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Introduction and general browsing instructions in the Sigma Doctorate application
•

•

•
•
•
•
•

These instructions are for students who are beginning with their doctoral studies; that
means for those enrolling on a doctoral programme as set out under Royal Decree (RD
99/2011) for the first time.
In subsequent years, you’ll have to renew your enrolment at the start of each academic
year, in order to keep the file open, otherwise the file will be closed, and you will no
longer be considered a UVa student.
For further information, see the self-enrolment guide for students renewing their
enrolment
In order to self-enrol, you must have computer with internet access and a printer so as
to obtain the enrolment receipt and payment slip (where applicable).
The Sigma Doctorado application is compatible with all browsers, but we recommend
using Mozilla Firefox.
If you wish to amend any of the already filled in fields, you must delete the whole content.
If you wish to return to a previous screen, you’ll have to fill in the current screen.
In order to move to the next screen, you have to click on “Continuar” (Continue) or
“Siguiente” (Next).
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1.

Preliminary preparations: user and password for access

Once the list of those who have been admitted to doctoral studies has been published and
once your admission to the doctoral programme of your choice has been confirmed, you must
formalise your enrolment at the university. Enrolment will entitle you to doctoral tutelage and
to use the resources required for you to carry out your work, and will ensure all your rights,
as set out under the rules for doctoral students.
a. Students already enrolled at the University of Valladolid
If you are already a student at the University of Valladolid, you can use your current user
name and password, as for any other UVa online application.
The user field comprises eight NIF digits (with the e+ in front and the NIF letter
behind, e.g: e09876543k).
In case that you don’t have a NIF card, the user has the format: u+ the eight digits+
letter.
b. Students who have NOT being enrolled at the University of Valladolid
Use the same user name and password that you created during the pre-enrolment
process.
c. If you have forgotten your password, you can retrieved it by using the option
“recover password” from the identity menu at this LINK
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2.

Access to the application

a. From the UVa main webpage:

b. From the Doctoral School webpage:

c. From the following address: http://sigma.uva.es/Inicio/Alumnos

Then, click on “Doctorate Self-enrolment”:
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2.

Doctorate Self-enrolment

Start the session, first fill in your “Usuario” (user) and “Contraseña” (password) details:

Then, you should go through the different screens, always click on next, until you reach the
last screen in order to confirm the enrolment. – Note that you have to go through these steps
during the SAME SINGLE SESSION.

a. Home screen

Then click on,”Confirm Enrolment”
Depending on each case, the “personal details screen” or the “file selection screen”, (see
the example below) can be displayed on screen. You should always click on the “Doctoral
School” option:

b. Personal details screen
The application will automatically retrieve any data you may have previously included during
the enrolment procedure, pre-enrolment procedure or any that may already exist as a UVa
student.
Please check all of these data and change and/or complete whatever is required. These data
should appear as it’s shown on your identity card/passport (without any abbreviations and
with the correct accent marks when possible):

c. Statistical questionnaire

d. Courses to enrol
1. Check that the type of admission is correct:
If you have been admitted as a full-time student, it’ll be displayed on screen “1- Régimen de
Permanencia General” (1- General Admission scheme).
If you have applied as a part-time student and this has been granted, it’ll be displayed on
screen: “2- Régimen a tiempo parcial” (2- Part-time scheme) should appear. If this does not
appear, please send an email to: acceso.doctorado@uva.es
8

2. Enrol on Academic Tutelage “Tutela académica (primer año)” (THIS IS COMPULSORY in
all cases when enroling for first year.

Select this option, clicking on the button
“Tutela académica (primer año)” (Academic
Tutelage course, first year), which appears in the tab Plan:

3. If it’s also suitable to you, you have to enrol on Complementary Courses “Complementos
formativos”:
If your doctoral programme academic committee has assigned you to do complementary
training courses as part of your admission, these will appear automatically and you will have
to enrol on them now, on this page.
The page looks as follows, given that the enrolment we are using as an example corresponds
to academic tutelage and to a course with three credits (complementary course).
Remember that for Sigma Application, Academic Tutelage is considered a course.
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Click on “Siguiente” (next) to go to the next screen.

e) Payment information screen

• Application of reductions:
Please note: if you click on “application of reductions” (“Aplicación descuentos”) and you are
entitled to some reduction in the enrolment fee, this should appear as being available to you.
If it does not, this is because it is not registered with the computer system. If this is the case,
present or send by email to the doctoral school the document which accredits your
entitlement to the reduction (acceso.doctorado@uva.es).
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If the computer system has the record of the reductions to which you may be entitled, they
will appear on screen as selection combos. Then, the available reductions will be on the left
side and the reductions you are entitled to on the right side.

Possible reductions:

1.
2.
3.
4.

Beneficiaries of reductions for large families
University of Valladolid staff
Students with disabilities
Victims of acts of terrorism

Further information concerning these reductions may be consulted at:
http://escueladoctorado.uva.es/export/sites/doctorado/futuros_alumnos/matricula/tasas
_y_pre cios.html
Please remember that for these reductions to be displayed on the system and for you to be
able to select them, the Doctorate School must have the documents, thus you have to send
them an email with the document accrediting that you are entitled to the reduction.
Afterwards you should present the original document together with the rest of the required
documentation in order to formalise your enrolment (except the reduction for “University of
Valladolid staff”, whose call is directly available on the electronic notice board).
•

Type of grant:
If you are not entitled to any grant, contract, or financial support, mark the field with
the option “no scholarship holder”- (“no becario”). Later on, if you submit an
application for a grant, a contract or for support and are awarded it, you should apply
for reimbursement of the amount in question, if it entitles you to a reduction or
exemption from payment of the cost of enrolment.
If when self-enrolling, you are a beneficiary of one of the support listed below:
1. Beneficiaries of a predoctoral contract FPI (Ministry of Economy and

Competitiveness), FPU (Ministry of Education, Culture and Sport)
In this case, your predoctoral contract will appear on the “payment information” screen. The
reduction applicable to you as a beneficiary of this contract will appear on the screen. If you
have any problem, send an email to acceso.doctorado@uva.es and we will get back to you as
soon as possible.
2. Beneficiaries of a JCYL (Regional Government of Castilla y Leon) predoctoral

contract and a UVa (University of Valladolid) predoctoral contract.
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On the “payment information” screen, select your type of contract. Given that this type of
contract does not entitle the holder to any exemption or reduction in the enrolment fee,
continue with the enrolment as normal.
1. Beneficiaries of Erasmus Mundus and Carolina Foundation
On the “payment information” screen, select which one is applicable.
The reduction applicable to you as a beneficiary of this support will appear on the screen. If
you have any problems, contact us at acceso.doctorado@uva.es.
• Payment by instalments:
The amount payable for academic tutelage CANNOT be paid in instalments. Remember that
in the doctorate, you may only pay by instalments if you have to enrol for complementary
training courses.
If you mark this check to pay by instalments, payment must be made through the bank and
you must fill in the data related to the bank account.

• Method of payment:
If you do not mark the option “payment by instalments”- “pago a plazos”, you may choose
between two methods of payment:
o

Payment through the bank: you should indicate the number of the account
where you wish the amount to be charged (24 digits, including the IBAN code)
and the personal details of the account holder. It must be done through a
bank account opened in Spain.

If you choose this form of payment, you may choose between making one
single payment or through instalments. However, you must remember that for
the doctoral course it is only possible to pay by instalments if you have to enrol
for complementary training courses. The amount for academic tutelage may
NOT be paid by instalments.
When you have finished your enrolment, a document called “SEPA ORDER
FOR DIRECT BANK PAYMENT” will be generated, which you should fill in, sign
(the account holder) and send to the doctoral school, together with the rest
of the required documents in order to formalise your enrolment.
o

Payment at the bank: you may pay in person at any branch of the Santander
Bank in Spain by presenting the payment slip generated by SIGMA within a
maximum of ten days from the date of enrolment. If you choose this form of
payment, you may NOT defer part of the payment. Take the payment receipt
to the doctoral school together with the rest of the enrolment documents.
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Notice for foreign students who do not have a bank account in Spain: if you are not in Spain,
once you have obtained the payment document for your enrolment (payment slip) you should
make a transfer from the bank abroad to the bank account number of the University of
Valladolid. To do this, you should select “payment through bank office” in order to generate
the payment slip and make the transfer to the bank account of the University of Valladolid:
•
•
•

Bank: Santander Bank (Banco Santander)
IBAN: ES37 0049 1866 2326 1038 9849
SWIFT: BSCHESMM

Please specify clearly in the transfer note the following :

•
•
•

First name(s) and surname(s) of the student
The PIN number that appears on the payment slip
The doctoral programme in which you are enrolling

Please take into consideration any possible bank charges you may incur. The University of
Valladolid is not refunding any extra money involved in the payment.
After the bank transfer process, send all the transfer bank documents to the Doctoral School,
along all the required documents in order to formalise your enrolment.
•

“Other payments” section:

o
o
o

If you are under 28 years of age, mark the Academic Insurance box. Also, if and
the Initial Administrative Charge is applicable to you (“Apertura de expediente”),
mark this box as well.
If you do not have the UVa student card already, you can also mark the box
“Carnet de estudiante Uva”, UVa Student Card, to ask for one.
Please Note: if you are student holding a degree awarded outside the European
Higher Education Area (EHEA), you must mark the box to pay for the assessment
of your foreign degree transcript (“Evaluación del Expediente del Título
extranjero”).

General view of the screen:
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f) Confirmation of enrolment screen
On this screen you’ll see a summary of your enrolment payments (courses, credits, fees,
reductions, total amount, and method of payment).
Check all this information and if it correct, click on the option CONFIRM.

See following for a sample view for a first enrolment with 4.5 credits in complementary
training courses:
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If you are making a direct debit payment for the first time, or if you change your
account number, you will have to confirm the following:

g) After confirming the enrolment:

Here, by clicking on the icons, you can see the enrolment form, download it, print it and send
it by email to acceso.doctorado@uva.es

Don’t forget:
•
•

If you have chosen “Bank” as your method of payment, you must also print the payment
slip in order to make payment (two copies).
If you have chosen “direct debit” for the first time or if you have changed your bank
account number, you must print the "the direct debit form", which the account holder
should sign electronically and send to acceso.doctorado@uva.es

Click on continue, then you’ll see on your screen the following (your registration has been
successful, “su matrícula ha sido procesada correctamente”)

Click on the “Salir” (exit) button to finish the process.
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4.

ENROLMENT DOCUMENTS

Once you have completed the process, you must submit your required documents to the
following address.
http://escueladoctorado.uva.es/export/sites/doctorado/futuros_alumnos/matricula/docu
menta cion_requerida.html?lang=es
Doing that, you will formalise your enrolment. Please note that:
•
•
•

You have 10 days to submit the required documents
You have to submit the documents at the Doctoral School
You have to submit the documents in person, or sending the documents at any post office
(the post office personnel will check your documents, “sobre abierto” procedure as it’s
call in Spanish), or by any other means set out under Law 39/2015, governing any
common administrative procedure

Note: In exceptional cases, foreign students may present their documents up to December,
20th, which must be legalised through diplomatic channels.
- In case you have any other trouble or question, please contact the Doctoral School at
acceso.doctorado@uva.es

FAQS
What is the NUSS? Is it compulsory?
By law, all Spanish or foreign students, who are legal residents in Spain and aged under 29
must submit a report on the social security number (NUSS). This can be obtained through the
electronic office of the Social Security (in the “Informes y certificados” (reports and
certificates) section, if you already have a social security number. If you do not have yet a
Social Security Number, you must check the “Afiliaciones e inscripción” section (Affiliation
and registration), in order to be allocated a social security number for the first time.
Alternatively you can also ask in person at any office of the General Treasury of the Social
Security.
What will happen if I do not pay for self-enrolment?
Failure to pay the amount (totally or partially) for self-enrolment may lead to the cancellation
of the enrolment in the terms and conditions established under university regulations. This
will generate a debt for future courses, such that if the student wishes to enrol again at the
University of Valladolid, they will not be able to do so until the outstanding debt has been
settled.
Can I pay for self-enrolment by instalments?
If you opt for direct debit, you can choose to make either one single payment or to pay by
instalments. However, remember that in the doctorate, it is only possible to pay by
instalments if you enrol for complementary courses. The amount for academic tutelage may
NOT be paid by instalments.
How do I know that my part-time study application has been accepted?

Check that the type of admission is correct. If you have applied for part-time and this has
been granted to you, this information should appear on the screen. If it does not appear,
contact the doctoral school or send an email to acceso.doctorado@uva.es
I am a member of a large family. How can I apply for my reduction?
Prior to commencing your enrolment, send an email with the aforementioned document to
certify your entitlement to the reduction (“large family” book) to (acceso.doctorado@uva.es).
Note that in the case of UVa Staff reductions, this will appear automatically if you already
applied and obtained the reduction.
When enrolling, if you click on “apply reductions” and you are entitled to any reductions, they
will be displayed on screen. If they do not, it is because the computer system does not have
a record of them. In this case, you’ll have to send the email to acceso.doctorado@uva.es
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