
Guide to completing the Bachelor's Final Project in ADDI Academic  
  

  
1. When the FP is transferred from GAUR to ADDI Academic, both the student and the supervisor will 

receive an email from the address addi@ehu.eus:  
 

Pupil: Director: 

Estimad@Usuario                                 
User Jaun/Andrea 
  
Your Degree Project has been created and you can get it 
and do it. 
Your final degree project has been created and is now 
available for you to complete. 
  
These are the data: 
The data are: 
  
Title/Title:        FP TITLE     
Bilduma/Collection:    NAME CENTRE 
Zuzendaria/Director: Name Director 
Ikasle/Student:            Student Name 
  
To submit your work, please enter in this link: 
In order to upload your work, please log in to:                               
http://academico.ehu.eus/submissions 
  
Thank you! 
Thanks a lot! 
  
ADDI Academic Group/ADDI-Academic Team 

  

This Final Degree Project awaits you: 
   
You have been assigned the following job: 
  
Title/Title: FP TITLE     
Helburuko bilduma/Collection: CENTER NAME 
Bidaltzailea/Submitted by: Student Name 
  
  
As soon as the student submits the completed work, 
you will receive a new e-mail.    
As soon as the student sends the content of the project, 
we will notify them in a new email. 
  
Eskerrik asko!/Thank you very much! 
  
ADDI Academic Group/ADDI-Academic Team 
  

  

2. When they receive it, the student must enter the link that comes in the email and identify themselves, or 
enter   http://academico.ehu.eus/  My Account-Access. 
 

 
3. To identify yourself, you can choose between using the LDAP (recommended) or requesting a password 

for the email (always the institutional one). 

mailto:addi@ehu.eus
http://academico.ehu.eus/submissions
http://academico.ehu.eus/


 
4. If we opt for the second option, we must enter the link "Forgot your password?" 

 

 
5. Enter our email address (nombre001@ikasle.ehu.eus) and click on the "Send Information" button. 

 

  

 
6. The system sends a message containing a link:  http://academico.ehu.eus/forgot?toke ...   

You have to enter this link to enter your password. 

mailto:nombre001@ikasle.ehu.eus
http://academico.ehu.eus/forgot?toke


 
7. After identifying yourself, the following screen should appear. If not, log in to My Account-My 

Tasks:  
 

 
8. Click on the link in the title and click on the "Resume" button 

 

 
9. Descriptive data from our work appear. They must be completed. Once this process has 

started, you cannot change the language of the interface (all data would be deleted): 
  



  

 
10. When we finish the description, we press the "Next" button and that's when we start sending 

files. You can upload as many as you need and you can also describe what they are (index, cover, 
complementary material...). We recommend that file names be short and without blank spaces: 



 
11. If we have several files, click on the button "Upload file and add another one" until we finish.  

a.  Also upload the Authorisation Form for the dissemination of the FP. 
We then move on to the next screen, clicking on the "Next" button 

12. When all the files are in the system, we must check that everything is correct 
 

 
13. To complete this process, the program will ask for the acceptance of the license, which 

allows the dissemination of the work in case it is not recorded as confidential in GAUR. In 
case it is subject to confidentiality, it will only be archived. 



 
14. Once this is done, the student has finished the submission. The FP is waiting for the director 

to validate it. The student will receive an email informing them that the student has 
completed the submission.  
 

 
  

15. When the director receives this email: 
A new item has been sent to the internal ADDI/IIAD: 
A new item has been sent to ADDI-akademikoa: 
Title: FP TITLE 
Collection/Bilduma: CENTER NAME 
Author/Ikaslea: Student Name 
Director/Zuzendaria: Name Director 
To apply for this feature, please click on the link below:  
To request this task, please click on the following link:  
http://academico.ehu.eus/handle/123456789/36/workflow?workflowID=103 
  

http://academico.ehu.eus/handle/123456789/36/workflow?workflowID=103


You have the deadline given by your centre to validate the Final Degree Project, so that the members of the 
Jury will receive the date of the defence well in advance.  
You have the deadline established by your Centre to validate the Final Degree Project and thus reach the 
members of the Tribunal well in advance of the defence date. 
Eskerrik asko!/Thank you very much! 
ADDI Team-Academic/Academics Group ADDI Team 

  
You must enter the link that includes the message. Before proceeding, the system will prompt you to 
identify yourself, for which you will need to use LDAP or proceed as instructed in steps 4, 5, and 6 of 
this manual. 

16. When identified, this screen appears: 
 

 
17. Their function is to check that the student has described and filed the FP correctly. In that 

case, you must click on the "Approve Item" button. This means that the work is ready for 
your defense. If accepted, the student receives the following email. You can consult your FP 
by clicking on the link included in the message. 

  
Estimad@, 
Jaun/Andrea, 
Your submission has been filed in ADDI-Académico at: 
Your issue has been archived in adDI-Academic: 
Title/Title: FP TITLE 
Bilduma/Collection: NAME CENTRE 
URI:                http://academico.ehu.eus/handle/123456789/608 
Thanks a lot! 
Thank you! 
ADDI Team-Academic/Academics Group ADDI Team 

http://academico.ehu.eus/handle/123456789/608


18. If, on the other hand, the version is not yet indicated for its defense, the director must reject it, 
indicating the reasons. 

 
19. In this case, the student will receive an email indicating that their submission has been rejected, 

and they must re-enter to correct the errors that have been indicated. You will follow steps 7-14 
again until your director gives you the go-ahead. 

Estimad@, 
Jaun/Andrea, 
  
Bidalitakoa/Sent: FP TITLE 
Helburuko bilduma/Collection: CENTER NAME 
Director (correo.director@ehu.eus 
(e) has not accepted the shipment for the following reason:            
You have rejected your submission due to the following reason  
GROUNDS REJECTION 
Your broadcast has not been deleted. You can obtain and direct it at the following point:   
Your submission has not been deleted. You can access and correct it from the following page: 
http://academico.ehu.eus/mydspace 
Eskerrik asko!/Thank you very much! 
ADDI Team-Academic/Academics Group ADDI Team 
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