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QUICK REFERENCE GUIDE

THIS QUICK REFERENCE GUIDE SHOULD HELP YOU TO QUICKLY FAMILIARIZE YOURSELF WITH THE SELF SERVICE-MODULE OF
THE STUDENT ADMINISTRATION SYSTEM ANTWERPEN (SISA). SISA HAS EXTENSIVE POSSIBILITIES FOR VIEWING AND/OR
MANAGING YOUR STUDY PROGRAMME, YOUR RESULTS, YOUR STUDY FEES AND YOUR PERSONAL DETAILS.
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IMPORTANT!

You are advised NOT to use the ‘back’ and ‘forward’ buttons
of your browser when navigating in SisA. This could result in
an incorrect presentation of the pages. Always use the
navigation paths on the pages themselves.

Attention: the screenshots in this manual may differ from
the actual screens

TERMINOLOGY USED

Course A part of a course, e.g. internship,
component lecture, practicum, exam etc.
Unit Credit

Study plan Official Major (on degree)

Study subplan Specialization, major, minor or

option within a major

SIGNING IN AND OUT

Go to: https://sisastudent.uantwerpen.be

Choose English as your language. Use your UA account
details to sign in.

Universiteit
Antwerpen

Single Sign-On

Username

’ Short username ‘

Password

| Password ‘

Please choose your preferred language for applications
O Nederlands

To exit SisA correctly it is important to use the button Sign
out in the top right corner of the window. It is not enough to
close the browserwindow if you want to avoid that someone
else continues to work with your userID and password!

()
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HOME

After signing in, you will immediately see your Home page.
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TASKS

On the home page you will find your tasks. These are tasks
that you still have to complete or actions that you need to
take following a hold on your file. When you have completed
the tasks they will disappear from your task list.

If you have more than one task this will appear in the
number under the yellow triangle.

!
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Click on the tile to see your task list.

Tasks

1row

ENROLLING FOR COURSES  You have not yet enrolled for courses in the academic year 2024—2025

Click on the task for more details.

Task details X
ENROLLING FOR COURSES
‘You have not yet enrolled for courses in the academic year 2024-2025.

You can enroll for courses via:

If you have no tasks, the triangle will be grey.

Tasks
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ENROLLING FOR COURSES

You can only enroll for courses as off 16 July and if you have
(re-)enrolled for your programme. If you have not yet
enrolled for courses you will get a task to this effect under
the tile “Tasks”.

Task details X
ENROLLING FOR COURSES

You have not yet enrolled for courses in the academic year 2024-2025.
You can enroll for courses via

Click on the link or on the tile “Study program” and then
choose “Enroll in courses”.

2 My Academics

= My Courses

Q Enroll in Courses ~

Instructions

Shopping Cart

Enroll by Model Path

Enroll by My Requirements

Browse Course Catalog

= Drop Courses

13% Choose groups

STEP 1: FIND COURSES AND ADD THEM TO YOUR
SHOPPING CART

You have to select the courses you want to take in the
chosen academic year and add them to your shopping cart.
As of 16 July you can complete the enrolment for the
collected courses.

Look at the instructions to see which is the best way to find
courses.

B My Academics

= My Courses

Q Enroll in Courses ~

Instructions

Shopping Cart

Enroll by Model Path

Enroll by My Requirements

Browse Course Catalog

= Drop Courses

2L Choose groups

Click on Enroll by Model Path for an overview of the courses
that constitute your programme (see on-screen instructions
for more information).
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Select the course that you want to take by ticking the
corresponding box.

Study Program
Reademic year 20252025
Anbet Btk
Ry rescemcs Bachelor of Social Ecanomic Sciances
= oy Courses Moel paen part 1
© Envallin Courses =
Do : Business Ecenamics {9 ECTS eraits)
Insiuctons 2
Catalog rumber 11 Descrigtion 11 Untst Wt st 11
Shossing Car
WSS 00 1E2E SEM
norTEwBOK 200 2£5eM
e —
« Damain 2 Ecanamic Analysés (§ ECTS-cradit)
e Course Catson [
Catalog number 11 Descrigion 11 Uas T when Tt stams
% Dron Coses =
WSS v ) 1676 SEM
A Crooss o
- Domain 3 Prossphy and Eies. (3 ECTS<ro
Catalog rumos 71 Descripson Uat T When T St T

You can select all courses of the part of the model path at
once by clicking “Select all”. Only do this if you want to
select all the courses of a part of the model path in one go. If
you have to choose courses, it is best to select the courses
individually.

Model path part 1

Descect Al
+ Domain 1: Business Economics (9 EC TS-credits)
Zrows
Catalog number 1; Deseription 11 Units 12 When 11 Status 1
6 MOITEWSES ‘Accountancy 8.00 1E/2E SEM
OTTEWSDK Iniro. ta financial markets 300 26 SEM
Domain 2: Economic Analysis (6 ECTS-credits)
1 iow
Catalog number 1 Description 1 Units 7 When 1 Staws 14
= 102TEWSES Introduction to economics 800 1E/2E SEM
+ Domain 3: Philasaphy and Ethics (3 ECTS-credits)
iow
Catalog number 1. Description 71 Units 1 When Status 11
©  1009FSWSEP Social and Economic Philosophy 300 1E SEM

v Domain 4: Publie Gevernance (8 ECTS-credits)

Next click on “Add to Shopping Cart”.

You can also click on the course description. You will get a
screen where you can see which activities (lecture, seminar,
laboratory,..) constitute the course.

Classes

SOCIAWET 1009F SWSEP
Social and Economic Philosophy

[ Add to Shopping Cart

Details course

Units 3,00
Grading Scale 0 to 20
Components Exam, Lecture
Course Career Academic Bachelor
Course information
v Details classes

Status Session Classes Meeting Dates
Open 1st semester ZIT1 Exam 6166 More details

HCO1 Lecture 6168

Click on “More details” to see the scheduling information. A
new window will open to show the schedule.

You can add the course to the shopping cart.
When you Enroll by My requirements this is the way to add
your courses one by one to the shopping cart.

Click on “Yes” to add the course to your shopping cart.
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Do you want to add this course to your shopping cart?

You will return to the model path or the requirements and
you’ll see that the course has been added to your shopping
cart.

It will no longer be possible to select this course through
Enroll by Model Path.

Model path part 1

I Select All | ‘ DeselectAll |
+Domain 1: Business Economics (9 ECTS-credits)
2rows
Catalog number 14 Description 14 Units 74 When 1. Status
) 1101TEWSES Accountancy 600 1E/2E SEM
1 1107TEWBDK Intro. to financial markets 300 2E SEM
Domain 2: Economic Analysis (6 ECTS-credits)
110w
Catalog number 1 Description T4 Units 14 When 14 Status
| 1102TEWSES Introduction to economics 600 1E/2E SEM
+Domain 3: Philosophy and Ethics (3 ECTS-credits)
1row
Catalog number 1, Description 4 Units 1 When 14 Status 1
l 1009F SWSEP Social and Economic Philosophy 300 Academic year 20252026+ In Shopping Cart

Domain 4: Public Governance (6 ECTS-credits)

Add other courses to your shopping cart in one go or one at
the time.

STEP 2: VIEW PROPOSED TIMETABLE
Go to your shopping cart. You get a list of the courses that
you have added.

Academic year 20252026

8 My Academics B =
Select all
B3 My Courmen: Your pping Cart
Q). Enrolin Courses: - Sersion Units  Acabemic Program
aditumess 600 Ba Soca Econamc Somes
[H—
- 600 B SocisEconomic Scerces
Shopging Cart
:| S B —
[ERR——
- P— 300 a Socl Esonamic Somees
Eovon by My Rremeres
8 o T— 660 B Sock Fconamic Scknces

Broere Course Calaicg
5 Orop Courses

4 Choose groups.

Select the courses for which you want to see the preliminary
timetable. By ticking the box next to “Status” you select all.
Click on “Proposed timetable” to view the scheduling
information.

You get a weekly schedule with the enrolled classes and the
classes in your shopping cart to help you make the best
choice when composing your study programme and your
timetable.

Navigate through the weeks using the arrows or change the
start date and end date to get a full overview. You can check
if there are any time conflicts.
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+ 1 Sttt schedule
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European Integration, Introduction o Law, Soci... (Tl Accountaney

You can also view the scheduling information in a list by
clicking on “Text” in the bottom right corner.

et At et | Shetent | Student schedue
Taday Awa: 29-09-2025 - 05-10-2025] O Search cise

Time ActhityType  Class Coursa Aoom Insiructar estud_
AWOT Monday 26093025

K Sove favarite [ Subscribe & Dewnload Y Filter 3¢ Customize

08301630 Lactwe LOSSWINL HCOL  nkroduction o Law Sadscampus, $8.032 Maja Sabadic L
801630 Loctuse LQSWIOC HCDL  Secelogy ‘Sadscampus, 4208, Sadscampus, SN0 Elke Clamssans o
Tuesday 30-69-2025

130123 Labomtory  LNATEWSES.PRSL  Acoumney ‘Stadscampus, 2.0 Koiselvanstate

Wednesday 01-10-2625
B0 10 Laenwe LMPSWEG.HCDI  Eurcpean intyation Stadscampus, 54205 Poter Burens °
Thorsday 02-10-2025

LI et QSSWIER MCOL ol and Econumic Frlosophy  Stadscampus, S4305 Frangoss Laveass °

B Link o s page
You can go back to the calendar view by clicking on

“Graphical” in the bottom right corner.

European Intagration, introduction t Law, So¢ accountancy

If you wish, you can delete added courses. Select the course
and click on “Delete”.

Acadanic year 20252026

- B o)

My Conrses
.l ‘four $hopping Cart
—— . Sahs  Desorigtion Session Units Academic Program
Cpen  ACCREVIS TI01TEWSES Aecruntancy Tiandindsemese 8O0 EaSoda Eccnome Soences
Open FOLITWET 1200FSWEIS Eusopean Ingasan ot semeser 600 B Sotw Economc Scences
Shapping Cart
[@] oven AAET 10SFSWINL Frccson 1oL S— 300 B SoomEconome Sosnces
[ ——
Cren e e 300 B Sous Econome Soences
Errc by My Fecuremeris
Cpen e nsp— ot semeser 800 B Sods Ecenome Scences

Browse Caurse Calog
Total units 2400
%/ Omp Caurses

1} Ghoose groups

When you have collected all the courses that you wish to
take go to the next step.

STEP 3: ENROL IN COURSES

Go to your shopping cart. Select the courses for which you
want to enroll and click on the button “Enroll”. If you tick the
box next to “Status”, you select all.

Study Program

Academic year 2025.2028

= Wy Courses

= —— =
o

Eno by My Requremmerts
Srowee Course Catakog
5 Dvop Courses

1 Ermces groues

Attention: the enrolment button will not appear as long as
you haven’t confirmed your privacy settings.

Click “Yes” afterwards to confirm.

You get the following confirmation.
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Study Program

Academic year 2025-2026
Academic Bachalor

B My Academics

A

POLITWET 1200PSWEIG - European Integration

You are enrolled in this course. I you have to choose a group for this course you can do this through
*= My Courses Choose groups.

Q_ Enroll in Courses.

' SOCIAWET 1009F SWSEP - Social and Economic Philosophy
Instructions You are enrolled in this course. If you have to choose a group for this course you can do this through
uctions Choose group
Shopping Cart
¥ SOCIAWET 1009F SWSOC - Sociology
Enroll by Model Path You are enrolled in this course. If you have to choose 3 group for this course you can do this through

Enroll by My Rea
Browse Course Catalog
% Drop Courses

228 Choose groups

DROPPING COURSES

You can drop courses that you don’t want to take after all.

Go to the tile “Study program” and choose “Drop courses”.

”

Select the course that you want to drop and click on “drop”.

Academic year 2019-2020
Acattem Bachelor

B My Acagermics

m Sehect COUrses you want 1 drop
Q Envellin Couses v Select Description Session Unita  $tugy Program
BIOLOGIE 1001WETECO Ecology | ndsemester 400 Babiokgie
BIOLOGIE 1001WETMTE Mcroscopy Tectniaues ondsomester 100 Ba bioogie
FYSICAWE 100TWETFYS Physics | Indsemesier 800 Babiokoie

I 0 085 A 1 8 39 TOATAEE 1§04 W 6 e T o

bt o a2 Fun s i 4 e 115 ok st 3 o Curses i

Click “Yes” to confirm. You get the following confirmation.

Academic year 2019-2020
Academic Bachelor

2 My Academics « BIOLOGIE 1001WETMTE - Microscopy Techniques

The course has been dropped

[ My Courses
Q, Enroll in Courses v

' Drop Courses

Please note that depending on the period in the academic
year it may not be possible to drop courses. Dropping
courses is regulated by the EER. Contact your faculty for
more information.

CHOOSE GROUPS

If you have to choose groups you will get a task to this effect
under the tile “Tasks”.

Tasks

1 row

CHOOSE GROUPS  You are enrolled for courses for which you have to choose a group. »

Your faculty determines when and for which courses you
have to choose a group.

Click on the tile “Study program” and choose “Choose
groups” in the menu.
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B My Academics
= My Courses
Q Enroll in Courses v

< Drop Courses

15t Choose groups

You will see a list of courses for which there are groups. If
you see active drop down menus you can choose a group.

If you don’t see an active drop down menu, the faculty has
organized the groups or the deadline for choosing groups
has expired.

Select a group

Omotan S Uit AcademicProgam S99 g rmeae Deadien
Wtbaree s 1 semarar 60 Ba SociakEconomc Scinces. JFSWAA da e

Chagsa tha greuple fo tha ceurses shown abave. Click sa “Praposed matabia” 1o 50 wha your parsanal schodula wil ook iks. Cick sn “submir ta canfle your choica. I thars & no
dup v Bt you cannst chooss @ griap. Your taculy admiesiraton has assigned e r0up(s) or e deading for group ragistration has passad

Click on the clock to check when you can choose groups for
the course. Click on the calendar to see the scheduling
information of the courses and to see which groups fits best
into your timetable.

Choose your preferred groups. Click on “Proposed
timetable” to see how your chosen groups fit in with the rest
of your schedule.

Once you are happy with your choice, click on “Submit”.

Select a group

Canalog
Deseription Session  Units Academic Program . Group Timetable Deadiine
Multvariate Analysis ist semester 600  Ba Sacial-Economic Sciences  1009F SWMVA - o)

ja—
0p dowe

()t tha courses shown above Click an “Prapossd tmetabls” b 564 what your parsonl schaduls wil kok Iks
ot . ity i s T

on.“submi b canfim your choiza. Hehars b o
70084 § 0rous. Tout 13cul 8ig0ed he rOUD(E) of 148 d8B0NI ¥ QTOUP 1437 ' pasted.

Click on “Yes” to confirm.

You will get a confirmation.

e process 1 compietsa. x

fry—
> o SOCUGET 1905F SAAVA - ltivariats Anatysis

T You are el n e roupis) o s conrse

- —

% D Counze

1 Chossa groups

Click on “Back” to return to the page “Choose groups”. As
long as the deadline has not expired, you can still change
your choice.

Select another group an click on “Submit” again.

The “submit”-button will only become available again if you
change your choice.

VIEW CURRENT STUDY
PROGRAMME

Click on the tile “Study program” and choose “My courses”
in the menu. You get the page below where you will see the
courses for which you are enrolled in the current academic
year.
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< stugent Selfservice. Study Program #

Academic year 2018-2020
Mastar

£ My Academics By Course By Date

il Envel

Show Enrelled Courses Show Waitlisted Courses

» BIOLOGIE 2001WETBIO Biostatistics
_ » BIOLOGIE 2001WETPOP Ecology of populations and com
Drop + BIOLOGIE 2201WETDGC Drivers of global change
» BIOLOGIE 2201WETENB Environmental biophysics
» BIOLOGIE 2201WETERG Evol response global change
» BIOLOGIE 2201WETESE Environm stress ecotoxicology
» BIOLOGIE 2201WETFEF Freshwater ecosys functioning
» BIOLOGIE 2201WETGCP Global change physiology
» BIOLOGIE 2201WETLSK Laboratory skills
» BIOLOGIE 2201WETOCE Omics changing environment

¥ BIOLOGIE 2201WETTEF Terrestrial ecosys functioning

Total units: 60,00

Click on a course to see more details.

PRT— e &

@)

Academic year 2019-2020
Master

B My Academics By Course By Date

Show Enrolled Courses Show Waitlisted Courses

= My Courses
E Ewal » BIOLOGIE 2001WETBIO Biostatistics

» BIOLOGIE 2001WETPOP Ecology of populations and com
i Dvop

~ BIOLOGIE 2201WETDGC Drivers of global change

Class: Units  Grading Basis Acad Program Status.

400 Scale 01020 Ma Biology Enrolled

» BIOLOGIE 2201WETENB Environmental biophysics

VIEW TIME TABLE

You can view the weekly calendar for your enrolled classes.

Click on the tile “Timetable”.

I Savefsworne [ Subseribe 4, Download Y Fllter 3¢ Customize

Lot
mbcarpes Lodte
[
suomsirar st
Secat e s Saceagty
Sticongs 5 105

[ Link tothispoge B Test

You can navigate between the weeks using the arrows or
you can change the dates.

SYNCHRONIZE YOUR TIMETABLE
WITH YOUR DIGITAL CALENDAR

Click on the tile “Timetable”.

First select the time frame that you want to synchronize by
changing the dates. Click on “Subscribe” if you want to
synchronize your time table with your favourite digital
calendar (MS Outlook, Google Calendar, Apple iCal etc.)
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Universtet antwersen test | Student | Student schedute
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O

3 e g
Saargus SATE Sesteanpin 54108 acaren SUnT

A new screen will open.
Choose the time frame.
Subscribe
Time  Relative 4 weeks v

Relative 4 weeks
Copy into a calendar program.
22-09-2025 - 12-07-2026
o P mmzsmusdgqumymmmmmqmm

Relative 4 weeks: iCal subscription will show the schedule for four weeks ahead.
Reservations that took place more than 14 days ago are not included in the subscription

Copy the link that is also sent to your UA-mailbox.

To add your timetable to the calendar of your UAntwerpen
webmail, log onto your UAntwerpen webmail:
http://mail.student.uantwerpen.be

Open your calendar by clicking on the calendar icon.

Click on "Import calendar", select "From web" and paste the
link that you copied into the "Link to calendar" field. Click on
"Import" to finish.

® 0% g Caendar- x|+

Wy calendars

> Other calendar:

> People’s calend.

T RIT [TPR
Your timetable will now become visible in the calendar.

If you are using a different calendar app you can find the
instructions to add your timetable on the relevant
webpages.
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Google agenda:
https://support.google.com/calendar/answer/37100?co=GE
NIE.Platform%3DDesktop&hl=nl&oco=1

Outlook.com: https://support.office.com/en-
us/article/import-or-subscribe-to-a-calendar-in-outlook-on-
the-web-503ffaf6-7b86-44fe-8dd6-8099d95f38df

Apple ICal: https://support.apple.com/en-gh/HT202361

VIEW CREDIT TRANSFER

You can request an overview of exchange courses and of
exemptions.

Click on the tile “Grades” and choose “Exchange” or
“Exemptions” in the menu.

PET—— Grades *

o Grades Exchange
=
et
Tem nsingen  Brogram Exenaiconne Units S Oescripion Grade
+ Enervpions
0002016 Fuden Unnersiy in AES: Busiess Eceremes Economenics 600 Z0STENMEE  Reszarchethos in Business 13
Haey
e SrengemasamST1 13
i 2018218 Fudan Unwersiy Ma AES: Business Ecoromics Ursanizaton in Ghina. £00 2101 TEAMBA Strategic Management "

201201 Fitan Universiy Ma AES: Busivess Eccncmics Deing Busess i Cina 600 2100TEWER)  Curront lisues ik Busness. 14

st P B s e 4 e e %

< Student Selfservice Grades ® @
o Grades Exemptions
110w
1By Exchange Term Program CatigNbr  Description Units Grade
+ Exemptions 2017-2018 Ba geschiedenis 1016FLWGES . tot de soc. wetenschappen 6,000 VZP
| History

DISCLAIMER: Exam resuilts are only valid as of the date of the announcement of the definitive results. The
iate and the manner of the announcement of the dafiive results shall be cammunicaisd al the start of the

=" Progress report academic year (EER art. 3 5.1) See daies and ofher for the dales as of which your definlive resulls are
available. A siudent who fasls fhal an exam resull or a decisian by {he examinaion board is ainted by a
siolation of is ar her rights may, with er withou assistance from the faculty embudsperson subil a
request in wriling for  review of that decision by the chai of the exsmination board or his/er deputy. This
request should be subminted wihin & period of seven calendsr days which starts on the day aer e day
on which the definive rasalts are annunced (EER art 21.3.1 and 21.4 1)

VIEW DATES ANNOUNCEMENT OF
RESULTS

You can find the dates of the announcement of results under
"My Academics" under the tile "Study program". Click on the
calendar in the column "Dates". The dates announcement of
results will appear in a pop-up window.

¢ Student Seliservice Study Program w

Academic year 2018-2020
e P
= iy Courses My program(s)
Program  Plan Contract Type  Status Study progress Dates.
i Envoll No measures present E
Dates announcement of results m

5 e Exam session Date hi-!”ll!'l

February 0770272020 Defauit it

June: 100772020

2nd exam session 1110912020

VIEW GRADES

You can view your grades per period.

Click on the tile “Grades”.


http://mail.student.uantwerpen.be/
https://support.google.com/calendar/answer/37100?co=GENIE.Platform%3DDesktop&hl=nl&oco=1
https://support.google.com/calendar/answer/37100?co=GENIE.Platform%3DDesktop&hl=nl&oco=1
https://support.office.com/en-us/article/import-or-subscribe-to-a-calendar-in-outlook-on-the-web-503ffaf6-7b86-44fe-8dd6-8099d95f38df
https://support.office.com/en-us/article/import-or-subscribe-to-a-calendar-in-outlook-on-the-web-503ffaf6-7b86-44fe-8dd6-8099d95f38df
https://support.office.com/en-us/article/import-or-subscribe-to-a-calendar-in-outlook-on-the-web-503ffaf6-7b86-44fe-8dd6-8099d95f38df
https://support.apple.com/en-gb/HT202361
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You get an overview of your grades in the current academic
year. You can switch the academic year or the career by
clicking on “change”.

< Stugent Serservice Grades w
Academic year 2018-2019
Grades

1P Exchange

Total units »

Lroms
% Exemptions

CatalogNbr  Description Units Grade Section Program

History 2104TEWMBE intemational Consultng Proj 300 15 ZIT1  Ma AES: Business Economics
Progress repon ZA07TEWEIO  Strategy, Stucture and Man 600 13 2IT1 Ma AES: Business Economics
2108TEWEIO It Business Research Sem 300 11 2IT1 M AES: Business Economics

2102TEWMBA Ethical and Sustainable Bus. 300 16 ZIT1  MaAES: Business Economics

DISCLAIMER: Exam resuts ars only vald 35 of the data of he announcement of the definitve resuits Tha dats and
he manner of fha announcement o the dofinfiva result shall be cammanicated at fhe siar of fe academic yoar
(EER 3 35.1). See daies and alhe for he dates a5 of which your defnlive resuts are avadatle. & studel who
el thal an exam resut or 2 decisian by fhe examination board i ainied by a violaan o hisce hes righis mey, wilh
of willaut azsistance rom the Eacully ombudsperson, submil  requesl in wiing or  review of hat decision by the
chsir of he xaiminsBon board or hismes deputy. This
dys which siarts on the day after the day on which the dofi

s period
sults are announced (EER art 213 1 and 21.4.1)

You can also request a total overview of all the courses you
have taken and the obtained results.

Click on the tile “Grades” and select “history” in the menu.
Use the filter-button to select the courses that you want to
see.

< Student Seifservice Grades a®

‘ Grades History
o

e |
i Comlog NBT  pripion Tam o Sesson Secton progry o Grade N gy o
 —gw—
[ Progress report 10S4FLWGES I Status 2T Bageschiedens 16 600 @ Eamed
— ==
=i e b e
m_— b e o o
= .
— —

You can request an unofficial PDF-report of all the courses
you have taken with the obtained results.

Click under the tile “Grades” on “progress report” in the
menu or click directly on the tile “Documents” and select
“View unofficial transcript of records”.

Select the career and click on “view report” to generate the
report. This will appear in pdf. Attention, make sure the pop-
up blocker is turned off.

Remark: You can always request an official transcript up to
now from the faculty.

SUBMIT REQUESTS

You can submit different types of administrative requests
through. At this moment you can submit the following
requests:

Re-enrolment for a programme in a new academic year
Change your current enrolment

Change your academic plan

Enroll for an academic subplan (if applicable for your
programme) this means selecting a specialisation, an
option, a major or a minor.

Delete an academic subplan (if applicable for your
programme)

Register as an employed student

Register exam moments

Cancel exam moments

You can enrol for the 2nd exam session

You can confirm special facilities

o O O O O

O O O O O
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o You can submit a request for mobility/internship if you
want to go abroad through an exchange programme or
if you plan to do an internship

o You can request graduating in February if you can
obtain your diploma in the current academic year

o  You can submit a dissertation request

o  You can submit your dissertation..

Click on the tile “Requests”. The requests are grouped per
theme. Click on one of the arrows to open another theme.

< Student Seffservice Requests/ My Requests A e
D

3 NewRequest Choose which type of request you wish to submit
Career management

a My Requests

Exams

Mobility

Graduation

You can view previously submitted requests under “My
requests”. Standard, you will see 5 requests. Click on “View
more” if you want to view older requests.
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Click on the arrow or anywhere in the row to see the details
of the request.

Re-saroliment ®
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Resdanic year 20152020
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RE-ENROLMENT FOR A NEW
ACADEMIC YEAR

As of 16 July you can re-enrol for a new academic year. You
can continue in your programme or you can choose another
one.

If you have not yet enrolled for the new academic year you
will have a task for this under the tile “Tasks”

% SisA Self-Service Student Tasks L i@

Tasks. El Tasks

RE-ENROLLMENT  You have not yet re-enrolled for academic year 202172022

1row

Click on the task.
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Task details

RE-ENROLLMENT

You have not yet re-enrolled for academic year 2021-2022
‘fou can re-enrell via

Click on the link here or go to the tile “Requests”.

3 NewRequest Choose which type of request you wish to submit
Career management =

4 My Requests

Exams ~
Mobility =
m Dissertations -
Graduation =

Select “Re-enrolment 201#-201#” under “Career
management
You will get the following page.

)
Cancel | Next
Academic year 2019.2020

This request allows you 10 renew your enrollment for the next academic year.

& programs in the academic year 2018-2019 which are not completed. Select the programys) you wish to continue.
am' 10 add a new program to the list
the request

You wish o enroll in the academic year 20192020 in the following program(s):

Academic
Career

Extra Program

If you want to continue enrolments for programmes that
were active in the previous academic year, mark “yes” for
selection and click on “next”. If you don’t want to continue a
programme, leave “Select” on “No”.

Attention, if you have completed the bachelor’s programme
and are now enrolling for the master you do not continue
your enrolment for the same programme. The master’s
programme is a different training programme.

Type of contract Program Plan Select

If you just want to continue your current enrolment, click on
“next”. If you don’t have an active programme or if you want
to enroll for another programme as well, click on “Extra
Program” first.

You will get the following screen. Fill out career, program
and plan and click on “Add Program”.

Cancel Extra Program Add Program
*Type of contract | Diploma contract v o

*Academic Career | Master

o

*Program | Ma Business Economics v

*Plan | Master of Business Economics LA i ]

Language of instruction English

You go back to the overview. The programme has been
added and it is marked for selection.

o ]

Academic year 2019-2020
This request allows you to renew your enroliment for the next academic year.
These are your active programs i the academic year 2018-2019 whih are ot cometed. Selec the progean(s)you wish o continue

Extra Program’ to add a new program to the list
psmbeliziiric s request

You wish to enroll in the academic year 2019-2020 in the following programi(s):

Academic

e of contract Program Plan Select
Rl Career o
Diploma convract v Master Ma Computer Sclence  Ma Comp Sc: Computemetworks| (| No
Diploma contract v Master Ma Business Economics Ma Business Economics Yes

Extra Program

Click on “Next” to enroll for the selected programmes.
Please note that you have to select at least one programme
before you can select “Next.
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Check again if you definitely want to (re-)enroll for the
programmes listed.

Put “Yes” next to “I hereby confirm....” and click on
“Confirm”.

Cancel Check and confirm your request

Type of contract Academic Career Program Plan

Ma Business Ecanomics

Diploma contract Master Ma Business Economics

Yes

obse requ .o
o have lagal aamatstraive andior fnancia consed

garding ny anrobnens

You will go to “My requests”

A message that your request has been forwarded to the
registrar’s office will appear in a green box at the top for a
few seconds.

©
& Mew Request row
n My Requests Re-enrollment
Date of action 23032020
Status of request Requested >
You can click on the request to review the details.
[Fumber of request_308580 Requesied ]
Back

Academic year 2019-2020
Your request to enfoll in the selected program(s) has been forwarded to the registrar's office for verification and processing

Your request can not be cancelled
You will receive an emall in your UA-mallbox when your request has been processed.

You wish to enroll in the academic year 2019-2020 in the following programis):

Type of contract Academic Career Program Plan
Diplomma contract Master Ma Business Economics Ma Business Economics
Yes

You will get a message in your UAntwerp-mailbox once your
request has been processed.

CHANGE YOUR CURRENT
ENROLMENT

A change of enrolment can mean cancelling an enrolment
and/or taking an additional enrolment. Click on the tile
“Requests”. Choose "Change current enrolment" under
“Career management”.

Mark “Yes” for the programme for which you want to cancel
your enrolment. If you do not want to enroll for another
programme, click on “Next”.

L]
Number of request  NEW Concept

coet [5]

This request makes it possible to end an enrollment under diploma contract and/or ta 2dd an enrcliment for a new program
Select the required action(s) below and click Next

Academic year 2018-2020

1 wish to end enrollment for the following selected programs:

Contract Type Career  Program Plan Drop

Diploma contract Master  Ma Business Economics Master of Business Economics Yes

g an stciman 1208 104 8 1 0008 3 080 110 80 Qs 0 Tty 0 g Can pcioals B echses ar axans
bl i arthver
Furthermors, Shangig an acader pan 8 el Possie ih P4 roquest. Use he request“Change a-ademic par nsieas

If you do want to enroll for another programme, click on
“Extra program” at the bottom and fill out the requested
information on the pop-up screen. Click on “Add”.

Click on “next”.
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D
Number of request NEW Concept

Cancel E

This request makes it possible to end an enroliment under diploma contract and/or to add an enroliment for a new program
Select the required achon(s) below and click Next.

Academic year 2019-2020

1 wish to end enrollment for the following selected programs:
Contract Type Career Program Plan Drop

Diploma contract Master  Ma Business Economics Master of Business Economics Yes

Delete extra program

1 wish to enroll for a newladditional program

Contract Type < Career &  Program © Plan < Enroll ¢
Diploma contract ~ Master  Ma Computer Science  Master of Computer Science: Data Science Yes
Pesse nole

Endig an envolme mean haf ou are 1o langer 2 i specicpr i yau o longer and axams

R hips o uarhiers beser for mane ot

Frthermars, changing an aCadensc pian 1§ Not possibie Wil Ihs 1equest. Lse M request Change ACadenc pian” Insiesd

You get a summary of your request. If everything is correct,
mark “Yes” next to the consent and click on “Confirm”.

Cancel Request end an enrollment and/or submit a new enrollment
Drop:

Contract Type < Career Program © Plan <

Diploma contract Master Ma Business Economics Master of Business Economics

Enroll:
Contract Type Career Program < Plan <
Dipioma contract Master Ma Computer Science Master of Computer Science: Data Science

e program
fee. |

iee. | accept
ent or no leaming

You see in the list of your requests that your request has
been submitted. Click on the request to view the details.

D
& New Request ]
= My Requests [change enroliment

Pateof 2062020

Frms ol Requested ’

umber of ypoc
queze  S098%7

You can track the status of your request through “My
requests”.

CHANGE YOUR ACADEMIC PLAN

Go to the tile “requests”. Choose “Change academic plan”
under “Career management”.
& New Request Choase which type of request you wish to submit:

Career management
& My Requests

Exams

Mability

Graduation

Select the programme for which you want to change the
academic plan. If you are enrolled in just one programme
this section will be filled out automatically. Click on “next”.

P T— Change Academic Plan )
)

Academic Career  MASA Master

Academic Program MOO4T Ma Biology

AcademicPlan  MOOATODI  MaBilogy Biodiversiy

Mumber of request  NEW Concept

oo [

Wit this reuest you can change your acadec pian.

Please note that changing your academic plan could change your acaderic requirements and delay your graduation. Please contact the study
aavisor of your faculty st 15 GISCuss the mplications of s change

Please select your new academic plan: | [ Master of Bivlogy- Global change biology (MD047002) -||
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Select your new academic plan and click on “next”.

Confirm change Academic Plan

Active Academic Plan:

Master of Biology- Biodiversity: canservation and restoration (M0047001)

New Academic Plan:

Master of Biology' Global change biology (M0047002)

You get a summary of your request. If everything is correct,
click on “confirm”.

You go back to your requests where you can see that your
request has been approved automatically. Click on the
request to view the details.

)

& New Request 1row

& My Requests Change academic plan

Master

Date of

0710772020 "

' Ma Biolo
oram ay

e Academic Plan Ma Biology Biodversity

request

ADD OR DROP AN ACADEMIC
SUBPLAN

An academic subplan is for instance a major, minor, option,
specialisation. If your programme has academic subplans
you are obliged to enroll for them. You can only enroll for
courses after you have selected the required academic
subplans.

Click on the tile “Requests”. Choose "Add academic subplan"
or “Drop academic subplan” under “Career management”.

Select the programme concerned. If you are enrolled in just
one programme this section will be filled out automatically.

Click on “next”.

5 New Request Choose which type of request you wish to submit:
Career management A
& My Requasts

Exams

Mobility

Graduation

Select the academic subplans. If you have selected the
wrong academic subplan, click on the minus-sign. Depending
on the authorized combination you can add a second (or
third) academic plan by clicking on “add line”. Once you
have made the right choices, click on “next”.
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€ Regquests! My Requests Add academic subplan f
D

Academic Career MASA Master

Academic Program MO0095 Ma Business Economics

Academic Plan M00395000 Ma Business Economics

Number of request  NEW Concept

Master

With this request you can enroll for academic subplans (major, minor, option or specialization) for the selected
study program

Following combinations are allowed
1 Minor, 1 Major

At the moment you're not enrolled for any academic subplan.

Academic Sub-Plan Type & Academic Sub-Plan &

Major Strategy and organisation (M009500005) El

You get a summary of your requested academic subplans in
a pop-up screen. If everything is correct, click on “confirm”.

Your request will be processed automatically. You go to the
list of your requests.

< Studiesubplan tosvoegen Requests/ My Requests ® : @
0
& New Request 5 rows
o My Requests IAdd academic subplan .
Pote ot 23000020 A“:el“e Master
:;::,:‘n P— ) ng‘ :; Business Ecanomics >
?':T:’:;m oo Academic Plan Ma Business Ecanomics.

Click on the request to view the details.

ID

Academic Career  MASA Master

Academic Program M0095 Ma Business Economics
Academic Plan M0095000 Ma Business Economics
Number of request 308636 Approved

The following academic subplans were added

Major Strategy and organisation
M009500005

Miner Marketing
M009500009

If you want to change your academic subplan at a later stage
you can delete the chosen academic subplan through “Drop
academic subplan”.

Mark “Yes” for the academic subplan that you want to drop.
Click on “Next”.

< Requests! My Requests Drop academic subplan HENO)
ID

Academic Career  MASA Master

Academic Program MO0095 Ma Business Economics

Academic Plan MO0095000 Ma Business Economics

Number of request NEW Concept

Master

‘With this request you can drop academic subplans for which you previously enrolled

Academic Sub-Plan Type Academic Sub-Plan Description Drop
Major MO009500005 Strategy and organisation | Yes | |
Minor MO009500009 Marketing l Yes |

Click “Confirm” on the pop-up screen.

Your request will be processed automatically. You go to the
list of your requests.
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# New Request

4 My Requests Drop academic subplan

Date

23062020

Click on the request to view the details.

ID

Academic Career MASA Master

Academic Program M0095 Na Business Economics
Academic Plan M0095000 Ila Business Economics
Number of request 308635 Approved

The following academic subplans were dropped

Major Strategy and erganisation
1009500005

Minor Marketing
1008500009

REGISTER FOR OR CANCEL EXAM
MOMENTS

If you have to choose an exam moment for an oral exam you
have to do this through SisA.

Click on the tile “Requests”. Choose “Register exam
moments” under “Exams” and select the programme for
which you want to register exam moments.

o o Rt Choose which type of request you wish to submit:
Carser management =
& My Requests _— N

Mobility =

m Dissertations. -
Graduation

Select the preferred exam group and next the preferred time
slot for each course that is shown. Click on “next”.

Register exam moments.

On the next screen, click on “confirm”.

‘j:nwl? Register exam moments I|connml

Catalog Nbr Description ~ Exam Type  Exam group Time slot

1001WETBCM Biochemistry Cral Groep 2. 12-01-2021 (13:00 - 16:00) 14:00 - 15.00 (4 free)

You will get a confirmation message and will automatically
be redirected to “My Requests”. Click on the request to see
more details.

Roquests/ My Requests

10
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Your exams will be shown in your timetable in yellow.

Timetable
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To cancel a previously registered exam moment, click on the
tile “Requests”.

Choose “Cancel exam moments” under “Exams”.

My Requests

4 New Request Choose which type of request you wish to submit:

4 My Requests

Mobility v

Select the programme for which you wish to cancel exam
moments.

Select a program for request 'Cancel exam moments": m

Academic Institution | 00001 - Universiteit Antwerpen v

Academic Career = BACA - Academic Bachelor v

Academic Program | B0005 - Ba chemie v

Select the exam moment you want to cancel by sliding the
button to “Yes”. Click on “next”.

Cancel Exam moments

Catslog Nor Description Exan Type Exam grovp oae Tine siot Cancet

TootwETBCM [ — ol ' oeonz 100- 1208 Yes

On the pop-up screen you need to check and confirm the

cancellation.
Caneel Cancel exam moments Confirm
|
Catalog Nbr Exam Type Exam group Time slot Description
1001WETBCM Oral 1 1:00 - 1200 Biochemistry

You will get a confirmation message and will automatically
be redirected to “My Requests”. Click on the request to see
more details.

Universiteit
Antwerpen

Requests! My Requests

ENROLL FOR THE SECOND EXAM
SESSION

Click on the tile “Requests”. Choose “Enroll for second exam

session” under “Exams”.

2 New Request Choase which type of request you wish 1o submit

& My Requests

Mobility

In the pop-up window you select the programme for which
you want to enroll for the second exam session. If you are
enrolled in just one programme this section will be filled out
automatically. Click on “next”.

Select a program for request '2nd exam session': m

Academic Institution
Academic Career

Academic Program

00001 - Universiteit Antwerpen v
MASA - Master v

M0044 - Ma Chemistry v

Academic Plan = M0044000 - Ma Chemistry v

On the next page, you can download the Education and
Examination Regulation. Select the courses for which you
want to enroll for the second exam session. Click on “Next”
to proceed.

¢ Requests/ My Requests 2nd exam session

Master
Ma Chermistry
Ma Chemistry
Concept

Academic year 2020.2021 | 20d exam session

Wt s oquestyou camanvotfor the 20d sxam sasslon and dackrs 1o be aware of v SuESor T et Fegave]

Selact courses for which you did not pass in the 15t exam session and cick on the Next button ta register for the exams in the 2nd exam session
Catalog Number Description Units Selact

200 Cham react sng 300 Yes
2001WETDPS Dynamic processes at surfacss 300 N
2001WETHKA Heterogenaus catalysis 300 Mo

Check and confirm your choice in the pop-up window.

2nd exam session Confirm

1 row
Catalog Number Description Units
2001WETCHP Chem react eng 3,00
You get a confirmation message.
2nd exam session E]

« CHEMIEWE 2001TWETCHP - Chemical reaction engineering
You are enrolled in this course

11



SisA
Studenten Selfservice

If you close this window you will automatically be redirected
to “My requests”. Click on the request for more details.

Requests/ My Requests

& New Request

& My Requests, 2nd exam session

0482021

Reguest process.

EE

REQUEST GRADUATION IN
FEBRUARY

You can submit a request to graduate in February as of 1
November until 2 January.

Make sure it is possible for you to graduate in February. Of
course, you should be in the final year of the programme
and you should be able to take the exams of your remaining
courses in January/February.

It will not always be possible to take the exam of a 2nd
semester course in January. If you still have to take an exam
of a 2nd semester course you should check with your
faculty/institute if you can take this in January. The
faculty/institute communicates for which 2nd semester
courses it is possible to take the exam in January. Attention:
you should have already takenthe course in a previous
academic year.

Click on the tile Requests. Choose the request "Graduation
in February" under "Graduation".

5 New Request Choase which type of request you wish to submit

& My Requests

CONFIRM SPECIAL FACILITIES

You can indicate through SisA for which courses you wish to
avail of the possible facilities. Later, the faculty will confirm
for each course if the facilities can be granted.

Click on the tile “Requests”. Choose “Special facilities” under
“Exams”.

& New Request

& My Requests

Select the programme for which you want to confirm special
facilities and click on “next”.

Select a program for request 'Special facilities': m
Acadsmic Institution | 00001 - Universitit Antwerpen v
Academic Career = MASA - Master v
Academic Program | M0044 - Ma Chemistry v

Academic Plan | M0044000 - Ma Chemistry v

You get an overview of all the possible facilities. For each
facility, select the courses for which you wish to avail of it.

Universiteit
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Click on “More info” to see when it is possible to request
special facilities.

P —— Special Faciities

+ Exam spreading for students with a functional impairment
+ Exam questions read out loud

+ Leniency for spelling

b Extra time for exams (this includes extra preparation time for oral exams} (+30%

Click on a facility and select the courses for which you would
like to use this facility by sliding the button to “Yes”. Click on
“Next”.

Please note that this entails a commitment. If the faculty
approves the facilities you are expected to avail of them for
the selected courses.

» Exam spreading for students with a functional impairment
~ Exam questions read out loud
Mare Info @

» 15t sen

- and so

Catalog Number Description Request

2001WETGAM Advanced c materiaks Yes ()

2001WETLCT Advancsd LC-MS J Mo
2001WETLYT Ligand field theory Yos |

2001WETMEA Madern slectroch al, inc sensa Yos |

2002WETBST Industrial intermship Yes [

2300WETPRS Process safety No

Click on “Submit” at the top of the page.

You’ll get a confirmation that your request has been
processed successfully.

Under the tile “Documents”, under “Facilities”, you can print
a list of your facilities with the status for each of them. You
will get a message under “Tasks” when the status has been
changed by the faculty.

EXCUSE ONESELF FOR AN EXAM

Click on the tile “Requests”. Choose “Exam excuses” under
“Exams”.

& New Request

& My Requests

On the pop-up screen, select the relevant programme. Click
on “Next”.

Back Select a program for request ‘Exam excuses”:

Academic Institution 00001 - Universiteit Antwerpen

Academic Career

Academic Program

Academic Plan

Exam Period | 1st exam session January

12
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You will see a list with the courses of the current exam

period. Select the courses for which you wish to excuse
yourself and click on “Next”.

You get an overview of the courses for which you want to
excuse yourself. Check and “confirm” the list.

| Cancel Exam excuses

Catalog Number Description Section Session Units

ImssFowcorz Introduction to Antropology 2T 1st semester 3,00 I

After you have confirmed you cannot change this choice through Self Service. If you wish to take the selected exams noltify the faculty
andlor the lecturer in advance. In case of illness or force majeure, do not forget to submit the necessary certificates to the student
administration office of the faculty, as stated in the EER

You will get a confirmation message and will automatically
be redirected to the screen “My Requests”. Click on the
request to see more details.

REQUEST MOBILITY/
INTERNSHIP

Click on the tile “Requests”. Choose “Request
mobility/Internship” under “Mobility”.

& New Request Choose which type of request you wish to submit

# My Requests

If you are enrolled for more than one programme, select the
relevant programme.

Choose the exchange programme. You can choose Erasmus
Belgica, Erasmus Study, Faculty agreement or Institutional
agreement.

Select a program for request 'Request mobility/internship': m

Academic Institution | 00001 - Universiteit Antwerpen v
Academic Career | MASA - Master v
Academic Program | M0044 - Ma Chemistry v

Academic Plan | M0044000 - Ma Chemistry v

| Exchange program | Erasmus Study ~

Study or research at a European partner university (min.3 months)

Click on “Next”.
Fill out the required fields and click on “Submit”.

Universiteit
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Request mobility/internship

r MasA aster
m W0k Ma Chemty
MOOMO00  Wa Chemstry
NEW Concspt

ou can ftate your appICaRon for for mossey or inesp 7 Mosiity Orioe e You have 10 Complete your applkation Your persana and acadsmic nformation il ba
1 your apphcaton oréy e 38udy Gata AF the year o mobit marmatee f amergency st oo sfed n e fem beis

gter in Mo

Use your Uhntwerp login and password

n | Acsdemec

Confirm in the pop-up window that you want to submit your
request.

€ Roguen My flsquests Roquest mobility/ntemship

Your request has been submitted to Mobility Online. You can
complete your request there. You will be directed to “My
request”. Click on the request for more details.

& My Requests. Request moblity/internship
o ction  04/08:2021

Request processed

311e70

REGISTRATION AS AN EMPLOYED
STUDENT

Click on the tile “Requests”. Choose “Registration as an
employed student” under “Career management”.
4 NewRequest Choase which type of request you wish to submit

Garser management =
a My Requests

Exams w
[ -

Select the situation that applies to you. And click on “Next”.

13
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D
Number of request  NEW Concept

Cancel | Next
Acadsemic year 2020-2021
The University of Antwerp supparts the employed student and his/her student life through the Centre for Werk

and Stues (Centrum WeST) Those whe regster as an employed student can request centain faciities and
can use the services for emgloyed students. You can obtain more infommation aboul the facktes at Cenlrut
VeST

Piease select below the situatin that agpiies to you. If iene of the situations apply you cannot register as an
employed student. Please note that a stdentjob does not qualy for tis regisiraion

1am a student who

i a job-seeker entitled to benefits. The training programme DOES NOT fitin a path 1o work proposed by the VDAB
& a job-seeker enttled to benefits. The training programe fits in a path to work proposed by the VDAB

i sell-employed (or s

receives a scholarship from the Flemish Community and has
works LESS than 80 hours per month but at least half of a full

status of independent student
e contract as an employee

works LESS than half of a full ime contract as an emplayee. in the framework of family-related burdens or volsnleer care

Select “Yes” next to the declaration and click on “Confirm”.

G Registratie werkstudent [contirm]

You have made the following choice:
1am a student who works MINIMUM B0 hours per month as an employee
8NGNALT Nave Ihe necessary doCuMENts 1o prove my empioyment sauation. The

Yes 1 geciare on my NONoUT hat s INfarmation is
university may request these documents for v a at any ime. | confirm that | valuntardy make the information above available lo

Ihe universiy for Statistical processing. The universily guarantess INBL Ihis iNfarmatan is Processed ananymously

You go back to your requests where you see that the request
has been processed automatically. Click on the request to
view the details.

D

8 New Request Ziows

3 My Requests Reg. as an employed student
Date of 07072020
ST Reauest pocessed »
Humber of "
request 08650

SUBMIT A DISSERTATION
REQUEST

The faculty will determine in which period you can submit a
dissertation request. Click on the tile “Requests”. Choose
“Dissertation request” under “Dissertations”.

2 New Request Choose which type of request you wish ta submit

Caroer managemant v
& My Reguests S .
Mobility
Dissertations >

Gradustion

If you are enrolled for more than one programme, select the
programme for which you want to submit a dissertation
request. Click on “next”.

Select a program for request 'Dissertation': Next

Academic Institution | 00001 - Universiteit Antwerpen v
Academic Career | MASA - Master v
Academic Program | M0095 - Ma Business Economics v

Academic Plan | M0095000 - Ma Business Economics v

The next page gives an overview of all the requested
information about your dissertation. Complete all the
required fields:

Universiteit
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Dissertation

Academic Carer  MASA Master
Acadsmic Program  MD09S Ma Businsss Economics

Academic Plan MO095000 Ma Business Economics

Numbar of request  NEW Not requestad

Acadamic yaar 20202021

This applcation makes i possibla 1o ragusst & dissartation for the sslectsd study program.
= Dissertation type

For which lom ani fos which shudy program da you eaed i suben 3 disseciation request?

“Dissenstion type [3 ]

- Title
Tite
Titlein foreign language] A4
Duo-thesis [
Extra info
- Supervision
Tooe 0 Nome Emall Address

Seiect 3 promator or your issertatn iy ciexieg an he magnfies unses 1D’ Yol £37 S436eh By NaMe 3ad by frst=ame. The peomatir ot choose wil Siher 3ROV of etise Yo request I e
prom P pp— o et hosaing a tfaranl pramaice I he prometes as azproved rour egus i 10 change seamstors ask o
VAl recuesd. Orce tes 5 Gans you Gan suben 3 mev eauest

prometoe fo refuse v

Click on “Add” next to “Dissertation type”. Select the
academic year (term) in which you plan to finish and submit
the dissertation. Also select the academic career, the
academic program, the academic plan and the programme
component that represents the dissertation.

Dissertation type Apply

“Term | 2021-2022 «| O

*Academic Career | Master ~ o
“Academic Program | Ma Business Economics v o
“Academic Plan | Ma Business Economics v o
*Program component | 2103TEWMBA - Master's thesis ~ o

Faculty regulation

For which term and for which study program do you want to submit a dissertation request?

Click on the link “Faculty regulation” for the instructions of
your faculty.

Click on “Apply”.

Click on “Add” next to “Title”. Give a (provisional) title and
indicate it as “Official title”. It is also possible to enter a title
in a foreign language. In that case, choose which title is the
official one. The official title will later appear on your
diploma supplement. You can give more information about
your request in the “Extra info”- field.

Title Apply

Data Languags:
B I US|[x x @ |« Q& 5

body p

Do you write your thesis in co-operation with another
student? Then change the box “Duo-thesis” to “Yes” and
write the name of the other student in de textbox “Extra
info”.
w Title
*Title (official) Test
Edit
Title in foreign language Add

-
Duo-thesis [ Yes )

| “Extrainfo |3
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Finally, select the promotor of your choice. Click on the
maghnifier. You can search for the promotor by name and
first name.

« Supervision

Type *ID

Promotor Q

Check if the information you filled out is correct and click on
“submit”. Click “Yes” in the pop-up window to confirm.

An e-mail has been sent to the lecturer you have chosen.
You will receive an e-mail when your request has been
treated.

CHANGE OR CANCEL YOUR
DISSERTATION REQUEST

To change a dissertation request you first have to delete the
active dissertation request. Once you have done this you can
submit a new request.

Attention: you can only change your dissertation request as
long as the lecturer has not treated your request and the
status is “requested”.

Click on the tile “Requests”. Choose “My requests” in the
menu.

& New Raquast

& My Requests

sertation

s 04082021

anen

Click on the request to see the details of the dissertation.

Click on the button “Cancel request”.

Dissertation

- Title

= Supervision

Type [ Name Email Address

An e-mail is now sent to the lecturer confirming you have
cancelled your request.

You can start a new dissertation request.

If the lecturer has already approved your request and you
wish to change promotors, ask the lecturer to decline your
request. You will receive an e-mail when this is done. You
will then be able to submit a new request to another
lecturer.

Universiteit
Antwerpen

SUBMIT YOUR DISSERTATION

You can only submit a dissertation if you are enrolled for the
relevant programme component and if the submission
period is open for your study programme.

Click on the tile “Requests”. Choose “Submit dissertation”
under “Dissertations”.

& New Request

& My Requests

If you are enrolled for more than one programme, select the
programme for which you want to submit the dissertation.
Click on “next”.

If necessary, change the title of your dissertation. The title
that you type here and that you mark as “official title” will
appear on your diploma supplement. If your dissertation
may not be consulted through the library because of a
confidentiality clause, slide the button to ”Yes” next to
“embargo”.

€ Requests/ My Requests Dissertation @ QO

D

A
A
A
N

Academic yoar 2020.2021 | 15t exam session
This application makes It possible to submit 8 dissertation for the selscted study program

» Dissertation type

v Title

~ Supervision
Type 0 Name Email Address
Co-promot

Promotor

~ Uploaded documents

Class Section File Nome Upload Date
zm
s :’

Fill out the abstract. At the bottom you can upload your
dissertation. You have to upload a PDF-file of maximum 50
Mb. You can also upload a ZIP-file of maximum 300 Mb. Click
on the link for instructions on file types acceptable within
the ZIP-file and for tips on how to reduce file size.

Once you have uploaded the correct files, click on “Submit”.
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Tyoe ) Name Emat Acoress

Class Socton Filo Name Upioad Date

You are directed to “My requests”.

An e-mail has been sent to your promotor confirming that
you have submitted your dissertation through SisA.

MANAGE PERSONAL
INFORMATION AND PRIVACY

Use your selfservice to change an address, phone number or
bank account number.
On your home page, click on “Personal information”.

< swdent seitsarvice Personal Information 3

)

IF& Demographic Information

Demographic Information
i Addresses D
Lsst Hame

Contact Cetails
[~ First Name

|2 Bank Accomnt Gender Female
Date of Birth
[ Proacy Birth Location
Birh Country Belgium
m Nationaliey Belgium
Mational Identification Number
Country National 1D Type National I
Besgium National Register Number

8 any of the information abeva Is incarrect, conact the rogisirar's offco through the helpiesk

You immediately get the relevant pages.

Universiteit
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You can consult the data concerned on the relevant pages
and change them if applicable.

Attention, your UA email address always remains your
preferred email address and is always used by the
university to communicate with the students.

Click on the tab privacy to indicate to which organizations
the University of Antwerp may disclose your address details
and/or your study results.

T o—— Privacy
1 Adtreses
<@ Contact et

Bank Account

o o aaatageof

Indicate for each organization if you give “permission” or
“no permission”. Next click on “Save”. As long as you have
not made a choice for every organization or if a new
organization is added to the list you will see a task under the
tile “Tasks”.

As long as you have not indicated your choice your details
will be treated as if you have not given permission.

UPLOAD A PHOTO

If you have not yet uploaded your photo, you will get a task
to this effect under the tile “Tasks”.

Click on the link or go to the tile “Personal
Information” and the menu item “Photo”.

Task details x

MISSING PHOTO

Your photo is missing from your personal information
Plzase upload a photo in SisA via:

Upload Photo

You will get the following page.

5 Demagraphic Information

Photo
B Adereszas
4§ Contaet Deti
& Bank Account =
& Pivacy _

P CONU Ik 119045k 10 M 1 FEQUISMAATE WPACh 1 DOI0 st et

Make sure you have a photo ready. The photo has to fulfill a
number of requirements. Click on the button “Upload
Photo”.

Select a photo from your device and click on “Upload”.
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File Attachment x

Choose From

Upload | Clear ‘

0 Pasfoto jpg
File Size: 9KB

As soon as “Upload complete” appears, click on
“Done”.

File Attachment w

Choose From

n Pasfoto.jpg
File Size: 9KB

| Upload Com élelel

You will now see the date on which you uploaded the
photo and the status is now “waiting for approval”.
The Registrar’s Office will check if your photo can be
used for the student card.

Please note that, in the example, a dummy was used
for privacy reasons. If you upload a dummy yourself,
the photo will be rejected.

It is not possible to upload another photo when the
status is “waiting for approval”.

55 Demographic Infamaton
Phato @

If the status of your photo is “rejected”, the reason
will also be shown. You will again get a task “Missing
photo” and you can upload another photo.

If your photo has been approved, this will be shown in
the status and your photo will also appear at the top
of the page next to your student number.

Photo @
Upload Photo

Once you have an approved photo and you have paid
the study fees, your student card will be sent.

Universiteit
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Are you really not happy with your photo or has your
appearance changed considerably (e.g. beard, totally
new hairstyle, ...)? In each new academic year you can
upload a new photo once. This is possible as of 16 July.
Go to the tile “Personal Information” and the menu
item “Photo”.

VIEW FINANCIALS

On the tile “Account Summary” on your home page you will
see immediately if there is an amount due.

Tasks persanal Information Study Program Roquests

-
-
]
I

& =

Under the tile you will find an overview of your account to
date in relation to the calculated fees and the booked
payments.

Under “Account balance” you will find the amount due (if
there is one). You will also find information on how to pay.
Account Balance

Dus Date Term Amount Dus

Due now Academic year 2020 2021 21,90

20202021 %] a1 .

Under “Account summary” you will find the calculated study
fees and payments in the current academic year. You can
also view this for other academic years by changing the
academic year at the top left.

Account Summary

Academic ysar 2020.2021 |

Accourt Batance

Account Summary

fey ey o

Last Activity Tt Type Amount
wsorant - w0 [
2um0auz0 [E— 200

Toal 52190

Click on the row to get the details of the calculated study
fees.

Consult the UA website and the helpdesk
http://www.uantwerpen.be/helpdesk-international/ for
more information about study fees.

VIEW HOLDS

Your account may be on hold for a number of reasons such
as: no/incomplete payment of study fees, file under
consideration, study progress, etc.... In that case all your
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enrolment actions are blocked until the problem has been
resolved. Contact the relevant administration office.

Go to your home page and click on the tile “Tasks”.

Tasks Personal Information Study Program Requests

P

« & a

Account Summary

-
b

521,90 EUR Oue now

Links Doctorate

& 8

Click on Holds and then on the hold for more information.

Tasks 2 Tasks
2rom
PRIVACY MANAGEMENT  Manage who has access 0 some of your data in pessonalinformation >
|-10LD You have  hald on your enrolment Plesse take the sppropriate action ]

You will get more details about the hold and what you can
do to resolve this.

Hold Details x

Enrolment not allowed

Reason Unpaid invoice
Your tuition fee has not been paid (completely). Therefore, your facilities have been put on hold
Please pay the remaining amount as soon as possible. Check the informatien in Finances in

your self service. Contact the helpdesk (http:fwww uantwerpen.befhelpdesk-international) if you
need more help.

VIEW LEARNING ACCOUNT

Select "My Academics" in the menu under the tile "Study
Program".

Under "My learning account", click on "obtain learning
account".

< Student Selfsarvice Study Program _ @)
Academic year 2013-2020
= My Cowses My programis)
Program  Plan Contract Type  Status Study progress Dates

T Envall

Ma Biclogy Ma Bickogy: Giobal change  Diploma contract Active  No

i Orop Term Enrollment Limits
Career Max Total Units Reason limit
Master 66,00 Default limit

My learning account

Obtain learning aceount  The current amount

You will now see the current amount in your learning
account.

My learning account

Obtain learning account The current amount

Obtain learning account @ | 164

The displayed learning account is obtained from the
Database Higher Education from the Flemish Government.

Universiteit
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The details regarding your learning account can be found on
the student portal of the government:

www.studentenportaal.be

ATTENTION: the Database Higher Education is only
active during working hours. No rights can be obtained
from the displayed learning account.

PRINTING DOCUMENTS

Click on the tile “Documents” to print an unofficial transcript
of records and study certificates yourself.

You can also print the summary of your confirmed special
facilities.

Click on the required document to make it appear in pdf.
You can then print it.

Documents

The documents are opened in a new window or tab. Make sure the pop-up blocker is
turned off in your browser.

w Study progress

Unofficial transcript of records

« Certificates

Studiebewijs

Study certificate

Attest studieverloop

Certificate study progress

Study cert. Foreign Students' Office
Election certificate

Election certificate assessor
Certificaat studentenmandaat

« Facilities

Confirmed special facilities

Attention, make sure the pop-up blocker is turned off in
your browser or the documents will not appear.

DIGITAL STUDENT CARD

If you have uploaded a photo and you have paid the study
fees you have received a student card. If you forgot your
student card or if your card is still in the post, you can bring
up your digital student card and show it if asked.

Go to the tile “Personal Information” and click on the button
”Student card”.

)

o

[ Demographic Information
Demographic Information

]

' Contact Detalls
Last Name

41 Bank Account First Name
Gender Male
& P
&, Privacy Date of Birth
i Photo 8irth Location
Nationaiity Belgium
National Identification Number
Country National 1D Type National 1D
Beigium National Register Number

M any of the information abave 1 ncoroct, cont

ras's office thvough the

You will see your digital student card and its status. This card
has the same barcode as your physical student card.
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Student Card X

Universiteit
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Academic year 2019-2020

Bachelor in de rechten

valid @

R

4180006010

Your physical student card was printed and sent to
your postal address on 05/08/2019. Please use our
helpdesk for questions.

You can also see when your physical student card was sent.
If there is a problem with the delivery of the physical card
(e.g. undeliverable), this will be shown here.

The (digital) student card is only valid if

e you have paid the study fees

e you have uploaded a photo

e you have an active or completed enrolment

e you are enrolled under a diploma contract or a credit
contract (enrolments under exam contract are not
shown)

e thereis no hold because of amounts due

If the card is not valid, your programmes, student number
and barcode will be hidden.

NEED HELP?

Look on
http://uahost.uantwerpen.be/helpdesk/ro helpdesk/
For support in using SisA self-service.
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