISSUING OF ACCEPTANCE LETTER

Once you have uploaded the necessary documents, your Letter of Acceptance (Invitation Letter) will be issued and signed. When ready, it will be
available in “Documents to download”:

< C' @ umoveual.es/mobilityUPCT/paginasCV/alumno/MiDocumentacionList.seam & ® W

2loggedin as:

My placement Help @)

Spanish English

ATTENTION! To sign documents in UMove you will have to enter a key. # Initial configuration

Documents to download Documents to upload

Document type Status Document tions
Letter of Acceptance () Available “T_,
Courses proposal report () g Available =
Learning Agreement {7 Available e
Certificate Of Arrival %) Mot Available
Certificate Of Stay (% Not Available
Addendum to the Grant Agreement () Pending to fill in the bank

account number in your

stay

Learning Agreement First Semester modification Not Available
Learning Agreement.Second Semesier Pending acceptance of
modification Student
Transcript of Records Not Available
Transcript of Extraordinary Records Not Available

(") Compulsory document

Back



IMPORTANT GO GET YOUR VISA

Now that you have your Letter of Acceptance, it is time to get your visa. We recommend contacting the nearest Embassy/Consulate of Spain
before you get your Letter of Acceptance to better understand which documents will be required from you and get an appointment with them in
advance. Note it may take some time to get an appointment, so the sooner you contact them, the better.

https://www.exteriores.gob.es/es/Embajada
sConsulados/Paginas/index.aspx



https://www.exteriores.gob.es/es/EmbajadasConsulados/Paginas/index.aspx

STEP 6 MAKING OF LEARNING AGREEMENT — Editing your Learning Agreement
Before your arrival to UPCT, you must complete your Learning Agreement. In this document you will state which courses/activities you wish to
carry out in UPCT during your stay and their equivalent in your Home Institution.

To access it in UMove, you must click “Learning Agreement”, and follow the steps in the following guide:
http://cvirtual.ual.es/descargas/manualesUsuario/mobility/ManualAlumnoEN__IN.pdf (*you can also find the guide by clicking “Help”)

If you need to discuss which courses you can select, please contact your Academic Coordinator in UPCT (contacts provided in your nomination
email sent by our International Office).

< C & umove.ual.es/mobilityUPCT/paginasCV/alumnosIN/MiPlaza.seam & B % &

1 @ UMove - Technical University of Cartagena Alogged in as:

My placement Help @ *

Spanish English

My placement

Student

Information about my placement
Academic Information about
Sending University year Study plan Placement Study Period my Stay L ing Ag it Dc ion Funding
PETROZAVODSK STATE UNIVERSITY 202122 | PROGRAMA DE (3326) Business and 2° Semester s .
MOVILIDAD administration, not further defined il il

INTERNACIONAL

© Copyright UAL 2015
IMPORTANT: in the guide you will be asked to digitally sign your Learning Agreement. Ignore that section, as you will have to sign the
document by hand as explained in the next pages


http://cvirtual.ual.es/descargas/manualesUsuario/mobility/ManualAlumnoEN_IN.pdf

STEP 6 MAKING OF LEARNING AGREEMENT — Downloading your Learning Agreement

If you have followed all the instructions shown in the guide for the making of a Learning Agreement, your Coordinator in UPCT will accept it, and
then it will be ready to be downloaded in “Documentation>Documents to download”.

€ & umoveuales/mobilityUPCT/paginastV/alumnasih/MiPlaza seam B OE W 2

Move - Technical University of Cartagena L Logged in as

Spanish Enghish
My placement
Student
Information about my placement ‘
Aragems INtOITAINON 3BEUT
Sending UnreraRy year Stugy plan Flacement Sy Percd my Say Learming Agresment Dosumentaton Funging
PETROZAVODSX STATE UNIVERSITY | 202122 PROGRAMADE {3326) Business and 2 Semester e s
MOVILIDAD aminsiraon, net Neher denned i [E=E p—
INTERNACIONAL
& Copyright LAL
—

ATTENTION! To i monts in Ukave you wil hive to ontar 2 key. v

Mot Avaiable

Mot Avaable

[") Compulsory dezument

Back



STEP 6 MAKING OF LEARNING AGREEMENT — Signing and uploading your Learning Agreement

Remember you must sign your Learning Agreement and get it signed by your Home Coordinator, too. Once signed, it must be uploaded
onto UMove so that we can send it to its signing by your UPCT Coordinator
(Documentation=Documents to download). Please let us know when you upload it so that we can speed up the sighing process.

€ & umoveuales/mobilityUPCT/paginastV/alumnasih/MiPlaza seam B OE W 2

UMove - Technical University of Cartagena L Logged in as

My placement

Student

Information about my placement ‘

Academic Information about

Sending UnreraRy year Stugy plan Flacement Sy Percd my Say Learming Agresment Dosumentaton Funging
PETROZAVODSH STATE UNIVERSITY 202122 | PROGRAMADE {3325} Business and 2 Samester i ot
MOVILIDAD aminsiraon, net Neher denned b [E—— ey

INTERNACIONAL

Spanish English

ATTENTION! T gn documents in UiMove you hivesr to enter a key w Initial configueation
Darument rpe Stamas Decument Aenan

cadent and civt A ity e ance wcomoraied

h nsurace wcomonied

ming Agrosesent (7 Pending Incorporate ‘
Fassponicenticaton Document 7 i woomEaied

Persing 19 intorpora) L m

Leaming Agreement Fist Semester moshcation NoR Aasabie
Leaming Agerement Sacons Semester Fendeg aceeptanee o
et alion Steatent
1-Lavel Lasguage (Spanisheghsh) Censcite wcomoiied
Ay sl et the Tirce Majecre. Perxting o incmipotate n
newcket 7 ncomonied

[*) Compulsory document



STEP 7 ENROLLING IN UPCT — Self-enrollment

Once your Learning Agreement is complete, UPCT will establish some dates for your self-enrollment. UMove will send you notifications that will
grant you access to the self-enrolilment website.

Below you will find some useful links that will show you how to proceed:

Self-enrollment instructions
https://international.upct.es/downloadFile/VxbOMnIbYR

Video tutorial on Erasmus Application Procedure at UPCT:
https://www.youtube.com/watch?v=HleosWQcZdc

Remember you will receive notifications on the opening of the enrollment process via UMove. Please make sure you check your inbox in UMove
frequently.

IMPORTANT:
If you see your link to UPCT self-enrollment platform is not working, wait until the next morning to proceed, as the system may need refreshing.
After you enroll, you will be able to have access to all didactic materials in Aula Virtual, be in your Professors’ list, etc.

It is essential if you want to open a bank account, attend classes, get their related didactic materials, sit exams, and obtain your Transcript of
Records.


https://international.upct.es/downloadFile/VxbQMnlbYR
https://www.youtube.com/watch?v=HleosWQcZdc

ONCE IN UPCT

STEP 8 VISIT INTERNATIONAL OFFICE

You must come to UPCT International
Office within the first days of your stay,
but we strongly recommend doing it as
soon as you arrive in Cartagena.

SOME TIPS:

* Make sure you email us before you
come so that we can set an
appointment and ensure we give you
the needed time.

* If you come in a group, try to come all
at once.

» We are located on the 3™ floor of the
ELDI building:
https://maps.app.qoo.gl/jzDLWCT5VAXCc
taXn7



https://maps.app.goo.gl/jzDLwCT5VAXctaXn7

STEP 9 OPEN A BANK ACCOUNT - ENTER IBAN IN UMOVE

In order to be transferred your scholarship, it is mandatory that you open a Spanish bank account
For that purpose, banks usually require the following documents:

* Passport
* Enrollment slip (which you downloaded it after you completed your self-enrollment)

* Lease agreement/contract (accommodation)

Upon the opening of your account, you will be given an IBAN number, which is essential for the payment of your scholarship



STEP 9 OPEN A BANK ACCOUNT - ENTER IBAN IN UMOVE

Once you get your IBAN, you must go to UMove and type it in the right section:

A logged m as

Spanish Enghish

My placement

Student
Infor ion about my pl
Academic Information about
Sending Univarsity year Sty plan Placement Study Period my Sty
LMNIVERSITY OF SCIENCES AND 202122 | PROGRAMA DE (XX37) Motr vehicles, ships and | 2% Semester
TECHNOLOGY OF CRAN MAOVILEDAD =

You L noonss ‘ omation
INTERNACIONAL mUST De Sign = x
& Copyright UAL 2015

LAIVERSIDAD () Gniversidad T Privesided M o b Universitat ' Alacant
i B 2 £ it
@m ALMERIA e deHuocha g-’:;r d:"é:[:;m . CA 15X iersidad de Alicanse

© Copyright UAL 2015

Click “My placement” Access “Information about my stay”



STEP 9 OPEN A BANK ACCOUNT - ENTER IBAN IN UMOVE

Your IBAN must be typed in the “Number of bank account” box:

@@= UMove - Technical University of Cartagena 2 loggedin as:

My placement Help @

Enter your IBAN number
in UMove *

Language information

Spanish level: — None — ~ | (Use the list of values fo select your Spanish level |
Language level officially certificated: [

Name of the official
certificate:

Other data
“Date of birth: |
*Nationality: | v

If you have obligatory visa it is necessary that you select the Consular Office:

couy: [ v consuiarorice: N v

* ‘ Number of bank account: ( Intemational Bank Account Number of Spanish Account with format ES9999999399999999999999 |

* Study cycle: First cycle e

“ Number of completed higher education study years: 3

@ 1.- In accordance with Oraanic Law 15/1999 of 13 December on the Protection of Personal Data. we inform vou that vour personal data will be stored in a file owned bv TECHNICAL



STEP 10 SIGNING OF GRANT AGREEMENT

After completing the previous steps, all the required information (IBAN, address, etc.) should be visible in your Grant
Agreement. It is time to check and sign the document.

Documents to download Documents to upload

Document type Status Document Actions
. Letter of Acceplance ( Available 'Z
Go to “Documentation>Documents to Grant Agsement (107 E —
doWnIoad” and ODen the PDF tO make Courses proposal report [/ G Available ).
Su re vou r I BAN iS Sh OWi n q Learning Agreement (7 Available I

Certificate Of Arrival (%) Mot Available
Certificate Of Stay (%) Mot Available
Addendum to the Grant Agreement (# Pending to fill in the
bank account number in
your stay
Learning Agreement. First Semester Mot Available
modification
Learning Agreement. Second Semester Pending acceptance of
modification Student
Transcript of Records Mot Available
Transcript of Extraordinary Records Not Available

{*) Compulsory document
Back

My placement  Help @

‘Spanish English

ATTENTION! To sign documents in UMove you will have to enter a key.  Initial configuration

*

If you do net already have it, press the following button to receive the configuration data jg your email ac-;uum.“'l.'““““‘“‘@g “*I'co™
Get your digital signature h
Setti ngs and fo I IOW i nstructions f you need more information, click on (g Help

Documents to download Documents to upload

Note the instructions will be sent to the
email address shown here ¥ n— T

ment Acti
Letter of Acceplance (% Available o2
Grant Agreement (KA107) (%) To Sign ’~ Sign
Gourses proposal report (7 () Available e
Leaming Agrsement () Availzble
Certificate Of Amival (%) Hot Available
Cerfificate Of Stay (7 Hot Available

Addendum to fhe Grant Agreement () Pending to fill in the



STEP 10

SIGNING OF GRANT AGREEMENT

After completing the previous steps, all the required information (IBAN, address, etc.) should be visible in your Grant
Agreement. It is time to check and sign the document.

3

Sign your Grant Agreement *

It will be then automatically sent to its
signing by UPCT and, once signed, the
payment order will be given

We strongly recommend emailing us when
you sign your Grant Agreement to speed
up the process

IMPORTANT:

When you email us, please include your home address so that we can shar&”it"With our colleagues at the

Finance Department

Documents to download

Document type
Letter of Acceptance (

Grant Agreement (KA107) ()

Courses proposal report | U
Learning Agreement ()

Certificate O Arrival (*

Certificate O Stay (%

Addendum to the Grant Agreement

Learning Agreement. First Semester
modification

Documents to upload

Status
Available

To Sign

Available
Available
Mot Available
Mot Available

Y Pending to fill in the
bank account number in
your stay

Not Available

Leamning Agreement Second Semester Pending acceptance of

modification
Transcript of Records

Transcript of Extraordinary Records

Student
Mot Available

Not Available

Back

Actions

o *

Payments involve several Departments in UPCT. Therefore, some time must be allowed. It should not take longer than
10-15 days from the moment, provided there are no serious technical issues, all steps are followed and all necessary
information is given at each moment.

Your scholarship is divided in 2 installments:

1st. Upon your arrival you will be paid 80% of your individual support + travel support (which will depend on the
distance between your Home University and UPCT)

2nd, 30 days before you leave you will be paid 20% of your individual support after you send us a PDF of the EU
survey




STEP 11 APPOINTMENT WITH COORDINATOR

By now you must have talked to your Academic Coordinator in UPCT via email, but now it is time to go and see them in
person. Specially if you want to make any changes in your Learning Agreement to add/delete courses. Remember that it is
not necessary to see them if you want to add Spanish classes. You may add that course without consulting them.

STEP 12 CHANGE LEARNING AGREEMENT AND ENROLLMENT (IF NECESSARY)

Now that you have arrived in UPCT, you are allowed to make changes in your Learning Agreement. These changes can be
motivated by schedule clash, new interests...

To make those changes, simply follow the same steps given for the making of a Learning Agreement. The only difference is that
this time the document will be called “Learning Agreement.First Semester modification” or “Learning Agreement.Second

Semester modification”, depending on your semester. (See Step 6)

When you are done with the changes in your Learning Agreement, you will also have to update your enrollment in our self-
enrollment platform, just like we explained in Step 7.



STEP 13 FILLING IN EU SURVEY

One month before you leave UPCT, you will receive an email from the
Erasmus+ and European Solidarity Corps with a link to a survey that
you must fill in.

After filling it in, please download the PDF and send it to us.

By sending us the PDF that generates after completing your survey,
you will trigger the payment of the last installment of your scholarship
(the remaining 20% of your individual support). Please don’t forget to
send us that PDF!

Erasmus+ and European
E - -
B .| solidarity Corps

Erasmus+ participant report

Translation provided in English

Dear XOOOOOKXKX

You recently took part in an Erasmus+ project. Now it's time to tell us what you think! 1t takes
just 5-10 minutes to fill in your "participant report”. This is a required part of your mobility
activity placement, and your feedback is very valuable. Your sending organisation, the National
Agencies and the Furopean Commission use your answers to improve Erasmus+ for future
participants.

You should submit the survey any time in the next 30 days. Click here to start:
https://ec.europa.eu/eusurvey/runner/ }OOOCOOOOOO0OOMK

Please note that this survey is intended to be submitted only by you and you may not forward
the above link to any other recipient.

You may save a temporary draft and use the same hyperlink to get back to it. Once completed,
you should submit the survey by clicking on the "Submit™ button. Be aware that you will no
longer be able to change it.

To help you fill in your surve: lease find below your main mobility activity details:
Mobilty activity type: I

Planned dates of mobility activity: XX/ 00200 - XX/0020%X
Country of mobility activity: X300

Sending organisation:

Name: XOOO0GOOO00OX

City: 200C000C000MK

Country: XXX

Receiving organisation:

Name: JXOOO0O0O00000

City: 2000000000MK

Country: XXX

Should you wish to report on any sensitive issue which you do not want to disclose in this
survey, you may want to contact the sending organisation or National Agency that has selected
your project. In case any of the information presented above is not correct, please also contact
your National Agency.

Contact details of Erasmus+ National Agencies can be found at
http://ec.europa.eu/programmes/erasmus-plus/contact/national-agencies en

Your personal data is protected. If you have gquestions regarding data protection, please have a
look at: https://webqate.ec.europa.eu/erasmus-esc/index/privacy-statement

Many thanks for your time and for helping make the Erasmus+ programme better!

The Erasmus+ Programme Team

This is a system generated message from EU Survey. Please do not reply. If you encounter any
difficulties in filling the survey, please contact your beneficiary organisation: UNIVERSIDAD
POLITECNICA DE CARTAGENA

CNS (Corporate Notification System)
You can change your notification preferences here.




STEP 14 TRANSCRIPT OF RECORDS AND CERTIFICATE OF STAY

Your Transcript of Records and Certificate of Stay will be automatically generated and available for their downloading in UMove:
* Transcript of Records will be ready once all exams are over and Professors have uploaded the results.

» Certificate of Attendance will be ready once your stay is over and you give us your mobility end date. Please don’t forget to contact our
International Office to let us know the exact date so that it shows in the document.



A FEW THINGS TO CONSIDER

Visas may take some time to obtain. Embassies and Consular Offices are usually overwhelmed with visa applications, and sometimes getting
an appointment is complicated. Please make sure you request an appointment at the Embassy and do the needful to get our Acceptance
Letter to avoid unnecessary delays and stress.

Enrolling before arriving in Cartagena is always preferred, but we know it’'s not always an option. Second best option is enrolling as soon as
possible after your arrival.

Open a Spanish bank account soon, and enter your IBAN number in UMove.
Just remember that the sooner you do the above, the sooner you will be paid.

Take some time to read carefully and understand the conditions of your health insurance so that you are ready when the time comes and
you know exactly where to go if you become ill, what to bring with you to the doctor, etc.
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