Student Systems Support Documentation

1. Logging In and Out PeopleSoft

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

UNIVERSITY OF CAPE TOWN

IYUNIVESITHI YASEXAFPA « UNIVERSITEIT VAN KAAFSTAD

i, Protect Your Password. Do not divuige your password to anyone. Do not leave
a PC unattended  you are logged in. You and only you will baar the
consequences if there is damage or loss arising from abuse of your User 1D
and Password,

. Special pricing on laptops. Read more

ATTENTION iOS DEVICE USERS:
Please do not view Academic Records on your 105 device. If your Academic
Record i more than one page, you wil only bae able to view the first page of

your Academic Record due to & PeopleSoft compatibility issue with Safari. View
your Academic Record on a PC

Before your first login, manage your password: hitpdipassword.uctac.za
Postgraduate enquiries: admissions-pg@ud acza

Undergraduate enguities: admlsmons—und acza

Student support: 55s-helpdesk@ud acza

Enter User 1D in UPPER CASE

Password

Forgot Password 7

e Enter your student number in capitals in the Enter User ID in UPPER CASE field e.g.
XXXYYY001

e Enter your UCT password in the Password field

e Click on the Sign In button

e The Student Homepage appears

v Student Homepage

Academic Progress

Report Type has not been setup for this page

Financial Aid

.
=
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e To sign out, click on the Actions List icon ﬂ and select Sign Out

¥ Student Homepage

Student Center

Academic Progress

Iy Preferences

“ Help

Sign Oth____-

Report Type has not been setup for this page.

Financial Aid

2. Updating your Address Details

¢ Click on the Student Center tile

Student Center

£ Student Homepage

*s Student Center

Student Center

Academics
Search for Classes
Search [y Deadiines =00 [ Gradebook
’%Iﬂfgl\ e Efy View Class Activities - Action Required
My Academics Holds
Change of Curriculum
Proof of Registration Weekly Schedule p No Holds.
Progress Report
View my Communications To Do List
No To Do's.
other academic... v @
Important Sites
Personal Information ueT
Vula

Demographic Data Contact Information

Exam TimeTable

Family & Emergency Home (Street)
gumads Undergraduate Funding
ames ;
User Preferences A Celul sy
ellular
As of 1 August 20186, first-time
applications for financial aid will
|nther personal ¥ ‘ @ be handled cenirally via
NSFAS. For further information
on the application process,
Finances please refer to Undergraduate
Student Funding.
My Account ®

e Scroll down until you get to Personal Information

e Click on the Demographic Data hyperlink
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Personal Information

Demographic Dala € Contact Information

Family & Emergency
Contacts Home (Street)
Mames
User Preferences
SA Cellular

[ other personal... | ()

< Student Center Demographic Information

|goto . i®

Personal Information Security

Addresses | Names | Phone Numbers | Emai Addresses | Em: Contacts |

Demographic Information

D
Gender  Male
Date of Birth
Birth Country
Birth State
Marital Status Mot Applicable
Military Status Mot indicated

National Identification Number

Country National ID Type National ID
South Africa 1D Num

Ethnicity

Ethnic Group Description Primary
Citizenship Information

Citizenship Status Country
3A Citizen South Africa

Driver's License

License # Country State

Visa or Permit Data

Type Visa/Permit Country

To correct any of the above information, please contact the relevant administrative office.

@Go fotop

e Click on the Address tab

rsonal Information Security

Addrezsses | Mames | Phone Mumbers | Email Addresses | Emergency Contacts | Demographic Information
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[goto . v |®

Personal Information Securify

Addresses | MNames | Phone Mumbers | Email Addresses | Emergency Contacls | Demographic Information
Addresses

Eelow is a list of your current addresses. Each address has one or more fypes associated with it that are
indicative of its usage. Please follow the instructions below on how to use the address fypes:

Home(Streety* and Home(Postal)*:

Home(S1r) is used for your physical/street home address. You only add a Home(Pst) address type if it differs
from your Home{Str) address. So if you have a PO Box number you will add this address under the
Home(Pst) address type.

DO NOT ENTER LOCAL TERM ADDRESS DATA HERE UMLESS YOU LIVE AT HOME DURING TERM
TIME. See Term and UCT Residence Addresses below.

*Mote: For foreigners this will be your address in your home country. Once the above address types have
heen created it cannot be deleted. For example, if you had different Home(5tr) and Home(Fst) addresses
and for some reason no longer have a postal address, you will need to link the two address types to your
PEHHGhE90'ERE 1ermirostan

Add a Term(Sir) address if your term address is different from your home address and if you are notin a
UCT residence. You only add a Term(Pst) address if it differs from your Term(Str).

Fee(Billing):

From 2015 all fee accounts will be sent electronically to the Fee Payer E-Mail address or, if this information
is not available, your preferred E-Mail Address. You are ultimately responsible for updating this information
and ensuring that your fee account is paid prompily.

Only add a Fee(Billing) address if it differs from any of the above address types. If you are receiving an
external bursary DO MOT enter the sponsaors’ details here. A copy of your sponsorship letter must be sent to
the Fees Office on an annual basis and a copy of vour account will be sent directly to your sponsor. You are
ultimately responsible for your fee account being paid prompthy.

To add, change, or delete an address or the types associated with an address, click the appropriate link.
Address Type Address

Home(Str) g

Home(Pst) g

e Click on the Edit % icon

< Addresses Addresses

»
@

Edit Address

Country South Africa Change Country
Postal Code |/ Q

Address Line 1
Address Line 2
Address Line 3
Address Line 4

Suburb/TowniCity | Q. Postal

Code
State/Province ER T

OK Cancel
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¢ Click on the Lookup icon Q

¢ Addresses Addresses
Edit Address
Country South Africa Change Country
Postal Code | Q/

0K

Address Line 1f
Address Line 2
Address Line 3
Address Line 4

SuburbTown/City | Q@ Postal

Code
State/Province

Cancel

Enter your Suburb/Town/City
Click on the Look Up button
Select your Suburb/Town/City from the list

Look Up Postal Code

Postal Code| begins with
State| begins with ¥ o]

Suburb/Town/City | begins with v |Rondebosch 'G"--.

1.

Look Up Clear Cancel Basic Lookup

Search Results 2.

WView

100 First (4 1-4af4 (k) Last

Postal Code State Suburb/Town/City Post Office Box

7700
77
7780
7780

WCP RONMDEBOSCH M

WCF RONDEBOSCH Y € 3.

WCF RONDEBOSCH EAST N
WCF RONDEBOSCH-00S N

Enter your Address Details

Edit Address

Country South Africa
Postal Code 7701 |

Address Line 1 PC Box.
Address Line 2
Address Line 3
Address Line 4

SuburbTown/City '

State/Province WCP Western Cape

(0] .4 Cancel

»
®

Change Country

Postal 7701
Code
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e Click on the Lookup icon Q next to Suburb/Town/City
e Enter your Suburb/Town/City

e Click on the Look Up button

e Select your Suburb/Town/City from the list

Look Up Suburb/Town/City
Fostal Code 7701
Suburb/Town/City | begins with + ||

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First (40 1of1 (k' Last
SuburbiTown/City

RONDEBOSCH

e Click on the OK button

e Click on the Save button
¢ Confirm your Change of Address by clicking the OK button

Change Address
Save Confirmation

. The Save was successful.

oK
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3. Updating your Contact Number/s
e Click on the Phone Numbers tab

Personal Information Security

Addresses | Mames | Phone Numbers | Email Addresses | Emergency Contacts

Demographic Information
Phone Numbers

Below is a list of your phone numbers. To add a phone number, click Add a Phone Number. Each phone number must have a
unique type. You may indicate your primary contact phone number by selecting the Primary Phone checkbox. If you select more
than one checkbox, the last checkbox you selected will be saved as the Primary Phone Number.

You are allowed fo add phone and fax numbers for Home, Term and Fee. You only add Term phone or fax numbers if it differs
from your Home phone or fax numbers. Likewise you only add Fee phone or fax numbers if it differs from any of the above.

Please enter the phone number into the Telephone field starting with the dialling code followed by the number, for example
0215551234 or 0829993456. The system will automatically reformat the number. You are therefore not required to enter any
spaces, slashes or brackets. Please do not use the Ext field.

*Phone Type *Telephone Ext Country Prefemred

| Term (Phone) v | i i o i}
| 54 Cellular v| ] |
[ Home (Phone) v O m

Add a Phone Mumber

Save

* Required Field

Ezo to top

e Edit the Contact Number you wish to amend
e Click the Save button
e Confirm your Change by clicking the OK button

Phone Mumbers

Save Confirmation

~ The Save was successful.

OK
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