
 

 

INSTRUCTIONS REQUESTING YOUR ACADEMIC PROGRAMME 
 
 
First, change the language to English using this button      at the top right corner of the screen. 
 
Enrolling for a New Academic Year  
 
Have you previously been enrolled at Hasselt University? If so, you must first re-enrol for the next 
academic year via the student portal. 
 
Wait until you have received confirmation that your re-enrolment has been approved (see 
'My Correspondence') before submitting a new study programme request. 

 
 
Compose Your Personal Study Programme 
 

Important practical tips for submitting your study programme: 
 

●​ Use a laptop or PC. It is not possible to complete all steps on a smartphone or tablet. 
●​ If possible, use an external mouse instead of the touchpad. 

 
All students must compile their personal study programme for the new academic year via: 
Student Portal → Maintain Study Routes 
 

●​ If you are a new student, this is the last part of the enrollment process. Skip directly to Step 
2. 

●​ If you wish to request a tolerance, first consult the conditions on our website. If eligible, 
complete Step 1 below. If not, skip to Step 2. 
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Optional: Step 1 - Tolerance Request 
 
Go to Student Portal → My Requests → Create Request 
Select "Tolerance" under Type of Request, fill in the necessary details, and click Submit. 

 

 
❗ This decision is final.  
 
If you request a tolerance, you cannot reverse this decision later in the academic year or in future 
registrations for the same programme.​
 
If you do not request a tolerance, you are obliged to re-enroll for the course unit. The new result will 
replace the previous one. 
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Step 2 - Compose Your Study Programme (Content & Planning) 
 
   This step consists of two parts: a. Content and b. Planning 
   Both must be completed before submitting your study programme! 
​

 
Go to Student Portal → Maintain Study Routes.  
 

●​ If there is a study programme in "Draft", go to Step 2: A. Content.  

●​ If there is no "Draft", click the button 

 
A.​ Content 

 
You will see an overview of the full curriculum: compulsory courses, electives, options… 
Electives/options planned for a future academic year can still be adjusted in September of that 
year. 
 
Click              (top right) to make changes. You will now see all course units (“modules”) in the entire 
programme. 
 

 
 
You can find information about the courses in the programme on uhasselt.be/studyguide. Pay extra 
attention to electives and mandatory sequentiality/prerequisites of courses, if any. 
 
Click                             to add courses to your current programme. Save your draft once finished.  
 

 
 
Do NOT click "Submit" yet, but click Go to Planning (top right) (see B. Planning) 
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B.​ Planning 

 
This is where you indicate which courses you will take during the current academic year. 

What do you need to do? 

●​ Zoom out (using “Ctrl” + “-”) so you can see the full schedule to drag your courses.​
 

●​ Click on a course, hold it, and drag it to the left into the schedule. Do this for all the 
courses you want to take this academic year.​
 

●​ Made a mistake? Want to remove a course from your schedule? Click on the course, hold it, 
and drag it down to the button​
 

●​ Are you receiving an error message? Check the course prerequisites and sequentiality 
requirements in the uhasselt.be/studyguide.  

 
If you are not requesting a tolerance (see above), you must re-enroll in any course you did not pass in 
the previous academic year. These courses are automatically included in your planning. 
 
Quartile 1 and 2 = Semester 1 (P1). Quartile 3 en 4 = Semester 2 (P2). See uhasselt.be/studyguide. 
 

 
This step is crucial. If you do not drag your courses into the planning, your 
study programme is not valid. 

 
When done, you can return to content via the Go to Content button.  

 
Optional: Step 3 - Request an Exemption 
 
Only if applicable! If so, it is important to read these instructions first.  
Only if you received approval to be exempted from a course, then follow these instructions: 

1.​ Go to your study plan and click Request Exemption next to the relevant course. 
2.​ Complete the form and upload the approval email.  
3.​ Click Send.​

 
🔁 Repeat these steps for each exemption request. 
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Step 4 - Submit and Follow Up Your Study Plan 
 
Need to ask a question or report an issue (e.g., a course you cannot add)?​
 
Click the kite icon to send a note to your academic advisor. However, if you would like to avoid the 
long response times that are typical from the end of August through September, we recommend 
contacting your academic advisor during their daily telephone consultation hour.​
 
When everything is correct, click Submit (bottom right).  
⚠️ After submission, you can no longer make changes! 
 

 
You can follow the status of your study plan via: Student Portal → Maintain Study Routes 
Also check updates in My Correspondence. 

 
Once your academic advisor has reviewed and approved your study plan, your programme will be 
included in your Study Contract. You are required to check this contract once available. 

 
Approval may take some time! Once your study plan has been submitted (both 
Content and Planning), you will gain access to the courses you requested this 
academic year in Blackboard/Toledo within 24 hours. 

 
 
 
 
 

Need Extra Help? 
-​ Questions about re-enrollment, the application process, or other administrative 

matters? Contact Student Administration via stua@uhasselt.be. 
-​ Questions about your study programme request? Contact your academic advisor. 
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