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1. Login on PeopleSoft.

g UNIVERSITY OF CAPE TOWN
uuuuuu

sssssssss

[=] ToDoList

1
To Do List
‘;& Completed Agreements

Task Due Date Status

I University of Cape Town Registration Assigned > I




& Registration Activity Guide: Student-facing Steps G shoping cary

4. Upon clicking on the task, the Registration Activity Guide opens on Step 1 (Introduction). Read the introduction and
click Next.

University of Cape Town Registration

Academic Assistance | | Help

m““"" Step 1 of 14: Introduction
isite
Welcome to University of Cape Town Registration
2 | Declaration This registration task will allow you to:
Not Started

» Verify or update personal information
Additional Information » Verlfy address detalls
S vy - Indicate your communication preferences
- Sign agreements

i - 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 policy 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

Academic Assistance |

4 Introduction Step 2 of 14: Declaration G

Vi
i PRIVACY STATEMENT FOR REGISTRATION AT UCT
Declarati When you register as a student at UCT we collect and generate the ing infc tion for the of a student contract with you, performing in
; e::gm Lo terms of this student contract " our in with von as a UCT alumni and to flfil onr o ohlinations:
n Frogress

+ Personalinformation in yof B @ISy University of Cape Town Registration :

3 Additional Information - Yourimage and fingerprint
Mot Started e Academic Assistance | Help I £ Pravious [ Mt >
1 Introduction Step 2 of 14: Declaration Accepl
Misited
i PRIVACY STATEMENT FOR REGISTRATION AT UCT
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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

X Ext

SO Complete

4 Introduction
Visited
| Declaration

Additional Information
In Progress
etails

o | Contact Details
Not Started

7 Addresses
Not Started

s | Emergency Contacts
Not Started

University of Cape Town Registration

Step 3 of 14: Additional Information
Please Answer all the question below truthfully.

"1, Have you received NSFAS funding at anot
remaining to enable completion of the UCT quall

No v

No w

Expected Graduation Year

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

2026

Laptop

By clicking NO: You confirm that you are notinterested in

No ~

o | Communication Preferences _
o Siared

*2, Have you ever registered at another university (a

“4. Are you interested in receiving a laptop from UCT

ther institution? NOTE: if you are NSFAS funded, prior studies will affect your funding years

X Ext  Un

Academic Assistance | | Help

iversity of Cape Town Registration

[ Acasenic sisiance Help| ‘ [(Prewousl Next %

Visited

)

| 1 Intreduction

Declaration
Complete

Please Answer all the question below truthfully.

Expected Graduation Year

*1. In what academic year do you intend to complete all the courses for your qualification?
Additional Information
Complete

- Step 3 of 14: Additional Information

Save Answers

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).

The Expected Graduation Year question is an indication of
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.

Personal Details g Emergency Contacts
E> Not Started
In Progress
- : . g9 Communication Preferences

5 Biographic Details Not Started

Not Started

. Personal & Demographic

g Contact Details 10  Information

Not Started Not Started @
7 Addresses 11 @ Holds

Not Started Not Started

|
[ Confirm ]

Academic Assistance | Help

Academic Assistance

Help [ £ Previous

Next > I

Confirm

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.



https://icts.uct.ac.za/services-student-computing/allocation-uct-laptops
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8. Upon clicking on the My Courses 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.

You are active and ready to enrol for the following programme/planlBachelor of Laws (LP001) (LP001) /Preliminary Level (LP001PVL07)I

Shopping Cart

' 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,

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

Eu

you can finalise your Registration Process by continuing with
Step 12.

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

q  Introduction
Visited

[ 2| Declaration
~.~ Complete

| 3 | Additional Information
.~ Complete

University of Cape Town Registration

Add Additional Courses

.
H
Academic Assistance Help ‘ ‘ £ Previous

Blank Shopping Cart

i

If you are a returning student, aside from picking the courses
you need to register for in the particular year, also remember
to add the courses you failed/dropped in the previous year. Be
mindful of rules of progression and pre-/co-requisite rules that
might apply and make your selection accordingly.

10. On the Select a Value page, click on the appropriate year to which you want to add courses.

£ Tasks

2023

Select a Value

0]

%
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11. Search for the course you need to register for by typing the course code in the Search for Classes space and press

Enter or use the Arrow to initiate the search.

2023 | Change

Search For Classes

Enter keyword .. course, subject, class, topic
Addional ways to s2arch

} Favorites

} Recently Viewed

£ Tasks

2023

Open Classes

Class Search and Enroll 3

[ Change ‘

View Search Results

50 courses displayed with keyword: CML
Search results have excee

ded a limit set by your institution. Apply filters or another key word to refine your search.

®

Business L.
4 Clas

CML 1001F

vl
55 Options Available|

CML 10045
Business Law |
2 Class Options Available

CMI_ 20048

I

Note that the arrow
you need to on to
select a specific
course is quite small.
It will be to the right-
hand side of the
search field.

for or on the Arrow.

12. The Class Search Results page will appear with the available course options. Click on the course you need to register

2023
== view My Classes CML 3001W
g7 Shopping Cart

Q Class Search and Enroll

Mesting Dates.

13002/2023 - 1711172023

Days and Times Instructor Seats

Open Seats 329 of 330

’ Note that the arrow you need to click on to
Zl | select a specific class is quite small. It will be to
the right-hand side of the results field.
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13. The Course Information page provide an overview of available Classes, Meeting Dates, Days and Times and number of
Seats available for each option. Select the appropriate Option by clicking on the Arrow.

2023

[=] View My Classes CML 3001W

Corporation Law

4 Shopping Cart

Q ciass search and Enroll

Meeting Dates

1310212023 - 17/1172023

Seats

Open Seats 329 of 330

*

P

i

As a tip: This system is not able to point out class
clashes while you are selecting your courses. To
assist you to ensure you pick your classes to not
clash with each other, just keep track on the side of
what you are picking on which days/timeslots
(calendar on your phone/ word document).

Note that the arrow you need to click on to select a
specific course/class combination is quite small. It
will be to the right-hand side of the results field.

selection.

14. The Class Search and Enroll page will open. You need to Review Class Selection, and click Next to confirm your

2023
Undergraduate
University of Cape Town

Review Class Selection
D Visited Step 1 of 2: Review Class Selection

You have selec ted

2 | Reviewand Submit CML 3001W Corporation Law

Option Status Open

Class. Session Meeting Dates

Full Year 13/02/2023 - 24/03/2023
03/04/2023 - 19/05/2023
24/07/2023 - 01/09/2023
11/09/2023 - 24/1072023

Days and Times

Thursday 9:00AM to 12:00PM
Thursday 9:00AM 10 12:00PM
Thursday 9:00AM to 12:00PM
Thursday 9:00AM to 12:00PM

Seats

Open Seats 329 of 330
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15. After confirming your selection, the Review and Submit section opens. Click Submit to add your selection to the
registration shopping cart .

‘ < Previous
2023
Undergradu
niversity of Cape Town
1 Review Class Selection R N
eeeeeee Step 2 of 2: Review and Submit Submit
‘You have selected to add to your shopping cart
Review Submit
Visited
Meeting Dates Days and Times. Seats
Lecture - 13029 Full Year 13/02/2023 - 2410372023 Thursday 9:00AM to 12:00PM Open Seats 329 of 330
03104/2023 - 1910512023 Thursday 9:00AM to 12:00PM
24/07/2023 - 01/09/2023 Thursday 9:00AM to 12:00PM
11/09/2023 - 24/10/2023 Thursday 9.00AM to 12:00PM

16. A Pop-up Message will appear to ask if you are sure you want to submit your selection. Click Yes to continue.

Are you sure you want to submit?

|Yes’ Nol




& Registration Activity Guide: Student-facing Steps G shoping cary

17. After clicking yes, you will be taken back to your registration shopping cart. By clicking on Add Additional Courses,
repeat the add additional courses steps, to add all the courses you are required to register for.

University of Cape Town Registration

|Azajsrnir:f«s;slaroe‘ Help | [ ¢ Previous

2022
Undsrgraduate

1 Introduction
Visted

2 | Declaration Your Shopping Cart
" Complete o . . ys and i
Select A Class. Session . Room Instructor Units Seats Preferences
) g::;“:_:"“""’"“ﬂuu" T Open Lecture - 13 CML3001W Semester 1800
Corporationtaw ~ On€ ire meeting
tail
4 | Persona | Details available
‘- Complete
Tutorial - 1344
5 | Biographic Details More meefing
- Complete details
available

18. Once all your courses are loaded into your shopping cart and you are ready to submit your request to the faculty for
approval, click on the Select All button and Request Approval button.

X Exit University of Cape Town Registration H

| Acaderic Assistance ‘ Help | < Previous

| 2023
‘ Undergraduate
—

onTprE

Select All Add Additional Courses H Delete II Request Approval
5 | Biographic Details

.~ Complete

Your Shopping Cart

6 g:::;‘e““ﬂ"s Select Availability Class Description Session D530 poom instructor Units Seats Preferences
Open Lecture - 7 CMLBOOI,W Semester 18.00
m’ Addresses Corporation Law One N
-~~~ Complete More
meeting
details
g | Emergency Contacts available
.~ Complete
Tutorial - 1244
o More
9 ng:.m“n“n Preferences meeting
-~ Complete details
available

—— Personal & Demographic
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19. By clicking on request approval, the Create Service Request page appears. Leave an appropriate comment in the
Comment box (if applicable) and click Submit to create the Service Request.

Create Service Requests

My Request Detail

Category Registration Curriculum Approvals Type  Cumculum Advice and Approval

Subtype  None Request Date 131212022

Status _Submission received

|Corﬂmc nt | NEED TO ADD THE COURSE |

* File Attachments
| a

Attachments Auglt | 1Iv

pitechwd Piy e L Aiuci o ’ Once your registration service request has been submitted, the allocated faculty staff

D member will review your request and you will receive the outcome and further
instructions via email. Note that you will not be able to make changes to your shopping
cart once it has been submitted for review.

20. You will be directed back to the registration Your Shopping Cart page. The status of your request will reflect Decision
Pending.

X Exit University of Cape Town Registration :

| 2023

Undergraduate

l | ] Note: You can click on the “Decision Pending” button to view comments
made and attachments submitted.

[ U Biographic Details
~_~ Complete
Your Shopping Cart

6 | Contact Details Select ilability Class. Descripti Session  Days and Times Room Units Seats
-~ Complete
O Open Lecture - 1241 CML3001W Semester 18.00
Corporation One , etin
L7JAddMsszs N P ld\%e‘yw‘eel.:gb‘
./ Complets aw etails available

Tutorial - 1244
g | Emergency Contacts More meeting
N le i i
.~ Complete details available
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[

Once the faculty staff member evaluated your registration request, you will receive communication via email. Depending on the decision made, the email
contains instructions on what you need to do next. Below, examples of these email for the various statusses:

(2

i Push Back to Student

Decline

(2

VA

>@4 Final Approval

£\

From: no-reply@uct.ac.za <no-reply@uct.ac.za>
Sent: Monday, 07 November 2022 23:56

To: Psoft Test <psoft.test@uct.ac.za>

Subject: UCT Curriculum Submission Incomplete
Dear

CURRICULUM SUBMISSION INCOMPLETE

Your proposed curriculum is incomplete. Please review it and make the necessary changes before
submitting it again. You can refer to the following comments from your Academic Advisor if any.

Comments:
"Please add to your selection as well - then | will approve.”

Please open your registration task via the Tasks tile in PeopleSoft Self-Service and complete Step 12
again.

Sincerely
UCT Registration

From: no-reply@uct.ac.za <no-reply@uct.ac.za>
Sent: Tuesday, 08 November 2022 00:12

To: Psoft Test <psoft.test@uct.ac.za>

Subject: UCT Curriculum Submission Declined

Dear

CURRICULUM SUBMISSION DECLINED

Your propeosed curriculum has been declined. Please review it and make the necessary changes
before submitting it again. You can refer to the following comments from your Academic Advisor if

any.

Comments:
"I cannot approve this request - Please make an appointment with me to discuss."

Please open your registration task via the Tasks tile in PeopleSoft Self-Service and complete Step 12
again.

Sincerely
UCT Registration

From: no-reply@uct.ac.za <no-reply@uct.ac.za>
Sent: Tuesday, 08 November 2022 12:19

To: Psoft Test <psoft.test@uct.ac.za>
Subject: UCT Curriculum Submission Approved

Dear

CURRICULUM SUBMISSION APPROVED

Thank you for submitting your curriculum. It has been approved and you can continue to register.
Please open your registration task via the Tasks tile in PeopleSoft Self-Service and click on the Enroll
button available in Step 12. Note that any changes to your approved curriculum will require a new

submission.

Once registered please also complete Steps 13 and 14.

Sincerely
UCT Registration

Push Back to Student Status: In cases
where the faculty staff member requires
you to complete further actions (e.g.,
adding/deleting courses/fixing clashes),
follow the instructions as per the faculty
staff member’s email/comments and action
the request. Once done, resubmit the
registration approval request by click on the
“Action Required by Student” button,
adding a comment and saving the request.

[

Decline Status: In cases where the faculty
staff member requires you to re-start your
registration request, follow the instructions
as per the faculty staff member’s
email/comments and action the request.
Once done, submit the updated registration
approval request by click on the “Request
Approval” button, adding a comment and
submitting the request.

i

Final Approval Status: In cases where the
faculty staff member approved your
submission, complete Step 12 by clicking on
the “Enroll” button, as well as Step 13 and
Step 14 to finalise your registration.
Instructions on how to complete Steps 12-
14 and accessing your Proof of Registration,
follow on the next pages.

[
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i

Once you receive final approval from the faculty, complete the following steps in your registration activity guide to finalise your registration.

21. The Your Shopping Cart page will open, and the Decision Pending button will now reflect Submission Approved.

University of Cape Town Registration

Your Shopping Cart

Select Availability

Open

Class Description

Leclure - 1241 cML3001w
Corporation Law

Academic Assistance

]
.
H
H
£ Previous

Help

My Request Detail

University of Cape Town

Update Service Requests

Session and Room Instructor Units Seats Preferences

Times

Semester
One

18.00

0712022 Flease approve my submission

Category  Registration Curriculum Approvals Request Number 161125
Type  Cumiculum Advice and Approval Request Date  07/11/2023
Subtype None Status  Submission approved
Status Date Comment By
Submission Approved ml 071112022 Please finalise your registration Staft

* File Attachments

F| | Q
Attachments Audt Iy

Attached File

Description

Update Last Comment

View Add Attachment

View  Add Attachment

Aside from the email you
receive to indicate the
status of and comments on
your request, by clicking on
the “Submission Approved”
button, you will be able to
see the comments made by
the staff member.

22. To finalise your registration, tick the boxes in the Select column next to each course on the Your Shopping Cart page
OR click on the Select All button. Once all are selected, click on the Enroll button.

Your Shopping Cart

Select Availability Class

Open

Description

Lecture - 1241 CML3001W Corporation

Law

Tutorial - 1244

University of Cape Town Registration H

Academic Assistance | | Help

=

Room Instructor Units Seats Preferences

Select All [ Add Additional Courses H Submission Approved

Days and Times

Semester One 18.00

More meeting details available

i

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

Are you sure you want to enroll?

24. Upon clicking on the Enroll button, the list of courses you registered for will appear, with a positive or negative
indicator. Click Next to view your schedule.

University of Cape Town Registration

If for some reason, a course/ courses could not be added to your schedule, please

_ . .
s contact the faculty office to assist.
1 Introduction - ] 1O - arketng |
e L:z\:s:hasMbeen ladgeu to your schedule.
2 | Declaration

X

Corpion After viewing your class enrolments, please remember to click next, and complete

" (L 1001F - Business Law | . . . .

 ctiont ormation massnasbeenaduemuyuurschenme Steps 13 and 14 to finalise your registration.
Complete

25. The View My Classes (Step 13) tab will open, showing your class schedule. Click Next to finalise your registration.

University of Cape Town Registration

2022
Undergraduate

§ | Contact Details e By Class By Date
Compiete
Show Enrolled Classes Show Dropped Classes
7 | Addresses X
' Complete CML3001W Corporation Law
-

g | Emergency Contacts
o/ Complete

Status Units Grading Basis Grade  Academic Program Requirement Designation
o | Communication Preferences Envolled 18.00 Graded BCom 3 year programme
Compiete
Class StartEnd Dates Days and Times Room
Personal 1 & Demographic
10 Information 1410212022 - 251032022 Days: Monday to Friday To be Announced
Complete Locture - 1402 Times: 10:00AM to 11:00AM
e 0410412022 - 200052022 Days: Monday to Friday To be Announced
11 | Holds Times: 10:004M to 11:00AM
- Complele
1410212022 - 1070612022 Schedule: To be Anngunced To be Announced
12| My Courses Tutorial - 2160 041042022 - 200052022 Days: To be Announced To be Announced
Conplete

Times: Ta ba Announced

Enroliment Deadlines

» View My Classes
Visited
—
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26. The final step, the Complete step (Step 14) opens. Read the information and click Submit.

X Exit

University of Cape Town Registration

Academic Assistance

Help ‘ ‘ £ Previous |

) Step 14 of 14: Complete
Contact Details
@ Complete

@ Addresses
Complete

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

Please note that as a registered student you are required to follow the policies,
procedures, and guidelines of UCT. You are liable for fees. You may view your Fee
Account and Proof of Registration via PeopleSoft Self-Service.

1

Tasks

i

No current tasks

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 vyour
registration.

End of Registration Process

the left-hand side of the screen.

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

Student Homepage ~

iz

' I Academic Records I \

—

_ Course History

‘; View Grades

&

View Academic Record

%! Communication List

-~

Progress Report

L3 Change of Curriculum

=&, Proof of Registration I

Proof of Registration
Term Selection
Select Term | 2023 v |

Academic Information
Career
Level

Program

Course © Description <
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