
 

 

Table of Contents 

1. Registration 

2. Application Wizard 

3. Application 

4. Admission 

5. Enrolment 



 

            

1. Registration 

1. Visit the homepage of the heiCO 

platform at https://heico.uni-

heidelberg.de to apply or enrol at Rup-

rechts-Karls Universität Heidelberg.  

Click on "EN " in the upper right cor-

ner to change the language to Eng-

lish. 

 

Click on the "Application" button to 

start the registration process (see fig. 

1). 

 

 

 

 

 

 

2. Next, enter your master data (see 

fig. 2). Fields outlined in yellow 

must be filled in, all others are opti-

onal.  

Then click on „Confirm data“ and 

„Submit data“ to submit your data. 

Within a few minutes a registration link 

will be sent to the email adress you 

provided, assigning you login details 

for heiCO. 

Fig. 1 

Fig. 2 

https://heico.uni-heidelberg.de
https://heico.uni-heidelberg.de


 

            

4. Choose a password for your ac-

count. Then click on the "Complete 

registration" button (see fig. 4). 

5. Click on the "Continue" button after 

your account has been created (see 

fig. 5). 

3. Click on the registration link in the e

-mail sent to you , then click on 

“Continue” (see fig.3).  

Fig. 3 

Fig. 4 

Fig. 5 



 

            

 

7. On your personal homepage, click 

on the application "My applica-

tions" (see fig. 7).  

6. Enter your user name or e-mail 

address and password on the start 

page and click on "Log in" (see fig. 6). 

Fig. 6 

Fig. 7 



 

            

 

8. Your application or enrolment takes 

place via a so-called "wizard", which 

requires different information depen-

ding on which conditions are relevant 

for the degree you have chosen (see 

fig. 8). The wizard has a progress bar 

that shows you which step you are at.  

You can navigate using the "Back" 

and "Continue" buttons, and you can 

also interrupt the process at any time 

by clicking "Cancel" or check your pre-

vious entries using "Control view". 

Caution: Your session will be termi-

nated after 30 minutes of inactivity, 

but all entries made so far will be 

retained as soon as you click on 

"Continue". 

2. Application Wizard 

9. First, select the semester for which 

you would like to apply/enrol and click 

on the "Continue" button (see fig. 9). 

Please note: The following pages 

contain a sample application—i.e. the 

requirements shown may differ slightly 

from those you need to fulfil for your 

individual application. All basic steps 

are nevertheless taken into account. 

Fig. 8 

Fig. 9 



 

            

 

3. Application 

10. Select the degree programme you 

wish to apply for from the drop-down 

menu (see fig. 10). For illustration pur-

poses, a Master‘s degree programme 

is selected here. 

11. Select the desired degree pro-

gramme (see fig. 11).  

Please note: The documents requi-

red for your application vary depen-

ding on the degree programme. It is 

therefore possible that you may be 

asked to submit fewer, more or diffe-

rent documents than in this sample 

application. 

12. Select the entrance semester and 

form of studies (see fig. 12). If appli-

cable, state whether you have already 

studied at a university/college before 

or whether you have already applied 

to Heidelberg University within the last 

12 months. 

Fig. 10 

Fig. 11 

Fig. 12 



 

            

 

13. Add your personal data in the next 

window, if desired (see fig. 13). If you 

have two nationalities, the German 

nationality must always be entered 

first due to technical reasons. 

14. Enter the address where you will 

be living during the semester (see fig. 

14). If your home address and corres-

pondence address are the same, you 

can indicate this.  

15. Enter the address where you have 

lived up to now (e.g. your parents‘ 

house), and only if you have not al-

ready entered it above (see fig. 15). 

Fig. 13 

Fig. 14 

Fig. 15 



 

            

 

16. Select the type of your university 

entrance qualification and fill in the 

requested data (see fig. 16).  

17. In the drop-down menu you can 

select your higher education entrance 

qualification (see fig. 17). 

Fig. 16 

Fig. 17 



 

            

 

18. In the next step, add your acade-

mic background (see fig. 18). 

Note: You can add several degree 

programmes to your academic back-

ground, if applicable. 

19. Select the country of the universi-

ty, the city, as well as the name of the 

university, the degree and the form of 

studies from the drop-down menu (see 

fig. 19). Also select your 1st degree 

subject and add your other degree 

subjects if desired. 

Note: If you cannot find your uni-

versity in the drop-down menu, you 

can enter its name in the new text field 

that appears. 

Fig. 18 

Fig. 19 

Fig. 20 

Fig. 21 

20. Next, select the first and last se-

mester of your Bachelor's degree pro-

gramme and enter the number of se-

mesters of leave, practical training and 

clinical semesters (see fig. 20). If ap-

plicable, enter the number of interrupti-

ons in the fields provided and select 

the type of interruption. 

21. Select the status of the intermedi-

ate exam and enter the grade and 

date of the intermediate exam (see fig. 

21). Also select the status of the 

graduation and enter the grade and 

date of the graduation. 

Note: If you are still studying for a 

Bachelor's degree but are aiming to 

graduate, please select "Not yet com-

pleted" for "Final examination".  



 

            

 

23. If asked, please indicate the appli-

cable particulars (see fig. 23). 

24. Now upload your higher education 

certificate in pdf format. Please make 

sure that all pages of the document 

are present in order to avoid having to 

submit them later (see fig. 24). 

Note: Please ensure that the pdf file 

does not exceed a size of 10 MB. 

Compress the pdf file if necessary. 

Fig. 22 

22. Your Bachelor's degree is recog-

nised by the system as a Master's 

entrance qualification (see fig. 22). 

If you have several Bachelor's 

degrees, select the Bachelor's degree 

from the drop-down menu that you 

would like to have recognised as a 

Master's entrance qualification. 

Fig. 23 

Fig. 24 



 

            

 

26. Also upload a document with the 

grading system used at your former 

university if it is a non-German univer-

sity (see fig. 26). 

27. Upload your university entrance 

qualification (see fig. 27). 

Fig. 25 

25. Next, upload your performance 

overview, e.g. your transcript of re-

cords (see fig. 25). 

Fig. 26 

Fig. 27 



 

            

 

29. Upload your curriculum vitae. Pay 

attention to the requirements for the 

document. 

28. You may be asked for language 

certificates or other such documents. 

Please also upload these as a pdf file 

(see fig. 28). 

Fig. 28 

Fig. 29 



 

            

 

31. Upload your letter of recommenda-

tion (see fig. 31). 

30. Upload a letter of motivation if re-

quired (see fig. 30). 

Fig. 30 

Fig. 31 



 

            

 

33. Upload your work certificate (see 

fig. 33). 

32. Upload a declaration of financial 

responsibility if you want (see fig. 32). 

Fig. 32 

Fig. 33 



 

            

 

34. Upload a declaration of financial 

responsibility if you want (see fig. 34). 

Fig. 34 

Fig. 36 

Fig. 35 

36. If your details are complete and 

correct, you have not yet lost your en-

titlement to the final examination and 

you agree to your data being proces-

sed for application purposes, tick the 

three boxes and click on "Send" (see 

fig. 36). 

35. In this window you can check your 

entries once again before you send 

your application (see fig. 35). 



 

            

37. You will be informed by e-mail 

whether your application has been 

received and your admission appro-

ved. You will also receive notification 

by e-mail if your submitted documents 

were incomplete or insufficient (e.g. 

unreadable due to scan quality). 

You can check your application status 

at any time by opening the “My Appli-

cations” application from your person-

al homepage (see fig. 37). 

4. Admission 

38. Here you can see an overview of 

the status of your applications. The 

icons show you the progress of your 

application. Click on the icon with the 

magnifying glass and sheet to open 

the detailed view (see fig. 38). 

Fig. 37 

Fig. 38 



 

            

40. When your documents are com-

plete and have been checked, your 

status will change as shown (see fig. 

40). 

You will then receive an email infor-

ming you whether your application has 

fulfilled the formal admission require-

ments and you are therefore entitled 

to admission. 

You can download your admission 

letter by clicking on the "Download 

noticifation" button. 

Fig. 40 

39. You can check your uploaded 

documents by clicking on an arrow 

icon. Print out a confirmation of regist-

ration to submit to the authorities (see 

fig. 39). 

Fig. 39 



 

            

41. If you have been admitted, you will 

be offered a study place at the univer-

sity. You have to accept this offer in 

order to enrol. To do so, click on the 

button "Accept study place offer" (see 

fig. 41). 

 

42. Click on "Add data“ and complete 

the details relevant to the enrollment in 

order to be able to print the Application 

for enrollment form (see fig. 42). 

Please note: You can expand the 

individual sections of your application 

by clicking on the arrow icons. 

5. Enrollment 

43. Read the information on the first 

page and click on "Continue" (see fig. 

43). 

Fig. 41 

Fig. 42 

Fig. 43 



 

            

 

44. Upload a passport photo for your 

student ID card by clicking on the 

"Browse" button and selecting a file 

(see fig. 44).  

Please note that a file upload is only 

possible in .tiff, .jpg, or .png format. 

Caution: Difficulties may arise if 

you upload image files from the iPho-

ne 6! 

45. Upload a copy of your identity card 

or passport as a .pdf file here (see fig. 

45).  

Please note that both the front and the 

back must be included! 

Fig. 44 

Fig. 45 



 

            

 

46. Now enter your health insurance 

details (see fig. 46). 

47. To do this, first select the correct 

group to which your health insurance 

belongs in the drop-down menu (see 

fig. 47). If you do not find the group 

immediately, look through the different 

groups. 

48. Enter your insurance number after 

you have selected the public health 

insurance provider (see fig. 48). Cur-

rently, the system always displays an 

error message (orange exclamation 

mark) even if you have entered the 

correct number.  

Alternatively, you can indicate whe-

ther you are privately insured or sub-

mit the information later. However, 

your enrollment can only be pro-

cessed after your insurance status 

has been communicated by a sta-

tutory health insurance company.  

Fig. 46 

Fig. 47 

Fig. 48 



 

            

 

49. Finally - only if applicable to you - 

upload your certificate of exmatricula-

tion and then click on "Finish" (see fig. 

49). 

Fig. 49 

50. You can check your application 

again in the preview. Click on the bo-

xes again and then on "Send" to sub-

mit your confirmation (see fig. 50). 

Fig. 50 

51. Under "Next steps" you can now 

print and sign the application for en-

rolment in order to upload it further 

down the page (see fig. 51).  

 

Please note the enrolment dead-

lines for your respective degree 

programme.  

Fig. 51 



 

            

53. Make sure you enter the correct 

purpose of payment and the correct 

IBAN - for this it is advisable to trans-

fer the data directly by copy/paste to 

avoid typing errors. Also note the pay-

ment deadline. If you miss this dead-

line, you run the risk of not being en-

rolled. 

52. The next step is to pay the 

tuition fee. The necessary 

information can be found 

under the marked link 

"Tuition fee" (see fig. 52). 

Fig. 52 

Fig. 53 



 

            

54. After that, enter the place and date 

and sign the application for enrollment 

before uploading it under "Required 

documents (for enrollment)". By cli-

cking on the small arrow icon, you can 

expand the sections and upload the 

required documents via "Upload 

document" (see fig. 54).  

 

55. If you have fulfilled all require-

ments, your status should look like in 

the picture (see fig. 55). You are now 

duly enrolled at Heidelberg University! 

Fig. 54 

Fig. 55 


