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& Registration Activity Guide: Student-facing Steps (PE)

1. Login on PeopleSoft.

E UNIVERSITY OF CAPE TOWN

User ID

Tasks

A

2 ToDo's

3. On the Tasks page, click on University of Cape Town Registration to open the Registration Activity Guide.

< Student Homepage

To Do List

@ Completed Agreements 1row

(1Y
: To Do List

Task Due Date Status

I University of Cape Town Registration Assigned > I
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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.

e 0 pe To gistratio
Academic Assistance | | Help
l\[":;;ucﬂﬂﬂ Step 1 of 14: Introduction
Welcome to University of Cape Town Registration
2 | Declaration This registration task will allow you to:
Not Started

=+ Verify or update personal information
5 | Additional Information + Verify address details
Not Startsd « Indicate your communication preferences
- Sign agreements

X - Register for classes based on your active program of study
4 | Personal Details

Not Started Should you require assistance in any steps, please click on the "Help" button. For academic

advice click on the "Academic Assistance" button.
5 | Biographic Details o
Not Started Your future is important to us. In order to ensure success please take note of your
responsibilities by following the link to the UCT student responsibilities palicy here.

5. Upon clicking next, the Declaration (Step 2) is displayed. Read the information and click Accept and Next to continue.

University of Cape Town Registration

1 l?:::uction Step 2 of 14: Declaration
PRIVACY STATEMENT FOR REGISTRATION AT UCT
Declaration I When you Fegisler as a student at UCT we co\iedrand generate the a student contract with you, performing in
D In Progress terms of this student contract continuing onr relationshin with von as g ohlinations:
« Personal infermation in yo

University of Cape Town Registration

3 Additional Information « “Your image and fingerprint|
Net Startad

e B ki mm Academic Assistance | | Help | | I £ Pravious Mext ¥

1 Introduction Step 2 of 14: Declaration Accept
Visited
i PRIVACY STATEMENT FOR REGISTRATION ATUCT
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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

niversity of Cape Town Registration E . . . . .
— ’ Students who are eligible, will also see the Laptop question in
p— =] stwp 3 of 14: Additonal formation : ] Step 3. If “Yes” is selected (indicating interest to purchase a
S s Laptop from UCT), an additional Activity Guide will be assigned
2 Complete remaining to enable completion of the UCT quail - . o o .
|:.m‘,...mm o v x B University of Cape Town Registration : to you to complete this process. The Laptop activity guide has
2 oo e vy [ scmemctcsstance | [ 1 | | [ provous [ wert > all the details regarding payment and pick-up of the device (for

Not Started No w

: 1 nroducton | Step 3 of 14: Additional Information E— more information: https://icts.uct.ac.za/services-student-
v i:f’é?:f:f o Expected Graduation Year e Please Answer all the question below truthfully. . .
computing/allocation-uct-laptops).

*3. In what academic year do you intend to complete|

o | Contact Details E Declaration Expected Graduation Year
Not Started 2026 v Complete

] Adresses *1. In what academic year do you intend to complete all the courses for your qualification?
Not State Laptop 7 Addlﬁ::al Information R ‘ - - - - - -

e — R S The Expected Graduation Year question is an indication of
Not Started *4. Are you interested In receiving a laptop from UCT

e to v when you think you will finish your degree.

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

. g Emergency Contacts
Personal Details Not Started AcademicAssistance| Help ‘ [(Previous I! Next >I
In Progress
|

Academic Assistance

Help

Confirm

5 Biographic Details

g Communication Preferencesl

Mot Started ot Started [ Confirm ]
. Personal & Demographic
g Contact Details 10 | Information
Not Started Not Started ‘ i i i i
If you have any “blocks/holds” (Service Indicators) on your record, these will be noted in Step
7 | Addresses 11 | Holds 11. Please resolve the “blocks/holds” first, before entering back into the Registration Activity
Not Started Not Started Guide to continue with the Registration Process.



https://icts.uct.ac.za/services-student-computing/allocation-uct-laptops
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[

Shopping Cart

You are active and ready to enrol for the following programme/plany Bachelor of Science SB001 (SB001

—

To start selecting your courses, please click on thi “Add My Courses” button

=11

[

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.

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.

If at this point you want to change your programme, you will need to follow the
Change of Curriculum (ACAQ9) process. As soon as your Change of Curriculum
request has been actioned, you can finalise your Registration Process by
continuing with Step 12.

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.

Education Planner

(=L
Campus I0:

Select Year

SB001 - Year 1

SB001 - Year 2

58001 - Year 3

.
| wew
Wi ]

Courses that must be taken in SB001 - Year 1

Select Status  Item

p—
¥ and SB001 Mathematics - Year 1

MAM 1000W: Mathematics 1000
0 or (MAM 1031F: Mathematics 1031
o and MAM 1032S: Mathematics 1032 )
or ( MAM 1031F: Mathematics 1031

= and MAM 1034S: Mathematics 1034 )

— or ( MAM 1033F: Mathematics 1033

Credit Summary:

Category Credits Year Planned 126 Year Enrolled 1] Year Passed [i]

Program Planned 126 Program Enrolled 0 Program Passed 0
Core Courses
Legacy Core 36.00
Core Courses 18.00 v’ “Your education plan has been updated.
Core Courses 18.00
Core Courses 18.00 Update Planner Return to Registration
Core Courses 18.00
Augmented Core 18.00
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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.

.............. —
e Monday Tuesan, Wednesday Thursday Friday Saturday Sunday
© VAV 1006 -LO1 @ MAV 1004F - LGOY @ WAV 1000F -LGO1 @ MAW 1006 -LG31 @ MAVL 1034 -LG01
[y [y Lae Lacnre oy
O0AU-GO0M BODAV-GOOAM BODAM-OOAM  BOONM-GOOAM BODAM-GO0AM
s Locaton ToA loton TeA  lotor ToA  Lemn Tk loueen 7o
Seon St peapty Sensin S din papiy
o o0 o0 tors s
PENDNG FENONG o0 sD0Ne reNoNG
Ouowwon  poowmion @ owrion
oy o ey
o [ R
proviin e freian 20 s00ee -
e o — @ 60 1000F-LGD1 @ GEO 1006 1601
£ — o Lpeure s
T gwamenien | @wiesiin @i e el
e bataw 20w wooa . woaa e e
provieeny proviien previsn FRN ESIONS.
e v e e
£ - -
o = e S
o Cancel Proceed to Registration ]
iy ey proey prey ey
fromien e fromien fromscn fromicy
v e s e e s e
e o - - o
- oo roomo soome o
iy iy iy jriey
promiiery promices proviiies promicen proiicert
e e peten P e
— o o £ -
reens ren rons P
— e —
ey ey
e s
pratn pretes
P @AGE10025-LG01  @AGE 10025 -LG01 @AGE 100251601 ‘e int
i ey ey Cacie o
ORI IO TP 1200~ 100PM
T e w;‘; sc-nfs: ity Lol
— 0015 0018 0012 .
O PENONG PENDNG PENDING ey
o preten
pesstin e
£ o
oo o
2oe

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.

A padignal Corses || Do Zl J If you forget to select the courses you are

approved to register for, a pop-up warning

[vour Shopping Cart
St Amlanany  clas Descrgtion seasian Bays and Timas Reom nstuctar Uniis  Seats  Pretererces message will appear to remind you to do so.
G Cpan L - 1366 CEC 1008 Compulir Soence 3010 Full Ve 1800
Iolin's® Pradgly e, v lalie

Tutorial - 13651
1ok st it drvaladie

] Open Lischa - 13861 CEC 1SR Compuler Scence 1088 Semesier Dne 1800

I risetng Getill dvatatie
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12. A Pop-up Message appears, click Yes to continue.

Are you sure you want to enroll?

|Yes ]I No |

13. The list of courses you registered for will
schedule.

appear, with a positive or negative indicator. Click Next to view your

Undergraduate

Academic Assistance | | Help ‘ < Previous

3

Additional Information

Not Started ACC 1006F - Financial Accounting

This class has been added to your schedule.

Personal Details

[

If for some reason, a course/ courses could

Not Started
CEM 1000W - Chemistry 1000 not be added to your schedule, please contact
i i i This class has been added to your schedule. H H
R v the faculty office to assist.
Contact Details CSC 1015F - Introduction to Problem Solving and Programming in Python
Not Started This class has been added to your schedule. ‘
Addresses ~
Not Started « CSC 10168 - Computer Science 1016 @

This class has been added to your schedule.

Emergency Contacts

Not Started
" MAM 10088 - Introduction to Discrete Mathematics

L This class has been added to your schedule.
Communication Preferences

Not Started

" MAM 1031F - Mathematics 1031

Personal & Demographic )
Information orapl This class has been added to your schedule.

Not Started

After viewing your class enrolments, please
remember to click next, and complete Steps
13 and 14 to finalise your registration.
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14. The View My Classes (Step 13) tab will open, showing your class schedule. Click Next to finalise your registration.

s || [ 2]

2023
Undergraduate
4 | Personal Details -
Not Started By Class By Date ‘
Show Enrolled Classes Show Dropped Classes
5 Biographic Details
Not Started
« ACC 1006F Financial Accounting
6 Contact Details
Not Started
Status Units Grading Basis Grade Academic Program Requirement Designation
7 || REllE=Em Enralled 18.00 Graded Bachelor of Science SB001
Not Started
g | Emergency Contacts Class Start/End Dates Days and Times Room
Not Started 13/02/2023 - 24/03/2023 Days: Tuesday to Friday To be Announced
Lect 1187 Times: 1:00PM to 2:00PM
icati ecture -
9 ‘N:“‘rg'{"rlt‘”c:ca"u“ Preferences 03/04/2023 - 19/05/2023 Days: Tuesday to Friday To be Announced ?
O arte
Times: 1:00PM to 2:00PM
Personal & Demographic Tutorial - 17013 13/02/2023 - 15/06/2023 Schedule: To be Announced To be Announced
10 | Information N . >
Not Started
Enroliment Deadlines
Holds
Complete w CEM 1000W Chemistry 1000
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15. The final step, the Complete step (Step 14) opens. Read the information and click Submit.

X Exit | University of Cape Town Registration : ( Tasks 1 @I
Upon clicking submit, you will
SR He‘p] ‘ u e automatically be re-directed to the
Contact Details " Step 14 of 14: Complete i |ﬂ & Student Home page. The Tasks tile
@ Complete will now show “No current tasks”.

Addresses Please note that as a registered student you are required to follow the policies, This marks the end of your
@ Complete procedures, and guidelines of UCT. You are liable for fees. You may view your Fee | No current tasks | registration_
Account and Proof of Registration via PeopleSoft Self-Service.

Click on the Submit button to complete your UCT registration task.

End of Registration Process

) 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

CAPE TOWN
T VAN ELAPSTea

the left-hand side of the screen.
I E I Proof of Registration
Academic Records [=_= f
T Course History Term Selection

Select Term | 2023 |

L% View Grades
E} % Academic Information

Student Homepage ~

g View Academic Record Career
Level
Q Communication List Program
Course © Description <
,ql Progress Report

Q) Change of Curriculum

=&, Proof of Registration I




Faculty of Science (UG)
Changing your majors for
First time entry UG students

Registration 2023
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Shopping Cart {i " A q h - < to finali
You are active and ready to enrol for the following programme/plary Bachelor of Science SB001 (SB001 S spon E.IS you are ready to C a.nge ypur majors press OK to finalise your
Registration Process by continuing with Step 12.

To start selecting your courses, please click on thg “Add My Courses” button

o

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

University of Cape Town Registration

.
H
Academchssls‘tance| He\p| |

e ‘ Biank Shopping Car Upon clicking on the Add My Courses button, the Education

Visited

o) Qoctrton | it e | Planner opens. The student has the option to Adjust the Plan
combinations, changing majors

3 | Additional Information

~ Complete

. . ’ ¢ Staff Homepage “ Education Planner
Click on the left viewed arrow

. Education Planner
at Plan Selection to reveal the
ID/Name:

Students Active Plan Campus ID:
Combination. \

Select Year

SB001 - Year 1 View

SB001 - Year 2

SBO0T - Year 3 View

} Plan Selection

¥ Planned < Enrolled @ Passed ¥ Mot Passed @ Dropped A Invalid Courselist

& Grade In Progress

Courses that must be taken in SBOO1 - Year 1
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Select Year
SB0O1 - Year 1 View
SBO01 - Year 2
SBOO1 - Year 3 View

¥ Plan Selection I

Student Active Plan Combination

ademic Flan scription
SB001MCBO4 Genetics
SBO01STAO2 Mathematical Statistics
Adjusted Plan Combination <

%

The plan selection will reveal the Students Active Plan
L Combination with either one or two plan combination.

-

i

If the student want to change their combinations the student,

Academic Plan Description

Q E

Please note that if you want to change only one major you can use the one line to select
the major you want to change and indicate the new major. If you want to change both
majors you need to use the + icon fo insert another row and then follow the same
procedures as for the first major change.

[ Save and Reload ]

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.
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Education Planner

ID/Name: 19
Campus ID: ML

Select Year
SBOOT - Year 1 View
SBO01 - Year 2 View
SB001 - Year 3 View

* Plan Selection

Student Active Plan Combination

Academic Plan Description
SBO01CSC02 Business Computing
SBO01CSCO05 Computer Science

Adjusted Plan Combination

Academic Plan Description

| a|

| a|

[ Save and Reload l

[+] [=]

Education Planner

ID/Name:
Campus ID: |

Select Year

SB001 - Year 1
SB001 - Year 2

SBO01 - Year 3

¥ Plan Selection

Student Active Plan Combination

Academic Plan Description
SB001CSC02 Business Computing
SB001CSC05 Computer Science

Adjusted Plan Combination

Academic Plan Description

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.

|SBOOICEMO1 Q| | Chemisty

+|

|SBDD1EGSOZ Q | Environmental & Geog Science

l Save and Reload l
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[

B

Select Year
SBOD1 - Year 1 View
SBO01 - Year 2 View
SEO01 - Year 3 View

~ Plan Selection

Student Active Plan Combination

Academic Plan Description
SEBOOIMCBO4 Genetics
SBO001STADZ Mathematical Statistics

Adjusted Plan Combination
Academic Plan Description

SBOD1AGEDT Q@ Archaeology E

SBOD1APGTT Q Geoinformatics E\

Please note that if you want to change only one major you can use the one line to select
the major you want to change and indicate the new major. If you want to change both
majors you need to use the + icon to insert another row and then follow the same
procedures as for the first major change.

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.

Education Planner

ID/Name: 2008099
Campus ID:  NKHVUSO003

Nkhumeleni, Vusani Delron Delron

Select Year
SBOOT - Year 1 View
SBOO1 - Year 2 View
SBOO1 - Year 3 View

¥ Plan Selection

Student Active Plan Combination

Academic Plan Description

SBOO1EGS02 Environmental & Geog Science

You do not meet the criteria to change your major, for assistance please contact your
advisor.

| Save and Reload

¥ Planned < Enrolled @ Passed ¥ NotPassed @& Dropped A Invalid Courselist

2  Grade In Progress
Courses that must be taken in SB001 - Year 1
Select Status  Item Category

~ and SB001 Mathematics and Stafistics - Year 1 Core Courses

o (( MAM 1004F: Mathematics 1004 Core Courses

im0l t 000 ICT DCDIJED DC ACAD DI ANIN:

Credits

18.00

I

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
(ACAQ9) 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)




	Slide 1: Faculty of Science (UG) Programme Enrolment (PE)   Student Guide Registration Activity Guide 
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10: Faculty of Science (UG) Changing your majors for First time entry UG students  
	Slide 11
	Slide 12
	Slide 13
	Slide 14

