
VIRTUAL	CAMPUS	FOR	PUBLIC	HEALTH	(VCPH)	
	
Short	tutorial	with	instruc@ons	on	how	to	apply	for	par@cipa@on	in	
VCPH	courses	with	tutors	
	
Tutored	courses	promote	learning	and	collabora3on	among	all	par3cipants.	Generally,	these	
courses	require	specific	3me	commitments	(usually	8	to	10	hours	per	week)	to	complete	the	
ac3vi3es	(readings,	assignments,	forums,	etc.).	
	
Informa3on	about	these	courses	with	tutors	is	published	in	the	VCPH	Portal,	in	the	Campus	
social	networks	(Facebook,	TwiJer)	and	through	PAHO	country	offices,	including	the	deadlines	
to	submit	online	applica3ons	for	each	course.		
	
The	selec3on	process	is	guided	by	PAHO’s	technical	coopera3on	criteria	and	the	par3cipant	
profile	that	has	been	determined	for	the	course.	Course	coordinators	make	efforts	to	ensure	
par3cipa3on	by	all	eligible	countries.	
	
In	the	following	slides	we	will	explain	how	to	complete	your	applica3on.	
	
If	you	have	any	ques3ons,	please	contact	us	through	the	Campus	Help	Desk.	



ACCOUNT	CREATION	
	
If	you	don't	have	a	user	account,	you	must	create	one	by	clicking	on	the	"Create	Account"	link	in	
the	VCPH	website	(hJps://www.campusvirtualsp.org/en).	Then,	complete	the	form	with	your	
personal	informa3on.	Follow	the	instruc3ons	in	your	e-mail	to	complete	the	process.	You	must	
remember	the	username	and	password	you	choose,	because	you	will	need	that	informa3on	
aWerwards	to	access	the	courses.	
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USER	LOGIN	
	
Once	you	have	created	your	account,	you	can	login	to	access	informa3on	on	VCPH	courses	and	
the	applica3on	form	for	available	courses.	
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“CALL	FOR	APPLICATIONS”	COURSES	
	
On	the	Portal	homepage,	you	can	see	the	different	course	categories:	"Call	for	applica3ons",	"Self-
learning",	"Upcoming",	"Open	courses"	and	"Courses	with	tutoring".	Click	on	the	“Call	for	
applica@ons”	image.	
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LIST	OF	COURSES	
	
AWer	you	click	on	the	"Call	for	applica@ons”	image,	you	will	find	the	list	of	courses	with	tutors	
that	are	currently	accep3ng	applica3on	forms.	If	you	are	interested	in	any	of	these	courses	and	
meet	the	requirements,	you	may	apply.		
	
Click	on	the	name	or	image	to	read	informa3on	about	that	course	(objec3ves,	contents,	start	and	
end	dates	of	the	course,	requirements,	coordinators,	deadline	to	submit	applica3ons	and	course	
brochure).	
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LINK	TO	APPLICATION	FORM	IN	COURSE	INFORMATION	PAGE	
	
You	will	find	a	link	to	the	applica3on	form	at	the	top	of	the	page.	
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OPEN	APPLICATION	FORM	THROUGH	THE	USERS	PANEL	
	
Another	way	to	access	the	applica3on	form,	is	to	click	on	the	"USERS	PANEL”	link	that	appears	in	
the	Portal	main	page,	once	you	are	logged-in.	
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OPEN	APPLICATION	FORM	THROUGH	THE	USERS	PANEL	-	APPLICATION	FORM	LINK	
	
In	the	"Users	panel”,	click	on	the	“Applica@on	form”	link.	
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APPLICATION	FORM		
	
The	applica@on	form	must	be	filled	only	by	the	person	applying	to	the	course.	This	is	the	main	
instrument	used	for	the	Course	Coordinators	to	select	par3cipants.	It	is	very	important	that	you	
fully	complete	the	applica3on	giving	complete	answers	that	demonstrate	your	interest	and	ability	
to	be	a	par3cipant	of	the	course.		
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APPLICATION	FORM	
	
Incomplete	applica3ons,	or	those	that	do	not	provided	adequate	responses	to	the	ques3ons,	will	
not	be	considered.	You	must	complete	all	the	informa3on	requested	on	the	form	and	then	click	
"Save”	at	the	boJom.	You	will	receive	a	confirma3on	email	once	your	applica3on	has	been	
received.		
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COMMITMENT	LETTER	
	
The	commitment	leJer	is	required	to	par3cipate	in	courses	with	tutors.	The	template	(available	
for	download	in	the	applica3on	form)	must	be	printed,	signed,	including	the	signature	and	seal	
of	the	ins3tu3on	where	you	work.	Then	it	must	be	scanned	and	aJached	to	the	applica3on	
form.	You	can	either	upload	it	when	filling	your	applica3on	form	or	aWer	you	receive	
confirma3on	that	you	were	selected.	However,	you	must	upload	the	leJer	before	beginning	the	
course.	
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SELECTION	PROCESS	AND	WELCOME	E-MAIL	
	
Course	coordinators	and	PAHO	country	offices	will	begin	the	selec3on	process.	If	you	are	selected	
to	par3cipate,	you	will	receive	a	Welcome	e-mail	with	instruc3ons	on	how	to	enter	the	course	in	
the	Virtual	Classroom	and	complete	your	enrollment.	
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FOLLOW-UP	OF	YOUR	APPLICATIONS	
	
In	the	“Users	panel”	you	can	track	your	applica3on	by	clicking	on	the	"Applica@on	Follow-Up"	
link.	You	will	see	all	your	submiJed	forms.	Click	on	"Edit”	if	you	want	to	make	changes	in	the	
applica3on	form.		
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FOLLOW-UP	OF	YOUR	APPLICATIONS	
	
If	you	were	not	able	to	upload	your	commitment	leJer	when	you	submiJed	your	applica3on	
form,	you	can	also	use	the	“Applica@on	follow-up”	link	in	the	“Users	panel”	to	complete	this	
requirement.	
	
AWer	opening	your	form,	look	for	the	field	to	upload	your	commitment	leJer.	Press	the	“Select	
file”	buJon	to	search	for	the	file	in	your	computer	folders	and	upload	the	scanned	leJer.	
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IMPORTANT	NOTE	ABOUT	APPLICATION	FORMS	
	
	
Remember:	
	
•  Do	not	allow	anyone	else	fill	the	applica3on	form	for	you.	
	
•  Make	sure	you	select	the	correct	course	you	wish	to	apply	for.	
	
•  Write	your	full	name,	as	indicated.		
	
•  Use	the	same	email	that	you	used	to	create	the	account	on	the	VCPH.	
	
•  Do	not	fill	out	duplicate	forms.	
	
•  Remember	to	fill	out	the	required	fields	on	the	commitment	leJer.	Do	not	leave	any	spaces	in	

blank.	Sign	the	leJer,	obtain	signature	of	your	supervisor	and	seal	of	your	work	ins3tu3on.	
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If	you	need	assistance,	please	go	to		
the	Campus	Help	Desk:	

hXps://ayuda.campusvirtualsp.org/?q=en		

VIRTUAL	CAMPUS	HELP	DESK	

www.campusvirtualsp.org	

Follow	us	on:	

campusvirtualsp	

@campusvirtualsp	cvsp@paho.org	


