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1. NEW STUDENTS. FIRST YEAR

New students whose pre-registration applications have been accepted and who have
received a score of 5.00 or above will now need to complete the self-registration
process through the University’s webpage (www.urjc.es) before the end of the first
self-registration period (July 6-15, 2016).

Students may access the webpage using the provisional usernames and passwords
that they received in an e-mail during the pre-registration process or by using their
definitive URJC account if they have already been given one.

If openings are still available in one or more of the master’s degrees being offered
after the admissions and registration period in July has ended, a second admissions
period will open from September 7-14, 2016, and a second registration period will
open from September 23-30, 2016.

2. SECOND-YEAR STUDENTS AND REPEATING STUDENTS

Students who began a master’s degree last year and who need to register for the
second year of their degree, students who need to repeat certain classes, and
students who have incomplete classes must register before the end of the first
registration period from July 6-15, 2016. These students do not need to pre-register.

Students who registered to present their Master’s Thesis in the 2015-16 academic
year but did not will have to re-register for the 2016-2017 academic year, if their
permanence has not expired. According to current legislation, students do not have to
pay registration fees to re-register their Master’s Thesis. Students must, however, be
aware of the Master’s Thesis Guidelines and the Rules Concerning Registration and
Permanence for the master’s degrees at Universidad Rey Juan Carlos.

Students registered in master’s degrees that are being phased out will need to
register by completing a request form (Expone/Solicita) at any URJC Registration
Office (Registro) to the attention of the School of Master’s Degrees.

3. VALIDATION OF CREDITS

Students who want to validate their credits will first have to self-register for the
corresponding master’s degree. These students do not have to register for the classes
that they are requesting be validated. If students’ credits are ultimately not validated,
they may request that the classes in question be added to their registration.
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However, students registered in online master’s degrees who want to have access to
the University’s Virtual Campus to monitor the class(es) that they are requesting be
validated in case their request was denied may register for these classes.

In order to request a validation of their credits, students must access the online
validation application through the link on Web Services using their definitive account
information. Students may submit their validation request from the end of the
registration period until October 15, 2016.

Students must also submit scanned versions of the required documents together
with their online request to validate their credits. Universidad Rey Juan Carlos may
ask students to verify the documents that they have submitted. If this is the case,
students will be required to submit the original documents or certified photocopies of
these documents either in person or by mail to the URJC Registration Office (Registro
General) or at any of the other registration offices on URJC campuses.

Students will be required to pay the fee set by the Decree on Authorized Prices to
process their request to validate their credits/classes.

Once a decision on their request has been made, students will be given time to
either modify their registration information or to expand their registration. All
modifications can be made through the modifications application on the Web Services

page.
4. SELF-REGISTRATION INSTRUCTIONS
4.1 -STUDENT IDENTIFICATION

New students must identify themselves using the username and password sent to
them by e-mail when they submitted their pre-registration application.

Students who have already created a definitive URJC account must use their
definitive URJC account information to identify themselves.

4.2 - WELCOME SCREEN

The Welcome Screen welcomes users to the Universidad Rey Juan Carlos self-
registration system for master’s degrees.
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Students will find their information at the top of the page. To navigate through the
application, students may click on either Next or Back. The circles on each screen

indicate the steps students need to complete in order to register for the master’s degree
they have chosen.

Universidad Rey Juan Carlos
L~

Bienvenida

Students may cancel the self-registration process at any time by clicking on
CANCEL.

Students’ self-registration applications can only be saved when students have
navigated through all of the screens, completed all of the required information, and
finally clicked on CONFIRM. If students do not complete each of these steps, their
registration will not be valid.

4.3 - SELECTING A MASTER’S DEGREE

This screen lists the master’s degrees that are available to students. Students must
select the master’s degree they want to register for.

Once students select the master’s degree they want to register for, they must then
choose between FULL TIME, for students registering for between 48-60 credits in a
single academic year, or PART TIME, for students registering for fewer than 47
credits in a single academic year.
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4.4 — PERSONAL INFORMATION

This screen is for the students’ personal information. Students must complete ALL
of their personal information. Students may not go on to the next screen if the required
fields (marked in red) are not completed.
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4.5-SELECTING CLASSES

At this step, students must select the classes from the onscreen list that they want to
register for this academic year.

Classes are grouped by type. Students need to open the list and then SELECT the
classes that they want to register for.

Since there is only one registration period per academic year, students must register
for all of the classes that they want to take for the entire year. New students will need
to register for at least 6 credits from among the classes being offered.

If students select a one-year master’s degree and they want to take all of the classes
(Full Time), they will need to register for 60 credits. If the master’s degree is a two-
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year degree (120 credits), students who want to take all of the classes in two years
must register for 60 credits the first year and 60 credits the second year. If the master’s
degree is a two-year degree (90 credits) and students want to register as Full-Time
students, they will have to register for 60 credits the first year and 30 credits the
second year.
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4.6 — LIST OF CLASSES

This screen lists the classes that students have selected for this academic year.
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4.7-TYPES OF REGISTRATION
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On this screen, students must select a type of registration. The type of registration
that appears by default is Standard Registration.

Students who are eligible for a total or partial tuition waiver will need to select that
option on this screen. They will then need to provide proof of their eligibility by
submitting documentation to the Office of Postgraduate Studies. On their registration
applications, these students only need to specify the condition that makes them eligible
(large family, recipient of a Spanish Ministry of Education, Culture and Sports grant,
disability, etc.)

Universidad Rey Juan Carlos
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4.8 - DEADLINES AND FORMS OF PAYMENT
4.8.1 - ONE-TIME PAYMENT AND PAYMENT IN INSTALLMENTS

Students must now select how they are going to pay their registration fees: ONE-
TIME PAYMENT or PAYMENT IN INSTALLMENTS.

e Students who choose One-Time Payment will need to pay their registration fees
at any branch of Bankia or Banco Santander.

e Students who choose Payment in Installments will need to pay the first
installment (30%) of their registration fees at any branch of Bankia or Banco
Santander. The remaining installments (seven (7) installments for 10% of
students’ total registration fees each) must be direct-debited.

Pursuant to current SEPA (Single Euro Payments Area) regulations, students who
choose Payment in Installments will need to provide their complete IBAN
(International Bank Account Number), which will replace other country-specific bank
account numbers, in order to direct-debit their seven (7) installments. These
installments will be paid directly from the account number provided by the student.

Students who choose Payment in Installments must provide the University with a
bank account number. If they do not, the system will not let them continue with the
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self-registration process. Any student who provides their IBAN or SWIFT number to
the University may choose to pay their registration fees in installments.

Universidad Rey Juan Carlos requires a direct-debit order (called a “mandato”)
signed by the account holder in order to be able to collect students’ fees in
installments. Students can print this order after confirming their registration. Once the
order has been completed and signed by the account holder, it must be sent to the
Office of Postgraduate Studies.

Universidad Rey Juan Carlos
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Foreign students who are not able to pay their registration fees at a branch of Bankia
or Banco Santander and who need to make an International Bank Transfer must
contact the Office of Postgraduate Studies (master.oficial@urjc.es) by e-mail. The
subject of the e-mail should be “Transferencia Bancario Internacional” (“International
Bank Transfer”).

4.8.2 - FOREIGN STUDENTS WITH LEGAL RESIDENCE

Students who have an NIE (ldentification Number for Foreigners — NUmero de
Identificacion de Extranjeros) must prove their residence status by submitting a copy
of their NIE to the URJC Registration Office (Registro General) on the Mdstoles
campus or at a registration office on the Alcorcdn, Fuenlabrada or Vicélvaro
campuses. This copy can be submitted in person or mailed to the URJC Registration
Office at this address: Universidad Rey Juan Carlos, Registro General, Campus de
Mostoles, C/Tulipan s/n, 28933 Mdstoles (Madrid).

The form to submit students’ NIEs can be downloaded by clicking on this link:
http://www.urjc.es/images/EstudiarURJC/Admision_matricula/master/ENTREGA%20
DE%20DOCUMENTACION.pdf
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Universidad Rey Juan Carlos will recalculate the registration fees of students who
do not submit their NIEs before October 15, 2016. These students will be charged the
fees applied to non-resident and non-EU students.

4.7 - INVOICE

Students may request an invoice in order to pay their registration fees in their name
or to charge them to a company or institution. Invoices must be requested by
completing a form (see below) before the deadline printed on students’ registration
receipt. The form to request an invoice can be downloaded from the University’s
webpage by clicking on this link:

http://www.urjc.es/images/EstudiarURJC/Admision_matricula/master/SOLICITUD E
MISION_DE_FACTURA.pdf

Once the form is completed, students must submit it at the URJC Registration
Office (Registro General) on the Mdstoles campus or at any of the other registration
offices on URJC campuses or it can be sent by registered mail to: Registro General;
Universidad Rey Juan Carlos; C/Tulipan s/n; 28933 Mdstoles — Madrid (att.: Oficina
de Postgrado).

By requesting an invoice, students will NOT be able to use their registration
receipt to pay their registration fees. An invoice cannot be issued if students have
already paid their registration fees. If this is the case, students will instead be
issued a receipt of payment.

410 - ITEMIZATION AND RECEIPTS

This screen provides an itemization of the fees that students are responsible for
paying. This screen is for informational purposes only. This itemized list will appear
on students’ definitive receipt which they will then need to print out.
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If, when the first self-registration period begins, the Decree on Authorized Fees
which sets the fees for official university instruction and master’s degrees has not yet
been passed, students will make a payment on account. Once the Authorized Fees have
been set, Universidad Rey Juan Carlos will calculate the registration fees for each
student and any difference will be settled between the parties. When registering,

therefore, students are encouraged to choose the pay in installments option so that, if a
settlement were necessary, it could be included in future installments.

4.11 - FINISHING THE SELF-REGISTRATION PROCESS

To confirm their registration, students must choose the Finish Self-registration
option.

Once students have gone through each of the screens on the self-registration
application, they may CONFIRM/SAVE REGISTRATION and PRINT RECEIPT.
To do so, students must click on YES!! | WANT TO CONFIRM.

If students want to cancel the self-registration process without saving their
registration application, they must click NO!! I DO NOT WANT TO CONTINUE.
By doing so, their registration application will not be saved in the system and they will
not be registered for the upcoming academic year.

Universidad Rey Juan Carlos
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It is the students’ responsibility to provide Universidad Rey Juan Carlos with
truthful and accurate information. Students release the University from all
responsibility and guarantee that their information is exact, up-to-date, and reliable.

412 - PRINTING THE RECEIPT

Once students have finished the self-registration process, they will need to print
their RECEIPT.

To complete their registration, students will need to go to any branch of Bankia or
Banco Santander with the two copies of their receipt that they have printed and pay
their registration fees within 10 working days after registering. Students do not need to
submit proof of payment to the University once they have paid.
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Students who do not make payment of their first installment before the
registration deadline will automatically lose their right to register for not having
completed the registration process. University Rey Juan Carlos is not required to
provide students with a warning.

Students who have any questions about their self-registration applications can
contact the Office of Postgraduate Studies at +34 91 488 8508 or send an e-mail to
master.oficial@urjc.es
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4.13 - PRINTING THE ORDER

Students who have chosen to pay their registration fees in installments and who,
consequently, have direct-debited their payments must be aware that, pursuant to
SEPA (Single Euro Payments Area) regulations, the order to pay direct-debited
payments (called “mandato”) authorizes and transmits students’ consent to allow the
University to withdraw funds from the bank account provided on the application and
also permits the bank to release said funds to URJC.
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Therefore, for students to direct-debit their registration fees, the University needs

students to send it the order that they printed after confirming their registration. The
order must have the live signature of the bank account holder.

If, after confirming their registration, students are not able to print either their

receipt or the order to direct-deposit their registration fees, they may do so through
Web Services.

Students may submit their direct-deposit orders personally or send them to the
Office of Postgraduate Studies at the following address: Universidad Rey Juan Carlos,

Oficina de Postgrado, Planta baja edificio Ampliacion del Rectorado, Campus de
Mostoles, C/ Tulipan s/n, 28933 — Mostoles (Madrid).

______________________________________________________________________________________________________________________________________|
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