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Login to PeopleSoft 

 
You will need to log into the PeopleSoft student administration system, which is used to administer 
student records at UCT. You will be required to enter your eight-digit staff number and a network 
password. 

 
• Go to the UCT website: www.uct.ac.za 
• Click on the Staff tab 
• Click on the Online Resources tab 
• Scroll down and click on the PeopleSoft Student Administration System hyperlink 

 
• Alternatively, go directly to https://staffonline.uct.ac.za 

 

• The PeopleSoft Login page will appear 
You will be required to enter your Staff Number and Network Password. 
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• The PeopleSoft Staff Homepage page will be displayed. 

 

 
 
 
 

• Click on My Homepage, scroll down to Research Support 

 
 
• Click on Research Support. The MOU/PPA tile will appear as one of the tiles on this page, 

 
 

 
 

• Click on the MoU/PPA tile 
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Viewing the Memorandum of Understanding (MoU) or Progress and Planned 
Activity (PPA) Form 
To view the student record of the postgraduate students which require your approval, use the following 
actions: 

All postgraduate students who have submitted MoU or PPA forms will 
appear on the MoU and PPA Approvals 

 
 

 
• The Pivot Grid screen will appear 
• The Term information will be configured to the current year (e.g. 1241 or 1251) 
• Click on the Search button 
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• Click on the Submitted by Student bar OR you may click on the number in the Submitted by Student 
column below the Sequence (Count) to access a list of MOU/PPAs available to you. 
• You may also filter the MOUs by  

o Term 
o EMPL ID 
o Campus ID 
o MOU Status 
o Type (Supervisor, Head of Department, Deputy Dean)  
o Acad Prog (Degree) 
o Acad Plan (Major) 
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• The Actions list will appear. 
 

 
• Select the dropdown menu and the MOU/PPA Admin Actions menu will appear 
• Click on the MOU/PPA Admin option 

 

 
• The Memorandum of Understanding (MoU) or Progress and Planned Activity (PPA) form will 
appear 

 
 

 
before finalisation. 

All required fields on the form are marked with an Asterisk. Please ensure 
any changed brought to this document is discussed with your student 

 
 

 

• Click on the Additional Actions Button 
• Select Expand All to open all sections of the form 

 
Scroll down the page to see all the information fields 
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• Review all fields ensuring the correct information has been entered 
 

 
• Review the Primary, Administrative and Co-Supervisor information 

 

 
The Head of Department (HoD) nomination function will allow you to refer the 
MoU or PPA directly to a HoD listed in the nomination dropdown. For 

example if you are set up as a HoD but the student requires approval from a different HoD, you can utilise 
the Head of Department (HoD) nomination function. The alternate HoD will need to be set up by your 
Faculty. 

 
• Select Yes for the HoD Nomination required 
• Select the HoD from the dropdown list 

 

 
• Review the student progress (applicable to the PPA only) and update a comment.
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• Update the Supervisor Expectations and Commitments section 
 

 
• Review the Expectations and Plans of the Student 

 

 
• Review the Funding, Authorship, Third party data and Intellectual Property and add the required 

comments under Supervisor Comments 
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• Review the Research data management policy and add the required comments under Supervisor 
Comments 

 

 
• Review the UCT Intellectual Property (IP) policy information and select Yes or No from the 

dropdown 
 

 
• Review the Agreements and select Yes or No from the dropdown 
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• Click on the Submit button once the form has been checked and completed 
 

Once the form has been reviewed a Submitted notification email will be 
sent to the student to accept the submission, when the student accepts the 

form, the form will be returned to the Supervisor to Accept or Decline the MoU or PPA 
 

Approving or Declining the Memorandum of Understanding (MoU) or Progress 
and Planned Activity (PPA) Form 

 
The supervisor will log back into PeopleSoft after receiving an email notification that the student has 
accepted the MoU or PPA form. 

 
 

 
• Click the Accepted by Student bar graph 

 

 
• The Actions list will appear. 

 

 
• Select the dropdown menu and the MOU/PPA Admin Actions menu will appear 
• Click on the MOU/PPA Admin dropdown 
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• When all the information has been verified and checked the Supervisor may accept or decline 
the MoU or PPA form. 

• If you would like to decline the form, click on the Decline button 
 

 
• Enter a comment in the Comment box, which will be reviewed by the student 

 
After saving, an email notification will be sent to the student that the 
document has been declined. The student will need to amend the form 

according to the comments and resubmit to the Supervisor. 

 
 

• Click on the Accept button 
 

 
• Enter a comment in the Comment box 
• Click on the Save button 

 
After Saving the form, a notification will be sent to the student and Head of 
Department that the document has been accepted and requires approval 

by the Head of Department. The MoU is usually finalized when the HoD Accepts the MoU and saves 
the form. However if the student has an academic standing other than CONT (Eligible to Continue), the 
MoU will be sent to the Deputy Dean for acceptance and finalization.  
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Exporting the Memorandum of Understanding (MoU) or Progress and Planned 
Activity (PPA) Form 
You may export the Memorandum of Understanding (MoU) or Progress and Planned Activity (PPA) 
form by following the instructions below. The Memorandum of Understanding (MoU) or Progress and 
Planned Activity (PPA) form will be exported in a PDF format. 

 

 
In the top left corner next to the student ID, you will see a drop-down arrow  

 
• Click on the drop-down arrow 
• The Actions pop-up will appear 
• Click on the MOU Export option  

 

Useful MOU Queries 
 
 

 
 
 
 
 
 
 
 
 
UCT_SR_MOU_PPA_FORM_STATUS (checking the status on Student’s MOU/PPA) 
UCT_SR_USER_PROFILE_EMPLID (getting EMPL ID of student) 
UCT_SR_ADMIN_PROFILE_DEPDEAN (Identifying who has been set up as DD per faculty) 
UCT_SR_ADMIN_PROFILE_HOD (checking who is set up as HOD per faculty) 
UCT_SR_ADMIN_PROFILE_STAFF - Academic Staff Admin Profiles (per dept) 
UCT_SR_ADMIN_PROFILE_SUPERV (staff number used to determine what prog sup set up on) 
UCT_RS_SUPERVISORS_ALL - Research Supervisors (ALL SUP and their students per prog) 
UCT_SR_PROG_CANDIT_NBR (Acad Prog Candidate Number) 
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Memorandum of Understanding (MoU) or Progress and Planned Activity (PPA) 
Workflow Process 
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