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1. INTRODUCTION

In the 2017/18 academic year, the menu option called "Payment for reservation of places" was
implemented in SIGMA to be able to manage the payment of the reservation of places for Master's studies,
through the payment of a fixed amount in advance on the amount of the registration payment.

A new academic activity called RPL - Reserve a master's place and a new submenu called "Payment for
reservation of places" was added in the TAS module within the "Movement Management" menu.

The reservation of places is offered as a self-service to the student and payment will be made exclusively by
POS, by credit or debit card. However, it is also available in the secretariat profile for cases in which your
intervention is necessary.

Only admitted students who have already been enrolled in the studies in which the reservation process
is activated can make the payment of the reservation of places.

In order to prevent admitted students who do not meet the enrolment requirements regulated in the resolution
of the University of Zaragoza, which makes public the deadlines and procedure for access, admission and
enrolment in official Master's degree courses, the transfer process has been parameterised so that all students
can do so. Students have their "possible study" blocked. Therefore, in order to allow the corresponding
students to enrol, their "possible studies" will have to be unblocked.

Subsequently, in the 2022/23 academic year, the option of payment of reservation by call was introduced in
the management of the reservation of a place. Each secretariat from the option explained in point 2.1.
"Reservation of places: Secretary's menu" will create the corresponding reservations and the student
must pay the amount of the reservation from the self-service of Payment online with credit or debit card by
POS of the Virtual Secretary. If the reservation of a place is not paid within the established period, the secretary
must cancel this reservation of a place from the option detailed in the last section of the menu "Reservation
management”.

Booking does not always involve payment of an amount. Those students who benefit from exemption from
this fee for the groups determined by the aforementioned resolution may be excluded from payment. These
reservations, exempt from payment, will be made from the "Manage reservation” menu, available only to
secretariat users.

If the enrolment process validates and reconciles the booking movements, the advance amount is deducted,
indicating in the enrolment settlement that the amount has been paid previously. The booking fee entry is
cancelled and the enrolment entry is automatically reconciled to the amount advanced.

2. PAYMENT OF PLACE RESERVATION
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The management of the reservation of places is in the fees module - in the menu of "Movement Management”
- submenu "Payment of reservation of places": ;

]
© Gestién de Movimientos

m Reservation of places (secretarial and self-service) e —

m Block/Unblock Possible Studies St it
m List of places reserved
m Booking management

© Pago reserva de plazas

Reserva de Plazas

Bloquear/desbloquear estudios
posibles

Listado reserva plazas

Gestion reserva

© Gestion de Cintas

2.1. Reservation of places: Secretary's menu e

© Informes i

The process of paying for the reservation of places is carried out by the student
through the option "Payment of reservation of a _place for a master's
degree" available in the Virtual Secretary's Office in the section
"Application for Admission to a Master's Degree or Doctorate". Section 2.2 details the process for
booking seats by self-service.

© Mantenimientos de alumnos

Below, the process of reserving places with the secretary's profile is detailed for cases in which your
intervention is necessary, such as the creation of reservation of places for students admitted in phase 1
by call that must be made from this menu. Subsequently, the student must pay the amount of the
reservation for the self-service payment by POS.

First, a screen is displayed that allows you to select the academic year; the current one is displayed by default.
It is important to select the corresponding year (2024/25). As always, you can enter or search for a
student with the magnifying glass icon. Once the student's PIN has been entered/located, click "Continue".

Mis Aplicaciones Mi cuenta Soporte Desconexién

]

© Gestion de Movimientos on de Movimientos > Pago reserva de plazas > Reserva de Plaza

Consulta de Movimientos

Generacion de Pagos Manuales Reserva de plazas

-] Pago reserva de plazas

Reserva de Plazas Aio/Semestrc 2024/25-0 v

NIP Alumno p
Bloquear/desbloquear estudios

posibles

e

Gestion reserva

© Gestion de Cintas
© Informes
© informes It

© Mantenimientos de alumnos

In the editing area, a drop-down list is displayed with the student's "possible studies" in which the reservation
of places is active and has not yet been made.

In the self-service student profile, a range of dates has been defined in which the student will be able to make
the payment of the reservation of a place. This blackout does not exist in the secretary's profile.

One of the values in the list of studies is indicated; the "Amount" field is selected and the only payment method
is Electronic Payment (POS). Click "Book".

SIGMA Unit/Academic Vice-Management 4020


https://sia.unizar.es/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO7&servicio=ATPVS&ambito=MENU&idioma=es&pais=ES
https://sia.unizar.es/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO7&servicio=ATPVS&ambito=MENU&idioma=es&pais=ES
https://sia.unizar.es/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO7&servicio=ATPVS&ambito=MENU&idioma=es&pais=ES
https://sia.unizar.es/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO7&servicio=ATPVS&ambito=MENU&idioma=es&pais=ES
https://sia.unizar.es/cosmos/Controlador/?apl=Uninavs&gu=a&idNav=inicio&NuevaSesionUsuario=true&NombreUsuarioAlumno=ALUMNO7&servicio=ATPVS&ambito=MENU&idioma=es&pais=ES

Reservation manual - v.1 April 2024

Mis Aplicaciones Mi cuenta Soporte Desconexién
1 o i = - 2
@ Gestién de Movimientos H Gestion de Movimientos > Pago reserva de plazas > Reserva de Plazas
Consulta de Movimientos
NIP Alumno
Generacion de Pagos Manuales Nombre
-] Pago reserva de plazas DNI
Afio academico
Reserva de Plazas
‘desbl studie
m’ URCA SR Reserva de plazas
Listado reserva plazas
sttt seseiva Selecciona plan de estudios Master Universitario en Abogacia y Procura v
Importe @ Reserva plaza master (300 €) - 300
Forma de pago Pago Electrdnico (TPV) v VISA &2

© Gestion de Cintas

© informes ¥\ Volver

© Informes Ii

© Mantenimientos de alumnos

- Cédigo eAcﬁviaad académica®| Codigo 8| Plan de estudios 8| Importe B

At this time, a movement has been generated with the RPL academic activity (it can be consulted in
consultation of movements).

IMPORTANT: At this point, the reservation of a place has been created for students admitted in

phase 1 by call. Subsequently, the student must pay the amount of the reservation for the self-
service payment by POS.

By clicking "Accept" the payment of the reservation by POS is initiated. Next, the screens of CECA's POS
payment platform will be displayed.

Mis Aplicaciones Mi cuenta Soporte Desconexion

@ Gestion de Movimientos ) Gestion de Movimientos > Pago reserva de plazas > Res

Consulta de Movimientos

Generacién de Pagos Manuales Informacion del pago seleccionado

e Pago reserva de plazas Centro 102 Facultad de Derecho

Actividad académica RPL - Reserva plaza master

Besesa e Plezas Tipo de estudio 6 - Master

Bloquear q i Importe a pagar 300€

posibles

Listado reserva plazas

Gestion reserva ) ) B e
(i ] Se va a procesar el pago mediante tarjeta de crédito o débito.

© Gestion de Cintas

© Informes

© Informes i

© Mantenimientos de alumnos

At the end of the booking, a voucher is issued to the student.

- The selection area shows the bookings made by the student that year and their status:
pending, paid, voided.
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Mis Aplicaciones Mi cuenta Soporte Desconexién

T

1
@ Gestion de Movimientos ) Gestion de Movimientos > Pago reserva de

Consulta de Movimientos
NIP Alumno
Generacion de Pagos Manuales Nombre
-] Pago reserva de plazas DNI
Ao academico
Reserva de Plazas
Bloquear/desbloquear estudios
posibles Reserva de plazas
Listado reserva plazas
eation teserra Selecciona plan de estudios Y
Importe @ selecciona plan de estudios
© Gestion de Cintas
Forma de pago V.

© Informes

© v c3

© Mantenimientos de alumnos

S

RPL - Reserva plaza 642 Master Universitario en 300 Pagado

102 Facultad de Derecho R Abogacia y Procura

2.2, Reservation of places. Self-service menu

The student will make the payment of the reservation of a place by self-service through the option "Payment
reservation of a place for the master's degree" available in the Virtual Secretary's Office in the section
"Application for Admission to a Master's Degree or Doctorate". Self-service students, provided that
they are transferred to enrolment, must pay for the reservation of a master's place. In this self-service, the
student will create their own RPL movement that they will pay for by POS.

The process of paying for the reservation by call is set out in the previous point and in the guide
for the payment of the reservation of the place.
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Nuevoingreso Grado Masteroficial Doctorado  Estudios propios  Becas

Secretaria virtual

Acceso y Admisién a Grado
Pruebas de Acceso a la Universidad (EvAU)
> Consulta de resultados por INTERNET
> Solicitud de segunda correccién
Pruebas de Acceso para mayores de 25y de 45 afios
> Inscripcion
> Consulta de resultados
Acceso mayores de 40 afos con experiencia profesional
> Inscripcién
> Consulta de resultados
Admisién a estudios de Grado
> Solicitud de admisién por internet
> Resultados de admision
> Listas de espera de admision. Lliamamientos
Traslado de Expediente EvAU a otras universidades

> Solicitud de traslado

Solicitud de Admision en Master Universitario o Doctorado

> Master Universitario > Guia

> Pago reserva plaza master ) Guia

> Doctorado

Automatricula en Grado, Master Universitario y Doctorado

Internacionales

Titulos

Secretaria Virtual

Identidad administrativa (para
trdmites electrénicos):
obtencidn y cambio

Carnet universitario

Pago on-line de recibos
académicos y de EVAU

Ayudica

The student will log in as usual with PIN and administrative password.

7 Universidad
Al Zaragoza

Iniciar sesién

& | Usuario/a

Pulse aqui si no puede ver correctamente a pagina

Click on the "Payment for reservation of seats" menu.

SIGMA Unit/Academic Vice-Management

7020



Reservation manual - v.1 April 2024

7 Universidad
Zaragoza
B Gestién de Movimientos Tasassigm@

Tramite de Pago TPV

Pago reserva de plazas

Then click on Reservation of Places.

@ Gestién de Movimientos

Tramite de Pago

Tasas sigm@

TPV

Pago reserva de plazas

Select the year in question (2024/25) and click "Continue

I S

B Gestion de Movimientos Tasas sigm@

Tramite de Pago TPV

NIP Alumno
serva de plazas Nombre
Reserva de Plazas L
Reserva de plazas
Ailo/Semestre 2024/25-0 v

=

A screen is displayed where you can select the study plan for which you are going to reserve a place (if you
have been granted access to more than one plan, you must choose the master's degree for which you want
to confirm the payment of the reservation using the drop-down menu "Select curriculum™).

The amount of the reservation will later be deducted from the tuition fee. The "Amount" field is selected and
the only payment method is Electronic Payment (POS).

Click "Book".

= S Universidad
= ali Zaragoza

B Gestion de Movimientos Resmasigng, (G
Tr o TPV

Reserva de Plazas

Aflo academico 2024/25-0

Reserva de plazas

Selecciona plan de estudios Master Universtario en Abogaci y Procura v
Importe @® Reserva plaza méster (300 € - 300

Forma de pago Pago Electronico (TPV) v FS;

-

®

Bl Actividad académica @] Codigo 8| Pian de estudios 8| importe 8|  Estado 1)
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Click "Accept" and the payment of the reservation by POS begins.

B Gestién de Movimientos

3 Universidad
iz

Pago resesva de plazas Informacién del pago seleccionado
Reserva de Plazas Centro 102 Facultad de Derecho
Actividad académica RPL - Reserva plaza mister
Tipo de estudio 6- Mister
Importe 2 pagar 300 €
[i ] Se va a procesar el pago mediante tarjeta de crédito o débito.

I e

The fields are then filled in with the bank card details.
Valid cards: VISA and MASTERCARD.

m Card: 16 digits of the bank card.
m Security code: 3 digits of the validation code.
m Expiry date: The month and year of expiry of the card is entered.

Once all the fields have been filled in, click "Pay".

UNIVERSIDAD MATRICULAS VIRTUAL

iberCaja -e

Confirmacién del pago

Forma de pago Datos del pago

@ Pago con tarjeta

VISA
-!-'

300€

Tiempo disponible para realizar [a opar 09:43
CANCELAR
Volver al comercio

Then click "Accept" and wait for the payment confirmation.

UNIVERSIDAD MATRICULAS VIRTUAL

Operacion
AUTORIZADA

67620 30000  12-04-2024 13:1435

101000 12004615512404124 314356007000
VISA
[ h
0 Check

Por favor, no actualice Ia pagina ni pulse el botén
"Atras’. Gracias,

ACEPTAR
Volver al comercio 01:33
—————_

SIGMA Unit/Academic Vice-Management
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Espere mientras se confirma la informacién del pago

Espere por favor ...

A\ Este proceso de confirmacion del pago con la entidad bancaria puede tardar varios minutos.

Once the payment has been successfully completed, the reservation has been formalized and a proof of

payment is shown which can be downloaded, printed, etc.

Documentacion

(E0) Q 1 del — <+ Tamafoautomitico v TZ &E &3 »

i1s  Universidad
A Zaragoza

L)

COMPROBANTE DE PAGO

El Sr/La Sra , ha realizado un pago de 300,00 EUR en concepto
de Reserva plaza master del Master Universitario en Abogacia y Procura para el
curso académico 2024/25-0. Los datos identificativos del pago son los siguientes:

Identfficacion del pago: 67621
Codigo de autorizacion
Fecha y hora 12.04 2024 131548

1. Cuando formalices la matricula, este pago serd descontado del importe final de la
matricula del curso académico 2024/25-0.
2. La admision definitiva al estudio esta sujeta a la verficacién de la documentacién

presentada

Once the reservation of the master's degree place has been paid, if you enter the Reservation of places menu

again, the record of the RPL movement is displayed in the paid status.

NIP Alumno
Nombre
Reserva de Plazas o
Ao academico 2024250
Reserva de plazas
Selecciona plan de estudios v
importe © Seiecciona plan de estudios
Forma de pago v
(]
codige B Centro B Advadaosmia B cidee B Plan de estudios B wpote B Etago W)

. ftario en Abogaci
102 Faculzad de Desechs RPL - Resenva plaza misier o2 g <ol < 00 Pagace

o

IMPORTANT:

If an attempt has been made to make the payment for the reservation of the place with a negative result, the
movement is recorded but, logically, without validating or reconciling. To pay for this transaction, you must

go to the "POS Payment Procedure” option.

In the paid menu, you cannot pay again.

SIGMA Unit/Academic Vice-Management
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The student has to go to the "POS Payment Procedure” option, select the academic year that comes out
by default (any) or the year in question (2024/25) and click on the "Search" button.

Blsqueda de pagos pendientes
e

- o

The arrow icon below the "Action" column is selected to select the pending payment.

= T Universidad
i 2o

B Gestion de Movimientos Tasas s:gm@

Tramite de Pago TPV

Finally pay.

iversidad

NIP Alumno

Nombre

oM

Adio academico (cuslquiers)

Busqueda de pagos pendientes

\ Votver

) Actividad académica

Plan de estudios Tipo Estudio

24/25- - 3 ) v
O e e o i

® Gestién de Movimientos Tasas sigm®

Tramite de Pago TPV

Ao academico 20247250

Informacién del pago seleccionado

Centro 102 - Facultad de Derecho

Plan de estdios 642 - Méster Universitario en Abogacia y Procura
Adtividad académica RPL - Reserva plazs mister

Tipa Estudio 6~ Méster

Importe

Forma de pago. TPV v

@@=

Below are the previously reported screens of the POS payment platform.

2.3. Block/Unblock Possible Studies

By default, all students transferred to enrolment from Access have their possible studies blocked for security
reasons. From this option, each centre must unblock admitted students who meet the enrolment
requirements regulated in the resolution of the University of Zaragoza, which makes public the deadlines
and procedure for access, admission and enrolment in official Master's degree courses.

Select the "Block/unblock possible studies" submenu. Select the corresponding academic year and plan and

"Search".

11020
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Mis Aplicaciones Mi cuenta Soporte Desconexion
T
‘
@ Gestién de Movimientos Gestion de Movimientos > Pago reserva de plazas > Bloquear/desbloquear estudios posibles
Consulta de Movimientos
Generacion de Pagos Manuales Buscar accesos a matricula
© Pago reserva de plazas Afio academico 2024/25-0 v
Plan 642 - Méster Universitario en Abogacia y Procura v
Reserva de Plazas
Bloquear/desbloquear estudios
posibles
Listado reserva plazas

Gestion reserva

© Gestion de Cintas
© Informes
© informes i

© Mantenimientos de alumnos

It shows all students transferred to enrolment with possible studies blocked. Next to the student data, the
status of the student's reservation is shown.

By unchecking the checkboxes in the 'Block’ column of students who meet the enrolment requirements
and pressing the 'Save' button , possible studies are unlocked and subsequent enrolment is allowed.

With the option of the 'Unlock paid and completed’ button, and then 'Record’, the application unlocks
possible studies for admitted students of phase 1 who have the reservation paid (in green) and have
completed their previous studies.

Mis Aplicaciones Mi cuenta Soporte Desconexién
T

‘
© Gestion de Movimientos i Gestion de Movimientos > Pago reserva de plazas > Bloquear/desbloc

Consulta de Movimientos

Bloquear/Desbloquear acceso a matricula

Afio academico 2024/25-0
Plan 642 - Master Universitario en Abogacia y Procura

Generacién de Pagos Manuales
© Pago reserva de plazas
Reserva de Plazas

(( Reserva realizaday pagada (__Reserva realizada pendiente de pago Osin reserva
Bloquear/desbloquear estudios -

posibles
O pe—— pEr—— | (—
Gestion reserva

E=E

© Gestinde s e o Apetioo omre

© informes Pina Tarton, Clara e

© informes 11
Quilez Barcelona, Sofia =)

© Mantenimientos de alumnos
Pellés Viamonte, Ylenia [
Gomez Guangaje, Belgica Estefania (%]
Rodriguez Marqueta, Ruth Maria e
Legarre Cortés, Gema /L' )
(Gémez Alfonso, Victoria Claudia & ; y
Blasco Oiz, Jaime e
Medina Bonilla, Maria L}
Acosta del Rivero, Carlos (=)
Aranda Rodriguez, Santiago b
Pastor Luzén, Luna [
Pardos Casas, Begofia Q )
Sanz de Torres, Sonsoles ]
Martin del Pino, Marcos w

In the example below, five students who meet the criteria for booking made and paid for and previous studies
completed have been unblocked. You can check this information in the reservation list. This list shows the
status of the reservation and whether or not you have completed your studies.
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© Gestion de Movimientos
Consulta de Movimientos
Generacién de Pagos Manuales

© Pago reserva de plazas

Reserva de Plazas

Bloquear/desbloquear estudios
posibles

Listado reserva plazas

Gestion reserva

© Gestion de Cintas
© Informes
© informes 1t

© Mantenimientos de alumnos

Mis Aplicaciones Mi cuenta Soporte Desconexién

Gestién de Movimientos > Pago reserva de plazas > Bloquear/desbloguear estudios posibles

Bloquear/Desbloquear acceso a matricula

Afio academico 2024/25-0
Plan 642 - Master Universitario en Abogacia y Procura

U'aescwa realizada y pagada 'vnesewa realizada pendiente de pago Osin reserva

Bloquear Nip ‘ Apellidos, Nombre

(<IN < I < IR < I < I < ]

o000 OCOOQOCCOOCOCO®SO

Important:

The "Unlock Paid & Completed" utility is only valid for admitted students with completed studies in phase 1.
To allow the enrolment of students admitted with conditional enrolment in phase 1 and those admitted in
successive phases, it will be necessary to uncheck the checkbox in the Block column and then save.

2.4. List of place reservations

To know the status of the reservations, a list is provided that allows you to select the following criteria:

m Academic year
m Curriculum

m Students with reservation or students with access to the master's degree.

© Gestién de Movimientos

T

Consulta de Movimientos
Generacion de Pagos Manuales

-] Pago reserva de plazas

‘ Reserva de Plazas

| Bloguear/desbloquear estudios
| posibles

Listado reserva plazas

Gestion reserva
L

© Gestion de Cintas
© Informes
© informes It

© Mantenimientos de alumnos

Example of a list in pdf format with a filter for students with access to the master's degree.

Mis Aplicaciones Mi cuenta Soporte Desconexion

Gestion de Movimientos > Pago reserva de plazas > Listado reserva plazas

Listado reserva de plazas

Afio/
Semestre 2024/25-0 v
Plan 642 - Master Universitario en Abogacia y Procura

Filtro

Alumnos con reserva Alumnos con acceso al master
Alumnos o ©

SIGMA Unit/Academic Vice-Management
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It shows the students transferred to enrolment, whether or not they have a reservation, the status of the

movements, dates, amount and whether or not they have completed their studies.

T Universidad
m Zaragoza

Listado alumnos acceso

Fecha: 12/04/2024

Afio Académico 2024/25-0
Plan 642 - Master Universitario en Abogacia y Procura

DNI NIP Apellidos, Nombre Reserva

Estado

Fecha_

Fecha .

Importe del

Estudios

No

Si

Si

Si

Validado y
conciliado

Validado y
conciliado

Validado y
conciliado

Validado y
conciliado

Validado y
conciliado

Validado y
conciliado

Validado y
conciliado

12/04/2024

12/04/2024

12/04/2024

12/042024

12/0412024

12/0412024

12/0412024

12/04/2024

12/04/2024

12/04/2024

12/04/2024

12/04/2024

12/04/2024

12/04/2024

0

300

0

300

300

300

0

300

300

300

300

300

No

No

Si

si

No

No

No

Si

No

No

2.5. Booking management

From this submenu, the following three actions are allowed:

1. Create booking with amount 0 2.
Switch bookings from one plan to

another
3. Delete booking.

1. No student can make a self-service reservation for a place with an amount of 0. It can only be done
from the secretarial profile. As we have indicated above, annually in the resolution of the University
of Zaragoza, by which the deadlines and the procedure for access, admission and enrolment in official
Master's degree courses are made public, the groups exempt from payment are determined.

Therefore, you must create the reservation movement from this menu.
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Enter Student PIN and click on the "Add" button.

Mis Aplicaciones Mi cuenta Soporte Desconexion

© Gestion de Movimientos

Consulta de Movimientos
Generacion de Pagos Manuales Reserva de Plazas

(-} Pago reserva de plazas

Reserva de Plazas
Bloquear/desbloquear estudios Afio/Semestre 2024/25-0 v
posibles
NIP Alumno p
Listado reserva plazas

Gestion reserva p Buscar ‘ B Aadir ’

© Gestion de Cint

© Informes
© informes I

© Mantenimientos de alumnos

Select the syllabus in question and click on the "Book" button.

Mis Aplicaciones Mi cuenta Soporte Desconexién
T
1 G P G
@ Gestion de Movimientos . Gestion de Movimientos > Pago reserva de plazas > Gestion reserva
Consulta de Movimientos
NIP Alumno
Generacion de Pagos Manuales Nombre
© Pago reserva de plazas DNI
Afio/Semestre 2024/25-0
Reserva de Plazas
Bloquear/desbloquear estudios
posibles
Rt . Reserva de Plazas
Gestid i < " o P
S Seieaibaxplan de 642 - Master Universitario en Abogacia y Procura v
estudios
© Gestion de Cintas M\ Volver l Reservar ’
© Informes
© informes 11

© Mantenimientos de alumnos

As the following screen shows, the data is saved correctly. Pressing the "Back" button will display the screen
where the information of the reservation with amount 0 is displayed.
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Mis Aplicaciones Mi cuenta Soporte Desconexioén
T
] = i 5
° Gestion de Movimientos | Gestion de Movimientos > Pago reserva de plazas > Gestion reserva
Consulta de Movimientos
NIP Alumno
Generacion de Pagos Manuales Nombre
© Pago reserva de plazas DNI
Afio/Semestre 2024/25-0
Reserva de Plazas
Bloquear/desbloquear estudios
posibles

Listado reserva plazas Reserva de Plazas

Gestion reserva

© Losdatossehan guardado correctamente.

© Gestion de Cintas
Selecciona plan de
© informes estudios

p—
© Informes It ‘ -~ Vo ' e
© Mantenimientos de alumnos

642 - Master Universitario en Abogacia y Procura v

Mis Aplicaciones Mi cuenta Soporte Desconexién

@ Gestién de Movimientos j Gestion de Movimientos > Pago reserva de plazas > Gestion reserva

Consulta de Movimientos

Generacion de Pagos Manuales Reserva de Plazas

-} Pago reserva de plazas

Reserva de Plazas
Bloquear/desbloquear estudios Aio/Semestre 2024/25-0 v
posibles
NIP Alumno p
Listado reserva plazas

© Informes
102 - Facultad de Derecho = RPL - Reserva plaza master 642 - Master Universitario en Abogacia y Procura 0 Pagado
© informes 1t @

© Mantenimientos de alumnos

2. It also allows you to change the curriculum associated with a place reservation. This operation is only
possible if the student has access to another syllabus from the same centre in which the booking
was made.

The student's PIN and "Search" are indicated. The booking record is displayed and selected with the
arrow icon.

Mis Aplicaciones Mi cuenta Soporte Desconexion
T
‘

© Gestion de Movimientos

Consulta de Movimientos
Reserva de Plazas

Generacion de Pagos Manuales
© Pago reserva de plazas

Reserva de Plazas

Bloquear/desbloquear estudios Afio/Semestre 2024/25-0 v
posibles
NIP Alumno p
Listado reserva plazas

© Gestion de Cintas

|
© Informes o

© informes II @

Centros Adtividad aadémica Cédigo plan Importe | Estado

102 - Facultad de Derecho RPL - Reserva plaza master 582 - Master Universitario en Derecho de la Administracion Publica 300 Pagado

© Mantenimientos de alumnos

SIGMA Unit/Academic Vice-Management 16 020



Reservation manual - v.1 April 2024

A drop-down list of the curricula that the student has access to is displayed. Select the one that
corresponds and press the "Book" button.

Mis Aplicaciones Mi cuenta Soporte Desconexién

‘
© Gestion de Movimientos

Consulta de Movimientos
NIP Alumno

Generacién de Pagos Manuales Nt

© Pago reserva de plazas DNI
Aiio/Semestre 2024/25-0

Reserva de Plazas

Bloquear/desbloquear estudios

posibles

- e Reserva de Plazas

Gestion reserva Selecciona plan de estudios 642 - Mdster Universitario en Abogacia y Procura ¥

ol

© Gestion de Cintas
© informes
© informes II

© Mantenimientos de alumnos

As the following screen shows, the data is saved correctly. Pressing the "Back" button will display the
information of the reservation modified to another plan.

Reserva de Plazas

@  Los datos se han guardado correctamente.

Selecciona plan de estudios 642 - Master Universitario en Abogacia y Procura v

= )

Mis Aplicaciones Mi cuenta Soporte Desconexién

© Gestion de Movimientos

Consulta de Movimientos

Generacion de Pagos Manuales S s
© Pago reserva de plazas
Reserva de Plazas
Bloquear/desbloquear estudios Afio/Semestre 2024/25-0 v
posibles
NIP Alumno P
Listado reserva plazas
S e I e T I =
Centros Actividad académica Cédigo plan Importe
© Informes 3

102 - Facultad de Derecho RPL - Reserva plaza méster 642 - Master Universitario en Abogacia y Procura 300 | Pagado
© informes It @

© Mantenimientos de alumnos

3. This option also allows you to delete an already created reservation. From this utility we will cancel
the reservations of places in cases in which the refund of the amount paid is appropriate.
Important: from this utility it will be necessary to eliminate the reservations created by the
secretary for the reservation call that have not been paid within the established deadlines
and also the reservations of places created by the students in the self-service that have
not been paid (in this last variable the cases are minimal).

The list of reservations of places explained in point 2.4 provides the necessary information for the
control of payments.

In certain circumstances, you have to cancel a reservation in order to make another one on the same
plan. For example, a student who has generated the RPL movement for 300 euros and subsequently
proves a disability and therefore the reservation would have to be changed to 0 euros.

We indicate academic year and PIN Student and "Search". The log is displayed. On the left, two icons.
Click on the "logical cancellation" icon to remove the reservation of a place from that plan.
The reservation of a place is cancelled and the transaction created in fees is also cancelled.
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Mis Aplicaciones Mi cuenta Soporte Desconexién

4

© Gestin de Movimientos i6n de Movimientos > Pago reserva de plazas > Gestion reserva

Consulta de Movimientos

Generacion de Pagos Manuales Reserva de Plazas

© Pago reserva de plazas

Reserva de Plazas

Bloquear/desbloquear estudios Aio/Semestre 2024/25-0 v

posibles

NIP Alumno pel

Listado reserva plazas

Gestién reserva ‘ PO Busar ’ B} Adadic
O i e [ | e | sciedaosna | ) =S
© Informes

102 - Facultad de Derecho RPL - Reserva plaza master 642 - Mster Universitario en Abogacia y Procura 300 Pagado

© informes i

© Mantenimientos de alumnos

3. RECONCILIATION OF THE AMOUNT OF THE ENROLMENT RESERVATION

The amount of the reservation fee is deducted from the enrolment fee according to the following specifications:

1. The student will have the payment of the reservation VALIDATED and RECONCILED, in order to be able
to deduct it from the enrolment.

2. When enrolment:
a. The enrolment movement will be generated for the total amount of the enrolment.

b. The amount paid in the reservation will be subtracted (as a visualization on the settlement screens the
student/secretary will see the total amount and the part that must actually be paid).

¢. The enrolment movement will be validated and reconciled for the amount paid in the booking and the
booking fee movement is cancelled.

d. An automatic RPL academic activity refund movement will be generated in which the amount that has
been subtracted from the enrolment fee will be validated and reconciled.

As an exception to this point, in the enrolment of scholarship students and settlement classes 3 - U.Z.

Staff, 4 - Children and spouses of U.Z. Staff, etc., the entire amount of the reservation is used to fully

compensate the tuition fee. In this way, if the amount of the reservation is higher than the registration

fee, the registration movement is overpaid. This situation forces you to manage charges manually to

return the overpayment, not creating an automatic refund movement in the license plate.
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s Universidad

IMPRESO DE MATRICULA
CURSO ACADEMICO 2023/24-0

: 100 - Facuitad de Ciencias
m Za r a g OZa 540 - Master Universitario en Quimica Industrial

1542
El/La estudiante: Sancho Alegria, Jorge
NIA: 784114 NIP: 784114 DNI: 16634639G
IAlumno/a Becario/a: No
DATOS ACADEMICOS
Codigo Descripcion (Zr;lgo Idioma Periodo Cur. Mod. Créd. Clase Convalid. CBF %%r(\)\tlao((’: ‘r’r?af:te}s
60640 Quimica Industrial 1 Cast. 0 1 XX 10,0 Obligatoria No 0 0 1
60641 sttemasmde(i1 %%s;gg% Ktlglglslacwn 1 Cast. 0 1 XX 9.0 Obligatoria No 0 0 1
60642 Quimica Medioambiental 1 Cast. 0 1 XX 8,0 Obligatoria No 0 0 1
60643 Control de procesos y productos 1 Cast 1 1 XX 6,0 Obligatoria No 0 0 1
60644  Equipos para procesos guimicos 1 Cast. 1 1 XX 6,0 Obligatoria No 0 0 1
60645 Electroqmmu::lan){j tfgtt(r)gmmlca para la 1 Cast. 2 1 XX 6,0 Obligatoria No 0 0 1
60647 Materias primas renovables 6 Cast. 2 1 XX 30 Optativa No 0 1
60649 Materiales inorganicos avanzados 6 Cast. 2 1 XX 3,0 Optativa No 0 1
60655 Trabajo fin de Master 99 0 1 XX 90 Tf’,?.b(?? No 0 0 1
master
Créditos Matriculados: Obligatoria: 45,0 Optativa: 6,0 Trabajo fin de master: 9,0
Créditos Superados:
CONCEPTOS APLICADOS
Conceptos Unidades Imp. Unitario Total
Créditos en 1* matricula 60.0 3040€ 1.824,00€
Seguro escolar 10 1,12€ 1,12€
Apertura de expediente 1.0 3190€ 3190€
Gastos fijos de matricula 1.0 2405€ 2405€
Total 1.881,07 €
TOTAL DE MATRICULA
Conceptos aplicados Descuentos Total matricula
1.881,07 € 0,00€ 1.881,07 €

PAGOS RESULTANTES DE ESTA OPERACION (Solicitud / Ultima modificacion de

matricula)
Pago Forma de Pago Plazo del pago Cuenta Bancaria Fecha Pago Importe a pagar
0 Importe pagado en la reserva 01/05/2023 300,00 €
de plazas
1 Domiciliacion Bancaria 25/07/2023 ES1{trrssrmsesntergny - 158107€

El pago de los precios publicos no supone la aceptacion de la matricula, quedando ésta
condicionada a que el interesado reuna los requisitos establecidos. Esta liquidacion es nula si

lleva enmiendas o falta algun dato fundamental.
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4. REFUND OF THE AMOUNT OF THE RESERVATION

This section explains the process for refunding the amount of the reservation in cases where applicable.

We remind you that the reservation cannot be transferred from one center to another and it is the center in
which the reservation of place has been paid that must process the refund of the amount of the same.

First, the reservation of places must be cancelled, a process detailed in section 3 to eliminate reservations in
point 2.5. Booking management and that we repeat below.

In Fees >Movement Management > Payment Reservation of Places > Reservation Management
We indicate academic year and PIN Student and "Search". The log is displayed. On the left, two icons.

Click on the "logical cancellation" icon to remove the reservation of a place from that

plan. The reservation of a place is cancelled and the transaction created in fees is

also cancelled.

Mis Aplicaciones Mi cuenta Soporte Desconexién

Movimientos > Pag:

© Gestion de Movimientos

Consulta de Movimientos

Generacién de Pagos Manuales Reserva de Plazas

(-] Pago reserva de plazas

Reserva de Plazas
Bloquear/desbloquear estudios Afio/Semestre 2024/25-0 v
posibles
NIP Alumno p
Listado reserva plazas
Gestion reserva ‘ L Busar ' B3 Adadir
© Informes

102 - Facultad de Derecho RPL - Reserva plaza méster 642 - Master Universitario en Abogacia y Procura 300 | Pagado
© Informes Ii 0

© Mantenimientos de alumnos

Then you have to go to Rates > Movement Management > Transaction Consultation

We indicate academic year and PIN Student and "Search". The move is selected with the arrow icon. The
transaction is cancelled, allowing the return to be made with a charge management by the normal procedure.
We remind you that this management of charges is carried out from the RPL movement.

Entidad Tipo Forma de | Importe | Importe |Importe | Importe | Prop.
Académica |Pagadora| Orden |Movimiento|  pago Movim. vaL Conc. PendienteDevolu.vencimiento iliacio
Pago

Reserva U - Pago
plazo mdster * Unico

Electrénico 300,00 300,00 300,00 0,00 12/04/2024 12/04/2024
)

Suma Importes Pendientes 0,00

Consulta de Movimientos de Tasas

Consulta Detalle m Validar Pago Tasas Modif. Estado Pago Modif. Datos Bancarios Modif. Forma Pago ‘ Gestion de Cargos ' Reimpresion documentos pago

Consulta Contabilidad Movimiento Modif.Clase Liq. Recibo de pago

/
Centro 102 - F. Derecho Afio/Semestre 2024/25-0
Actividad Académica RPL - Reserva plaza master Nimero de Orden Tasa 1
Fecha Anulacién 15/4/2024
DNI/Pasaporte NIA
Nombre Alumno Nip
Tipo Estudios 6 - Master Cédiga Estudios 0-
Nim. Expediente [ Entidad Pagadora
Tipo Movimiento U - Pago Unico
Forma de Pago Pago Electrénico (TPV)
Importe Movimiento 300,00 Fecha Movimiento 12/4/2024
Importe Validacion 300,00 Fecha Validacién 12/4/2024
Importe Conciliacion 300,00 Fecha Conciliacion 127472024
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