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@ Registration Activity Guide: Student-facing Steps

1. Login on Peoplesoft http://studentsonline.uct.ac.za/

—

g UNIVERSITY OF CAPE TOWN

User ID

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

:=| To Do List 1
E To Do List

‘ja Completed Agreements

Task Due Date Status

I University of Cape Town Registration Assigned > I



http://studentsonline.uct.ac.za/

@ Registration Activity Guide: Student-facing Steps

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

I\;vtfo:uctlnn Step 1 of 14: Introduction
isitex
Welcome to University of Cape Town Registration
2 | Declaration This registration task will allow you to:
Not Started

» Verify or update personal information
3 | Additional Information « Verify address details
Not Started - Indicate your communication preferences
- Sign agreements

- 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.

hic Details

d 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 | Bi
Not Starte

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 Introduction Step 2 of 14: Declaration

Visi

— PRIVACY STATEMENT FOR REGISTRATION AT UCT

Declarati When you register as a student at UCT we collect and generate the ing inf¢ tion for the of a student contract with you, performing in

: E::gm ion ferms of this studenl contract, inving our relat with vou s 2 UCT alumni and to fulfil our blioations:

n Progress

= Personal informalion in yod SECSECNTE University of Cape Town Registration :

3 Add'mona[ Information = Your image and fingerprini

Mot Started e Academic Assistance | Help I £ Previous [ Mext  »

1 Introduction Step 2 of 14: Declaration WL
Wisited
i PRIVACY STATEMENT FOR REGISTRATION ATUCT




@ Registration Activity Guide: Student-facing Steps

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

4 Introduction

| Declaration
~ZF complete

E> Additional Information

In Progress

4 | Personal Details
Not Started

5 | Biographic Details
Not Started

¢ | Contact Details
Not Started

7 | Addresses
Not Started

g  Emergency Contacts
Nol Started

o | Communication Preferences
Nl Siael

University of Cape Town Registration

. Step 3 of 14: Additional Information

Piease Answer all the question below truthfully.

*1. Have you received NSFAS funding at anoth
remaining to enable completion of the UCT quali

No v

*2. Have you ever registered at another university (at

X Exit

Academic Assistance | | Help

University of Cape Town Registration

(=]

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

=
-
-

‘Academl:Assls(ar\De Help‘ ‘ [ & Provious I Next

No v

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

2026 ~

Laptop

By clicking NO: You confirm that you are not nterested in

1

2

Introduction
Visited

Declaration
GComplete

*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

Please Answer all the question below truthfully.

Expected Graduation Year

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).

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

No v

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> e Not Started
) . - g Communication Preferences
S
: Personal & Demographic

g Contact Details 10 | Information

Not Started Not Started
7 Addresses 41 | Holds

Not Started Not Started

Academic Assistance ‘ Help ‘ ‘ £ Previous

[ conm |

i

Academir.A55|stance| 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

Paper-based Registration Method: Student-facing Step

8. Upon entering Step 12 (My Courses), a Pop-up Message appears, with instructions what to do and how to upload the
curriculum form. Click OK to continue.

Amumcwm”ﬂ | [m]

S/ Complete 2 ;
Registration Service Request { E ]
Course Registration
Before you complete this step, make sure that you seek academic advice and complete the correct curriculum form. i
_ o o _ _ _ o You should already have downloaded the fillable PDF
A curriculum form can be downloaded by clicking on the “Academic Assistance” button. This form needs to be completed in full and submitted by clicking on the Request Approval .
button. of your curriculum form from the Amathuba/Vula
ik-Should you require assistance in any steps, please click on the “Help” button. site and had your course choices for the year
For academic advice click on the “Academic Assistance” button. . .
checked by a curriculum advisor. To upload your
You can track the progress of your request from this page. .
I_I saved, completed form, click on OK.

9. Click on the Request Approval button to open the Create Service Request page.

University of Cape Town Registration :

oo s | (<o

Registration Service Request

w Complete -

@ Contact Details
Complete

—

Request Approval |




Paper-based Registration Method: Student-facing Step 12

10. On the Create Service Request page, Enter an appropriate comment in the Comment field, Upload the Curriculum Form
and Submit the request.

< Tasks Create Service Requests ! @

My Request Detail

Category Registration Curriculum Approvals Type Curriculum Advice and Approval ' A Space iS provided for you to type a question or C|al’ificati0n in the
Subtype  None RequestDate  10/11/2022 @ Comment box and an Attachment section below where you will upload
your completed registration form.

Status  Submission recsived

I Comment  Attached, my completed curriculum form for approval. I

— ' When the File Attachment box comes up, click Browse to select the folder

and file on your computer. As the filename shows next to the Browse
Attachments Audit I .

Attached File Description View bUtton' CIICk Upload

I HB001_and_HB003_Curriculum_Form_E . I
xample_UAT pdf HBO001_and_HBO003_Curriculum_Form_Example_UA View B

[ Submit ] I Cancel I

11. Upon submission of the Service Request, the Request Approval button will reflect Decision Pending.

University of Cape Town Registration : '
Academic Assistance Help ‘ [ ( Previous ] D Note

B " Students will receive email notification relevant to the
Registration Service Request statuses staff apply during processing. The Status will
also be reflected on the button e.g. Registered when
curriculum has been approved and captured by staff.

Biographic Details
Complete

Decision Pending I




Paper-based Registration Method: Student-facing

The student should now have a screen which shows: Registration service request and Decision pending, as in the
previous slide.

This means that you have submitted correctly, and your submission is waiting for the advisors to approve it. If you want to
see exactly what is happening with your submission, click on the “Decision Pending” button, and it will give you a detailed
screen.

You can see the progress of your submission from this page, plus any comments written by the advisors who have
approved it or returned it to you for corrections. It is important that you check daily after submitting.

Unversity of Caps Town Reqistrabon

'y
AT bALETs Iy & Myirvcar ]

Regitration Service Requent




Paper-based Registration Method: Student-facing

12. Upon approval of your service request (when accessing your activity guide again), Step 12 opens and a Pop-up
Message appears to alert the student that they have been enrolled for courses and that they need to move to the next step

to finalise their registration. Click OK.

University of Cape Town Registration

Help

‘ [ < Previous ][ Next )]

i Academic Assistance ]

_~ Complete -

Enrollments

Addresses
Caomplete

Enroliment

You have heen enrolled for one or more courses. Click Next to move to the next step and confirm the courses that you have been enrolled for.
Courses that you were unable to enroll for (if any) will be visible in this list. Please consult with your faculty to address these.

13. To finalise registration, click on Next.

University of Cape Town Registration

Academic Assistance H Help ‘ ‘ l £ Previous I[ Next »
| |

Introduction
Enroliments
Complete




Paper-based Registration Method: Student-facing

14. Step 13 shows all the courses and classes the student has been enrolled for. Click Next to continue.

University of Cape Town Registration

< Previous

Academic Assistance |

2023
Undergraduate

-

Addresses
Complete

Emergency Contacts
Complete

@ Communication Preferences

Complete

Personal & Demographic
Information
Complete

@ Holds
Complete

My Courses
Complete

View My Classes
Visited

Complate

By Class ‘ By Date

Class

Lecture - 8635

w HST 1013F Connections & Interruptions

Status  Units Grading Basis Grade Academic Program

Enrolled 18.00 Graded

Enroliment Deadlines

+ HST 1014S Empires & Modernities

Status Units Grading Basis Grade Academic Program

Show Enrolled Classes Show Dropped Classes

Requirement Designation

Bachelor of Social Science

Start/End Dates Days and Times Room

13/02/2023 - 24/03/2023 Days: Monday Tuesday Wednesday To be Announced
Times: 10:00AM to 11:00AM

03/04/2023 - 19/05/2023 Days: Monday Tuesday Wednesday To be Announced 4
Times: 10:00AM to 11:00AM

Requirement Designation

15. To finalise registration, click Submit.

X Exit University of Cape Town Registration

Academic Assistance

Help I ‘ £ Previous

@ Contact Details
Complete

Addresses
Complete

Step 14 of 14: Complete

Account and Proof of Registration via PeopleSoft Self-Service.

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

1

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

Tasks

No current tasks

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




Paper-based Registration Method: Student-facing

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

Proof of Registration

Term Selection

Student Homepage ~

the left-hand side of the screen.
I Academic Records I Course History
E@ View Grades Select Term | 2023 v |
EJ % Academic Information

E View Academic Record Career

Level

L% Communication List Program

Course = Description &

_,‘;.:' Progress Report

@ Change of Curriculum

% Proof of Registration I

EMAIL
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