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1. Login on PeopleSoft.

2. On the Student Home Page, click on the Tasks tile.

3. On the Tasks page, click on University of Cape Town Registration to open the Registration Activity Guide.
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4. Upon clicking on the task, the Registration Activity Guide opens on Step 1 (Introduction). Read the introduction and

click Next.

5. Upon clicking next, the Declaration (Step 2) is displayed. Read the information and click Accept and Next to continue.
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6. Based on the student's cohort, the applicable Questions in the Additional Information step (Step 3) appears for

completion. Complete the questions, Save Answers, and click Next

7. Complete Steps 4-11 by clicking on the Confirm/Save buttons and Next to move along to the next step.

Students who are eligible, will also see the Laptop question in 
Step 3. If “Yes” is selected (indicating interest to purchase a 
Laptop from UCT), an additional Activity Guide will be assigned 
to you to complete this process. The Laptop activity guide has 
all the details regarding payment and pick-up of the device (for 
more information: https://icts.uct.ac.za/services-student-
computing/allocation-uct-laptops).

If you have any “blocks/holds” (Service Indicators) on your record, these will be noted in Step 
11. Please resolve the “blocks/holds” first, before entering back into the Registration Activity 
Guide to continue with the Registration Process.

The Expected Graduation Year question is an indication of 
when you think you will finish your degree.
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8. After completing steps 1-11, when clicking on the My Course step (Step 12), a Pop-up Message with the applicable

Active Programme and Plan appears with an instruction of where to add courses. Click OK.

9. Upon clicking on the Add My Courses button, the Education Planner opens. Courses can be selected by ticking the

appropriate boxes. Complete the selection of courses and click Update Planner and then Continue.

If at this point you want to change your programme, you will need to follow the 
Change of Curriculum (ACA09) process. As soon as your Change of Curriculum 
request has been actioned, you can finalise your Registration Process by 
continuing with Step 12.
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If you are a first-year student and at this point you want to change your 

majors and have not done it yet, you can change it before registration.  

Follow this link. If you however have register before in this year or in previous 
years you have  to follow the steps for changing majors  before you register at 
all.  If you  already register, you must raise a service request and attached a  
request for the change. As soon as your Change of Curriculum request has 
been actioned, you can finalise your Registration Process by continuing with 
Step 12.



10. After updating the planner, and clicking on continue, the Schedule Builder renders and the Proceed to Registration

button is clickable to finalise your shopping cart.

11. Once all your courses are loaded into your shopping cart and you have proceeded to registration, in the shopping cart

view, click on the Select All button and Enroll button.

If you forget to select the courses you are
approved to register for, a pop-up warning
message will appear to remind you to do so.
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ENROLL



12. A Pop-up Message appears, click Yes to continue.

13. The list of courses you registered for will appear, with a positive or negative indicator. Click Next to view your

schedule.

After viewing your class enrolments, please
remember to click next, and complete Steps
13 and 14 to finalise your registration.

If for some reason, a course/ courses could
not be added to your schedule, please contact
the faculty office to assist.
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14. The View My Classes (Step 13) tab will open, showing your class schedule. Click Next to finalise your registration.
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15. The final step, the Complete step (Step 14) opens. Read the information and click Submit.

Upon clicking submit, you will
automatically be re-directed to the
Student Home page. The Tasks tile
will now show “No current tasks”.
This marks the end of your
registration.

You can access your Proof of Registration from the Student Home page, by clicking on the Academic Record tile, and choosing the “Proof of Registration” tab on
the left-hand side of the screen.

End of Registration Process
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Upon clicking on the Add My Courses button, the Education

Planner opens. The student has the option to Adjust the Plan

combinations, changing majors
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As soon as you are ready to change your majors press OK to finalise your 
Registration Process by continuing with Step 12.

To start populating your registration shopping cart, click on the Add Additional Courses button.

Click on the left viewed arrow 
at Plan Selection to reveal the 
Students Active Plan 
Combination. 
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The plan selection will reveal the Students Active Plan 
Combination with either one or two plan combination.

If the student want to change their combinations the student, 
use the search function (magnifying glass) to find their new 
combination. Always add both your combinations (even if only 
one combination change) by using the “+” and add a row. Refer 
to the next slide for an example where both combinations are 
visible. 



Registration Activity Guide: (PE) change majors 

The next screen indicate the 

Students Active Plan 
Combination.  Just below 
it is the option to change 

your majors, the Adjusted 
Plan Combination..  
Remember even if you want 
to change only one major 
you need to add both.
Note that two possibilities 
exits, A and B see next slide.



A B
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For students in the A group
automatic changes is 
possible as the student 
already meet all admission 
NCS requirements , 
Mathematics and Physical 
Science. These students can 
move to any plan 
combination.  They can at 
the Adjusted Plan 
Combination add any other 
combination. Please note 
that you always must add 
two combinations.  If done 
press Save and Reload.  
Follow the steps as describe 
from step 9 slide 5.

For students in the B 
group changes can 
only happen after 
approval. If at this 
point you want to 
change your 
combination, you will 
need to follow the 
Change of Curriculum 
(ACA09) process. As 
soon as your Change 
of Curriculum request 
has been actioned, you 
can finalise your 
Registration Process by 
continuing with Step 
12. (Go back to 
instructions)
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