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ONLINE INCOMING EXCHANGE STUDENT

APPLICATION
UNIVERSITY OF NAVARRA



1

Congratulations on your successful exchange nomination!
We’re excited about the prospect of you studying at the University of Navarra.
To help make the application process smoother,
we have created this guide full of tips to help you successfully complete
the online incoming exchange student application.
Please, remember that the deadline for application is 4" of May.
However we do recommend you to start the process quite in advance to make

sure you don’t have any “last minute” problem




STEP 1>>>

Email from UNAV COORDINATOR

After the nomination deadline (30 March), you
will receive an email with a link to the
University of Navarra’s incoming exchange
student application as well as

your exchange code

ARQ1S26 — for one semester
ARQ2627 — for the full academic year

If you have any question during your online
application, make sure you contact
internationaletsa@unav.es




STEP 1>>>

Registering at miUNAV as exchange student with your exchange code and
creating a miUNAV account.
Please fill in the required information.

I'd like to study a*
O Undergraduate degree O Master @ Exchange O Doctorate

O Other programs

XXX1S23 ~Make sure you select
Exchange in your
registration

2. Please, introduce the
n exchange code:

ARQ1S26 — for one
S semester

ARQ2627 — for the
full academic year


https://miportal.unav.edu/

STEP 2>>>

Registering at miUNAV and creating a miUNAV account.
Please fill in the required information.

Universidad de Navarra
| You can change the

miU NAV language of the portal

here

miLNAV

Itis the portal of the University of Navarra
for future, current ard for mer students
whers you can manage aamission and academic procedures
We are here 10 help you.

1. Make sure the name and
surname(s) you give are as
listed on your current
passport.

; : 1 /
| havent recanss the sctystion sms 2. We recommend you to
o write your email address you
2

Login@ New to myUNAV? @

use frequently. This log in
information will be used
during all the application
process and cannot be
changed


https://miportal.unav.edu/

STEP 2>>>

Registering at miUNAYV and creating a miUNAV account.
Please fill in the required information.

I'd like to study a*

Undergraduate Master Doctorate

XXX1S23

3. Please click on the box.

4.Please click on the box.

5.Click on Register.

Make sure to take note of
your

e-mail and password as you
will need them to access to
the Application on line.

Register


https://miportal.unav.edu/apex/AR_Login?lang=EN

STEP 3>>>

Activating your account in miUNAV

Dear Rocio Prueba .
Thank you for registering at miUNAV.

In order to complete your registration you have to activate your

ttps://fulladm-unav.cs101 force.com/public/AR_Activacion_cuenta?
1d=0011X00000TqgHOeQAF &email=rbezunartea%2Bincoming2@unav.

If the link does not work, copy the entire text of the link and paste it in
the browser bar.

Yours sincerely,

Admissions Office
University of Navarra

You will receive an email from admissions
office with the subject: “Activate your
account in MiUnav” that will include a link.
You must use this link to activate your
account in MiUnav.

Link to activate* your account in
MiUnav Clicking on the link will

activate your Username.

*Important: If the link does not work, copy
the entire text of the link



STEP 3>>>

Activating your account in miUNAV

Universidad de Navarra

miUNAV

Username already activated

This usemame is already active

In order to move to the next step,

you must click on the “Go to your

portal” button.

FOLLOW US: G 0 @ @ Q University 2.0 Mobile phone @RSS

unav.edu
SCHOOLS STUDY PROGRAMS ADMISSIONS AND FINANCIAL AID RESEARCH ABOUT THE UNIVERSITY UNIVERSITY LIFE

niversidad
de Navarra




STEP 3>>>

Activating your account in miUnav

i 3" Universidad
‘X2 de Navarra

ESTUDIOS ‘ ADMISION Y AYUDAS INVESTIGACION CONOCE LA UNIVERSIDAD VIDA UNIVERSITARIA

Identificacion de usuario | User Identification

—
e

Becordar Contrazefa® Mo recly’ of comeo de 2oUvacn

Para desconectarse, recomendamos que clerre su navegador (cermando todas las ventanas)

Aviso Legal y cookies | Mapa Web | Acerca de ta Web | Accesibiidad
€ Universidad do Navarsa | Campus Universanio. 31008 Parmplons. Navarra (Espafia) Tol +34 548 €2 56 00 GPS 42° 45 4Ny 1"39°.35'W

Clicking on the “Go to your portal” button will take you to the
user identification log-in page. Use your email and password
you registered with at MiUNAV.




STEP 4>>>

Access to the on-line exchange application form

Universidad de Navarra Hello, Rocio Prueba (PURIYRTIOREN  \1v PERSONAL DETAIL

miUNAV

APPLICATION FORM HOUSING

PLEASE, FILL IN YOUR APPLICATION FORM
Click here to open the application form
e
‘ Application form access ’
e —

Go to your ID-style picture to
provide all your information

myDOCUMENTATION

You have no outstanding
documentation.

After you sign in, the “application form access” button will
display. Click on it to start your application .




STEP 5>>>

Filling out your Exchange Application

miUNAV

OME APPLICATION FORM HOUSING

PLEASE, FIND BELOW YOUR APPLICATIONS

‘ Application form ’

A

Application for exchange students

The first page of the application contains information on how to
complete the information. Please, read it carefully and once you
have read it, you can start with your application by clicking
“Application form”.




STEP 5>>>

Filling out your Exchange Application

Universidad de Navarra Hello, Rocio Prueba | Spanish | Help/Contact [REATEININRNIAE PERSO N AL D ATA
miUNAV >> This page is where you fill

APPLICATION FORM HOUSING in your missing personal

nuslicstion st Bisurame dairnsrearmbic. Eseultsd detisroEse Eosrdrioa sy Eripmastialis information (gender, country

SERPSIML INTeRMATION” : and place of your birth,

identit National Identification doc...  Currently address Emergency contact nationality). You also will be

L OELL L e asked to confirm if you have

any disabilittes or other

FRMKL Bn — medical factors, which might
Gender Date ofbirth - Country of birth affect your studies.

Man N E 6 1976 - i
ol |- . >> Complete all the required

fields, which are marked by a

red asterisk (*), and then click
Discard Change: Next 1] N extu )




STEP 5>>>

Filling out your Exchange Application

If you have any
disability or special
needs, please, indicate
It here. You will need
to attach your
disability certificate|

STODENT INFORMATION




STEP 5>>>

Filling out your Exchange Application

IDENTITY CARD
NUMBER

>> This page is where you fill
in your national identification
information with what appears
on your ID card (for
Schengen  countries) or
passport (for non-EU
students).

Choose passport
(non-EU students) or

Identity card (European
students from Schengen
countries).

Universidad de Navarra

miUNAV

HOUSING

- o
e DrAanrama

J vyl A UT

PERSONAL INFORMATION =

Hello, Rocio Prueba

Identity National Identification doc...  Currently address Emergency contact

NATIONAL IDENTIFICATION INFORMATION

*Document type * ID number
-
DNI
4
* Issued on * Expiring on
Day Month Year Day Month

* Issued in (city)

Year

GENIEV N MY PERSONAL DETAILS

Discard Changes Next



STEP 5>>>

Filling out your Exchange Application

Universidad de Navarra N e e R T R o el MY PERSONAL DETAII

miUNAV

APPLICATION FORM HOUSING

PERMANENT
ADDRESS

PERSONAL INFORMATION : >> Please fill out the information
with your permanent address.

Identity National Identification doc.. Currently address Emergency contact

CURRENTLY ADDRESS

* Country * State/Province
N a
v v
Street type Address Number
a
v
Block Stairway Floor Apartment
Postcode City Email
rbezunartea+incoming2@unav.es
* Phone dialing code Phone number Phone dialing code Other telephone number
9783 606939783 +34

FOLLOW US: G 0 @ @ Q University 2.0 Mobile phone @RSS



STEP 5>>>

Filling out your Exchange Application

Universidad de Navarra T S I I e @ MY PERSONAL DETAILS

miUNAV

HOUSING

PERSONAL INFORMATION >

Identity National Identification doc...  Currently address Emergency contact

EMERGENCY CONTACT INFORMATION

* Name * Sumames
*Relationship * Phone number * Email
-
Padre/Father

FOLLOW US: G o @ @ ° University 2.0 Mobile phone @RSS

EMERGENCY
CONTACT

>> This page is where you
enter your emergency contact
information.



STEP 5>>>

Filling out your Exchange Application

HOME APPLICATION FORM HOUSING

A fArmm - Dranrama Aa

PERSONAL INFORMATION = ACADEMIC INFORMATION =

OFFICIAL UNDERGRADUATE AND GRADUATE DEGREES

Home institution country *Home institution

A

v

te/postgraduate)

Undergraduate degree proggém

Minor

* Exchange School

Fac.C.Econdmicas

A

v

Department (If applicable)

*Language of instruction

Spanish

* Number of years completed before the exchange period

* Degree program

* Exchange period

Primer semestre/First sempster

Discard Changes Next

ACADEMIC
INFORMATION

>> In this page, please
provide your current
university details in the blank
fields marked by an asterisk

(*)-

>> Make sure the exchange
period and Reference School
(exchange school) set up by
default are correct.

>> Once finished, click
“Next”.



STEP 5>>>

Filling out your Exchange Application

Universidad de Navarra Hello, Rocio Prueba | Spanish | Help/Contact [IRRZCH IR/

LANGUAGE
miUNAV SKILLS

APPLICATION FORM HOUSING

>>In this page you need to
confirm your level of either
Spanish  or/and English
(mandatory) and any other

fimm fArmA - Dreamramna Ae infarcrarmbhis O C +~aAd Aa Cianriae

PERSONAL INFORMATION > ACADEMIC INFORMATION = LANGUAGE SKILLS

LANGUAGE SKILLS language (optional).
Select a language Select a certificate Select your level(CEFR) Year obtained Insert >>Any Ianguage you inc'”de
» . 1 8 + will generate a document to
be uploaded to certify such
» , | | level.
Language Certificate Level Year obtained Delete
LANGUAGE COURSE >>An official certificate will
not be required but at least a
Would you be interested in taking a Spanish language class during your Yes NO ertten Conflrmatlon Slgned by
exchange?

your  school  coordinator
certiffing a B2 level o
equivalent. If you are native
speaker your passport or a
similar document that
certifies this, could be valid.




STEP 5>>>

Filling out your Exchange Application

Universidad de Navarra

Hello, Rocio Prueba Spanish

miUNAV

APPLICATION FORM

HOUSING

DA MEAFRAFARIA _ BN I A P

PERSONAL INFORMATION > ACADEMIC INFORMATION = LANGUAGE SKILLS

LANGUAGE SKILLS

Select a language Select a certificate Select your level(CEFR) Year obtained
s s s

v v v

Certificate Level

ass during your NG

Language Year obtained

LANGUAGE COURSE

Would you be interested in taking a Spanish language cl

exchange?

Help/Contact MY PERSONAL DETAILS

LANGUAGE
SKILLS

>> You should click the button
“+“, each time you add any
additional language. It will
record the information you
have introduced, and also let

4/ygu to select another
language from the list.

>> |f you are interested in
taking Spanish language
classes, please, press “yes’”.
Our Institute of Spanish
Language and Culture will
contact you and send an
online level test before your
registration.




STEP 5>>>

Filling out your Exchange Application

APPLICATION FORM HOUSING

APPLICATION FORM

e >> |n the following page, you will have a
summary of all your information

e recorded. Make sure this information is
e | correct!

s~ Ifiinit macad ba Arcvia At A dlaia A

Surmame (45 n y¢ : ot 12
pasipont A - .

fQa. B S 1| VU 11ICCTU WV vuiliocuL aliyultii
Firs o Isted In your g Vo e -y ,)’ ui

- — please, press bottom “back to the form’
R and correct the information.

>> |f everything is correct, please,
submit the application by pressing the

exwens vt et button “Send application”.




STEP 5>>>

Filling out your Exchange Application

APPLICATION FORM

Please review o data you have inroduced in your appiication I they ace comect, please. pross the butiom (send application'smdar soliciud) Plasse wpload

the required documents beloy

Personal information

Please note that once you have

S b ekl Pecrmetie completed the mandatory fields (marked
S e e ) with *) in steps 1,2 and 3 of application,
s e Eng o you will have the opportunity to submit

— e i your application without attaching the

e — S obligatory supporting document by
— - pressing the button “Send application”
P e P — However, your application will be
S e @bt PPoo8 b completed only once you have attached
o SR the required documents.

Home it ton ey . It is best to submit your documents as

e
i s " soon as possible before the exchange
e g S application deadline.

Degros program Retaciones intemaconaies Econdmicas y Empresarisies

.

Ingés/Englsh Advan AE

Would you Be intecested in taking » Spenhh nguags cass during your axchange? No



STEP 5>>>

Filling out your Exchange Application

P data you have plesse, pross he butiom (s

marts belov

s Ested in your o
Surmama (as isted in your Bezuranea Issued ia (ciy) Pamgiona
passpont)
Issued 00
Date of bith
Expiing on
Espata
Parmpiona
Espeta
Espata Averwe
Pio X
Tor
1
Avweez
B
310
UogeMether ’ .
Phine rrber o
30 benunark
Emat rhezunartea+incomn
OfMicial undeegraduate and gradusts degroes
Hame mathsson Gt Uy Aatrata
Nurrber of years
befoce tha axchar
2 Language of ins
s Geado
o duate pestiy aduate Exchangs o
spartmact (I appicable Exchange Schoot
Degros grogram Econéemicas y Empresariaies
t .
Ienes Engah Advanc ct 17

Woudd you be nterested

4 i taking & Spennh languags class Axing you exchange?

Documents

YOU CAN NOW UPLOAD THE
SUPPORTING DOCUMENTS.

English Language certificate/ Qualifi. Pending Identity card, passport photocopy  Pending
IDPhoto  pending % Proof of health insurance  pending

Home university endorsement  pending Official transcript of records

Pending

Send application



STEP 5>>>

Filling out your Exchange Application

et i o REQUIRED APPLICATION
DOCUMENTS:

v/ Photocopy of passport identification page:
Please, make sure your passport is valid the
whole exchange period

v/ Proof of English or Spanish language proficiency:
If you do not have any official certificate please
ask your Program Coordinator to certificate your
sty level of English or/and Spanish (B2 CEFR or
equivalent). This certificate MUST be signed by
the program coordinator.

Academic transcript of records.

Nomination letter signed by your home
coordinator.

: v Medical insurance: All students must have health
insurance that covers the period during their stay
in Spain. Proof of health insurance must be
submitted to University of Navarra at the time of
the application. The proof of health insurance
should include:

1. Name of the insured

2. Period of coverage - must be valid during visiting

ANAN

uuuuuuuuuuuu

English Language certificate/ Qualifi. Pending Identity card, passport photocopy  Pending
ID Photo  Pendiny 9 Proof of health insurance  Pending "]

Home university endorsement

Pending Official transcript of records

Pending

period
3. Place of coverage - must be valid in Spain
v Clear, coloured passport-size photo in JPG (4

NMRY *Dlaacon rofor t~ tho +»hota A11idoalino e



S I E P 5>>> Universidad de Navarra 6 liasnes Tl aaas

~ ~ |miUNAV
Filling out your Exchange Application] ... | e

YOUR APPLICATIONS

Status of your application

) Pioase, Coack 2elow T status of 8 your applcations

Programa de intercamiio - Facutad de
Clencias Econdmicas y Empresadiaios

Go 1o your 105t
ProviOR A your Iformaton

that the

The fodoang

Please, note
application will not be S o s s dodbiiibea
considered if any
document is pending.

Complete your documentation
. Here you can find information on
myDELEGATE :
- pending documents

COLLEGE GUIDANCE
Interview with your delegate
Career Assesment Test




STEP 6>>>

Check your application’ status

Universidad de Navarra

miUNAV

APPLICATION STATUS

YOUR APPLICATIONS

After you have uploaded all the supporting
documents, your Incoming Exchange
Application is considered all done and ready
to be reviewed by the International Office at
the University of Navarra. All that's left is to
wait to hear from us regarding confirmation
of your acceptance in an automated email.

Status of your application
Froaie. ChwCh Seiow T 10805 O B pOur BOORCItONT.

Ponding % bt
Programa de intercambis - Faculad de  apphcation documents
™

Cioraianl Econsmcas y Epreiarias  (Togqued 18 consaie your
apphcition|

You can follow the status of your application
on the portal by going to application form
from the home page of the portal.

20202021 Programa de intercambio - Facultad de Ciencias Econémicas y Empresariales

STATUSOF Qg =-==-mmes O """"" O """"" O """"

YOUR =

APPLICATION " Sp—— wason — Regatraton
Addtonal

Information Pending 507352

Actons to

perform | Fainom |

in downioad the acceptanc

in this secton you can dow ptance lottr. <
Bitcen cosmioud
= 0 m m
¢ ..E- Lan " "




STEP 6>>>

Check your application’ status

If any of your documents is rejected, you will
receive a message from Universidad de Navarra -
milnav - Gestion de Admision y Matricula
<noreply@unav.es> with subject .

Documentacion rechazada including the reason of the
rejection

YOUR APPLICATIONS

Status of your application

Please, cneck below ne sialus of &l your appicalon:
Panding to submit
Programa ds intarcambio - Facultad ds application documents
Faculad de Educacion y Peicokgia (requirad 1o considse your
applcation)

Ga to your ID-style picture 1o
provide gl youwr information

de Adm

y Matricula <norepl

From: Unives » Navarra - miUnav

T0: kasey54|_dS7M@fuluj.com

You can find the rejected or

Sandbox: Documentacién rechazada miSSing documents in red at The Tollowing

Hola “8st” the bottom left corner of the decumentation is pending Co (b eche
- i i o Proof of heath insuancs

Tu documentach Seguro de salud® ha sikdo rechazada por el siguente motivo:, Accede al portal >y0ur appllcatlons s : T

adjuntasda

Complete your documentation

que el docurr ea claramente

legible Progiana & nieranbi - Fauiad 02 Fatutad o Educatiin

010913 (Frograma o2 tercamdi - Facutal 0: Cencias Econdmicas ¢

Empessarades) . 20212022

Atentamente,

Inthes page you wil be abie 1o revenw your documents stalus Alach of 1eplace your perding decuments:

The rejected documents will STATUS OF DOCUMENTATION
be displayed on the right side APPROVED DOCUMENTATION
of the status of your portal > s, EOB0

"myDOCUMENTATION"

PENDING DOCUNENTATION

-8 » 99 DESONS oceseiaben

Your docurr
Repacted docunaents

page is
SEUID W8p pIr

n the "Home" tab of the miUNAYV portal. go to the *myDOCUMENTATION" section. on the left

side of the page, and click *Complete your documentation®. On the next page y an check the You can upload the new

status of all th ments you have sent and by the icon to the left of the rejected H H

docu 15, ¥O am. Make sure you comply with the format imitations and that docume t by CHCklng the icon v
the document is cl

Sincarely.

SUBMITTED DOCUMENTATION



STEP 7>>>

Download your acceptance letter

ACCEPTANCE LETTER

Once your application is validated, you will
receive a message from admissions office and
subject ¢ Resolucion de Admision, Programa

de Intercambio, Universidad de Navarra, confirming

the result of the application

If it is approved, you will be able to download the
acceptance letter from your portal

(check your applications-see above) in the

section "Download”.

Universidad de () | Hedo, zest | Spansh | HewContoct IRAARGE SR

CAREER SERVICES

HOUSING

PLEASE, FIND BELOW YOUR APPLICATIONS

Current Stage Ragistration in progress
2021/2022 Programa de intercambio - Facultad de Facultad de Educacion y Psicologia
starus oF o o Q-
YOUR D ERE s _—
APPLICATION ! _I
Create myUNAV In progress validation valciated Reqglstration
Additional
Information Pending 661867
Actions to

Download Acceptance letter



Congratulations!

You have been formally accepted as Exchange student of the University of
Navarra. is a digital signature of the “Registration form”
and your application will be completed and ready for next step:
Registration of courses.



FINALIZING>>>

Summary of data entered (enrolment application signed
by the student)

HOUSING CAREER SERVICES

YOUR APPLICATIONS

Status of your application

Fiease, check balow the status of 3l your applications

Programa da intercambio - Facultad de

Facultad de Educacién y Psicologia Registration In progress

Go to your ID-style picture to
provide all your information

myDOCUMENTATION

The following
documentation is pending: Go to exchange application

1) CI'Ck on the o Summary of data enterad

Enraiment

"complete signed by the slucent ek s
documentation” ick on the
documentation”

button to access

miUNAV the document to be
signed.

HOME APPLICATION FORM HOUSING CAREER SERVICES

APPLICATIONS WITH QUTSTANDING DOCUMENTATION

DEGREE PRCGRAM CURRENT STAGE TYPE ACADEMIC YEAR SOMETHING MISSING?

Programa oa infaicamiio - Facutao ce Fa RagiEton in progees Exchangs Program 20212022 m
Fortowus: D Q) @ O @ vrenvzs memse pnee QY nss



FINALIZING>>>

Summary of data entered (enrolment application signed
by the student)

Hcllo, Test | Spanish HelpiContact MY PERSONAL DET,

HOUSING CAREER SERVICES

Programa de intercambio - Facultad de Facultad de Educacidn y Psicologia (Programa de intercambio - Facultad de Ciencias Economicas y

Empresariales) - 2021/2022

In this page you Wil be avble 10 review your documents status. Aitach or replace your pending documents.

STATUS OF DOCUMENTATION
APPROVED DOCUMENTATION PENDING DOCUMENTATION 3) Click on the
, Carta de aceptacion pdf ¢ Atlach Summary of cata entered (Enrolment application "Attach
ce et signea by the stugdent) S f
e ummary o
, 10353513 10206743384132152 8. data entered"

Seguro vigje. pdf

4) Sign the
document

PODF_SA_CarntaAceplacionDoc.pd

ALEGRIA_VALERIA_EXPEDIENTE -..




Congratulations!
Ready for next step?
Online enrollment
15th to 30th of June



