VNIVERSITAT
D VA LEN C | A Vicerectorat d'Investigacio

GUIDE FOR THE APPLICATION SUBMISSIONS TO PARTICIPATE IN THE CALL FOR GRANTS FOR
STAYS BY RESEARCHERS OF UKRAINIAN NATIONALITY WITHIN THE RESEARCH STRUCTURES
OF THE UNIVERSITY OF VALENCIA

The electronic means enabled for submitting applications to participate in this call is the electronic
application form, found in the area of electronic processing of the University of Valencia.

Before starting the electronic application process, it is recommended that applicants read the rules of the
call in detail in order to prepare the documentation to be submitted electronically.

1 ACCESSING THE ELECTRONIC APPLICATION FORM IN THE AREA OF ELECTRONIC PROCESSING

The following browsers are recommended by the electronic platform in this order: Google Chrome, Edge,
Mozilla (Firefox). The use of Internet Explorer is not recommended.

The electronic application form can be accessed via the following link:

https://webges.uv.es/uvEntreuWeb/?idioma=en#/login?idform=EXPSOLP2U

Log in to access the
procedure

EXPSOLP2U - g EI

Exposition/Request My procedures /  Procedure
Personal site finder

» University user
» Online Office user
b Cl@ve system

1. Generic university user: for University of Valencia personnel with a username and password that
identifies members of the university community in all web services.

2. Online office user: those external to the University of Valencia may access in this way if they cannot do
so through any of the previous methods. Within this option there is a link to request access. Once access
is requested, you will receive an email at the address provided, if you do not receive the confirmation
email, check your spam tray.

3 Cl@ve system.

For any technical questions on how access to access the digital certificate, consult the following link :
https://go.uv.es/8iEs10a
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COMPLETING THE APPLICATION FORM

Once the form is open, 6 tabs will appear, which will be described here. It is necessary to follow the steps
indicated below:

2.1 Read the information in the General Data Protection Regulation (RGPD):

GDPR  Accepiance  General  Statementand request Aftached fies  End
GDPR

In this tab, it is not necessary to complete any fields. To move to the next window, click on the NEXT
button.

2.2 Acceptance of general conditions:

GDPR  Acceptance ~ General  Statementand request Altached files End
Acceptance

» be found on the UV Onine Offce. 392015 of Common
as el as any his purpose.

1 hereby certy [ an a i
require for hs p Taseness of any o this form, crminal or y aise

TemPporary COpy (snousor ez e

After marking the option "l accept the general conditions", click on the NEXT button.

2.3 The system will take you to the next screen of the GENERAL tab.

You must fill in the sections that appear in the GENERAL tab: It is compulsory to fill in all the information
marked with an asterisk (*) in the "General" tab. The NIF / NIE (national identification number), First name,
First surname and Second surname must be filled in as they appear on your identity document.

Electronic registry

GDPR  Acceptance  General  Stalementandrequest Aftachedfles  End

Gener

Type of unit: Serveis Universitaris | Servicios Centrales must be selected.
Addressed Body: Choose: SERVEI DE GESTIO DE LA INVESTIGACIO.
Requested process: Choose: Convocatoria convidats/des UCRAINA 2022.

Additional information: It is not necessary to fill in this section.

AN

Then click on the NEXT button.
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2.4 Statement and application:

v Facts and reasons: Reference must be made to the resolution of the call

GDPR  Acceplance  General  Stalement and request  Allached fies End
Statement and request

Exposon

Example: "Resolution of the Office of the Principal of the University of Valencia for the call for grants for
temporary stays for invited researchers of Ukranian Nationality 2022"

GDPR  Acceplance  General  Stalement and request Altached fles End
Statement and request

Expoasion®

~Compneptas

Example: "Participation in the call for these grants"

2.5 Attached files: Documents must be attached to the application using the EXAMINE button.

Documentation to be provided

The documentation indicated in point 6.4 of the resolution must be included, and it should be
attached as one or more compressed files in ZIP format.

The maximum size for all the files together is 250MB and the maximum size for a single file is 50MB.

The documents must be presented in PDF format and, in order to identify them correctly, the
files must be named with the "first_name_first_surname" of the applicant added to it's name.
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Finally, it is very important to make sure that all the documents have been attached. Once this has been
checked, click the NEXT button.

GDPR  Acceptance  General
Attached files

Statement and request  Attached fies  End

appication If fie per secton, please use 2.
Atached e

Attached e

Attached e

Atached fle

Attached e

2.6 In the sixth tab, the system will take you to “Finish”:

The applicant must accept the electronic notifications to correctly finish the process by clicking
on YES.

The field "Email address to enable notifications" must be completed in order to receive electronic
notifications.

GDPR  Acceptance  General  Statementandrequest Attachedfies  End

D0 you accepttelematic affications? *

Temporary COpy (srous o s e s *

After clicking the SEND button, you will be taken to the next screen.

In this tab you must click on the send button. You will be informed if everything is correct or, if there are
any mistakes, the fields to be modified will appear in the top-left part of the screen (in red).

Electronic registry
Coteted

GDPR  Acceptance  General ~ Statement and request Aftached files End
General
Type of it~

1you dont find the unit, use the search suggestions:
‘Adaressed Body *

Requested process *

e

AseTO

ARTINEZ
HERRERD

You must return to the corresponding tabs and make the changes indicated. Once the corrections have
been finished, you must return to the finish tab and click the send button again.

2.7 Finish:

When everything is correct, this page will appear.
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Your application has been correctly processed.

Request identifier UV-EXPSOLP2U-1542973 Date and Time: 0510712021 121053 Verification Cade: NCN62604B33624D1
Register number: REGAGEe00000348255.

In arderto print your equest, press the Gef document button.
Ifyou don' Fave a prnter savs the generated POF document and print  ater

Wrte down he raquest ientife.
of the request. As a generalruk any inciders or conzerns that enfer through the

1 that does not work platform can send an email ndiczting i both

In case there is any problem you can use the i Trouble ENTREU and procedures or
form of cusiome- service'wiltake prio-ty cver hose that come to us via ema.

“The verficaton code wil alow you o ent. sereen fo get the generated

Finish and go to Ny Perscnal Site
gotolly »

By clicking on the Obtain document button, you can open and save a pdf copy of your application.

This document will be assigned a numerical identifier (NI), which must be indicated if any incidents during

the procedure need to be reported.

Numerical Identifyer (NI)

VNIVERSITAT -
]:D VA L E N C IA REGISTRE ELECTRON'C Codi Verificacié / Verif. Code:
ELECTRONIC REGISTRY DS2DOAVWNIIEQESS

Nuam. registre / Entry N.: 132541

Olgan gestor / Managing Organ:
Secretaria General

A |ACCEPTACIO / ACCEPTANCE

ACCEPTE LES CONDICIONS INDICADES / | ACCEPT THE CONDITIONS
Si

B [GENERAL

TIPUS D'UNITAT / TYPE OF UNIT
Serveis universitaris i Servicios Centrales

<B>ORGAN AL QUAL ES DIRIGEIX</B> | ADDRESSED BODY
SERVEI DE GESTIO DE LA INVESTIGACIO

Finally, you can click on the FINISH button and go to MY PERSONAL SITE where you can view the
application at any time and obtain a copy to save or print by clicking on the pdf copy of document icon.

Academic records history _ 3
BE B & 5B B8 B O 5B

Personal  Academic Notifications Documents  Electronic  Receipts  Annotations  Procedure
dat d finder

fecords signature
history

Show 20+ processings per page Search
Actions

Description s Date - Record = stage ¢ Reggipt Resol. Date of resol.
T S Actions =

Exposttion/Request
Actions

Actions ~

Actions ~

Actions

Actions ~

Actions ~

Actions =

Showing 110 9 of 9 processings RRE

2.8 To see the details of your application, select “See history” on the same page in the ACTIONS tab.
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Academic records history 'Y

= = g
B & ) y: 3
Personal Academic  Notifications Documents  Electronic Receipts Annotations  Procedure
finder

data records signature
history

SNow 20 v Processings per page Search

Description g Date < Record stage S Recelpt © Resol. ¢  Dameofresol  ° Actions
Exposiion/Request 190720211010 UV-EXPSOLP2U-1751197 Iniciacidn ) Actions ~

Annex

€ See history
Actions
Actions =

Showing 1 109 of 9 processings. Hetem

Once the application has been sent, you can track the call through the Notice Board of the University of
Valencia. https://webges.uv.es/uvTaeWeb/ .

3 HOW TO ATTACH DOCUMENTATION FOR APPLICANTS

According to the rules of the call "Awarding procedure", a period of 10 business days will begin from the
day following the publication of the provisional list of admitted and excluded applicants on the Official
Notice Board of the University of Valencia. In this way, claims can be made and the errors leading to
exclusion can be corrected, in accordance with the provisions of article 68 of Law 39/2015 of 1 October
on the Common Administrative Procedure of Public Administrations.

If the applicant wishes to make any claims or correct the errors causing exclusion, they must do so by
accessing the Online Office of the University of Valencia (ENTREU), via the link:

https://www.uv.es/virtual-office/en/online-office-uv.html

1. Access the MY PROCEDURES section.

Procedures

Featured requests. i
-—

2. Choose your method to access the electronic processing area of the University of Valencia and then
click on the ACADEMIC RECORDS HISTORY.
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What login method would you like to use?

Personal
dala

Electronic Receipls  Annotations
signature

¥ University user
» Online Office user

B Cléve system

3. Once the page has loaded, you will see a list of all your documents and applications. In the actions
tab, select the "Annex" option.

Academic records history

= — =
B & - B
Personal  Academic  Nofifications Documents  Eleclonic  Receipls  Annolations ~ Procedure
data signature
history
Show 20~ processings per page Search:
Description s < Recora ¢ stage S Recelpt ¢ Resol ©  Dateofresel  © Actions
ExposiionRequest 19072021 10:10  UVEEXPSOLP2U-1751197 Iniciacian = Adtons
Annex
¢ seenistory
Adtons =
Actons =
Showing 1169 019 processings wetrm

4. Then, upload the documentation you wish to attach in the append section.

Academic records history

e
H B & 6 8 b & 85 B

Personal  Academic Noifications Documents  Electronic  Receipls  Annofations  Procedure:
data records signature finder
history

TITULO
Information

Data of the eriginal processing

Tibe of the offcial announcement

ExpostonRiequest
Descapton of e oficial anncuncemert appicaton fom
Processing cate 190772021 10106

757
82008 IEGESS
Homber phase 21
Add documents

Fier

Oosenvations.*

Mestmum sngthient: 300

r——

5. Then, click on "Send" and, as in section 2.7 of this guide, the same screen will appear confirming

that your application has been processed correctly and from which you can also obtain a copy of the
document.
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Academic records history D &
Bl B & B 8 b 8\ 8 B

Personal  Academic Notifications Documents Elecronic  Receipts  Annotations ~ Procedure
data ecords si finder

s qnature
history

Your application has been correctly processed.

Fsquest ide

= UV-ANEXOM ATEHO Date and Time: 19072021 10:30:42 Verfication Code: DESSFONT2ZPASFWE
egister number: 132613

(et document buton

ecsted POF 1 a0 pein 413t

4 HOW TO RESPOND TO AN ELECTRONIC NOTIFICATION FOR THE APPLICANT

To respond to a notification or communication, the applicant will receive a notification by email and
must follow the following steps:

1. Access the online office via the link that will appear in your email.

On the page that appears, identify the notification from the list of your notifications ("read the request").
Read the content by clicking on the icon of an envelope and an arrow.

Notifications. &

=B B & B 8 k& & B

Personal Academic  Nofifications Documents  Electronic Receipts  Annotations  Procedure
data r‘e_cords igH finder
history

Show 15w notcanions per page Search

Record s Sent z Read ° Expires s anend Deadiine Atiended to * Attachments
UV.OFICIA-1480045 211102020 07:58 ® 91102020 ©

‘Showing 1101 o 1 fles

%)
Later e theicon 1] o st and stach o the pecessary doc you st dore. o can sl i pressng | #] by e bodly

2. After reading, you must click on the "respond" icon to respond to the notification:
Read s Expires :
31/10/2020

5 RESOLUTION OF INCIDENTS DURING THE COMPLETION OF THE ELECTRONIC FORM

For any incidents or doubts while filling in the application, the University of Valencia can be contacted.

v" Ifitis a technical incident related to the electronic processing of the application, technical assistance
can be requested via the institutional email address: entreu@uv.es.

v" If you have any questions regarding the rules of the call, you should contact the Research
Management Service and the Section of Resources and Support Programs of the R+D+l, via the email
address: programapropi@uv.es.
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