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Readmission Appeal Application Service Request Upload 

 
This student guide covers 3 parts of the Readmission Appeal process: 

 Part 1: Submitting your Readmission Appeal Application service request 

 Part 2: Reviewing your Readmission Appeal Application status 

 Part 3: Reviewing your Readmission Appeal Application service request comments 

 

The Readmission Appeal Process: 

 Read the Readmission Appeal Information sheet carefully. The information sheet will be 

emailed to your @myuct.ac.za email address. The information sheet as well as the 

Undergraduate and Postgraduate Appeal form can be found on the Student Records website. 

 Save your Appeal form followed by all supporting documents as a Single PDF document and 

submit it as a service request via the Peoplesoft portal. 

 

 Part 1: Submitting your Readmission Appeal Service request 

 Login to the PeopleSoft Student Administration Self Service:  

 

 
 Enter your user ID/Student number in upper case in the User ID field. E.g., XXXYYY001  

 Enter your UCT password into the Password field.  

 Select the Sign In button  

 

 

 Select the Service Requests tile on the Student Homepage 
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 Click the Create New Request button. 

 

 
 Select the tick box for Readmission Appeal Applications. 

 Click the Next button once the tick box has been selected. 

 

 
 Select the tick box for Upload Readmission Appeal Applications. 
 Click the Next button once the tick box has been selected. 
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 Select the tick box on the Request Subtype you would like to submit. 
 Click the Next button once the tick box has been selected. 

 

 
 

 Click on the Add Attachment button to upload your Re-admissions Appeal Application form. 
 

 
 Click on the Choose File button to locate the file. 
 

 The appropriate appeal form can be found on the Student Records website (Undergraduate 

Appeal Application form, Postgraduate Appeal Application form). 

Save your Appeal form and any supporting documents as a Single PDF document. 

 



 
 Select your Readmission Appeal Application Form. 

 Click the Open button. 
 

 
 Click the Upload button. 

 

 
 Add a comment in the Comment Section (e.g., “Please review my attached Readmission Appeal 

form.”). 

 Click the View button to review your attached document. 

 Click on the Submit button. 
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 The Status column will indicate Received, which means that you have successfully created 
your Readmission Appeal Application service request and a notification has been sent to 
the relevant administrator to process the request. 
 

 

  



 Part 2: Reviewing your Readmission Appeal Application Status 

 

 Check your service request Status column timeously, as the application status may change to 

either Under Consideration or Incomplete. 
- An Under Consideration status indicates that your application has been sent to your 

Faculty’s Readmission Appeal Committee for review. 

 
- An Incomplete status indicates that your application is incorrect in some way, and it needs to 

be corrected as per the instructions sent to you before your application can be referred to your 
faculty’s Readmission Appeal Committee for review.  

 

An Incomplete Readmission Appeal Application status 
 
An Incomplete status indicates that your application is incorrect in some way, and it needs to be corrected 
as per the instructions sent to you before your application can be referred to your faculty’s Readmission 
Appeal Committee for review. 
 

 
 Click on the Upload Readmission Appeal Application hyperlink to view the administrators 

comments and upload the corrected documents. 
 
 

 

 Click the + button to add a new row and upload your correct documentation. 

 
 

 
 Click the Upload button to upload your correct documentation. 

 Your corrected documents will then appear below the documents you previously uploaded. 
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 Click the Add Comment button. 

 Add a comment in the Comment Section (e.g., “Please review my updated forms.”). 

 Click the View button to review your attached documents. 

 Click the Save button 

 

Once your Readmission Appeal Application has been saved with the updated documents 

uploaded and comment, the status will be updated to Acknowledged, in order for your application to be 

reviewed by an administrator. 

  



 

 Part 3: Reviewing your Readmission Appeal Service Request Comments 

 

 
 Click on the Upload Readmission Appeal Application hyperlink to view the Administrators 

comments. 

 

 
 The comment/s updated by the Faculty Administrator will be displayed in the comment field. 


