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1. TERMINOLOGY 
 

Applicant Application to further studies 
Campus ID Student number e.g. AAAAAA001 
Password 14-digit number as per the communication received from 

Admission  
Student Homepage Landing page to all student information 
Welcome page Inform you about the application funding criteria 
Award Details Display the Postgrad Application criteria 
Agreement Binding contract between applicant and UCT 
Student Activity Guide Required information to be completed to move to the next step 
Other Funding Funding for the year of study 
Need Assessment Complete all the relevant financial information within the 

household 
Declaration Accepting the terms and conditions of application 

 

Student can access the document via the following links: 

• https://vula.uct.ac.za/x/Gdk9ur 
• Student Help | Student Systems Support (uct.ac.za) 
• Link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://vula.uct.ac.za/x/Gdk9ur
http://www.sss.uct.ac.za/sss/students
https://www.uct.ac.za/sites/default/files/media/documents/uct_ac_za/49/STANDARD%20OPERATING%20MANUAL%20PG%20ONLINE%20APPLICATION_Student.docx
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2. STUDENT LOGIN PEOPLESOFT 
 

 

• Applicants enter the User ID e.g. AAAAAA001 
• Enter the 14-character Password 

The Student HOMEPAGE opens 

 

• Click on the Postgrad & Postdoc Funding tile 
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The following page opens 

 

2.1 Apply for Funding 
All the applicant’s biographical information is displayed. Applicants to update personal details if 
applicable. 

 

• The Aid Year e.g. 2023 will default automatically 
• Applicant to verify if the information displayed are correct 

Applicants can update their personal details using the relevant options 
on their tabs 
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2.2 Contact Details 
Applicants to verify this personal information and update where applicable. 

 

• Select the *Home option e.g. Rental 
• Select the *While studying at UCT e.g. Same as Home 

 

• Tick the Agreement box 
• Click the Apply button 

The following page opens 
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3. Student Activity Guide 
3.1. Welcome Page 
 

The Welcome Message will be displayed for the applicants to read before continuing. 

 

• Tick the relevant career box; applicants might have MORE THAN ONE ACADEMIC 
CHOICE 

- Once the career box has been activated the following options became available 

 

• Applicants click on the Award Details button 

please ensure that you allow POPUPS 
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3.2 Award Details – Application Criteria document 
 

The following PDF document opens 
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After reading the Application criteria, the applicants click on the APPLY 
button 
 

 

• Click the Apply button 
• The following Activity Guide opens 
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3.3 Agreement 
The applicant must accept the agreement before continuing with the application. 

 

• Tick the Accept box  

Upon acceptance the Agreement Date Time and Agreement User will be date 
stamped 

 

• Click on the Save button 

• Click on the button in the far-right corner of the page 
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• Tick the Ethnicity box 
• Click the Structure of degree dropdown arrow and select e.g., Coursework and Dissertation 
• Enter the Coursework and Dissertation percentage e.g. 50%.  

Based on your selection the percentage might default in automatically to 100% 
• Enter the Course convenor/Supervisor details e.g. Name, Surname and Email Address  

if a supervisor has not been allocated yet it can be updated  
• Tick the Upgrade box if applicable 
• Tick the Employment box if applicable 
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• Tick the Academic History if applicable (  if new to UCT) 

• Enter the Qualifications Obtained to Date (click on the  if you do have more than one 
qualification) 

 

• Enter the Discontinuation of study/research if applicable 
• Click the Save button 

• Click on the button in the far-right corner of the page 
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3.4 Other Funding Tab 
 

Applicants must complete or enter all the funding that they will receive for the current year of 
funding application. 

  

• Enter the *Institution e.g., Standard Bank 
• Select the *Academic Career e.g., Masters 
• Enter the *Year e.g., 2023  
• Select the *Funding Source e.g., Bank Loan 
• Enter the *Description e.g., Loan 
• Enter the *Value of Award (ZAR) e.g., R25,000 
• Tick the box “Does this award bind you contractually?” If applicable to you 
• Tick the box “Have you, or are you completing these obligations?” If applicable to you 
• Enter the detail in the Please specify box 
• Tick the box “Are you prevented from holding other awards concurrently?” If applicable to 

you 
• Enter the detail in the “Please specify” box 
• Tick the box “Have you or are you repaying?” If applicable to you 
• Click the Save button 

• Click on the button in the far-right corner of the page 
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3.5 Needs Assessment 
Applicants who require financial need-based funding should complete and submit all the relevant 
documentation for the members in the household. 

The following documents are required: 

• ID documents 
o Applicant, Parent 1, Parent 2, Guardian, Siblings 

• Payslips 
o Applicant, Parent 1, Parent 2, Guardian, Spouse 

 

Applicants select the appropriate option e.g., “I’m applying for Merit only” 

 

• Applicants select the Merit only (if this option is applicable to you) 
• Click the Save button 

• Click on the button in the far-right corner of the page 

 

OR 
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3.5.1 Needs Information 

Upon selecting “I’m applying for Need”, the fields below become active 

 

• Applicants select the “Needs Information e.g. I am employed and no longer living with my 
parent(s)/guardian or self-supporting” (if applicable to you) 

• The *Name and Surname defaults in automatically for the applicant 
• Applicants select Tertiary Education from the *Category drop down list  
• Applicants select Unemployed from the *Employment drop down list  

• Click on the  to add more family members and complete the required information 
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3.5.2 Family Income 
 

Enter the gross annual amount per household member. 

 

• Applicants enter the gross annual amount income per member in the household e.g.  
- E.g., Parent 1 enter the annual Full Time Employment total amount 
- E.g., Parent 2 enter the annual Part Time Employment total amount 
- E.g., Other Member enter the annual Part Time Employment total amount 

 

3.5.3 Family Capital 
The property value, investments, vehicles and bond balance must be entered into the relevant fields 
as per the household members. 

  

The applicants enter the following information for the household members. 

• E.g., Parent 1 entered R300 000 into the Market Value of Property field if applicable 
• E.g., Parent 1 entered R150 000 into the Vehicles Capital Amount field if applicable 
• E.g., Parent 1 entered R133 000 into the Bond Balance field if applicable  
• E.g., Parent 2 entered R75 000 into the Investments Capital Amount field if applicable  
• E.g., Parent 1 entered R133 000 into the Bond Balance field if applicable  
• Click on the Save button 

• Click on the button in the far-right corner of the page 
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3.6 Attachments 
Applicants must upload the documentation relevant to their funding application e.g. ID, Transcript, 
Payslips, etc,.  

 

• Click on the Add Attachment button 
• The following File Attachment box appears 

 

• Click on Browse (select your documents e.g., Copy of ID) 
• The following File Upload box appears 

 

• Select the relevant documents e.g., Copy of ID 
• Click on the Open button 
• The following File Attachment box opens 
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• Click the Upload button 

 

The name of the Attached File will default in automatically 
• Click the Document drop down list and select the relevant Document type e.g., Certified 

copy of ID 
• Click the Add button to add more documentation. 

you can delete a document that was uploaded incorrectly using the 
Delete button 

• Click the Save button 
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3.7 Declaration 
Upon accepting the declaration and saving, your application will be submitted, and you will be 
redirected to Student Self Service home page, to view your application. 

 

• Tick the Accept Declaration box 

 

• Click the Save button 

Upon saving an automated email is generated to your email address 
that you did submit the funding application. 
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3.8 Email Notification 
An automated email will be generated once the applicant submitted the declaration.  
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4. Student Homepage 
After saving the Declaration students are redirected to the Student Homepage. Applicants can view 
and monitor their funding application status. 

 

 

• Click on the Postgrad & Postdoc Funding tile 

The following page opens 
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• Click on the View Applications tab 
• The applicant can view his/her status 

if any documentation is outstanding after the Postgraduate Funding Office staff 
reviewed the application the TO DO LIST button becomes Active 
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4.1 TO DO LIST 
4.1.1 Refer back to student 
If all the relevant documentation were not uploaded according to the requirements PGFO will refer 
the application back to the student. 

Applicants must navigate to the Student Homepage. 

 

• Click on the Tasks tile 

The following To Do List page opens 

 

• Click on the PG Online Funding Application link 

The Activity Guide page opens 

 

• Navigate through the relevant Tasks e.g. Attachments  
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The “Refer back to the Student” will be marked 
• PGFO will add a message in the Comment box below to instruct what is required from you 

 

• Click on the Declaration once you’ve checked all the pages and complete where applicable 
• Click the Save button 

You will receive again the email Notification and can view the status of 
your funding application 
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OR 
4.1.2 Incomplete funding application 
 

If the applicant did not complete the Funding Online Application the following steps can be followed. 

• Applicants must navigate to the Student Homepage. 
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• Click on the Tasks tile 

The following To Do List page opens 

 

• Click on the PG Online Funding Application link 

The pages open at you last activity. E.g., Activity Guide page  

 

 

 

 

You can continue and repeat all the steps as per this document. 
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