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and Planned Activity (PPA) forms PeopleSoft
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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.

¢ Gotothe 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

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

User ID

Password

[J Enable Screen Reader Mode

Forgot Password ?

¢ 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.
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Communication Preferences

e Click on My Homepage, scroll down to Research Support

My Homepage v

My Homepage

Communication Preferences
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Registration Support

«
Research Support R

Program Enroliment

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

Menu ~ Search in Menu

Research Support +

My Homepage

MoU / PPA Supervisor Progress Capture
Staff Homepage

Registration Support -

A
o [,
Research Support

Program Enroliment

¢ 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:

P> Note All postgraduate students who have submitted MoU or PPA forms will

appear on the MoU and PPA Approvals

MoU / PPA

< Prompts lo]
em  Pivot Grid + Expand Al
1241

‘7(1‘ Press and hold the following icon fo drag and drop to column or row. «}»  Need help?

D

&3 | 11l Column &+ Staws|®

b [Tetonel ©

 Status +

Sequence (Count)

Ethics Submitted by Student ‘Submitted by Student

O Submitted by Student (3) Supenisor
O Ethics Submitted by Student (1) D

+ Type Name +

O Supervisor (4)

v Type +

O Progress and Planned Activity (4) )

v Acad Prog +
0 HDOoO1 (2)
O HMOO7 (1)
0 HMO08 (1)

Supervisor
Type Name

v Acad Plan +
W Ethics Submitted bv Student M Submitted bv Student

¢ The Pivot Grid screen will appear
e The Term information will be configured to the current year (e.g. 1241 or 1251)

e Click on the Search button




Student Systems Support Documentation

L et L et

v Pivot Grid

Press and hoid the following icon to drag and drop o column or oW, ¢ Need help?

4| Tetame|®

+ Expand Al

Sequence (Count)

Ethics Submitted by Student Submitted by Student

\

Supervisor

Supervisor
Type Name

W Ethics Submitted bv Student I Submitted bv Student

¢ 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.

e You may also filter the MOUs by
o Term
EMPL ID

O

o Campus ID

o MOU Status

o Type (Supervisor, Head of Department, Deputy Dean)
o Acad Prog (Degree)

o Acad Plan (Major)

MoU / PPA j ‘
~ Prompts g
S ~ Pivot Grid + Expand All
u Press and hoid the following icon fo drag and drop to column or row «fs  Need help?

(]
% Il Column 3 Values| | Status | &
:mp"s = = Row :Vi:iiype Name @l
[ Sequence (Count)
Ethics Submitted by Student Finalised
Supervisor | 1 8
 Status L
O Finalised (8) 2
([ Ethics Submitted by Student (1) 8
I NE e ID ’
6
[ Supennsor (9) &
o
v Type B . \
[ Progress and Planned Activity (9 B
2
~ Acad Prog L2 1
0 o001 9 i |
£ HMoo® (2) Bzl
O HMOOT (1) W Finalised M Echics Submitted by Student
< Acad Plan * Cile[ee]
[ HDODTHSTO! (B)
[ HMOOBHSTO1 (2)
[J HMOOTHSTO1 (1)
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MoU / PPA x
1row
D% Actions IMstitution Term Sequence L .. . CanMNbr ¢ Updated & By ¢ Status © DisplayName ¢ User o TyPe Name :f::ﬁ Acad Plan
1282721 ® ucTom 1221 1 Progress and Planned Activity 000000096561 2021-10-27-14.15.16.000000 Submitted by Student 4 Supervisor SD001 SDO01BIO09

e The Actions list will appear.

D% Action Actions X quuence

MOU / PPA Admin
128272 1

Candidate Center

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

Progress and Planned Activity  Q

D Campus ID
12827216 -

Progress and Planned Activity

Status [ a nal A ‘
Submitted by Student | 2900 o

Introduction

Progress and Planned Activity Report between the Postgraduate Student and Supervisor.

For Returning Mastar's and Doctoral Students
The Memorandum of Understanding (M.o.U) or Abridged M.o.U (where permitted) should be completed by postgraduate students and their supervisor(s) when the student registers for the first time for either their Master’s or Doctoral degrees
The Progress and Planned Activity (P/P.A) Report should be completed for each subsequent year as a condition for renewal of registration

academic progress and steady headway towards fulfilling the degree requirements. Criically, they aim to establish mutually agreeable student-supervisor interactions with a view 1o ensuring that the supervision experience is productive and rewarding.
They also aim fo ensure knowledge of, and adherence lo, relevant UCT guidelines and policies.

The M.o.U and P.P.Amay be referred Lo in resolving any disputes that may anise between the student and supervisor(s) during the course of the student's registration, with these disputes needing 1o follow the applicable UCT dispute resolution and
' grievance procedures, They aisa provide an abjective lool agains! which ta annually review the student's academic progress. Their content cannol impose any additienal financial obligations on UCT generally, such as funding fieldworkiresearch costs

external funding sources to cover them. Should any sources of funding have been sacured specifically by the studant or supervisor to support the student’s research towards the degree, these must be clearly recorded in the M.o.U and PPA

By the time the M o.U or the PPA (or the abridged M.o.U if permitted) is initiated and/or compleled, the expectation is that there has been adequate discussion andior written engagement between the student and supervisor(s). The completion of these
documents s required to formalise a record of the outcome of the discussion and engagement between the student and supervisor(s). The P P/A provides a useful and abjective means of reviewing progress against agreed milestones at appropriate

points in the student cycle, normally towards the end of each year of registration. It also affords the student and supervisor(s) an opportunity 1o assess and adjust elements of the research project (and in essence forms an updated M.o.U) annually, in
response to progress and research findings and development though the research and student ‘joumey

Consistent use of the M o.U and PPA is expected to enhance the student and supervisor experience, the quality of the research and the time to completion of the degree. It is intended to be a helpful and necessary tool, as opposed to a purely
bureaucratic requirement. Thus, care should be taken in complating these documents timeously, and in full

Note:

« This is a dynamic form where different fields will be displayed depending on your selected options
+ There is no limit on text input
+ Required fields are marked with an Asterisk(®)

«_Please note that any changes brought to the document is to ba discussad with the supervisor before finalisation Thera is a form history to view any comments previously made

The M.o.U and PP.A provide the opportunity for the student and supervisor(s) to structurs their relationship, outiine the student's annual workplan and clearly set out their respective expectations of ane another with the aim of ensuring satisfactory annual

atiending conferences and workshaps, recaiving training; and editing services. Students ara encouraged fo discuss options for securing funding for any anticipated costs of this nature directly with their supervisor(s) and apply to any available internal and

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

All required fields on the form are marked with an Asterisk. Please ensure

any changed brought to this document is discussed with your student
before finalisation.

Campus ID

D
1282721

Progress and Planned Activity

Status r—
Submilted by Student \ Additonal Actions
Introduction

Additional Actions x

Progress and e Postgraduate Student and Supervisor.
Useful Resources
For Retuming
The Memarandd oy IM.o.U (where parmitted) should be completed by postgraduate students and their supsrvisor(s) when the student registers for the first time for either their Master's or Doctoral degress

The Progress al__ _be

for each subsequent year as a condition for renewal of registration.

¢ 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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« Qualification Information

Academic Plan
SDC01BIO0S  Conservation Biology

Candidate Number

000000096561

Qualification Code Qualification

QSDO01 Dactor of Philosophy
Faculty Department

Sciance Dept of Biological Sciences

Is this a jointly awarded or co-badged degree?
No @

*I have checked my Faculty-specific requirements and understand that, for example, the word limit for a Doctoral (PhD) thesis must not be more than 80 000 words in length Additional note: Students may motivate to their Dean for permission to exceed
the stiputated word limit prior to submission of their thesis.

w Thesis Information

Provisional thesis/dissertation title or area of study

¢ Review all fields ensuring the correct information has been entered

» Supervisor Details

Is your Supervisor a UCT staff member? Any Co-Supervisors?

Yes. No

Type Supervisor ID Display Name

Primary Supervisor 1478311 >

¢ Review the Primary, Administrative and Co-Supervisor information

Head of Department (HoD) Nomination
*HoD nomination required?

Yes v

“Nominated as HoD

Verboom, George (APH)

P Note 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.

e Select Yes for the HoD Nomination required
e Selectthe HoD from the dropdown list

w Evaluation of progress of the student over the last cycle

Previous year's commitments

Evaluation of Progress

Presentation of Research Findings & Submission of the Thesis

Evaluation of Progress *Supervisor Comment

Response by student to supervisor comments

¢ Review the student progress (applicable to the PPA only) and update a comment.
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v Supervisor Expectations and Commitments

“Supervisor's Expactations

*Supervisor's Commitments

“Comment by the Supervisor on the agreed plan

“Summary of other expectations

*Supervisor's Leave Arrangemen
xpact

absence of

*Supervisor's Role

¢ Update the Supervisor Expectations and Commitments section

w Expectations and Plans of the Student

Expectations from the Supervisor(s) and the department

Agreed broad timetable

Re-registration vall be dependent on the Student meeting the commitments stated abave

Employment and teaching commitments at UCT by the Student

Student's leave arrangement

Agreed plan

test

Logistics
test

Skills required, courses and classes

test

¢ Review the Expectations and Plans of the Student

= Funding

Has a bursary/scholarship been secured?

No @

Detail financial support that has been applied for (if any)

*Are there funds available for research?

No v O

w Authorship, Third party data and Intellectual Property

Authorship

Are you aware of UCT's guidelines on authorship?

Student
Yes @

“Supervisor

How will your fees and living costs be paid?

test

*How will research costs be covered?
test

*Supervisor Comment
Any additional points on authorship must be

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

comments under Supervisor Comments
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Use of third-party data

To the best of your knawledge, are there issues relating to the use of third-party data in this project? To the current text Graduate  “Supervisor Comments
students often use data that belongs to the University, or a research group, or a funder. If relevant. any issues relating to “
permission ta use third party data should be noted here.

Any issues relating to the use of third-party data?
Student
No

*Supervisor

Research data management policy

The requiramants for storag data 5 specified by fund: b L. both rassarch and schalarship / bursaries.

The supariisor and candidate should confirm that they are aware of he requiremant 1o complate and submit a Data Managemant Plan (DWP) (avallable on the Librar

) prios ta collecting, stofing, describing of analysing data

Are you aware of the research data management policy? Is 3 data management plan required?
No

Student
Yes

“Supervisor

Please mativate

Confirm that this requirement has been adhered to *Supervisor Comments

Student
Yes

*Supervisor

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

UCT intellectual Property (IP) policy

“In terms of the funding arrangement, has the IP been assigned to the funder? (Le. sither because Further comments
the full cost model has been applied to the project, or in terms of the research contract)

Have you read and understood the UCT IP Palicy?
No

Student

“Supervisor

~ Ethics in Research and Biosafety

Ethics Review

Does your research require ethics approval? Human Animals Plants
Yes @ No Yes No

Have you submitted an ethics application?

Yes @

Have you received your ethics application approval?

Yes

Application Approval Number Expiration Date

TEST 3001002021 >

Permits to collect materials

Does your research require permits to collect materials?
No @

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

Biosafety Review

Confirm that you have read your Faculty rules regarding the use of potentially hazardous biological agents and that you wil comply with these regula

Please indicate your answer below
Mot Applicabie

~ Agreements

Presentation of Research Findings & Submission of the Thesis

*| have read and understoad my Faculty and the University's guidelines on what constitutes plagiarism,
Yes @

*I confirm that | have read and understood the requirements for archiving theses or dissertations
Yes @

*Are you (student or supervisor) likely 1o apply for deferred publication?
Yes.

*Is the study funded by the NRF? Comments

Yes @

Social Media

*I confirm that | have read and understood the guidelines on social media

Yes @

Dispute and C: Channel

The supenvisarls) and student acknowledge by checking the box below, that they have read the Ln jct R
the event cf disputes anising frcm agreements reached n this MOUI or a breakdown in the student supervisor relafionship.

Comments

Student

*Supervisor

"Are you aware of the channel to be followed if there is a supervisor/student communication break down?

e Review the Agreements and select Yes or No from the dropdown
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Progress and Planned Activity

D Campus ID S |
1282721 @ — i

Progress and Planned Activity

Status
Submitied by Student
Introduction

Progress and Planned Activity Report between the P Student and Supervisor.

¢ Click on the Submit button once the form has been checked and completed

[ Note 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.

MoU / PPA *

Supervisor
Type Name

M Accepted by Student M Submitted

e Click the Accepted by Student bar graph

Mol / PPA
MoU / PPA ]
22 =
2 rows
D Actions Institution © Term © Sequence & Type < Can Nbr & Updated & By © Status ¢ Display Name & User ©  Type Name O
- ® ucTo1 1201 1 Progress and Planned Activity 000000084301 2020-10-23-10.36,45.000000 e === Submitted eSS = % Deputy Dean
e ® ucTot 1201 1 Memorandum of Understanding 000000077355 2020-10-23-10.27.26.000000 | = s Submitted - - =% Deputy Dean

e The Actions list will appear.

ID & Action:

MOU / PPA Admin
128272 1

Actions X |Sequence

Candidate Center

¢ Selectthe dropdown menu and the MOU/PPA Admin Actions menu will appear
¢ Click on the MOU/PPA Admin dropdown
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Progress and Planned Activity

D Campus ID
' w—) VT

Progress and Planned Activity
Status e .
Accepted by Student [ Additional Actions ] [ Useful Resources ]

~

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

Decline

Action Decline

Comment [ form has been

declined due to
omissions in the
following fields]

‘ Save ‘ Cancel

e Enter a commentin the Comment box, which will be reviewed by the student

[ Note 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.

Progress and Planned Activity

ID Campus ID
. S - S S

Progress and Planned Activity
Status :
Accepted by Student [ Additional Actions ] [ Useful Resources ]

7y

e Click on the Accept button

Acceptance

Action Accept

Comment |sccepted by Supervisof

Save ‘ Cancel

e Enter a comment in the Comment box

¢ Click on the Save button

P Note 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.

< Student Homepage

Actions x

MOU Export

In the top left corner next to the student ID, you will see a drop-down arrow ©)
e Click on the drop-down arrow

e The Actions pop-up will appear
« Click on the MOU Export option |

Useful MOU Queries

NavBar: Menu {S}'
@ Menu > Reporting Tools
Recenty Viste  QUETY
-
Favorites E Schedule Q
Menu
Classic Home

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 (ldentifying 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_SUPERYV (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

MOU / PPA/

Student
submits the

": STUDENT
} SYSTEMS
i SUPPORT!

AL BN

Supervisor
submits MOU /

PPA /

Abridged MOU

MOU / PPA /
Abridged MOU
Decline pushes bac student to edit / complete
Decline pushes back to student to edit / complete

B

Decline pushes back to student to edit / complete

finalised
(student can add
courses and
register after
MOU finalised)

Deputy Dean
completes
MOU / PPA /

Abridged MOU

Any Academic Standing
other than CONT

(Eligible to Continue)
will be pushed to

Deputy Dean
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