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1.- AIM 
This document explains in detail the steps that candidates must follow to submit their proposals 

for USAL4EXCELLENCE project electronically at the University of Salamanca electronic 

platform. 
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2.- REGISTRATION AT “RUS USAL” 
 
If you do not have a digital certificate for electronic signature recognized by @firma (FNMT, eDNI, 
etc), you can register in the Unified Registration System for applicants (RUS USAL) to get those 
credentials which will allow you to identify yourself to the University of Salamanca as applicant. 
These credentials will also be used for the subsequent electronic signature process. 
 
You can register in RUS USAL from the link 
https://identidad.usal.es/altatemporal/index.rus.php?origen=84473d99780b63ff576f286b76b7
0941  filling in the fields that appear in the registration form. 
 
 

 
 
You must complete this form which includes both personal data information and contact details. 
 
Then you should read the privacy policy of your personal data at USAL and provide your consent by 
clicking “I have read, understand and accept the privacy policy of my personal data” in order to 
continue with the procedure. 
 
 
Later you must confirm that you are not a robot by entering the text shown in the image in the 
corresponding box. 

 
Finally click on “Get new USAL account” to get access to your new USAL account. 
 

 

https://usal.es/
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If this process has been successfully completed, you will receive the following message  
 

 
 
You will also receive an email with the generated credentials at the email address you indicated in 
the registration form to get access to the procedure. 
 
 
 
  

https://usal.es/


 

 
UNIVERSITY OF SALAMANCA           USAL.ES 
Patio de Escuelas. 37008 Salamanca (Spain)    7      +34 923 29 44 00  

3.- START PROCEDURE 
 
 

To get access to the “apply now USAL4EXCELLENCE” procedure you must click on this link 
https://sede.usal.es/procedimientos?param1=PROOPI 

Then, to start the procedure you must click on “INICIAR” button 
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4.- CHOOSE VALIDATION SYSTEM 
 
 
After clicking on “INICIAR”, you will automatically be presented with the ACCESS 
IDENTIFICATION window. There are two access possibilities depending on whether or not you 
have a digital certificate. 
 

4.1.- ACCESS VIA RUS CREDENTIALS 
 
If you have previously registered in RUS USAL, you can use the credentials sent to your email 
address to identify yourself in the USAL Electronic Platform. If you have not registered yet but you 
do not have a digital certificate or electronic ID, see section 2.-REGISTRATION IN RUS USAL'' and 
follow the steps indicated to obtain USAL credentials. 
  
To identify via RUS USAL you must click on “RUS USAL” icon. 
 

 
 
Then, you should type the credentials (username and password) you obtained after registering in 
RUS USAL. 
 

 
 

Finally, you should click on “ACEPTAR” button. 
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4.2.- ACCESS VIA DIGITAL CERTIFICATE OR ELECTRONIC ID 
 
If you already have a digital certificate authorized by @firma as an electronic ID or a digital 
certificate offered by FNMT (Fábrica Nacional de Moneda y Timbre), you can identify yourself and 
sign electronically using it. 
 
To access your certificate both for identification and for the subsequent electronic signature 
process, you must install the AUTOFIRMA application on your computer. You can download it from 
the following link: https://firmaelectronica.gob.es/Home/Descargas.html 
 
To identify yourself via electronic certificate or electronic ID, you must click on “DNI 
ELECTRÓNICO” icon. 
 

 
 
 
At this point, you will be presented with the digital certificates installed on your computer so that 
you can select the one you want to use to carry out the procedure. 
 

 
 
Select the certificate by clicking on it once, then introduce the specific password linked to this 
certificate and click on “PERMITIR” 
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5.- AGREEMENT ON THE PERSONAL DATA 
PROTECTION POLICY 

 
If you are accessing the USAL Electronic platform for the first time, in the following window you will 
be asked to accept the personal data protection policy. 
 
If you are applying in the first few days after call opening you may find the personal data protection 
policy only in Spanish as shown in the figure: 
 
 

 
Here is the English translation: 
 

 

  

https://usal.es/


 

 
UNIVERSITY OF SALAMANCA           USAL.ES 
Patio de Escuelas. 37008 Salamanca (Spain)    12      +34 923 29 44 00  

 
 
You should accept the terms and conditions by clicking on “Aceptar Política de Privacidad” and then 
press the red button (ENVIAR) 
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6.- COMPLETE THE ONLINE DATA FORM TO 
REGISTER ON THE ELECTRONIC PLATFORM 

 
 
Then, you must complete the form containing the necessary data to register on the electronic 
platform. You must fill in at least the mandatory data (marked with a red dot). 
 
If you are resident abroad (outside Spain), you must tick the field "Are you resident abroad?" to 
display the appropriate fields. 
 

 

 
 
 
Once you have completed all mandatory fields, you should click on the “ENVIAR” button. 
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7.- COMPLETE THE ONLINE DATA FORM TO START 
THE PROCEDURE 

 
 
Once you have completed the data form to register on the USAL electronic platform, you will need 
to fill in the data form (FORMULARIO DE DATOS PARA COMENZAR LA TRAMITACIÓN) to start 
the process: 
 

 
 
 
 
You will notice that the form is autocomplete with the data entered above. However, you will have 
the opportunity to add some more. Type them in and finally click on the “INICIAR” button located 
at the bottom of the form to start the procedure. 

It is mandatory to select “notificación electrónica” (electronic notification) in this section, , in 
accordance with the regulations in force 
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The subjects related in art.4 of the Regulation for the application in the USAL of laws 39/2015 and 
40/2015 (students, IDPs, PAS, etc.) can only opt for electronic notification; The postal address 
selection will be considered invalid.(BOCYL 31/10/2016). 
 

 
 
After completing this form, you should press the “INICIAR” button to continue with the procedure. 
  

https://usal.es/
http://bocyl.jcyl.es/boletines/2016/10/31/pdf/BOCYL-D-31102016-2.pdf
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8.- COMPLETE YOUR APPLICATION 
 
 
USAL4EXCELLENCE application form consists of 5 steps: 
 

1) STEP 1 – Applicant details 
 
In this form you must enter personal data, mobility data, research experience, family allowance, 
disability condition and refugee status. 
In the personal data section, you will notice that when you enter your ID number, the rest of the 
fields will be autocompleted with the data previously entered in the application form. However, you 
will still be allowed to modify them, if you wish. 
You will also have to fill in those fields that are compulsory and were not filled in previously. 
 
In the mobility section you will have to include data about your mobility (start and end dates, 
country, duration in months, and type of activity). If you wish, you could add more rows by clicking 
on the “AÑADIR MÁS” button. 
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Once you have completed all required fields, you should press on “CONTINUAR” button to continue 
with next step (STEP 2) 
 
2) STEP 2 
 
 

 
 
 
Here you will be asked to provide details about your research proposal, such as 
○ Title  
○ Acronym  
○ MSCA descriptors (a drop-down list will be available to select desired descriptors) 
○ Research area of the application (a drop-down list will be available to select desired option) 
○ Research abstract (max. 2,000 characters incl. blanks) 
○ Supervisors. You will be asked to list top 3 choices from a drop-down list  
○ Host-institution from the non-academic sector 
 
Once you have completed all required fields (highlighted with a red square those which are 
mandatory), you will have to press “CONTINUAR” button to continue with the application. 
 
3) STEP 3 – ETHICS CHECKLIST 
 
Here, you will be asked to answer YES/NO to questions about proposed research activities that may 
raise Ethical Issues, indicating (if the answer is YES) the corresponding page(s) of the Project 
Proposal that include/s this information  

https://usal.es/
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After completing all required fields (highlighted with a red square those which are mandatory), you 
will have to press “CONTINUAR” button to continue with the application. 
 
4) STEP 4- SUPPORTING DOCUMENTS 
 
Here you can upload required documents. To this end you must click on “SELECCIONAR ARCHIVO” 
and upload the document you want to submit from your computer. You must repeat this step with 
all required documents. Please remember that mandatory documents are highlighted with a red 
square and documents must be submitted as a single PDF file in each field. The size of each file must 
not exceed 2 MB (except the "scientific proposal" document, with a maximum of 4 MB). If the 
documents are larger, please reduce file sizes before uploading them. Please note that ZIP, RAR or 
JPEG file formats are not allowed causing error and files must not be blocked or protected with print 
security or protected view. 
 

 
 
Once you have uploaded all required documents you should press the “CONTINUAR” button to 
continue with the procedure. 
 
5) STEP 5- DECLARATIONS 
 
In this step, you will be asked to provide your consent to required specific declarations 

https://usal.es/
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by clicking to each one. 
 

 
 
To continue with the procedure, you should press the “CONTINUAR” button. 
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9.- DRAFT VALIDATION 
 
 
Once you have completed all required steps, the electronic platform will automatically generate a 
draft of your application, which will include all data and documents previously incorporated in 
Step4. 
 
 
 
 

 
 
 
Please be aware that this draft contains, on the top right-hand side, the number reference so that it 
can be accessed at any time. 
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Please review the completed draft. If you agree you should validate the draft and click on “Is this 
document correct?” button to go to the signature task. 
 

 
If you do not agree or want to modify any field, please indicate that you do not want to validate the 
draft and you can return to the application form. In this case all the data entered previously will be 
saved except for the attached documents which must be uploaded again.  
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10.- SIGN YOUR APPLICATION 
 
Depending on the method chosen to confirm your identity at the beginning of the procedure (RUS 
USAL or DIGITAL CERTIFICATE), then the platform will offer you one of two different signature 
methods. 
 

10.1.- SIGNATURE WITH A DIGITAL CERTIFICATE 
 
If you have chosen a digital certificate or electronic ID as your identification method, you will be 
able to sign with this certificate. To this end, an automated file will be created and you should click 
on “FIRMAR” button. 
 
 
 

 
 
Then, “AUTOFIRMA” application will open and electronic certificates available at your computer 
will be shown. You should select the certificate you want to use and type your password 
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Electronic platform will apply signature data and finally show your registered application, which will 
include a security and verification code.  
 

https://usal.es/


 

 
UNIVERSITY OF SALAMANCA           USAL.ES 
Patio de Escuelas. 37008 Salamanca (Spain)    24      +34 923 29 44 00  

 
 
 
You should press the “CONTINUAR” button to finish the procedure. 
 
 

10.2.- SIGNATURE IF YOU DO NOT HAVE A DIGITAL CERTIFICATE 
 
If you previously used the RUS USAL method for your identification, then you will sign your proposal 
by clicking on a “SUBSTITUTE CONSENT FOR SIGNATURE” 
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In this case, your application will also be signed with a USAL electronic seal in order to ensure the 
integrity of the document as well as to generate the Secure Document Verification Code by means 
of which you will be able to access the original document at the following link: 
https://sede.usal.es/verifica. 
 
You should provide your consent to sign the document by clicking on the declaration and press 
“CONTINUE” button. 
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11.- SHOW PROOF OF YOUR APPLICATION 
 
Once you have signed the document by either of the two previous methods (digital certificate/RUS 
USAL), the platform will automatically generate a proof of application registered with CSV for 
verification of the document. 
 
Here you see the proof of completed application. You can download and print it, and it will serve to 
justify the entry of your application at the University of Salamanca.  
 

 
 
 
To conclude the procedure, you should click on the “CONTINUAR” button. The process is complete 
when the platform displays the following message: 
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12.- GET ACCESS TO YOUR APPLICATION IN 
PENDING TASKS 

 

 
If you are unable to make your application on a continuous basis, you can retrieve your file at any time 
to continue it. To do so, go to the electronic platform at https://sede.usal.es and, in the user menu 
(MENÚ DE USUARIO), go to the “AREA PERSONAL” option. 

 
 

 
 
Authenticate yourself in RUS USAL or by means of a digital certificate (see section 4.-CHOOSE 
VALIDATION SYSTEM) and access your pending tasks mailbox (TAREAS PENDIENTES): 

 

 
 
Click on the task and continue 
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