
DFI / DSI – Service formation aux usages numériques

STUDENT ACCOUNT
I complete my online administrative registration 
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TUITION FEES

Calculate your tuition fees 
and fill in the information 

on your social security

PAYMENT METHOD

Choose the payment 
method for your tuition 

fees

SUPPLEMENTARY 
INFORMATION

Provide information for
the establishment of 

departmental statistics

ATTACHMENTS

Send the documents to 
attach to your file

UPDATING
YOUR FILE

Update your personal 
data, emergency contacts 
and parent contact details

THE 5 STEPS OF MY REGISTRATION
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HOW WILL MY REGISTRATION GO?
To register, log in to your Student Account (learn more). The section "Administrative services, housing and financial assistance" allows you to carry out 
and follow up your administrative registration.

Once  in  your studen t  account , fo llow the  5 steps o f your on line  registrat ion :
Click to navigate

https://scolarite.sciences-po.fr/
https://www.sciencespo.fr/ressources-numeriques/en/content/student-account.html
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From your internet browser:

START YOUR ADMINISTRATIVE REGISTRATION

ACCESS YOUR ADMINISTRATIVE REGISTRATION PAGE 

Once your registration is finalised, 
you can download your final 
certificate of registration

Download your provisional 
certificates of registration for 
the issuance of the student 
visa and the Imagine'R card

START OR CONTINUE WITH 
YOUR ADMINISTRATIVE 
REGISTRATION

On this page, you can download your certificate of 
registration and your tuition payment certificate 
throughout the year 

1
https://scolarite.sciences-po.fr

Use your Sciences Po credentials:2

Click on "Administrative services, housing 
and financial aid" and then on “Registration 
file and certificates":

3

firstname.lastname@sciencespo.fr

Your Sciences Po password (same as GMAIL)

Your Sciences Po email address

Password
Download your insurance
documents

https://scolarite.sciences-po.fr/
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REGISTRATION INFORMATION

ACCESS YOUR ADMINISTRATIVE REGISTRATION PAGE 

START OR CONTINUE YOUR 
ADMINISTRATIVE REGISTRATION

Go to the registration information pages such as the FAQ or the page 
about calculating your tuition fees
Also at your disposal:
the list of documents required for your administrative registration, to 
be uploaded during step 5 of registration

Check your course data
Noticed any mistakes with your data?
 Contact your academic department to have it corrected
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REGISTRATION INFORMATION

CONSTITUTION OF YOUR REGISTRATION FILE

Once all the steps have been validated, check the box 
relating to the tuition regulations and legal notices and 
click on “Submit my registration"

The status of each step is indicated by an Icon:

Steps 1 to 4 must be validated in order to 
complete step 5

Step not yet validated

Validated step

Click on each step link in order to fill in the required information
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STEP 1 - UPDATE YOUR FILE

UPDATE YOUR PERSONAL DATA

A permanent address in France must be entered

Click on the pencil ("Edit" column) 
to edit the relevant information

Complete or modify your personal data (postal and email addresses and 
telephone)

Click on the "more" button to add 
new information (address, phone, 
etc.)

Check the boxes relevant to your 
choices and situation

Check the box for your personal 
address and click on the “Submit" 
button

Step 1

Click to navigate
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STEP 1 - UPDATE YOUR FILE

UPDATE YOUR EMERGENCY CONTACTS

Click on "New Contact" to add one

This step is very important. Please provide the contact details of at least one person to contact in case of emergency

Click the contact name to update it

Step 1

Click to navigate
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STEP 1 - UPDATE YOUR FILE

UPDATE YOUR PARENTAL DETAILS

Fill in the information then check the box "I confirm that 
my parental address is valid" and click on “Submit":

Entering parental details is mandatory for administrative purposes

Step 1

Click to navigate

Fields marked with an asterisk 
are required
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STEP 2 - MY TUITION FEES

SOCIAL SECURITY AND CALCULATION OF TUITION FEES

Fill in the information about your social security.1

Indicate a scholarship or a special situation related to your tuition fees2

The sum of the resources received by your parents in the field "resources" 
and the number of units

3

Click on "Calculate the amount due" to view the tuition fees total4

The number of units is calculated as follows:
One unit for each person of the household and half a unit for each 
dependent of the household regardless of age
Example: 2 adults + 2 dependent children = 2 x 1 + 2 x 0.5 = 3 units

If information about your tuition fees is required:

Step 2

Click to navigate
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STEP 2 - MY TUITION FEES

SUMMARY AND VALIDATION OF THE CALCULATION OF YOUR FEES

Check your entry and the calculation of your tuition fees1

2 If everything is correct, click on the button “Submit"

View your total tuition fees1

Step 2

Click to navigate

To change your input, click on the "Back" button
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Available payment methods:

STEP 3 - MY PAYMENT METHOD

HOW TO PAY TUITION FEES

Choose to pay tuition fees in 1 or 4 instalments1

Choose how to pay your tuition fees2

 By credit card - payment must be made via the online payment terminal
at the next step

 By direct debit - fill in the bank account credentials

 By transfer: make the payment using the bank details of Sciences Po viewable on the 
page. A copy of the transfer notice will be requested in Step 5.
Remember to mention your ID number, name and surname in the reason for the 
transfer

Step 3

In the case of a payment in 4 instalments, a deposit of 25% of the calculated 
amount must be paid by credit card online at the end of this step and 
constitutes the first payment deadline. In case of multiple failures to pay the 
deposit online, you can choose to transfer the amount

If you have decided to pay by direct debit in one or more instalments, you must download the direct debit mandate signed in step 5
and then send the original by mail to the Registar's office

Click to navigate
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STEP 4 - MY SUPPLEMENTARY INFORMATION

DATA ENTRY FOR STATISTICAL PURPOSES

Fill in the information about your bachelor's degree1

Enter the data for a possible internship with Sciences Po Careers2

Step 4

Carrières

Click to navigate
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STEP 5 - MY ATTACHMENTS

ADD THE REQUIRED SUPPORTING DOCUMENTS

Click on the "Add a file" buttons to submit the 
requested documents

1

Click “Choisir un fichier" and attach your document. You can add a 
comment. For certain attachments, additional information is required

2

Step 5

Click to navigate

- You can request additional time for certain documents if you do not 
have them yet

- All documents must be uploaded or a request for "additional time" 
must be selected to be able to validate the step
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VALIDATION OF YOUR REGISTRATION

HOW TO VALIDATE YOUR REGISTRATION?

Once the 5 steps of your registration have been validated, check the box relating to the tuition regulations and legal notices
and click on “Submit my registration".

1
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REGISTRATION TRACKING & CONTACTS

HOW DO I FOLLOW THE PROGRESS OF MY FILE?

Once your registration has been completed, access the administrative registration 
interface again to keep track of the processing of your file

1

If the file is marked as incomplete, 
consult the reasons and add any 
missing documents

2

Any questions?
Contact the Registrar and Tuition fees office:

Registrar and Tuition fees office
13 rue de l'Université - 75007 Paris

Welcome and information desk
Visit our website:
https://www.sciencespo.fr/students/en/contact

Contact us
Fill in the contact form

https://www.sciencespo.fr/students/en/contact
https://forms.sciencespo.fr/en/contact-centre-services-etudiants#_ga=2.56615139.932284954.1680680786-48756324.1679665030
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