
Part 1

EXTERNAL USER REGISTRATION ON SEI 



Initial Information 

 

How to register as an External User? 

The Ordinance that addresses SEI at UFU provides for the registration of users outside the University

and who are interested in the institution's administrative processes under the following terms: “Art. 25.

People outside UFU may register as external users to petition processes or sign documents generated

within UFU. The registration of external users will depend on the presentation of documents in

electronic media or another way of verifying the identity of the applicant”.



Procedures for Registering:

1.1 External users must access www.ufu.br/sei and click on Peticionamento (Usuário Externo).



1.2 On the field named “Acesso para Usuários Externos”, the applicant must click on “Clique aqui se você

ainda não está cadastrado”.

1.3. On the next screen, the applicant must click on “Clique aqui para continuar”.



1.4 Fill in all the fields with your data and do not forget to check the highlighted box “Estrangeiro”. Before clicking 

on “Enviar”, fill in the “captcha” code, also highlighted.



1.5 A dialog box will appear informing that the guidelines for completing the registration have been sent to your e-

mail address. 

1.6 Access the e-mail informed when filling in the registration and follow the instructions received. 

The guidelines will basically be: 

Dear User,

Your request to register as an External User at SEI-UFU was
successfully received.

For approval of your registration, it is necessary to send
the following scanned documents (preferably in PDF format)
to usuarioexterno@ufu.br, according to the category that you
fall into:

a) Individual outside UFU or individual representing a legal entity:

- RG and CPF or other identity document containing CPF and,
for foreigners, a copy of the Passport; and
- Proof of residence in your own name. If it is on behalf of
someone else, send proof of bond with the holder.



Dear user, 

Your registration as an External User in the Electronic Information System (Sistema Eletrônico de Informações: SEI-
UFU) was successful and your access is now available.

REMINDER:

To login under this modality (External User) you must access www.ufu.br/sei and click on the icon "sei! -
PETICIONAMENTO (USUÁRIO EXTERNO)";

Your ID is the email address provided when filling in your registration and the password is also the same registered 
at that time (if you have any problems with the password, click on ‘esqueci minha senha'). 

REPLY TO THIS EMAIL ONLY IF you have any questions regarding access (login) to the System. 

Regards, 

Office of Protocol - UFU (Setor de Protocolo - UFU)
Team of access release to SEI as 'external user’ (Equipe de liberação de acesso ao SEI como 'usuário externo’)

1.7 Within an estimated period of 2 (two) business days after the applicant sends the e-mail with the requested

documentation (this may occur in a shorter time), access will be authorized and he/she will receive the following

message:

Attention: please inform your personal email address with one of the following domains: gmail, 

hotmail or yahoo.



Part 2

FILLING IN THE INTERNATIONAL STUDENT APPLICATION 
FORM, INSERTING DOCUMENTS AND SENDING THE

PETITIONING



2.1 The student must access www.ufu.br/sei and click on “Peticionamento (Usuário Externo)”.



2.2 Log in to the site using the username and password you received previously and clicking on “Confirma” 

in order to access the system. 



Obs.: If you have forgotten your password, click on “Esqueci minha senha” in the login section, enter your e-mail 

address in the fillable field shown in the second image and click on “Gerar nova senha”. You will receive the new 

password in your registered e-mail.

aluno1@ufu.br



2.3 After logging in, browse for “Peticionamento”, then “Processo Novo” and, finally, “Graduação: 

Mobilidade Internacional”.



2.4 Under “Especificação”, complete the highlighted box according to the way shown in the image and fill in the 

form named “Formulário de Candidatura Mobilidade Internacional”, also highlighted below.



2.5 Example of a completed form.







2.6 After filling in all the required fields, click on the diskette icon “Salvar” to save the information.



2.7 Essential and Complementary Documents:

Essential Documents:

(1) A copy of the completed Application for International Mobility Registration. (Inform your personal email address with 

one of the following domains: gmail, hotmail or yahoo). If you wish to do an internship, please describe in detail, in the field 

of the motivation letter, the area in which you intend to do it; 

(2) study plan;

(3) academic transcript; 

(4) certificate of enrollement;

(5) curriculum vitae; 

(6) identification page of the applicant’s passport; 

(7) birth certificate.

Complementary Documents:

(8) certificate of proficiency in Portuguese (B1) (if you have one);

(9) work plan, completed and signed by the supervising professor of the internship (if you wish to do an internship and are 

already in contact with the professor);

(10) completed MARCA’s form Nº 03*;

(11) completed MARCA’s form Nº 04*;

(12) baccalauréat certificate**; 

(13) high school transcript (relevé de notes du lycée)**;

(14) syllabuses of the courses taken at the home institution**.

* Only for MARCA Program's applicants.

** Only for applicants to the Double Degree Program



ALL DOCUMENTS MUST BE IN PDF FORMAT TO BE ADDED TO SEI.

In “Formato”, the candidate must indicate one of the following options: ¹“Nato-digital” or “Digitalizado”.

¹“Nato-digital”: born-digital document.

After selecting “Digitalizado”, the student must choose “Conferência com o documento digitalizado”. In this item

section, the student must choose one of the following items:

“Cópia Autenticada Administrativamente” (when it comes to copies of documents authenticated by the Public

Administration);

“Cópia Autenticada por Cartório” (when dealing with copies of documents authenticated at a register office);

“Cópia Simples” (when it comes to simple copies of documents – with no authentication);

“Documento Original” (when dealing with scanned copies of the original document itself).

In our examples, we have indicated only ¹“Nato-digital”, but we reiterate that the items “Formato” and

“Complemento do Tipo de Documento” will vary according to the origin of the documentation attached by the

student.



Inserting documents

2.8 The student must click on “Browse” and add the file (in PDF format) chosen in “Tipo de Documento”. Insert the items 

following the sequence (as described in item 7, on page 21). Select the format in “Formato” and click on “Adicionar”. 
..

In this example, the selected item was Histórico Escolar.pdf (Academic Transcript) in which Tipo de Documento will be Histórico (Transcript) and 
Complemento do Tipo de Documento will be Escolar (Academic).



This is how the screen will look like after the item is uploaded.



A seguir, será apresentado como ficaria a tela após a inserção de todos os Documentos Essenciais e 

Documentos Complementares.

(3)

(6)

(4)

(5)

(2)



(13)

(7)

(8)

(9)

(12)

(11)

(10)



2.9 After uploading all files, click on “Peticionar”.



2.10 On the completion screen of the petitioning process, the field “Usuário Externo” will automatically be filled in. 

In the field “Cargo/Função”, select “Cidadão” and the password (“Senha de Acesso ao SEI”) is the one you used in 

your SEI registration. After that, click on “Assinar”.



2.11 After the electronic signature is done, the student will be able to keep track of the New Process (“Processo

Novo”), check all items and get a proof of submission by clicking on the indicated place.





We recommend that you print or save the proof of submission of the registration documents.

With the Petition number (“número do Peticionamento”), it is possible to keep up with the progress of the SEI Process

(“Processo SEI”). To do so, just access the following website:

www.sei.ufu.br/sei/modulos/pesquisa/md_pesq_processo_pesquisar.php?acao_externa=protocolo_pesquisar&acao_origem_externa=protocolo_pesquisar&id_orgao_acesso_externo=0



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.12 Start visiting the portal www.ufu.br/sei and click on Peticionamento (Usuário Externo).



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.13 Insert your e-mail and password and click on Confirma:



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.14 After login on your account, you should click on Peticionamento and, afterwards, on option Intercorrente;



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.15 Inform the inicially protocoled process number on field Processo número;



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.16 Click on Validar and after the process category's checking, click on Adicionar;



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.17 Upload the new documentation on the field Documentos. Click on Procurar and insert the desired document.

After that, specify the additional requested information. (Types of Documents, Document Type Complement, Level of

Access, Format) and click on Adicionar;



INSERTING NEW DOCUMENTS (IF NECESSARY),
WHEN THE PROCESS HAS ALREADY BEEN PETITIONED

2.18 Last, click on Peticionar and insert the login password/authentication module.


