
Page 1 of 15 
 

How to Matriculate 

Welcome to the main Student Home Page. Please click on the Click here for ONLINE MATRICULATION link, circled below 

  

 

After a few moments you will see the following screen. This is the introduction screen to Online Matriculation. This screen describes the process. 
Once you’ve read the information, click the CONTINUE button. 

 

After a few moments the screen will change to show the following: 

 



Page 2 of 15 
 

 

This screen shows the personal information we have on record for you. Please check the information carefully. Make sure that all the information 

marked with an asterisk (*) is completed and correct. The questions not marked with an asterisk are optional. 

You are not able to make changes to the areas that are highlighted in grey in the top section. If you notice something that needs changed in these 

areas, please contact Registry@qmu.ac.uk  

Once you have completed the information on this screen, click CONTINUE. 

If you receive an error message, it means that you have not completed all of the areas marked with an asterisk. Please complete these and then 

click CONTINUE. 

mailto:Registry@qmu.ac.uk
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After a few moments, the screen will change to show the following… 

We need to know how you travelled to QMU for the first time, from your permanent HOME address. Please select your chosen method of travel 

then click CONTINUE. 

 

After a few moments, the screen will change to show the following… 

We need to know if you have any Caring Responsibilities such as any family members you are responsible for looking after. Please click on the 

appropriate option and click CONTINUE. 

 

After a few moments, the screen will change to show the following: 
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This screen asks you to confirm what kind of student you are. 

If you are a new student, even if you are directly entering to year 2, 3 or 4 of your course, please choose New Student. 

If not, please choose the most suitable option. 

Click the CONTINUE button. 

 

After a few moments the screen will change to show the following 

 

Again, you must complete the information marked with an asterisk. From the list, please select the option that is most fitting to describe your highest 

qualification to date. 

At the bottom of this screen there is a question asking whether your parents have a Higher Education qualification. Please answer this question. 
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Click on CONTINUE. 

After a few moments, the screen will change to show the following.. 

 

We need to know how to contact you. The screen you are on is asking for your contact details during Term Time. This will be your Edinburgh or 

local address. Please fill in the information as accurately as you can, again making sure to complete the fields marked with an asterisk. If you are 

staying in QMU Halls, then your Halls address should automatically be filled in here. If it isn’t, please complete it. If you are unsure of this 

information, please fill it in with your home address. You can change this at a later date once you have matriculated by using the Student Portal. 

Click the CONTINUE button. 
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After a few moments, the screen will change to show the following: 

 

 

This screen looks very similar to the previous one, but now we are asking for your contact details outside of Term Time, or your Home address. 

Complete this information and click on the CONTINUE button. 

After a few moments, the screen will change to show the following: 
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This screen shows a summary of the contact information you have provided us with. Please check the information and select one of the options at 

the bottom, and click on the CONTINUE button. 

 

After a few moments, the screen will change to show the following… 
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You will need to enter answers to three security questions: 

 A memorable date 

 Your favourite colour 

 The name of your first pet 

You will need to remember the answers to these questions for when you come to reset your password. Please note that you will need to reset your 

password every 60 days. Once you have entered the details please click Continue.  

The page will then change to show the following… 
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This is your course information. Please check this information and choose the most appropriate option from the pink section, and click the 

CONTINUE button. 

If you have selected the information incorrect option, you will be taken to a screen that will allow you to email Registry. Please let Registry know 

which information is incorrect and they will make any necessary changes as soon as they can. You should then reattempt the process later on once 

Registry has had time to make the change. You will not be able to complete the matriculation process until you agree that the information on this 

screen is correct. If you click Information Correct, the screen will change to show the following: 

 

We need to know who is going to pay your tuition fees. You must select the most appropriate option from the list. 

If you or your family are paying your tuition fees, please select All fees paid by myself or my family 

If you cannot find an appropriate option, please select Other. Click the CONTINUE button. 

After a few moments the screen will change to show the following: 
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This screen shows information about your tuition fees. Please read all of this information carefully. Your tuition fee amount is shown at the top of the 

screen. 

Please note that if you are studying part time and you have not yet selected your modules then your fee will show as 00.0. It is okay to proceed 

with matriculation at this stage though as Registry will arrange to invoice you once your modules have been confirmed. 

If your sponsorship details are correct, please click Information Correct and click Continue. 

If your tuition fee amount is incorrect, please select Fee or Funding Information Incorrect, you will then be directed to a screen where you can 

email Registry (see below). We will then investigate this and make any necessary changes to your fees. You will be able to see these changes 

through the student portal at a later date. 

If you do not let Registry know your sponsor details, then you yourself will receive the invoice for your tuition fees. 

If you are notifying us of your sponsor, please include a postal address and also contact details and any other relevant details such as how much 

they are paying. If your sponsor also requires a purchase order number, you will also need to include this information.  
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Once you have typed the email, please click Send Email. You can then continue with Matriculation. 
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After a few moments the screen will change to show the following: 

 

This screen asks you to agree to the points displayed. These are the rules and regulations of the University along with other important legal 

information such as our Terms and Conditions. Please make sure you understand this information. 

Once you tick the I Agree box in the corner and click CONTINUE the screen will change to show the following: 

 

This is the final screen of the matriculation process. This screen shows that you have completed the process successfully and are now a 

matriculated student of QMU. 
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Click the EXIT button to leave the matriculation system and you will return to the main Student Home Page: 

 

You will notice that this page has changed since before you completed the matriculation process. The Online Matriculation option is no longer 

available and more options have appeared. This is a sign that you have completed matriculation. You can now sign up for your modules through the 

appropriate link (select your modules online). 

It may take up to 24 hours after matriculation for full access to the University’s system to be granted. This includes access to Hub@QMU and the 

wireless networks provided on campus, and internet access in Student Residences. The LRC Service Desk can provide more information on 

accessing the IT facilities on campus once you have matriculated (assist@qmu.ac.uk).  

mailto:assist@qmu.ac.uk

