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eCandidat Guide to submitting and
tracking your application online 



Click on 

Enter the requested details
Please take care when entering your email
address, as this is where your login details will be
sent. 

If you would like the activation link to be sent again, click on: 
You have 5 days to validate your application. After this date, your application will be destroyed. You will need to
recreate it if you wish to apply. 

Gather the following information : 

o

o

o

o

Your application must be submitted online (the procedure is paperless). 
This involves : 

o
o

create your file 
to submit your applications 
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Then log in to your email address to validate your account using the link sent to you.
Otherwise, you will not be able to continue and finalise your application. If you do not see an
email in your inbox, check your spam folder. 

1.Before you begin

2. Creating your file (applicants who are not UT students)

The email address must be valid and can only be
used for one candidate throughout the application. 

(entry of your personal data)
(choice of training courses and submission of supporting documents)

These two steps are separate. Applications may be submitted after the file has been created. Please ensure that you

submit your applications during the open period. Please note that you will not be able to complete your file after the

deadline for returning files. 

your 11-character INE (or BEA or INA) number (except for foreign students who have never been
enrolled in France or French students whose last enrolment in secondary school or higher education
was prior to 1995

a valid email address (mandatory) (if you lose your file number, your login details will be sent to this
address)

your previous academic qualifications (BAC and equivalent) and university qualifications (year
obtained, title, distinction)

your professional experience: internships, fixed-term contracts, permanent contracts (dates,
employer)



Click on

Then click on 

Enter your username and password 

Your account will then be automatically activated. 

If you would like the activation link to be sent again, click on : 
You have 5 days to validate your application. After this date, your application will be destroyed. You will need to
recreate it if you wish to apply. 

Check the information and enter your email
address. By default, this is your university email
address, but you can change it.
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Then log in to your email address to validate your account using the link sent to you. Otherwise,
you will not be able to continue and finalise your application. If you do not see an email in your
inbox, check your spam folder. 

3. Creating your file (UT student, formerly UT3)



You can log back into your eCandidat account at any time using the login details sent to you by
email. 
If you have forgotten your login details, log in to eCandidat and then click on 

Enter the email address you provided in your file. A message will then be sent to you with your 
login details. 

Please also complete the requested
personal information : 

Click on 

You must provide your nationality and

your INE/BEA number if you have one. 

You will find this number on your most recent
transcripts, student card, or bachelor's degree
transcript. 

After validating your account, log in with the username and password that were sent to you by
email. 

Enter the data in each of the fields. 
The requested information must be accurately filled in. 
 
Fields marked with an asterisk (*) are mandatory. 
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4.Reconnect to your file

5.Entering file information

A. Personal information

Please note that if you are already enrolled at the University of
Toulouse (formerly Toulouse 3 - Paul Sabatier), some of the
information is taken directly from the academic software:
personal information, address, Baccalaureate, internal
curriculum.

If you do not have a French qualification, 
you do not have an INE/BEA number; 
proceed to the next step. 



Click on

Click on

o

o

o

Complete all 7 fields if you have a bachelor's
degree or equivalent. 
You may only enter one bachelor's degree (or 
equivalent). 

If not, confirm this screen : 

 then answer the question : 

 then complete the requested information 

5 

B. Address

C. Baccalaureate

D.Post-Baccalaureate Programme

Example of entry : 

Enter all your years of study in French and
foreign higher education.

whether or not they have been awarded
a degree (1st year of Bachelor's degree,
etc.),

whether they have been validated or
not, or whether they are pending,

whether or not they were part of the
same course for which you are applying.



Enter all internships and experiences that enhance your application(s).
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You can modify, add or update the information in your file by logging in to the relevant
domain.

Once you have submitted an application, you will no longer be able to modify the information in
the ‘Personal information’ section, except for your email address.

You can only apply during the application period; it is not possible to apply before or after this
time.

Select your course and then confirm your choice.

F. Changes

A.When to apply ?

E.Internships and Professional Experience

Example of entry :

6.Submitting your applications online
Once your file has been created and completed, you can select a training course to
which you wish to apply. 

In the applications tab, click on vous accéder alors aux formations pour
lesquelles vous pouvez candidater. 
Vous pouvez dérouler l'offre de formation en utilisant les flèches :



To track and edit one of your applications, double-click on the training course or select it and
then click on Open.

For each application for a training course, you will receive a confirmation email : 
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B.Open your applications

Example of an open application : 



You may cancel your application for a training course as long as it has not been processed
by the administrator responsible for your file. 
To do this, open the application and click on 
Please note that cancellations are final and will be confirmed by email.

Please refer to this information when it becomes available.

The list of supporting documents to be submitted can be found on the summary screen of
your application.

You may submit attachments in PDF and JPEG format, not exceeding 2 MB per file : 

o

o

o
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C.Cancelling an application

E.Submission of supporting documents

D.Additional information

to add a coin, click on the button

to delete an added part, click on the button

some supporting documents contain a PDF file that must be completed and
resubmitted. Download it using the button and open it with Adobe Acrobat Reader;
complete it, follow the instructions if necessary, save the file and resubmit it.
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o non-mandatory supporting document: some supporting documents may not apply to
you. In this case, you can either add the document or click on the
button.

o For certain supporting documents, you must complete a questionnaire located in
the tab

To manipulate your PDF files (extract pages, merge documents), paid solutions are available, but we invite you
to refer to the freeware available on the internet. Some require installation, others do not.

Please note: use of these solutions is your responsibility; the university cannot be held liable.

Similarly, the university services cannot provide you with assistance in using these applications.

Below is a list of key terms to copy and paste into a search engine
according to your needs : 

Create a PDF file: ‘convert to PDF’, ‘PDF converter’, ‘Word to PDF’ 

Merge PDF files: ‘combine PDF’, ‘merge PDF’, ‘merge PDF’

Split a PDF file into multiple files: ‘split PDF’, ‘split PDF’

Open the form by clicking on the link and fill in the details. Carefully follow the
instructions given at the end of the questionnaire. You will need to save your answers as
a PDF file and upload this PDF file to the tab. 

Compress a PDF file to reduce its size: ‘compress PDF’ 



After submitting all the required supporting documents and carefully checking your file, click
on the button 

You will then receive an email confirming that your application has been received. 
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7.Application tracking

The administrative status of your application

(Application status) and academic decisions

(Decision) are visible at the top of your open

application. 

Once your application has been submitted, the

status of your file will change to ‘received’.

You will be notified by email as soon as a decision has been made regarding your application.



 
Please note that this action is irreversible.
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If your application is approved, you must confirm this approval by  
clicking on the button 
the academic year indicated. 

. Please note that this authorisation is only valid for 

If you decide to withdraw 

8.Confirm your application

If you wish to defer your enrolment to the following academic year, you will need to reapply and your application will be
reviewed again by a committee. There is no guarantee that you will be granted a new authorisation.

, no administrative registration will be offered to you.


