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How to Matriculate 

Before you get started, you need to have your QMU student number with you. You can find 

this on your joining letter in your Joining Pack, or on the email offer letter you received from 

Admissions during the application process. If you don’t have this with you, Registry and LRC 

staff can help you find this out. 

If you have someone who is paying your tuition fees for you (a sponsor), you will need your 

sponsor’s address details. If you are receiving funds from SAAS (Student Awards Agency for 

Scotland) or SLC (Student Loans Company), you don’t need your sponsor address. 

It’s also a good idea to have a pen and paper with you as you will need to make note of your 

password. 

 

 

First of all, visit http://www.qmu.ac.uk/portal/default.htm. 

The screen should be similar to the one below: 

 

Click on the //QM:u logo (circled in the image above).

http://www.qmu.ac.uk/portal/default.htm
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After a few moments the screen will change to show the following 

 

This is the log-in page for QM:u Student Portal. You will need your user-name (this is your 

QMU Student Number) and password to log-in to the portal. 

New students can get a password online by clicking on the https://u.qmu.ac.uk/retrieval/ link 

on this screen. After clicking on this link the screen will change to show the following. 

 

This is the Student Password Retrieval screen. Please enter your QMU Student Number, 

Surname, Forename and Date of Birth. Once you have entered your information, please 

click on the Retrieve Password button. 

If you receive this error message Sorry but we could not verify your account details please 

try carefully entering your information again. If you receive the error message again and you 

are certain the information you have entered is correct, please contact Registry@qmu.ac.uk  

 

 

 

 

https://u.qmu.ac.uk/retrieval/
mailto:Registry@qmu.ac.uk
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If you have correctly entered your information, then after a few moments you will see a 

screen similar to the one below. 

 

This page shows your Password. Please write this down somewhere private and secure, 

taking care to clearly identify the difference between upper-case and lower-case letters, and 

numbers. You will be able to change your password once you have matriculated and full 

access to the IT facilities has been granted. 

Once you have taken note of your password, click on the here link on the screen. 
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After a few moments, the screen will change to show the following: 

 

This is the QM:u Student Portal log-in page again. Enter your User-name (this is your QMU 

student number) and password, then click the Log in > > button. 

If you receive an error message such as the one below, please try again, or follow the 

instructions in the error message. If you repeatedly get error messages, please contact 

Registry@qmu.ac.uk. 

 

 

If you entered your username and password correctly, and clicked the Log in > > button, 

then after a few moments the screen will change to show the following. 

 

Welcome to the main Student Home Page. Please click on the Click here for ONLINE 

MATRICULATION link, circled above. After a few moments you will see the following 

screen. 

mailto:Registry@qmu.ac.uk
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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. 

 

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 and if you know the information to fill in the areas not marked with an 

asterisk, please fill these in too. 

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 the CONTINUE button. 

mailto:Registry@qmu.ac.uk
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If you receive a yellow error message, it means that you have not completed all of the areas 

marked with an asterisk. Please complete these and then click on the CONTINUE button. 

If you entered that you have a disability in the above screen you will see the next screen. 

 

 

Complete this as directed on screen and then click the CONTINUE button. 

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

 

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 First year 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: 
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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. 

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. 

 

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

 

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

 

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 chosen that the information is incorrect, you will be taken to a screen that will 

allow you to email Registry. Please let Registry know what the problem is 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. 

After a few moments, 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 No Award or Financial 

Backing, Self. 

If you cannot find an appropriate option, please select  Other. 

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

 

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. 

If your tuition fee amount is incorrect, please select Fee Information Incorrect at the bottom 

of the screen to update Registry on your concern. Registry will 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. 

In the middle of the screen you will see any information we have about your sponsor. If you 

are sponsored and the information here doesn’t match your sponsor details, you must 

choose Sponsor Information Incorrect at the bottom of the screen and click  CONTINUE. 

Use the screens to update Registry with your sponsor details. If you do not let Registry know 

your sponsor details, then you yourself will receive the invoice for your tuition fees. 

 

 

 

 

 

Once you agree that all of the information on the page is correct and you click the 

CONTINUE button, the screen will change to show the following. 
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This screen asks you to agree to the points displayed. These are the rules and regulation of 

the University along with other important legal information. 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. 

Click the EXIT button to leave the matriculation system and you will return to the main 

Student Home Page: 
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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 proceed with 

module registration through the appropriate link. 

It may take up to 24 hours after matriculation for full access to the University’s system to be 

granted. This includes access to WebCT 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 

(LRChelp@qmu.ac.uk).  

mailto:LRChelp@qmu.ac.uk

