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1. REGISTERING ON THE MINISTRY’S ELECTRONIC OFFICE 

Access PROFEX 2 by following this link. 

1. Select «Regístrese» and proceed by selecting the option «Registro de persona física» and fill in all 
user account information, making sure to fill in spots marked as *required. 

 

 

https://sede.educacion.gob.es/sede/login/inicio.jjsp?idConvocatoria=1994


Page 3 of 10 

 

• Make sure that all personal information entered is correct (1). 

• Select the option «Otro» in the dropdown menu for «Tipo de documento» and enter your identity 
document (ID) number (2) in the «Nº documento» field. 

• Choose a password and save it in a safe location. This will be used each time you access the 
system (3). 

• All notifications from PROFEX 2, the electronic office, will be sent to the email address (4) that 
you enter, so it is important to make sure it is correct and to NOT change it during the process. 
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2. Save the document as a PDF with your login information and confirm that everything is correct. 

 

 

Pulse «Confirmar». 

Imprima o guarde el 
documento PDF con su 
usuario y contraseña. 

Pulse «Aceptar». 
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3. You should receive a confirmation email during the next 24 hours, which will prompt you to activate 
your account (remember to check your junk mail and spam inbox). In the case you still don’t receive 
the email, you will need to repeat these steps to register again. 
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2. ACCESSING PROFEX 2 

We recommend that, before accessing PROFEX 2, always clear recent browser data to make sure you 
are using the latest version of the application. 

1. Access to PROFEX 2 from the convocation web page by selecting this button 
 or using this direct link. 

2. Enter your username and password. 

 

3. Click «Acceso al Trámite». 

 

  

https://www.educacionfpydeportes.gob.es/servicios-al-ciudadano/catalogo/profesorado/convocatorias-para-extranjeros/cursos-verano-universidades-ejercen-exterior.html
https://sede.educacion.gob.es/sede/login/inicio.jjsp?idConvocatoria=1994
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3. Setting up Your Profile 

All the information you wish to provide for your candidacy evaluation will be attached in section «Mi 
perfil» on PROFEX 2. To do so, follow the instructions below: 

Click on «Mi perfil» to display the sections you can fill out. 

 

Fill out each section of your profile. When necessary, always attach supporting documentation in PDF 
format. 

GENERAL INFORMATION 

In this section you must fill in your basic ID and contact information. It is crucial to always keep this 
information updated, especially your phone number and email address. Additionally, you may provide 
emergency contact information. 

To set up or modify any of this information, you must click on the button «Modificar» found at the bottom 
of each block. 

ADDRESSES 

In this section, indicate the address of your permanent place of residence as well as your current 
address. If both are the same, click «Igual que la permanente» and the information will automatically 
fill in. 

CHECK THAT YOU HAVE CORRECTLY SELECTED YOUR COUNTRY OF RESIDENCY. You will only be 
able to participate if you currently reside in a country that is eligible for at least one of the courses 
offered. 

To fill in or modify any information, select the button «Modificar» found at the bottom of each block. 

ACADEMIC TRAINING 

You must enter the relevant information regarding your higher education (degrees, licenses, bachelor’s, 
master’s, and doctoral degrees). 

The documents you provide must always be OFFICIAL (issued and signed by the university or college 
where you have completed your studies), COMPLETE (with all its pages), and referring to the degree you 
are entering. 

You must repeat this process for each degree you want to enter. 

CONTINUING EDUCATION 

You will enter relevant information about training activities (courses, university expert/specialist titles, 
training cycles…) in which you have participated as assistant or speaker. 
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Remember to attach the supporting files of your titles for each case. 

TEACHING EXPERIENCE 

You may enter information relevant to your teaching experience as a Spanish teacher or other subjects 
in Spanish. 

Remember to attach the OFFICIAL and COMPLETE supporting document files of the teaching 
experience in each case (timesheets, volunteer service certificates, etc.), issued by the corresponding 
educational authority. 

LANGUAGES 

In this section you may enter information relevant to language skills. 

Remember to attach the supporting language skills certificates for each case, specifying the level. 

ATTACHED DOCUMENTS 

Here you may check all the attached files from the different profile sections, as well as add any 
additional document that is different from the previous ones and that may be of interest to support your 
application. 

• Select  to add new records in any of the profile sections and fill out the required fields. 

• Select  to delete a record. 

• Select  to make any change in the records that were already entered. 
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4. SUBMITTING YOUR APPLICATION 

Remember that before creating and submitting your application, you must fill out all corresponding 
sections in your PROFEX 2 profile and indicate your current residential address. 

4.1. COURSES 

1. To create an application, select «Inicio» and then select the button «Nueva solicitud» inside the box 
that contains the convocation name: 2025 – Cursos de formación en origen. 

2. Subsequently, you must select your desired coursed by selecting «Sí» for each one. Remember you 
will only be able to select the courses that your country of residence allows. 

If the announcement includes various courses and you wish to select more than one, you will have 
to click and drag to order them according to your preference, from top to bottom. 

 

By selecting this button «Programa» you will find program files for each course. 

When you finish, click «Guardar» at the bottom of the block. Once saved, go to the top part of the page 
and click on the tab that says Resumen to continue with your application. 

4.2. SUMMARY 

Finally, select the tab «Resumen» and procede by selecting the button «Presentar». 

 

Once completed, your application will be put in «Preregistrada» status until it is reviewed by a program 
manager. 
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Application Format: 

 


