PROGRAM APPLICATION MANUAL
VRIJE UNIVERSITEIT BRUSSEL

Contents

Introduction .......................................................................................................... 3
Step 1: Create an account ...................................................................................... 4
Step 2: Privacy preferences .................................................................................... 6
Step 3: Prior education .......................................................................................... 7
Step 4: Social Services ..........................................................................................10
Step 5: Intake Survey ...........................................................................................11
Step 6: Program Request ......................................................................................12
Step 7: Document checklist ...................................................................................15
Step 8: Finishing your application ...........................................................................16

INTRODUCTION
This manual will guide you through the steps of the application procedure for a program
at the Vrije Universiteit Brussel.
After you have submitted your online application you will receive an e-mail of the Vrije
Universiteit Brussel with, if applicable, the payment details for the application fee. After
we have received the application fee the application process will start.
You will be informed of every step in the admission process by e-mail. More information
about the different steps in the application procedure can be found on our website:
http://www.vub.ac.be/english/infofor/prospectivestudents/howenroll.html#pre
If you experience problems while filling out the application you can contact the Admission
Office via admissions@vub.ac.be

STEP 1: CREATE AN ACCOUNT
Click “create an account”.

You should now see the screen below.

A username will be created for you. You will keep this username during the entire
application procedure. The password is one of your own choice. Belgian citizens or
students with a residence permit can use their Belgian electronic identity card and a card
reader to fill out the application form. Students who do not have the Belgian nationality
or a residence permit cannot use an electronic identity card. They will need to manually
fill out the application form.

The field “statute” requires some more explanation. This field will be filled out
automatically for Belgian and European citizens. Non-European citizens will be able to
choose several options:

Students staying in Belgium with a student visa should choose “Other”. Students staying
in Belgium with a different type of visa can choose the reason of their stay. You will be
asked to submit proof of this at the end of the application procedure.
Once you have filled out the entire page, click “Save” at the bottom of the page.

STEP 2: PRIVACY PREFERENCES
You will be able to adjust your privacy preferences on this page. The university will only
disclose your personal information to third parties if you give your permission and if it is
deemed beneficial for the student.

STEP 3: PRIOR EDUCATION
The third step is the most important step of the application procedure. This is where you
need to fill out the details of your prior education.
Fill out the information of your secondary education in the first tab.

Students who have not obtained their degree in Belgium, should choose “Abroad”.

You can then specify in which country you have obtained your degree. Fill out the rest of
the page when you have done so.

After clicking “Save”, you will be asked to fill out the fields regarding your higher
education. Leave this page blank if you do not have any higher education.

It is possible to fill out more than one prior education. Click “Save” after filling out your
first prior education.

You can now see your prior education at the bottom of the page. Fill out another prior
education if applicable. Click “Continue” to go to the next page.

STEP 4: SOCIAL SERVICES

This page is meant for Belgian citizens or for holders of a Belgian residence permit. Tick a
box if you have applied for or received a scholarship of the Flemish Community. If you
have not applied for a scholarship, you can leave this page blank and click “Save”.
Students with a student visa are not eligible for a scholarship of the Flemish Community.

STEP 5: INTAKE SURVEY
Please fill out the intake survey.

STEP 6: PROGRAM REQUEST
Select the programs of your choice on this page. First of all, you are asked if you will
receive a scholarship for your education. You will need to submit proof of this later. You
cannot apply for a scholarship on this page, you can simply indicate whether or not you
will receive one.
Select your scholarship if applicable

Specify the scholarship type.

Once you have filled out the scholarship information, you can select if you would like to
follow day or evening classes. Note: not every program can be followed in evening
classes!

You need to fill out additional information if you choose to follow evening classes.

PEL/IEG (BEV/OVR) is meant for working students. Regular students should choose “not
applicable”. Working students who follow evening classes also need to sign a statement
of honor to confirm that they are employed.

Regular students who wish to follow evening classes choose “not applicable”. They also
need to confirm their work situation.

Choose “not applicable” if you are not employed during your studies.

Finally, you need to indicate the program of your choice.

Students who require a visa need to study full time! Fill out the remaining fields, then
click “Save”.

STEP 7: DOCUMENT CHECKLIST
This page contains an oversight of all the required documents. These documents need to
be uploaded in PDF or JPEG format.

If you do not yet possess the required documents, you can upload these later in your
Student Self Service. Once you have uploaded all the documents, click “Save” and then
“Continue”.

STEP 8: FINISHING YOUR APPLICATION
You can now finish your application!

Click on the green “Finish” button to submit your application. Your application will be
processed by the Admission Office when we have received the application fee of €50.

