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1. Login on PeopleSoft.

2. On the Student Home Page, click on the Tasks tile.

3. On the Tasks page, click on University of Cape Town Registration to open the Registration Activity Guide.
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4. Upon clicking on the task, the Registration Activity Guide opens on Step 1 (Introduction). Read the introduction and

click Next.

5. Upon clicking next, the Declaration (Step 2) is displayed. Read the information and click Accept and Next to continue.
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7. Complete Steps 4-11 by clicking on the Confirm/Save buttons and Next to move along to the next step.

If you have any “blocks/holds” (Service Indicators) on your record, these will be noted in Step 
11. Please resolve the “blocks/holds” first, before entering back into the Registration Activity 
Guide to continue with the Registration Process.
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6. Based on the student's cohort, the applicable Questions in the Additional Information step (Step 3) appears for

completion. Complete the questions, Save Answers, and click Next

The Expected Graduation Year question is an indication of 
when you think you will finish your degree.

PG students in programmes with research components, will 
be required to complete the Research question. They will 
have to indicate one of the following: 1: Dissertation or 
Thesis Only, 2. Dissertation or Thesis plus Course Work, or 3. 
Course Work Only. If option 1 or 2 is selected, a Task will 
trigger for students to complete the MoU/PPA process prior 
to completing registration.
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8. Upon clicking on the My Courses step (Step 12), a Pop-up Message with the applicable Active Programme and Plan

appears with an instruction of where to add courses. Click OK.

9. To start populating your registration shopping cart, click on the Add Additional Courses button.

10. On the Select a Value page, click on the appropriate year to which you want to add courses.
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If at this point you want to change your programme, you will 
need to follow the Change of Curriculum (ACA09) process. As 
soon as your Change of Curriculum request has been actioned, 
you can finalise your Registration Process by continuing with 
Step 12.

If you are a returning student, aside from picking the courses 
you need to register for in the particular year, also remember 
to add the courses you failed/dropped in the previous year. Be 
mindful of rules of progression and pre-/co-requisite rules that 
might apply and make your selection accordingly.

5



11. Search for the course you need to register for by typing the course code in the Search for Classes space and press

Enter or use the Arrow to initiate the search.

12. The Class Search Results page will appear with the available course options. Click on the course you need to register

for or on the Arrow.

Note that the arrow you need to on to 
select a specific course is quite small. It 
will be to the right-hand side of the 
search field.

Note that the 
arrow you need 
to click on to 
select a specific 
class is quite 
small. It will be to 
the right-hand 
side of the 
results field.
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13. The Course Information page provide an overview of available Classes, Meeting Dates, Days and Times and number of

Seats available for each option. Select the appropriate option by clicking on the Arrow.

14. The Class Search and Enroll page will open. You need to Review Class Selection, and click Next to confirm your

selection.

Note that the arrow you need to click on to select a 
specific course/class combination is quite small. It will be 
to the right-hand side of the results field.

Registration Activity Guide: Student-facing Steps (BSC)

As a tip: This system is not able to point out class clashes 
while you are selecting your courses. To assist you to 
ensure you pick your classes to not clash with each other, 
just keep track on the side of what you are picking on 
which days/timeslots (calendar on your phone/ word 
document).
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15. After confirming your selection, the Review and Submit section opens. Click Submit to add your selection to the

registration shopping cart .

16. A Pop-up Message will appear to ask if you are sure you want to submit your selection. Click Yes to continue.
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17. After clicking yes, you will be taken back to your registration shopping cart. By clicking on Add Additional Courses,

repeat the add additional courses steps, to add all the courses you are required to register for.

18. Once all your courses are loaded into your shopping cart and you are ready to submit your request to the faculty for

approval, click on the Select All button and Request Approval button.
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19. By clicking on request approval, the Create Service Request page appears. Leave an appropriate comment in the

Comment box (if applicable) and click Submit to create the Service Request.

20. You will be directed back to the registration Your Shopping Cart page. The status of your request will reflect Decision

Pending.

Note: You can click on 
the “Decision 
Pending” button to 
view comments made 
and attachments 
submitted.
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Once your registration service request 
has been submitted, the allocated 
faculty staff member will review your 
request and you will receive the 
outcome and further instructions via 
email. Note that you will not be able to 
make changes to your shopping cart 
once it has been submitted for review.
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Registration Request Processing: Communication

Once the faculty staff member evaluated your registration request, you will receive communication via email. Depending on the decision made, the email 
contains instructions on what you need to do next. Below, examples of these email for the various statusses:

Push Back to Student Decline Final Approval

Push Back to Student Status: In cases 
where the faculty staff member requires 
you to complete further actions (e.g., 
adding/deleting courses/fixing clashes), 
follow the instructions as per the faculty 
staff member’s email/comments and action 
the request. Once done, resubmit the 
registration approval request by click on the 
“Action Required by Student” button, 
adding a comment and saving the request.

Decline Status: In cases where the faculty 
staff member requires you to re-start your 
registration request, follow the instructions 
as per the faculty staff member’s 
email/comments and action the request. 
Once done, submit the updated registration 
approval request by click on the “Request 
Approval” button, adding a comment and 
submitting the request.

Final Approval Status: In cases where the 
faculty staff member approved your 
submission, complete Step 12 by clicking on 
the “Enroll” button, as well as Step 13 and 
Step 14 to finalise your registration. 
Instructions on how to complete Steps 12-
14 and accessing your Proof of Registration, 
follow on the next pages.
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21. The Your Shopping Cart page will open, and the Decision Pending button will now reflect Submission Approved.

22. To finalise your registration, tick the boxes in the Select column next to each course on the Your Shopping Cart page

OR click on the Select All button. Once all are selected, click on the Enroll button.

Once you receive final approval from the faculty, complete the following steps in your registration activity guide to finalise your registration.

Aside from the email 
you receive to 
indicate the status of 
and comments on 
your request, by 
clicking on the 
“Submission 
Approved” button, 
you will be able to see 
the comments made 
by the staff member.

If you forget to select the courses you are approved to
register for, a pop-up warning message will appear to remind
you to do so.
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23. A Pop-up Message appears, click Yes to continue.

24. Upon clicking on the Enroll button, the list of courses you registered for will appear, with a positive or negative

indicator. Click Next to view your schedule.

25. The View My Classes (Step 13) tab will open, showing your class schedule. These can be viewed by class or by date.

Click Next to finalise your registration.

After viewing your class enrolments, please remember to click
next, and complete Steps 13 and 14 to finalise your registration.

If for some reason, a course/ courses could not be added to your
schedule, please contact the faculty office to assist.
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26. The final step, the Complete step (Step 14) opens. Read the information and click Submit.

Upon clicking submit, you will
automatically be re-directed to the
Student Home page. The Tasks tile
will now show “No current tasks”.
This marks the end of your
registration.

You can access your Proof of Registration from the Student Home page, by clicking on the Academic Record tile, and choosing the “Proof of Registration” tab on
the left-hand side of the screen.

End of Registration Process

Registration Activity Guide: Student-facing Steps (BSC)

14


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11: Registration Request Processing: Communication
	Slide 12
	Slide 13
	Slide 14

