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ONLINE REGISTRATION (STEP-BY-STEP GUIDE) 
 

Introduction 

Welcome to the Online Registration Guide for Queen's University Belfast. This guide will 

walk you through the step-by-step process of completing your online registration. 

Video Tutorials Available 

If you prefer a visual guide, you can watch instructional videos for each step of the 

registration process here. 

Registration Stages 

The registration process typically involves four stages: 

1. Personal Details: Providing your 

personal information. (Page 3) 

2. Immigration Check (for 

International Students Only): 

Submitting necessary immigration 

documents. (Page 7) 

3. Modules and Finance: Selecting 

your modules and managing your 

finances. (Page 9) 

4. Matriculation: Completing the 

final steps of registration. (Page 11) 

 

 

 

 

 

 

 

 

This guide will provide clear instructions and guidance for each stage, ensuring a smooth and 

efficient registration process. 

Before you begin the registration process, you'll need to log in to QSIS. You can find 

instructions on how to log in on page 2. 

 

If you have any questions or encounter difficulties during the registration process, 

please refer to our Frequently Asked Questions (FAQs) section on page 12. 

 

https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#page-contents
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Getting Started: Log in to QSIS  

Click here to log in to QSIS with your 

student number and password. Find your 

login details in your Enrolment & 

Registration credentials email from 

reghelp@qub.ac.uk.  
 

On QSIS, Click the tile that says ‘Complete 

Registration’.  If this tile doesn’t appear on 

your view,  

please contact reghelp@qub.ac.uk  

 

 

 

 

 

 

 

 

Useful Information:  

Getting your student number and password: 

You will receive a Welcome email which will include such details as your student number and 

password.  This will also give dates of when the QSIS Registration Portal will be open for you, 

and you should commence the online part of the registration process as soon as you have 

access to the portal. 

QSIS and the Registration Portal:  

You can log on to QSIS using the credentials details included in your Welcome email – the 

username is your student number, and the password is the one listed in your email.  It is 

recommended that this password is used to complete all steps of the registration process – if 

required you can then change your password by clicking on “Change Password” on your 

Queen’s Online account. 

If you are an international student, you will be able to complete the online registration up 

until the immigration document check stage.  A hold will be in place until Immigration 

Support Service carry out a document check.  Part of this process will involve you uploading 

pictures of your current immigration documentation – these will then be checked by the 

Compliance Team in Immigration Support Service. When the check is complete the hold will 

be lifted allowing you to continue with online registration. 

It is recommended that you periodically check the Registration Portal to find out if the 

document check has been completed and if you are able to continue with the registration 

process.

https://qsis.qub.ac.uk/
mailto:reghelp@qub.ac.uk
https://qsis.qub.ac.uk/
mailto:reghelp@qub.ac.uk
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Stage 1 – Personal Details 

Look for ‘Personal Details’ registration link to begin Stage 1 

 

 

 

 

 

 

 

 

 

 

Page 1: Terms and Conditions 

- Please read through the Terms and Conditions page and progress to the next step. 

 

Page 2: Contact Information 

Students will need to confirm 3 types of Addresses when Registering:

• Permanent HOME address: (Home 

address is home country/location) 

• Correspondence/MAIL address: 

(Same as Home address, this is 

address where official QUB 

documents will be sent) 

• Term Time Address: This is the 

address that you will be living 

while attending Queen’s University 

Belfast.  If you choose a University 

Property you must also provide a 

Flat/Room number. 
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Contact Details 

On this page you will need to fill out details such as telephone numbers and emergency 

contacts.  

 

Telephone Numbers - You can include your personal number from your home country. 

(Please ensure that you use the correct area code for your number i.e. home country area 

code for your personal phone number) 

 

Emergency Numbers – You need to add two Emergency Numbers and one of them must be 

a doctor’s phone number. You can include your Home Doctors phone number. 

 

After this step, please move on to the next section of the registration form. 
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Page 3 – University Services 

Under the University Services Disability services page, please read the information text and 

select any of the options that are required.  

 

If none of the options pertain to you then please just select other and continue onto the 

next page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Chaplaincies 

Regarding the Chaplaincies section, please 

select the corresponding consent option 

that you decide to use. 

 

Careers 

The Careers section are questions 

designed to determine how students feel 

at the start of each academic year. 

Please choose the statement that best 

represents your current careers position.
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Page 4 – Statutory Returns 

• Please read the options carefully and select as required. 

• Different cohorts of students will see different questions 

• This is determined by your admit term and residency 

 

 

 

 

 

 

 

 

After this page is done, please confirm that the details you have provided in the personal 

details section and move onto the next stage of Enrolment. 

 

 

 

 

PREFER A VIDEO GUIDE? CLICK HERE! 

Part 1 - Personal Details 

 

 

 

 

https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486205
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486205
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Stage 2: Immigration Document Check (International Students Only) 

To complete the immigration document section, you are required to upload specific 

documents to the Immigration document check page. 

These documents are manually checked before you can move onto the Finance/Modules 

section.   The immigration support service will contact you if you are required to upload 

anymore documents. 

 

There has been a shift from physical BRPs to the use of eVisas. An eVisa is an online record 

of your immigration status and the conditions of your permission to enter or stay in the UK.  

You will need to create a UKVI account to access your eVisa. The Home Office has created 

the following video to show you how to create a UKVI account and access your eVisa: watch 

here.  

If you require any support in the process of creating your UKVI account please refer to this 

webpage: Home Office Application Information. 

For further information on eVisas and the IDC process please visit this ISS webpage: here. 

If you are a Student Visa holder who has been prompted to create a digital UKVI account and 

generate a Share Code to evidence your visa status, please upload the below information for 

your Immigration Document Check: 

- Share Code 

- Biometric (photo) page of your passport 

- UKVI Decision Confirmation Email 

- Boarding Pass 

- If you are flying directly to the Republic of Ireland (Dublin) - please provide: 

- your train/bus ticket so we can see the date that you entered Northern Ireland 

- a picture of the Green Stamp in your passport that you received upon arrival in the 

Republic of Ireland (Dublin) or a picture of your Boarding Pass if a stamp has not 

been received.  

- If your course requires an ATAS (Academic Technology Approval Scheme) certificate, 

please upload a copy of it (all pages). Your CAS statement will confirm whether you 

need an ATAS or not. 

 

  

 

 

https://www.youtube.com/watch?v=54rPXUHuM3I
https://www.youtube.com/watch?v=54rPXUHuM3I
https://www.gov.uk/assisted-digital-help-online-applications
https://www.qub.ac.uk/sites/iss/WhileYoureHere/IDC/
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Below is an example of the various documents you will need to upload (Requirements will 

change per student’s circumstances and arrival. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Passport (PPT) - Biometric (photo) page of your passport (PPT) 

UKVI Decision Confirmation Email (Visa Decision Letter – VDL) - Full content of the email 

needs to be uploaded to Qsis 

 



 
 

 
 

9 

Boarding Pass (TD) - please make sure your boarding pass includes your name and your 

arrival date 

 

Boarding Pass (TD) - please make sure your boarding pass includes your name and your 

arrival date 

Stamped Entry Clearance Vignette – A stamp that you will receive when travelling through 

UK Border Control. If you have not received an ECS, then you are required to upload 

additional travel documents. When uploading these documents, please ensure they show 

your name and the date of travel.  

 

When uploading documents to the page, please use the correct corresponding 

code when clicking add Attachment (for example your passport is PPT and Visa 

decision letter is VDL). 

 

 

 Biometric (photo) page of your passport 
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Once your Immigration Document Check has been completed by a member of 

the ISS Compliance Team you will receive an automated email to confirm that 

you can proceed to the next stage of the Enrolment & Registration process. 

Automated emails will go out to students at 1.00 pm and 5.00 pm daily. 

 

 

 

 

PREFER A VIDEO GUIDE? CLICK HERE! 

Part 2 - Immigration Document Check 

 

 

 

 

 

 

Stage 3: Modules And Finance 

- Your school may have already enrolled you onto your modules and have set you to go 

directly to Finance from this stage. 

https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486208
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486205
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- Make sure you have been registered for the correct degree. 

 

Classes – Moving on once classes are selected. 

- Your Units taken much match the max total units of your course 

- If your units do not match your max units then please contact your school. 

 

Finance – Summary 

The final stage of registration process is to agree your tuition fees and charges for the 

academic year and make appropriate arrangements to pay them. 

 

Please read the terms and conditions and click Next. 
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Finance Permissions 

• Who do you give permission to 

             talk to us regarding your fees. 

• With this option, if the person 

             you designate contacts us 

             we can discuss your  

              financial information. 

 

Finance – Tuition Fees 

The table below “What I Owe” details the cost of your tuition fees and charges for the 

academic year. Your tuition fees and charges have been calculated based on the modules 

you are currently enrolled on. 

If modules are subsequently added or dropped, the cost of your tuition fees and charges 

may change. 

 

  

 

 

 

 

 

 

Payment Summary  

To confirm your registration, you need to settle your tuition fees and charges for the 

academic year. 

Please select an option depending on your circumstances and make a commitment to pay 

(either via a student loan, self-financed or a sponsor) 
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• If you are self-financed, please 

choose the ‘Make A Payment’ in 

Table 2 to pay the mandatory 

first 25% of your tuition fees and 

then either pay the remaining or 

set up a payment plan. 

 

 

• If you have other circumstances 

(such as a sponsor or loan, 

please choose an option from 

Table 3) 

 

 

 

 

Once you have completed this section, click confirm and move onto the last stage of 

Enrolment. 

 

 

 

PREFER A VIDEO GUIDE? CLICK HERE! 

Part 3 - Module Enrolment 

 

 

 

 

https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486216
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486216
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#d.en.1486205
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Stage 4 – Matriculation 

Once you have completed the finance stage you will be able to move onto Matriculation. 

Please refer to your Welcome email (from reghelp@qub.ac.uk) for full instructions of how to 

book an appointment for Matriculation. 

You will need to bring original documents to the appointment such as Passport and previous 

qualifications in hardcopy format unless otherwise specified. 

 

 

 

GOT A QUESTION?  

SCROLL DOWN FOR MORE INFORMATION. 

 

mailto:reghelp@qub.ac.uk
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WHEN YOU ARRIVE 

ONLINE REGISTRATION 

All students are required to complete ONLINE registration at the start of each academic 
year via the Qsis Registration Portal. 

The portal opening dates for 2024 are: 

2nd September 10am: Undergraduate Level 1 
4th September 10am: All new and returning Postgraduates 
5th September 10am: Undergraduate Level 2 2pm: Undergraduate Level 3 and up 

All the details you need are listed below: 

 

• Getting your student number and password 

• QSIS and the Registration Portal 

• Selecting modules and finance 

• Instructional Videos: You can watch instructional videos for each step of enrolment 
and registration here. 
 

 

NEW STUDENTS (OR STARTING A NEW PROGRAMME OF STUDY) 

• Matriculation 

• What you need to complete the Matriculation stage 

• Completing registration 

 

NURSING AND MIDWIFERY STUDENTS 

For new undergraduate Nursing and Midwifery students, the School will be in touch directly 

via email regarding Enrolment & Registration, and this will have full details of what you will 

need to do next. 

 

ENROLMENT & REGISTRATION FAQS 

• I have not received my Welcome email and credentials – what should I do? 

• My Welcome email contains the wrong information. How do I inform the University? 

• I have received my Welcome email but my password is all *** (asterisks) 

https://qsis.qub.ac.uk/
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#getting-your-student-number-and-password-1742004-1
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#qsis-and-the-registration-portal-1742004-2
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#selecting-modules-and-finance-1742004-3
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#page-contents
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#matriculation-1741960-1
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#what-you-need-to-complete-the-matriculation-stage-1741960-2
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#completing-registration-1741960-3
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#i-have-not-received-my-welcome-email-and-credentials-what-should-i-do-1741954-1
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#my-welcome-email-contains-the-wrong-information-how-do-i-inform-the-university-1741954-2
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#i-have-received-my-welcome-email-but-my-password-is-all-asterisks-1741954-3
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• What accounts do I have access to? 

• My username and password do not work- what should I do? 

• How can I change my password? 

• I have matriculated remotely (as a distance learning student) and now need to collect a 
student card 

• I won't be able to register before my deadline 

• Who can help me with my registration? 

 

 

NEED ASSISTANCE? GET SUPPORT WITH THE STUDENT 
HELPLINE 

 

All students will be in receipt of an email from us with details on the registration 

process. You can also refer to our FAQs and guides if you are experiencing difficulties. 

 

Can't find the information you are looking for? 

Queen's Portal Service 

Requests 

https://myportal.qub.ac.uk/  

Student Helpline Phone +44(0)28 9097 3223 

Student Helpline Email reghelp@qub.ac.uk 

Student Information Point One Elmwood, 1st Floor 

QSIS FOR STUDENTS 
Qsis is the Queen's University Student Information System which holds all core 

details about a student's classes, fees, enrolments, admissions, transcripts/HEAR and 

the Future-Ready Award for the University.  Find out more about QSIS.  

 

https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#what-accounts-do-i-have-access-to-1741954-4
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#my-username-and-password-do-not-work-what-should-i-do-1741954-5
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#how-can-i-change-my-password-1741955-1
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#i-have-matriculated-remotely-as-a-distance-learning-student-and-now-need-to-collect-a-student-card-1741955-2
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#i-have-matriculated-remotely-as-a-distance-learning-student-and-now-need-to-collect-a-student-card-1741955-2
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#i-won-t-be-able-to-register-before-my-deadline-1741955-3
https://www.qub.ac.uk/sites/my-queens/enrolment-and-registration/#who-can-help-me-with-my-registration-1741955-4
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/ERVideos/#page-contents
https://myportal.qub.ac.uk/
mailto:reghelp@qub.ac.uk
https://www.qub.ac.uk/directorates/AcademicStudentAffairs/StudentServicesSystems/Qsis/QsisServices/QsisforStudents/
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