
ONLINE APPLICATION PROCEDURE

INSTRUCTIONS ON HOW TO COMPLETE YOUR COMILLAS ONLINE APPLICATION 
PHASES 2, 3 & 4



PHASE 2

Click on the link:
http://www.comillas.edu/intercambio/entrante 
and log-in with your credentials.

Click on the litte pen icon in “Select / 
Change Courses” of the Phase II section.

A new pop-up window will appear. On this 
new page, click on the a “+ Add a course” 
botton. There, you can search for classes by 
entering a full or partial name of course 
title. It will show you one or several courses 
with that term in the title. 

You can  also browse for courses by              
inserting a generic word, (e.g. �nance, 
marketing, international...), obtaining 
more options for you to consider in a parti-
cular  �eld/discipline .    

 



PHASE 2

Select the courses you are interested in 
taking in during the following periods:         

 - July/August for the Fall semester 
- or December/January for the Spring                
semester. 

This preliminary course selection may be 
modi�ed at any time until the end of the 
add/drop period, (normally two weeks 
after classes begin). 

  

 PHASE II: PRE-REGISTRATION FOR CLASSES



PHASE 2

It is important that you keep in mind 
the di�erent times and days a speci�c 
class section meets.  Please refer to 
the excel �le we sent you for the 
updated schedules. You have to pay 
close attention to the degree            
program the course belongs to, as 
well as the letter indicating the group 
or  section. 

If you click on the             icon on the right 
side of the page, the subject will be added 
to your schedule, and you will have a seat 
reserved for you in that particular class. A 
maximum of 33 ECTS can be selected at a 
time. If you want to include an additional 
class, you will need to drop one of your 
selected classes �rst.

By clicking on each class code, you can see 
the course syllabus, (note that some of the 
syllabi are being updated for next year, 
and you may not be able to �nd this            
information online).



PHASE 2

If a class is full, it will appear in red 
and crossed out. If that is the case 
and you really need to take the 
course, you can  add your name to               
the course waiting list. This may be 
done by clicking on the Notepad 
Icon.

When you add your name to this list, 
a Waiting List box will appear sum-
marizing all your requested wait-lis-
ted classes. Note you may only have 
up to 4.  

You can remove a course in the      
Waiting List box if you are no longer 
interested in taking the class. 



PHASE 3

This phase can be completed once in 
Madrid. Click on the little pen icon in                      
“Change contacts details in Spain”. Then, a 
pop-up window will appear where you 
should indicate:

- Address in Madrid

- Postal Code

- City

- Contact Phone Number:

Once the data is submited, click on the 
save button.

 

PHASE III OF THE ONLINE APPLICATION: CONTACT DETAILS IN MADRIDPHASE III OF THE ONLINE APPLICATION: CONTACT DETAILS IN MADRID



PHASE 3

PHASE III OF THE ONLINE APPLICATION: HEALTH INSURANCE

Click on the little pen icon in                      
“Modify Health Insurance data”. Then, a 
pop-up window will appear where you 
have to indicate:

- Health Insurance Company

- Policy or Client Reference

- Phone

In the case of the European students, if 
you have the European Health Card, you 
can use this as your insurance company. 
The number on your card will be the           
reference number.

Once the data is submited, click on the 
save button.

Then click on the upload icon in the 
“Health Insurance Document” and upload 
your Insurance Policy Document or Health 
Card photo.

 

 



PHASE 3

COMPLETING THE REGISTRATION PROCESS

At the end of the add/drop period,           
(roughly after the �rst to weeks of class), 
students must �nalize the enrollment     
process by submitting the application in 
the platform.  The �nal registration                  
deadline will be published during the                             
orientation period.

Once (and only) If you have completed all 
the phases, it will appear a print button in 
the Phase 4. If you click it, you will get  
generated a PDF with all the                                    
documentation at once. Also, it will appear 
the “On-line submission of your                         
application button” . 

 



If you click on the “On-line submission of 
your application button” , a pop-up                  
windown will appear. You must click and 
accept each consent. Once everything is 
accepted and clicked, a green button will 
become operative: “Submit your                  
application”.

When you click on the green button                 
another pop-up window will appear:

In the new window, you will be required to 
type a code. You will recieve this one-time 
use code in your new Comillas email 
inbox. Check 202XXXXXX@alu.comilla.edu 
email, copy the code and �nally, submit 
your application by clicking on the green 
button “ Sign application”.

PHASE 3

COMPLETING THE REGISTRATION PROCESS



You have o�cially registered and from this 
point on you can no longer make any 
changes to the application. You can see 
the status of your application has changed 
from accepted to signed. 

If you need to make any change after the 
o�cial registration, you must contact us 
so we can activate your application by 
removing your signature, complete the 
change needed and sign the application 
again as done previously. 

 

 

  

PHASE 3

COMPLETING THE REGISTRATION PROCESS



EMAIL

Remember to check from time to 
time your Comillas email, since all 
the communications will be sent 
there. 

You can access your email by login 
into your O�ce 365 account 
(www.comillas.edu/o365, with your 
user name:
201XXXXXX@alu.comillas.edu 
and your password). 

Then, click on the outlook icon.

This page contains information on 
how to set up your email account, 
create an alias or redirect emails to 
another personal email account:

www.stic.comillas.edu/es/guias-y-ma-
nuales/exchange-online



SOCIAL MEDIA

Also, we invite you to like us on our 
Facebook and Instagram, where we 
share useful and interesting                       
information.

facebook.com/ICADEeconomics

instagram.com/ICADEeconomics



APP

COMILLAS APP

Download the Comillas App to 
access your virtual student ID!

APP




