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INTRODUCTION 
When accessing Sigma, PhD students will be able to see the module “Application for 

tesis defense” (please note, the module may appear in a different spot): 

 

This module will always be visible for PhD students, but it won’t let you enter if you are 

not in compliance with several conditions, necessary for the Thesis Defense Application 

to be possible: 

●​ you did not register for the corresponding annual assessment 

●​ you have not spent 2 full years in the PhD Program 

●​ you have exceded the permanence time in the PhD Program 

CREATE APPLICATION (INCOMPLETE APPLICATION) 
You will see an overview of your personal data and the info on your PhD Program and 

Thesis title. Press the button “ + Create application” to start the process. 



 

You may begin and application and save it to complete it or modify it later, for a period 

of 2 months, before the application expires.  

You have just started your thesis defense application which can remain in 'Application 
Incomplete' (SI) status for up to two months. During this period you will be able to 
navigate through the different screens, save the information and publish the necessary 
documents. Once completed, you will have to indicate on the last screen that the 
application is complete, and it will go to the 'completed application' status, which will no 
longer admit modifications. 

The platform allows you to navigate through its different sections, attach or replace 

documents, complete information on the different items at any time, etc without 

forcing you to advance or impeding you from taking any step; when you submit the 

application in the final section, Sigma will double-check the requisites and show you 

warnings of missing or incorrect information, that you will need to review and correct. 

You can “Save” the application at any time, even if you have not completed every 

section or item. The platform will save the application and contents as they are.  You 

will be able to Access the application at a later time by pressing the “Modify” button. 

 

(Modify button: the center button with the pencil icon; the other buttons are 

“Consult” or “Withdraw” the application). 

a.​Personal details 
Please review your personal details; you may modify or correct some of them, but others are 

non-modifiable.  

Modifiable items:  you may add or modify the info on your phone number, cell pone number, 

personal email*, regular address and address during your studies. 

* All communications regarding your application will be sent to the email you have in this 

section, so we recommend to check that it is your main address (most used email). 

Non-modifiable items: date and place of birth (please note: if you were born outside of Spain, 

the Province and Post Code may appear by default as “Extranjero” and “99999” respectively, 

which would be correct. 



 

Once you confirm the data are correct, press the button “Create Application”; an email will be 

sent to the indicated email address with further information on the different stages of the 

process. 

b.​Thesis data 
A green-themed message will confirm that the information from the previous section has been 

properly saved. On this screen, you can find ALL the information that we have in our system 

regarding your thesis. 

You must carefully review all this information, add whatever information that the platform 

requires, and modify the information if necessary. (Once again, if you need to modify an item 

that cannot be modified from your side, please send an email to gestiondoctorado@uc3m.es) 

 

This is a long section. You may expand/collapse the different sections by clicking on their 

names, or use the “Expand all” button to display all the different ítems in order. 

-​ Thesis title: you can change the title of your tesis if necessary. It is mandatory to check 

the language of the tesis. 

-​ Lines of Research: if this section appears empty, you need to add one or more research 

lines that align with your thesis. 

-​ Language in which the tesis is written: English or/and Spanish 

The sections about your Academic tutoring and Thesis supervision cannot be changed; if you 

need to change this information, you must contact gestiondoctorado@uc3m.es along with the 

new tutor/advisor designations if necessary, before you can continue. You can use the “Save” 

mailto:gestiondoctorado@uc3m.es


button (at the very bottom of this screen) and wait until you receive confirmation that the 

tutor/advisor information has been corrected, so you can conitnue with the application. 

Special Components and Distinctions 

 

1.​ International Doctoral Research Component (International Distinction): 

If you check “Yes”, the platform is going to require to add the 2 external reports issued by 

international experts, and the rest of mandatory requisites will be be displayed automatically 

on this section (with the same information as in your Activity Report, as long as they were 

correctly registered and marked as “International Distinction” activities). These required items 

are: research stay authorization, research stay report, external reports from international 

experts. 

If you have not gathered all documents yet, you may wait until later to complete this section, 

so you can leave the item marked as “No”. Leaving this item as “No” does not impede the 

request to advance, and the required items will be asked for at a later stage. For example: if the 

reports from international experts are going to be the same as your external reports prior to 

the Plagiarism Analysis, we recommend to leave this section marked as “no”. The external 

reports will be received in the next stage, and you will be able to add them as “international 

expert” reports  (when your request is at status PT – Pending Committee). 

2.​ Industrial Doctoral Research Component and/or Co-supervision (Cotutelle): 

The platform will automatically recognize whether or not your thesis complies with the 

necessary requirements for these components. If you think the platform has the wrong 

information, please contact gestiondoctorado@uc3m.es 

Thesis by published works: check this ítem if your tesis is a compendium of published works, 

leave unchecked otherwise. 

EXTERNAL EXPERTS: This is a very important stage. Prior to your defense, your thesis must be 

reviewed by 2 Doctors, experts on your field of research, who are external to UC3M and have 

not been involved directly with your thesis research or your stays or visits to other institutions. 

 

 

You must press the “Add external expert” button and complete the required information with 

this simple process (a new window will pop up): 
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Please fill in and “Add” the ORCID code and e-mail address for each of the 2 external experts 

proposed for reviewing your thesis. 

Eventually, this section will look like this: 

 

Suitability document: you must attach a document (available from our website) with the 

proposal of the two external experts, approved (deemed suitable) by the Coordinator of the 

PhD Program. Even if this document is the same for both experts (the document to propose the 

experts contains both of their names), Sigma will not let you submit two documents with the 

same name; please, duplicate the document and slightly change its name so you can submit 

the document twice (for example, “expert_proposal_1.pdf” and “expert_proposal_2.pdf”) 

 

Later on, from the Doctoral School we will be contacting the 2 external experts using the email 

addresses provided, and will ask them to read your thesis and complete their reports in 

approximately 1 month. The officer from the Doctoral School will receive the reports and will 

upload them to your application (students will not upload these reports to the application).  

Doctoral student activities: 

This section will show all the activities you have registered in the Activity Report, as long as 

those activities are in the status “Complete” or “Accepted”. If any of your activities is still in the 

“Proposal” status, it will not appear properly. You may also find out that some activities in this 

list have an incorrect or incomplete description, a misspelling, etc… This moment is the perfect 

occasion to review and double-check all the activities in your Activity Report, and ask your 

tutor/advisor to approve and set all pending activities to the “Complete” status. 

Departament/institute where the thesis is deposited: 

Please select the proper option (please, make sure not to accidentally select all options). 

Please do not forget to press the button “Save” before moving to the next section.  

c.​ e-archivo/TESEO 
 

https://uc3m.es/doctorado/media/doctorado/doc/archivo/doc_propuesta-expertos-evaluadores/propuesta_expertos-evaluadores-predefensadetesises_eng.docx


In this screen you will find the items that you will have to fill in to fulfill the legal requirements 

regarding the dissemination of the thesis content in the institutional repository E-Archivo, 

according to the current regulations 

In order to save and advance to the next section, you will need to complete all required fields 

and check the corresponding authorizations. You may complete this section now, or you can do 

it after the thesis deposit has finished, prior to the appointment of the Evaluation Committee 

for the thesis defense.  

e-archivo 

If you want your thesis to be made available immediately after your defense, check the first 

option. 

If you want to request the “embargo/restricted access”, check the corresponding option, and 

select the requested time: 6, 12 or 18 months. 

 

Please note: if you ask for the “restricted access” for 6, 12 or 18 months, there needs to be a 

justification for doing so. You need to attach the document “Informed consent agreement”, 

available from our website, with the thesis information, the reasons for the request, and the 

signatures of both your thesis advisor/s and the Coordinator of the PhD Program. You can 

upload this document in the section “Documentation”, at the bottom of this screen.  

Creative Commons License 

 

You may choose among the different option. If you don’t have a particular preference, we 

recommend checking the first license option. 

Codes for indexing the thesis in e-archivo 

You must choose the “Knowledge area” from the drop-down menú, the Sustainability indexes 

(máx 2), and also add the keyword/s that best apply to the content of your thesis. Minimum 

one word per language (Spanish or English) are required. 

TESEO 

You must confirm and accept the publication of your thesis in the Spanish Ministry’s database 

TESEO, and indicate the field of knowledge (Ámbito) (máx 2 entries) and the UNESCO 

classification code (máx 2 entries) 

https://www.uc3m.es/ss/Satellite?blobcol=urldata&blobheader=application%2Fmsword&blobheadername1=Content-Disposition&blobheadername2=Cache-Control&blobheadervalue1=attachment%3B+filename%3D%22Informed_consent_agreement.doc%22&blobheadervalue2=private&blobkey=id&blobtable=MungoBlobs&blobwhere=1371563889033&ssbinary=true


 

 

Explanatory summary 

This section features a text field where you must insert the Non-Technical Abstract of your 

thesis (max 600 words) 

Documentation 

Only if you have requested the “embargo/restricted access”, you must use this section to 

upload the Informed Consent Agreement document.  

 

Please, do not forget to “Save” before moving to the next section. 

d.​Attach Documentation 
In this section, you need to upload and attach each of the Compulsory Documents required, 

selecting from the drop-down menu which document it is, and submitting the PDF files for 

each one.  

 

These compulsory documents are:  

1.​ Technical Summary (Abstract) (2500-3000 words) 

2.​ Non-Technical Summary (800-1000 words) 

3.​ Doctoral Activity Report/Informe de Actividad Doctoral (you can download the PDF 

from your “Activity report” in Sigma, button “Generate”; this document needs your 

signature before uploading it). 



4.​ Curriculum Vitae (max 3 pages) 

 

As you keep attaching files, they appear below the menu. 

 

Please, do not forget to “Save” before moving to the next section. 

e.​Attach Thesis 
On this section, you must select and attach the PDF document of your doctoral thesis that you 

consider definitive, which will be consulted by the external experts, thesis advisor/s and the 

Academic Committee. If this document does not require any further modifications, it will be 

the documetn sent to the Plagiarism Analysis.  

Once the Plagiarism Analysis is passed successfully, the Thesis will enter into the Deposit stage 

and the defense process will advance forward, with the appointment of the Defense Evaluation 

Committee and later publication in the institutional repositories (e-archivo and TESEO).  

If, at any given moment, you need to attach a new version of your thesis, you will need to 

upload the new version (properly identified, for example “thesis.v2.pdf”), as well as the 

Improvements Report (following this template). The previous version will be kept, but the more 

recent document will be the one used for the rest of the process. 

Any change or modification to this document after the plagiarism analysis will require to 

repeat the plagiarism analysis. You may add more than one file, but they must always be PDF 

files. 

Please, do not forget to “Save” before moving to the next section. 

f.​ Confirm Request 
In this last screen, you can confirm that you want to submit the defense request. You may also 

save the draft, withdraw the application, or print a receipt. Once you have checked that you 

completed all required fields, you may press “Submit application”. 
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ERROR WARNINGS – COMPLETE AND CORRECT 
The platform will quickly check all previous ítems, and if any error is found or anything is 

incomplete, the platform will highlight those in red:  

 

You will not be able to submit the application until these errors are corrected and disappear. 

You can navigate through the different sections, finding the ones highlighted in red so you can 

better find the errors. You must complete, select, or attach, whatever is missing. Please, always 

remember to press “Save” at the bottom of each section, before switching sections, otherwise 

the modifications will not be saved. 

If every ítem in every section is correct, you will see the following confirmation message: 

 

Now your application will go to the status “VA” (Pending Validation) and will be received by the 

Doctoral School for review, so the defense process may continue to the next stages. 

In parallel, you will receive an email with the confirmation of submission, as well as a detailed 

explanation of the different stages of the process.  

Whenever you access the Defense Request Application on Sigma, you will find your application 

reference along with a specific status that indicates in which stage, exactly, your application is 

at. (for example: Application status VA, SR, CO… with a short indication of which those 2 letters 

mean) 

If your application passes all the different stages and validations coming next, then you 
will not need to intervene again until the moment when you will be requested to 
submit your PROPOSAL FOR THESIS DEFENSE EVALUATION COMMITTEE (Status PT); this will 
always happen after the end of the Thesis Deposit period. 
 
Check the 2nd part of the Student Guide 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STAGES OF THE PROCESS 
When you correctly submit your application, you will receive an email with the confirmation of 

submission, as well as a detailed explanation of the different stages of the process. 

APPLICATION 
1.​ Start of thesis defense application and submission of doctoral thesis document. 
2.​ Approval of the application by the thesis advisor(s) (and/or UC3M tutors). 

 
EXTERNAL EXPERTS REPORTS  

3.​ We will contact the external experts tor equest the reports  
4.​ Once the reports are received, reviewed and accepted, approval of the defense request 

by your thesis advisor/s (and/or UC3M tutor) 
 
PLAGIARISM ANALYSIS 

5.​ Approval of the application by the Academic Committee of the PhD Program and start 
of the plagiarism check. 

6.​ Pass the plagiarism check 

THESIS DEPOSIT (PUBLIC EXPOSURE) 
7.​ Approval by the Dean of the Doctoral School of the public exposure or deposit of the 

thesis for the review by the Research Area Professors.  
 
PROPOSAL OF THESIS EVALUATION COMMITTEE  

8.​ Proposal of Evaluation Thesis Committee for the doctoral thesis and acknowledgement 
of Distinctions (International, Industrial, Doctoral Co-tutelle, etc.), where applicable 

9.​ Approval of Evaluation Thesis Committee by the Academic Committee of the PhD 
Program 

 
AUTHORIZATION OF THESIS DEFENSE  

10.​Final authorization of thesis defense by the Dean of the Doctoral School. 
 



Once you have started the process at the APPLICATION stage, the requested information can 
be modified and completed until the application is confirmed. Once the application has been 
submitted, you can check your application at any time. 

(*) Applications not confirmed within two months will expire 

Throughout the PLAGIARISM STUDY, the Academic Committee of the PhD Program may 
require information and/or modifications to the thesis document you have submitted in order 
to complete it successfully. This may involve restarting the plagiarism study with each new 
thesis document submitted. 

Once the plagiarism check has been passed, no changes can be made to the thesis document. 
This will be the final document that will continue the process until the evaluation.  

(**) If you need to update the thesis document, please contact tesisgetafe@uc3m.es or 
tesisleganes@uc3m.es. 

 
Once the plagiarism check has been passed successfully, the start of the THESIS DEPOSIT will 
be approved (this must occur before the deadline established in your electronic academic 
record). You will be notified accordingly. 

Once the thesis deposit is completed, you will be notified in order to proceed, along with your 
thesis advisor(s), to submit your PROPOSAL FOR THESIS DEFENSE EVALUATION COMMITTEE 
and provide the required documentation at this stage. 

You will receive the final communication of the AUTHORIZATION OF THESIS DEFENSE once it 
has been approved by the Dean of the Doctoral School. 

The protection of your data is of utmost importance for us. Therefore, we inform you that only 
the advisors, the tutor, the Director of your PhD Program and the Administration Staff of the 
Doctoral School will have access to the details of your thesis. 

RETURNED APPLICATION (Status SR or SI) 
 
Your application will be going through different stages (status), depending on which 
phase of the process your thesis is at and which person is in charge of review and 
approval for each stage.  

If your application does not need further corrections, then you will not be asked 
to intervene: your thesis advisor, the director of the PhD Program, or the Dean of the 
Doctoral School, will be in charge of advancing your thesis defense application 
smoothly, until the moment when you will submit the proposal of Evaluation 
Committee for the defense. 

If your application is incomplete or needs to meet a particular requirement, if 
your thesis advisor, or the Director of the PhD Program consider that you need to 
modify or correct any ítem, or perform a substantial modification in your thesis, then 
the Application you have submitted, will go into a status that will let you make these 
modifications or corrections, before you submit it again.  
 
These status are SI (Application Incomplete, the same status as when you first created 
the application) or SR (Application Returned) if the rejection review comes from your 
thesis advisor or the Director of the PhD Program. You will receive an email if your 
application gets returned and you need to make changes. 
 
When you enter Sigma, you must press the button “Modificar” (pencil icon). There is 
also a “Comments” button that will show you the detailed information on the errors 
that need correction.   
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In the different sections, you will see highlighted in yellow the warnings and the 
specific ítems that were not approved, which requires you to Access and edit/modify 
whatever is necessary: 
 

 
In this example, the thesis title and the student activities, have obtained a negative 
evaluation. 
 
You can only change/edit sections that received the negative evaluation (in yellow). 
Once you have finished the corrections, please do not forget to press “Save” before 
moving to the next section. 
 
On the last section, you can Submit the application again, receiving the confirmation 
message: 
 

 
 
If your application passes all the different stages and validations coming next, then you 
will not need to intervene again until the moment when you will be requested to 
submit your PROPOSAL FOR THESIS DEFENSE EVALUATION COMMITTEE (Status PT) 
 

UPLOADING A NEW VERSION OF THE THESIS 
 

It’s possible that the external reports suggest changes, modifications or error 

corrections to the thesis document. Upon receiving these reports, the CAPD may 

require that the PhD student implement these changes or additions to their thesis, 

within one month. The PhD student will prepare a new version of the thesis, along with 



an explanatory report of the changes/improvements performed (according to this 

template for Improvement Report) that needs to be signed by your thesis advisor. 

 

When your application is on status SR (Returned to Student), you must access to the 

section “Documents - Thesis file” and upload the new version of the thesis, without 

removing the first version. Therefore, is fundamental that you identify the newer 

version properly on the document’s name. 

 

You will also find a specific section for you to attach the Improvement Report (Informe 

de Mejoras) signed by your thesis advisor. 

 

 
This new version of the thesis will be once again reviewed and validated by your thesis 
advisor and the CAPD Coordinator, and this will be the document that will be sent for 
the Plagiarism Analysis and Deposit, which means that no further changes or 
modifications are possible. 
 
OTHER DOCUMENTS: you will need to attach once again the 5 mandatory documents 
(Activity Report, Technical and Non-Technical summary, CV and TESEo file) as you did 
previously. 
 
Please do not forget to “Save” and “Confirm application” on the last screen, until you 
view the confirmation message that the application has changed status. 
 
Once your thesis passes the Plagiarism Analysis and the Deposit at the Department is 
finished without allegations, you will be able to enter the details of the proposed 
Evaluation Committee and complete, if necessary, the information on the Distinctions 
and e-archivo. 
 
Check the 2nd part of the Student Guide 
 
 

*************************************************************************** 

 

STATUS OF THE APPLICATION 
As your Defense Request Application advances throughout the different stages, it will 

change “status” depending on which stage the application is at. These statuses are 

identified by a 2 letter acronym and a brief explanation of the meaning of the acronym. 

https://www.uc3m.es/doctorado/media/doctorado/doc/archivo/doc_modelo-informe-de-mejora/modelo_informe-de-mejora_revision-predefensa-tesisesp-eng.docx


You may find on the next page a summary of the different statuses, as well as the 

meaning and an estimated timeline: 

 

 

Estimated 
times 

At which stage of the 
process is my request? 

Which status is my request on Sigma? 

 
Starting point 
 

 

 
Status SI (Solicitud Incompleta/Incomplete Request): 

-​ Allows you to complete or modify information until the moment you submit the application. 

Status SR (Solicitud Retornada/Returned Request): 
-​ If you need to correct, modify or complete any items, you will receive a notification and Sigma will 

allow you access to perform the corrections.  

 
Duration: 
Between 1 and 
2 months, 
depending on 
whether or not 
you need to 
make changes 
to the body or 
contents of the 
thesis 

 

Status VA (a Validar por Administración/Pending Validation by Administration): 
-​ Your request has been accepted and we are waiting for the reports from external experts. 

Status DI (a Validar por Director/a de tesis/Pending validation by Thesis Advisor/Director): 
-​ The external reports have been received and your thesis advisor will review and validate your 

application.  

Status CO (a Validar por Coordinador/a/ Pending validation by Coordinator): 
-​  The external reports have been received and the PhD Program Coordinator will review and validate all 

items in your application. 

Status SR (Solicitud Retornada/ Returned Request): 
-​ If you need to correct, modify or complete any items, you will receive a notification and Sigma will 

allow you access to perform the corrections. 

Status DR (Retornada a Director/a/Returned to Director): 
-​ If your advisor needs to complete or provide any further information. 

Status CR (Retornada a Coordinador/a/Returned to Coordinator): 
-​ After correcting or modifying the items on the application, the Coordinator will review and validate the 

corrections. 

 
Duration:   
2 weeks 
approx 

 

Status PA (Informe Control de Plagio por Administración/Plagiarism Report by Administration): 
-​ Your request has been accepted by the Coordinator and your thesis will be sent to the Library Service 

for the plagiarism analysis. The Library will submit the result of the analysis through a Coincidence 

Report. 

Status PC (Informe Control de Plagio por Coordinador/a/ Plagiarism Check by Coordinator): 
-​ After sharing with you and your advisor the Coincidence Report, the Coordinator will submit the 

Reasoned Report so the plagiarism analysis can be passed successfully. 

Status SR (Solicitud Retornada/ Returned Request): 
-​ If you need to correct, modify or complete any items, you will receive a notification and Sigma will 

allow you access to perform the corrections. 

Status DR (Retornada a Director/a/Returned to Director): 
-​ If your advisor needs to complete or provide any further information. 

Status CR (Retornada a Coordinador/a/Returned to Coordinator): 
-​ After correcting or modifying the items on the application, the Coordinator will review and validate the 

corrections. 

 
Duration:  
15 natural 
days 

 

 

 
Status ED (A Validar por Escuela de Doctorado/Pending Validation by Doctoral School): 

-​ After successfully passing the plagiarism analysis, the thesis deposit will begin for its public exposure 

and peer review by the Doctors who conform the Department. The deposit lasts 15 natural days. 

-​ Once the deposit is finished without the thesis having received any allegations, the defense application 

moves to the next stage (Status PT). 



 
Duration:  
1 week approx 

 

Status PT (Validado, Pendiente de Tribunal/Validated, Pending Committee): 

-​ You must once again access your application request on Sigma to complete the information on the 

especial distinctions, if any, and most importantly submit the information for the proposed members of 

your Evaluation Committee.  
-​ If you did not previously complete the sections about e-archivo, TESEO and other indexing parameters, 

it is now mandatory to complete them. 

Status TM (Pendiente de Tribunal y Menciones, a Validar por Administración/Pending Committee and 
Mentions): 

-​ The Evaluation Committee proposal is reviewed and approved, as well as the specialities (International 

Distinction, Industrial Distinction), if any, and indexing parameters, etc). 

Status AC (A Validar por Coordinador/a/Pending Validation by Coordinator): 
-​ The PhD Program Coordinator approves the composition of the Tribunal and proposes the thesis for 

defense. 

Status AE (A Validar por Escuela de Doctorado/Pending Validation by Doctoral School): 
-​ The Dean of the Doctoral School will approve the defense and official appointment of the Evaluation 

Committee.  

 
Duration:  
2 weeks 
approx 

 

 

Status OK (Validado por la Escuela de Doctorado/Validated by Doctoral School): 
-​ The process for the thesis defense application has been finished and we wil contact you and 

the members of the Tribunal in order to organize the defense session on the date, time and 

place subsequently agreed. 
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