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GENERAL APPLICATION 
This tutorial explains how to present an application in the Electronic Registry using the ‘General 
Application’ administrative process. 
Important note: this type of application is only used when there is no specific administrative process 
available for your needs. Please check the ‘List of Administrative Processes > (Catalogue of 
Administrative Processes and blank Application Forms)’ before starting to ensure there is no other 
specific process available. 
You can access the General Application form by clicking on ‘General Electronic Registry’ on this 
screen. 

 
The following page contains an information section for this administrative process, as well as contact 
details and a ‘Proceed’ / ‘Tramitar’ button. To start your application process you will need to click on the 
Proceed button. 
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The online system will then ask you to identify yourself using a valid Username and Password.  

 

 

Once successfully logged in, click on ‘Start’ / ‘Iniciar’: 
 

 
 
 

You will be taken to a blank General Application form. Fill in all of the blank fields. The fields marked with (*) must be filled in. If you fail to fill in any of the fields marked with (*) it will be impossible to sign 
the document using a electronic signature.  
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Once the application form has been filled out, click on ‘Save’ / ‘Guardar’. 

 
 
In the event that any of the obligatory fields have been left blank, you will need to click on ‘Edit’/ ‘Editar’ 
in order to return to the form and fill them in. 
Once the form has been saved, you will be taken to the next screen. Here you will see the message that 
your form has been completed, but that it has not been electronically signed (open padlock icon). 
At this stage you can still continue to edit the form using the ‘Edit’/ ‘Editar’ button, or you can delete it 
entirely by clicking on ‘Delete’ / ‘Borrar’. To complete the form you must click on the ‘Sign’ / ‘Firmar’ 
button and a closed padlock icon will appear once done. 

 
Next, after signing the form, you will need to click on ‘Continue’ / ‘Continuar’. 
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On screen you will now see the ‘Attach documents’ / ‘Adjuntar documentación’ instruction.  If you 
need to attach any documents click on ‘Select file’ / ‘Seleccionar archivo’ and then locate the file you 
want to attach. All documents must be uploaded in non-editable PDF format. 
Once you have attached your documents and added a brief description for each (*description 
compulsory), click on ‘Accept’ / ‘Aceptar’ to upload them and finalize the process. 

 
If the documentation is accepted the ‘Continue’ / ‘Continuar’ button will activate and the following 
options will become available to you: ‘View document’ / ‘Ver documento’,  ‘Delete’ / ‘Eliminar’, 
or ‘Sign’ / ‘Firmar’. To continue, you must select ‘Sign’ / ‘Firmar’. 
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The document now appears as signed but with an alert indicating that it has not been submitted. In order 
to submit the documentation you will need to click on “Continuar”/ ‘Continuar’. In this step you will be 
shown the signed application form together with a list of all attached documents. 
However, you may also decide to ‘Save draft’ / ‘Guardar en borrador’ and continue later, or you may 
decide to cancel the process entirely by clicking on ‘Cancel application’ / ‘Cancelar la solicitud’. 
 

 
 
If you need additional documentation signed, click on ‘Request signature’ / ‘Solicitar Firma’, and 
then Save as a draft until you receive the notification that the documentation has been signed. Once 
signed, you can return to the General Application form by going to ‘My Account’ > ‘My 
administrative processes’ – Applications not submitted’. 
If everything is in order and if you do not need to make any further corrections, click on the ‘Submit’ / 
‘Presentar’ button.   
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You will be shown the application form and corresponding eRegistration acknowledgement receipt. 

 
 

By clicking on the documents you can: 
 Download the original document. 
 Download the digital signature 
 Download the document with proof of signature. 

To view the attached documents, go to ‘My Account’ - ‘My administrative processes - 
Applications submitted’. Here you will be able to view the application form and corresponding 
eRegistration acknowledgement receipt 

 



 
 

MyAdmin Tutorial. Solicitud General. December 2018  Página 8 de 8 
 

 
 
IMPORTANT*: To close your session you must click on ‘Close Session’ / ‘Cerrar sesión’ in the top 
right corner of the screen. 


