GUIDE FOR THE SUBMISSION OF
APPLICATIONS

FOR RESEARCH SUPPORT STAFF AND RESEARCH STAFF

UV – GUIDE FOR THE SUBMISSION OF APPLICATIONS FOR RESEARCH STAFF

Contents
1. Introduction .................................................................................................................................................................. 2
2. Access to the online form ............................................................................................................................................ 2
3. Completing the application form ................................................................................................................................. 3
3.1 What does the document look like? ...................................................................................................................... 9
4. How to attach documents once you have registered ............................................................................................... 11
5. Resolution of technical incidences when completing the online form .................................................................... 13

‐1‐

UV – GUIDE FOR THE SUBMISSION OF APPLICATIONS FOR RESEARCH STAFF

1. Introduction
The University of Valencia has created this guide to help candidates with the online application form for
public offers for temporary research or research support positions.
This form can be found on the UV electronic processing site, known as the UV “online office”.
Beforehand, it is recommended that you carefully read the terms and conditions of the call, in particular
the second and third points, referred to as “Submissions” and “documentation that must be attached
online” so that you can prepare your documents properly.
The application form is provided online. This model is obligatory. Please attach the following
documentation in PDF format:
•
•
•

Supporting documents that prove you meet the requirements.
Copy of your identity card, NIE (identity number for foreigners) or passport.
Curriculum vitae, presented according to the model that you can download from this link:
http://go.uv.es/F3LCmfj

It must be accompanied by supporting documents that prove the merits that you would like to submit;
these documents can all be in a single PDF file or they can be compressed in different PDF files in a ZIP file.

2. Access to the online form
The following browsers are recommended so that you can access the online form: Firefox; Microsoft Edge
and Google Chrome.
Access to the online application form must be done via the URL which will be posted for each call on the
Administration and Services Staff (PAS) – Research section of the website on the day of its publication in
the Official Gazette of the Valencian Government (DOGV).
With this URL you can access the call, but beforehand you will be required to identify yourself on the UV
online office site, which is redirected to the following page:

Please choose the way to access the UV online office by preferably following this order:
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1. University user: if you are a staff member of the university community you can use your user
account in the UV network to identify yourself.
2. Cl@ve system: access is allowed through authentication methods provided by the Cl@ve
system.
3. Online office user: if you are not part of the University of Valencia you can access in this way if
the other options do not work. Within this option there is a link to request this access.

If you have any questions regarding how to access the digital certificate and signature, please consult the
following link: https://links.uv.es/9MlaJ4G

3. Completing the application form
Once identification is confirmed, the registration process will begin. The screen shown first refers to the
General Data Protection Regulation (GDPR).

After reading this information, click “Next” and access the “Personal data” section to fill in the personal
data that is not done automatically.
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By clicking “Next”, you can access the section regarding information about the call. In this section, you do
not need to modify anything:

Click “Next” to view the requirements for the call.
In the case used as an example for this guide, the candidate is required to have a Master’s degree in
Physics Research, the degree certificate, undergraduate or 5‐year degree in physics and the PMI training
certificate. On the screen below you can see where you need to indicate both the required qualifications
(1) and the requirements (2) for the call (requirements for each call may vary). Therefore, in the text field
you need to fill in the undergraduate degree, Master’s degree or certificate in the area and click “Choose a
file” found in each line. Then attach the supporting documents (degree certificate, …).
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If you wish to indicate an additional requirement that does not appear on the form, you can add lines; just
click on the symbol “+”. For example, if you would like to add an additional requirement, go to this
section, click on the“+” (1) and a line will appear (2) where you can write a text explaining what it is
(certificate, …), the text saying what is provided and then attach the supporting document and click
“Choose a file” at the end of this line.

If you add a line at the end of the document and later decide to delete it, just click on the recycling bin
symbol that is at the end of the line.
Once the requirements have been filled in, click “Next” and go to the “Additional documents” section to
add the requested documents.
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This example shows the ID and curriculum (1) . Since they are predetermined, just attach the files by
clicking “Choose a file” at the end of each line. If you want to attach another document, click on the “+”
button (2) and a new line will appear (3) indicating what document it is and attach it by clicking “Choose a
file” at the end of the line.
If you add a line and later decide to delete it, just click on the recycling bin symbol at the end of each line.
Once you have filled in the information for this section, click “Next” and go to the “Statement of
affirmation” Please read the information before accepting the statement of affirmation by checking the
box “By checking this box I accept the requirements and obligations mentioned above”:

Click “Next” and go to the last screen. Once the information has been filled in, click “Send”:
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If there is any obligatory data that you have not filled in, an error will be indicated as seen in the previous
image (1); in order to correct the error, go to the corresponding section by using the tabs that are
provided. Once the error has been corrected, return to the tab “Finish” and click “Send”.
Once the request has been sent, the screen will show where to download the corresponding application
for the registration. Click “Obtain document” (1) and the option for printing or saving will appear (in PDF
format):

This screen also indicates what to do in case you have a doubt, …
Once you have finished with this screen click "Finish and go to my personal site" where you can see your
procedures, download proof of the application document again, see your status, ...etc.
Once you have finished the procedures that you would like on your personal site, close the session by
clicking “Exit” (1).
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If you would like to see which phase the application is in, you can always enter your personal site with
access from the UV online office:
https://www.uv.es/virtual‐office/en/online‐office‐uv.html
Click “My procedures”, in 1. In 2 you can choose the language:
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3.1 What does the document look like?
The document that is obtained is similar to the following:
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4. How to attach documents once you have registered
If you have finished the registration for the call and you realise that you have forgotten to include a
document, you DO NOT have to register again. In this case just go to your personal site and include the
documentation in the file corresponding to the call you are registered for.
In order to log in to your personal site please access from the UV online office:
https://www.uv.es/virtual‐office/en/online‐office‐uv.html
Click “My procedures”, in 1. In 2 you can choose the language:

When you click “My procedures” you access the following screen:

Please choose the way to access the UV online office by preferably following this order:
1. University user: if you are a staff member of the university community you can use your user
account in the UV network to identify yourself.
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2. C@ve system: access is allowed through authentication methods provided by the C@ve system.
3. Online Office user: if you are not part of the University of Valencia you can access in this way if
the other options do not work. Within this option there is a link to register.
If you have any questions regarding how to access the digital certificate and signature, please consult the
following link: https://links.uv.es/9MlaJ4G
Once it has been validated, you will see a list of your files.

Check this list for the file that corresponds to the call requiring documentation, display the list pointed out
with number 1, and click “Attach”.
This procedure must be done while the position is still open.
By clicking “Attach” you access the following screen, where you can attach the document:

In order to add the document click “Choose a file” and select the file to be attached; in the field
“Observations” you can indicate the document that has been attached.
If you would like to attach a document that has already been attached in a previous file, instead of clicking
“Choose a file”, click “Archive” and select the document on the list that is shown (documents that you
have uploaded on other occasions). In this case make sure that these files are updated, for example if your
ID has been renewed, it will have to be updated again.
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When the document has been uploaded to the file, it will be indicated on the screen that it has been done
successfully. Proof of this operation can be obtained by clicking “Obtain and print the document” (1)

Once you have finished click “Finish and go to My Personal Site” (2) and it will return to the list of files; if
you want to attach more documents repeat the process as many times as the number of documents that
you wish to attach.
When you have finished, click “Exit” (1) on the top right to close the session:

5. Resolution of technical incidences when completing the online form
Please contact the University of Valencia for any incidence or doubt of a technical nature when completing
the online form.
 If it is a technical incident related to the online processing of your application, you can request
technical help via the institutional email: entreu@uv.es
 If you have a doubt concerning the terms and conditions of the call, please contact the Human
Resources Services (PAS), Research Management section by email: convopi@uv.es
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