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INSTRUCTIONS FOR SUBMITTING DOCUMENTS THROUGH
THE UDL'S E-OFFICE

Save and/or download the pdf form with Acrobat Reader. Complete the application and attach the
requested documents, if necessary.

First of all, you must have the document that you need to submit duly filled in and keep in mind that:

e In case you choose the option of signature through Digital Certificate, you have 2 ways of
submitting it:

o There is the possibility of signing this document electronically before submitting it to

the E-Office Registry.

o Or, if you do not sign it, after sending the form, you will be asked for consent for the

General Secretariat to sign on your behalf and be signed.

e On the other hand, if you choose to submit the documents through UdL Username and Password,
it does not need to be previously signed since subsequently in the submission to the Registry of
the E-Office you will be asked for consent for the General Secretariat to sign on your behalf. In
some documents, you will find buttons on the lower right side where you will be given the option to
attach documents, if necessary.

e Only one PDF document can be sent for each entry to the Registry.

Then, enter the UdL E-Office through the website www.udl.cat
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It will lead you to the screen Applications, writings and communications that can be submitted to
the Electronic Registry of the University of Lleida
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IMPORTANT:

There are 3 ways to present documents in the E-Office, choose one of the options:

- For students, UdL staff or Non-UdL students who have a digital certificate, you must click on
Instancia genérica (A).

- For non-UdL students, you must click on Estudiants no de la UdL i centres adscrits (B).

- For foreign students, you must click on Foreign students document submission (C).
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(A) For students, UdL staff or Non-UdL students who have a digital certificate, by clicking on Instancia
genérica two options will be displayed.
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e Registering applications identifying the applicant with accepted digital certificates (with card
reader or also with the digital certificate of software downloaded to your computer) two options
will be deployed) On Certificats admesos you will find the types of identification and signature
that you can use .

e Registration of applications identifying the applicant with UdL username and password.

Remember that it is very important to correctly provide your contact details and the name of the UdL unit
to which the documents submitted are being addressed.

Once you have successfully completed the procedure, you will receive a receipt of your registration and
you will have your request signed on the last page.

(B) For non-UdL students, you must click on Estudiants no de la UdL i centres adscrits.
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This screen will open that you need to fill in.

Documant identificatiu / DN / Passapsrt
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Soldicitud per a estudiants no de la UdL (1/2)
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Remember that it is very important to correctly provide your contact details and the name of the UdL unit

to which the documents submitted are being addressed.

Once you have successfully completed the procedure, you will receive a receipt of your registration and

you will have your request signed on the last page.

(C) For foreign students, you must click on Foreign students document submission.
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This screen will open that you need to fill in.
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Foreign students document submission (1/2)

Your national ID card/passport 10 de novembre de 2020
12:52:33

Remember that it is very important to correctly provide your contact details and the UdL unit to which the
documents submitted are being addressed.

Once you have successfully completed the procedure, you will receive a receipt of your registration and
you will have your request signed on the last page.

VERY IMPORTANT FOR ALL THE OPTIONS FOR SUBMITTING DOCUMENTS TO THE E-OFFICE:

You must keep all the documents it generates: the receipt that proves you have delivered the
documentation and the submitted document electronically signed.

Once you have completed the procedure, the UdL Registry will send the documents submitted to the unit
in charge.

Congratulations!! You have already registered your documents electronically.

For any questions, please contact to the General Registry of the University of Lleida by phone +34
973 70 2010 or e-mail to registre@udl.cat
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