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INTRODUCTION

Welcome to the registration process!

To become a registered student at the University of Cape Town, please meticulously follow all the steps outlined in
this Registration Activity Guide. Completing these steps is crucial for your successful registration.

This guide covers the following registration methods for COM GSB studies:
= Progrmme Enrolment (PE)
= Blank Shopping Cart (BSC)

The registration method relevant to you will be indicated by the Commerce Faculty Office. Ensure that you follow the
appropriate registration method and complete all the required steps.

Upon completing all the steps, you will be able to generate a proof of registration.

If you encounter any difficulties accessing or navigating the PeopleSoft student page, or any other part of the
registration process, please contact the SSS Student Support Helpdesk:
Email: sss-helpdesk@uct.ac.za ~ Phone: +27 (0)21 650 5227

STEPS OVERVIEW

START ~ ACCESS “REGISTRATION ACTIVITY GUIDE”
INTRODUCTION

DECLARATION

ADDITIONAL INFORMATION

PERSONAL DETAILS

BIOGRAPHICAL DETAILS

CONTACT DETAILS

ADDRESSES
EMERGENCY CONTACTS
COMMUNICATION PREFERENCES
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Sign into PeopleSoft

Use the following link to access the PeopleSoft Student site: ) suvensimor careTown
https://studentsonline.uct.ac.za/

If you require assistance with resetting/updating your password,
please contact the ICTS Help-desk or follow the link:

Betore your first login, manage your pas

d: hitps:iipassword.uctac.zs
Posig 2

Email: icts-helpdesk@uct.ac.za
Phone: +27 (0)21 650 4500 e
Link: https://password.UCt.aC.Za/ “
Access Activity Guide
On the Student Home Page, click on the Tasks tile
——— S - o Tip: The “Tasks” tile is usually
found towards the bottom of the
‘_4 ‘—4 - ¢ H -”
| | 8/ [é) Student Homepage
Tasks
2 iz 2 g
-
uaf ﬁ
1 To Do's

1ucT
2 Amathuba

3. Vula

4, Exam TimeTable

To Do List
@ To Do List

% Completed Agreements 1row
]
Task Due Date Status
University of Cape Town Registration Assigned 5
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ACTIVITY GUIDE introduction
The Registration Activity Guide consists of fourteen (14) sequential steps that must be (2) Declaration

completed to finalize your registration. Each step is essential and cannot be skipped.

3 | Additional Information
" Not Started

To become a registered student at UCT, you must successfully complete all steps.

4 | Personal Details

NOTE: .~ MNot Started
«  The Introduction section provides important information about the structure and | * tdaes
use of this activity guide. It also includes details on where to seek academic and e —
technical assistance and provides a link to the UCT Student Responsibility Policy |~ Metstere
page' | 7 | Addresses
~.~~ MNot Started

o The Privacy Statement highlights crucial information regarding the use of

g | Emergency Contacts

personal information and UCT’s compliance with POPIA (Protection of Personal e
Information ACt) g | Communication Preferences
.~ Not Started

Personal & Demographic

o The Declaration contains essential statements regarding your registration at
UCT. It also emphasizes that all correspondence between you and the university 1Y) Information

will be conducted via your UCT email account. .
1 olds
.~ Not Started

Additional information, when needed, is denoted with: 0

12 | My Courses
.~ Not Started

13 | View My Classes
.~ Not Started

[ 14' Complete
| Mot Staried

STEP 1: Introduction

Read the Introduction and click Next to continue.

University of Cape Town Registration

| Academic Assistance | | Next >

Introduction ISiep 1 of 14: Introduction l
Visited
s ‘Welcome to University of Cape Town Registration
2 | Declaration This registration task will allow you to:
" Not Started

« Verify or update personal information

« Verify address details

| | 3 | Additional Information « Indicate your communication preferences

| LR . Sign agreements

« Register for classes based on your active program of study

4 | Personal Details . . . .
"/ Not Started Should you require assistance in any steps, please click on the "Help" butten. For academic advice click on

the "Academic Assistance” button

5 | Biographic Details You may view your Fee Account and Pros j 5 €. Take note of your
~ Not Started responsibilities by following the link to the]UCT student responsibility policy here.
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STEP 2; Declaration

Read the Privacy Statement and Declaration information and click Accept and Next to continue

University of Cape Town Registration

1 | Introduction Step 2 of 14: Declaration I
isited
PRIVACY STATEMENT FOR REGISTRATION AT UCT |

When you register as a studant at UCT we collect and generate the following information for the purposes of concluding a student contract with you, performing in terms of

Declarati; - : - :
E> ”:ﬁpl;ie on this student contract, continuing our relationship with you as 2 UCT alumni and to fuffil our regulatory compliance obligations:

= Personal information in your UCT application and registration forms;

3 | Additional Information = ‘fourimage and fingerprints; and
Mot Started
= “Your qualifications.

4 | Personal Details UCT shares this information with external organizations such as the National Student Financial Aid Scheme (NSFAS), the National leamer record dats base and other
Hot Started retumns as required by the Department of Higher Education.

As a public body, UCT also places records of qualifications we award in the public domain.
5 | Biographic Details

Mot Started f you would like to read more about how we process your personal information, the UCT Student Privacy Motice and UCT Alumni Privacy Nofice are available hers. |

Tip: Once you “Accept” the Declaration, you can print this page for safe keeping.

DECLARATION
Without prejudice o the terms of my applicafion for admission, | make the following declarafions:
1. 1 will abide by the University's rules.
2. | accept, agree and understand that all communication between UCT and a student is via the UCT email account. Similarly, my email
communication with UCT will be frem my UCT email account for as long as | am a registered UCT student. {See Student Responsibilifies in step 1
far detail.}
3. | hold myself responsible for:
3.1. the payment of all fees and charges due and payable by me to UCT each year.
3.2. any arrears and interest on arrears as defined in this year's fee booklet. and

3.3. any costs of recovery, including atterney-and-client ecale fees and/for collection commission.

4_If | do not inform the Registrar in writing of withdrawal from studies or a course by the prescribed date(s) | will be liable for full fees even if | do not
make use of UCT facilities.

5. UCT does not accept any responsibility for incorrect informatien or banking details | provided on PeopleSoft and the onus is on me to ensure that
the information and data is up to date, complete and accurate.

6. | accept. agree and understand that: UCT may keep and process data and documents in electronic format.

7. | declare that if | had previously been enrolled at another insfitution, | have disclosed this. | note that if | have not declared my previous
enrolment(s) elsewhere when applying, my registration may be terminated and/or disciplinary action may be taken against me.

5. | have not been expelled, rusticated, or excluded from any other University.

9. | accept that concurrent registration in another programme at UCT or any other institution is not allowed without Senate permission and failurs to
declare concurrent registration may results in de-registration.

10. | waive all claims against UCT for: any damage or loss suffered while | am, or as a consequence of my being, a UCT student and/or arising out
of loss or destruction of. or damage to, any property belonging fo me or any other person.

11. If 1 am a minor, | have the consent of my parent(s)/guardian to sign this form.
12. The informaticn given on this form is complete and accurate.

Agreement Date 12/12/2023

Prinfable Page
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STEP 3:; Additional Information

NOTE: There are two sets of questions: One set for Programmes Not Requiring MoU/PPA,
and one set for Programmes Requiring an MoU/PPA. Depending on your year of study, you

receive the questions relevant to you.

UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students
4

Which option do you need to select?
» Ifyou are only required to complete the coursework components in the current year, select “No”.

» Ifyou are only required to complete the dissertation component in the current year, select “Yes”.

This option triggers the MoU/PPA task, which you are required to complete prior to Step 12 (Course Selection).
» Ifyou are required to complete both the coursework and dissertation components in the current year, select “Yes”.

This option triggers the MoU/PPA task, which you are required to complete prior to Step 12 (Course Selection).

Not Requiring MoU/PPA - Questions

Additional information is required in this step. Complete the questions, Save Answers, and click Next to continue.

University of Cape Town Registration

e ] | (S

Step 3 of 14: Additional Information |

Please Answer all the question below fruthfully.

1  Introduction
s Wisited

| 5 | Declaration .
\Z/ Compate Expected Graduation Year
*1. Are you expecting to complete your qualification this year?
E> Additional Information
Bieges Note: This question is only an indicator of whether you believe you will
ez ni i ifi i i i i
1| Peraomal Detate - be finishing your qualification in full and graduating in the current year.

" Mot Started

Note: Once you answered all questions, click Save Answers|and follow the prompts to continue.

Answers cannot be changed once the page is saved.
Select Ok to save or Cancel fo review the answers again.

Completed Instructions X

Thank Yu!

0K l Cancel l

Once saved, click Next to continue to step 4.

University of Cape Town Registration

Step 3 of 14: Additienal Information Save Answers

Student Systems Support Documentation
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Requiring MoU/PPA - Questions

UCT REGISTRATION: COM GSB Students

Additional information is required in this step. Complete the questions, Save Answers, and click Next to continue.

Z73

University of Cape Town Registration

Academic Assistance ‘ ‘ Help | |

|1 |Intmduc1ion
S \isited

Declaration
Complete

Additional Information
In Progress

l 4J Personal Details
~" Not Started

l 5 J Biographic Details
~ Not Started

l J Contact Details

..~ Not Started

Step 3 of 14: Additional Information

Plzase Answer all the guestion below truthfully

Expected Graduaticn Year

Save Answers

*1. Are you expecting to complete your qualification this year?

No

*2. Are you required to register for your dissertation or minor dissertation this year?

Yes

=
o
. l

4.
[I-—‘JThis question is only an indicator of whether you believe you will be
finishing your qualification in full and graduating in the current year.

If you are in a programme/plan requiring a combination of coursework
and a dissertation/ mini-dissertation to be completed, you need to
complete the Research question.

Once saved, click Next to continue to step 4.

an

‘ University of Cape Town Registration

Academic Assistance

‘ I { Previous ]l Mext »

| Step 3 of 14: Additional Information

Save Answers

Student Systems Support Documentation

Note: Once you answered all
questions, click/ Save Answers and
follow the prompts to continue.

Answers cannot be changed once the page is saved.
Select Ok to save or Cancel fo review the answers again.

Completed Instructions

Thank You! ‘
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STEP 4: Personal Details

Check your Personal Details, update if applicable, click Confirm and Next to continue.

‘ University of Cape Town Registration

Academic Assistance | | [ £ Previous ][ HMext > I | Personal Detailsl

1 | Introduction .
o Visited Step 4 of 14: Personal De‘a“S@; Below is a list of your current names. Each name has a
type associated with it that is indicative of the name's
2 | Declaration pateorsitn | N use. For example, a name with the type Primary would
>~ Compiete Gender| | be your legal name fo be used under most
memiwmmerl:l circumstances. Use the Former name type to record
| | 3 | Additional Information former names that differs frem your Senior Cerlificate
S\ Compiete « Names name, if one is recorded. Add a Preferred name which
will be used for informal communications.
Personal Details. To add, change. or delete a name, click the appropriate
Compiate link.
Name Type
Biographic Details
5 NotStarea ] Primary

To add another “Name” item, click on the plus (+) icon.
To update/edit current “Name” details, click on the arrow (>) icon.

STEP 5: Biographical Details

Check your Personal Details, update if applicable, click Confirm and Next to continue.

&3

University of Cape Town Registration

Academic Assistance

| [ £ Pravious ]I[ Mext >
! I\.T;‘Z:unuon Step 5 of 14: Biographic Details

| 2 | Declaration » Demographic Details
" Complete
Serf Daslares Rase [ ] >
Additional i — - - Canc i i
|\3,,| Complete Citizenship Details Cance Edit Details
[]Pe | Detail Country Citizenship Status | *Self Declared Race
4 rsonal etalls
-/
7 Complete South Africa SA Citizen Afioan
Chinase
E> Eiographic Details .Cni'iii"“
s No Information
Wihite:

To update/edit current items under the “Demographic Details” option, click on the drop-down arrow (>) icon
to open. Once open, click on the desired item’s arrow (>) icon to make changes.

STEP 6; Contact Details

Check your Contact Details, update if applicable, click Confirm and Next to continue.

versity of Cape Town Registration

Academic Assistan |“ | < Previous l[ Next > ]
Step 6 of 14: Contact Details |

| All communication between UCT and a student s via the UCT email account. |

1 | Introduction
. Visited

2 I]Eclarauon

- FEP— o To edit/delete/update “Email” and “Phone’
! - . prefres items, click on the arrow (>) icon next to
B o i v : the appropriate field.
(5] Eograpme oeais

SS—— To add “Email” and “Phone” items, click
[ (7) aaarosees : o . on the plus (+) icon under the appropriate
— » field
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é UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students
=

IYUNIVESITHI YASEKAPA « UNIVERSITEIT VAN KAAPSTAD

STEP 7: Addresses

Check your Addresses, update if applicable, click Confirm and Next to continue.

University of Cape Town Registr.i-ition
| Academic Assistance ‘ |?Ip| | [ € Previous ]l[ Next » ]
Introduction
N Vi;iled i |Step 7 of 14: Addresses
2""'1”:“"“ Home( Street) Address .
omplets To edit/delete/update
Additional Information ;ress From “Add reSS” ItemS, C“Ck
Complete
Rocky crest, Virgin Island strest erf 297 on the arrow (>) ICOI"I
Personal Details Windhoek Current t t th
Complete 9000 neX O e
Sograptic Dot efposa e appropriate field.
+
Contact Details |_| TO add “Add I’eSS”
Complete Address From . .
Katutura P O BOX 61978 items, click on the
égnc::gfszes Windhoek Current p|US (‘|‘) icon under
9000
R the appropriate field.
“_~ Not Started Fee(Billing) Address

STEP 8: Emergency Contacts

Check your Emergency Contacts, update if applicable, click Confirm and Next to continue.

University of Cape Town Registration
Academic Assistance ‘ ‘ Help ‘ ‘ [ < Previous ] [ Next > ]
Addresses . Confirm
Complete IStep 8 of 14: Emergency Contacts
Emergency Contacts No contacts defined.
CTIEEE l Add Contact +
Contact Phone Preferred
Ronelle +27 |:| v‘ >

In case no emergency contact details are captured, click on Add Contact

In case emergency contact details are captured, and you would like to add another, click on the plus (+) icon under the
appropriate field.

To edit an emergency contact, click on the arrow (>) icon next to the appropriate field.

Student Systems Support Documentation 8
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STEP 9: Communication Preferences

Check your Communication Preference, update if applicable, click Save and Next to continue

UCT REGISTRATION: COM GSB Students

University of Cape Town Registration

Academic Assistance | | Help | | [ ¢ Previous }I[ Next » l

Complete

Step 9 of 14: Communication Preferences |

Emergency Contacts
v Complete I Save I

My Communication Preferences

Communication Preferences

Complete Language | Englishi Method | E-Mail i

Communication Permissions

Personal & Demographic
[ 10 ] Information

We cannot release your results to your parent/guardian or Fee Payer without your
Not Started

permission. Please indicate your preference below.

11| Holds Parent Fee Payer

“._~ Mot Started Parent | Yes. Fee Payer |Yes.
Email ‘ Email

(12 My Courses Address Address

< Mot Siarted

To edit/update “Communication Preferences” items, click on the drop-down arrow next to the appropriate field.

STEP 10: Personal & Demographic

Information

Read the Personal & Demographics Information, click Confirm and Next to continue.

| University of Cape Town Registration
Academic Assistance | ‘ Help ‘ | [ £ Previous ] [ Next »
Complete -
i Step 10 of 14: Personal & Demographic Information Confirm
v Emergency Contacts Personal, Demographic and Fee Payer information
i Complete
Confirm that your information is correct
| Communication Preferences 1. I have checked and updated my personal information and confirm that it is correct. Where | could net update a field
I Complete with outdated personal information, | undertake to report this to the Faculty Office to be updated. | accept that if | do
not do this | am in breach of rule G9
Personal & Demographic 2. | have checkad the fee payer address on system and confirm that it is correct. Where it was not correct, | have
Information updated it.
Complet
I Agreement Date 1211212023

Student Systems Support Documentation 9
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STEP 11: Holds

A “hold” or “Service Indicator” is placed on a student’s record in cases where specific items need to
be resolved by you (the student) prior to selecting your courses for registration. As an example, this
could include “Holds” on outstanding fee payments to be made.

These “Holds” must be resolved first. before vou can enter Step 12 to select vour courses.

Check your Holds, resolve items if applicable, click Confirm and Next to continue.

= 5 & b
University of Cape Town Registration
Academic Assistance ‘ | Help | | [ £ Previous ][ Next » III
Complete -
Step 11 of 14: Holds m
u Emergency Contacts -
Complete 7 rows
-
Communication Preferences | - | | N |
Complete
Personal & Demographic
Information No Enrollmant Activities Int Acad Prog Office
Complete
Holds QOutstanding Fee Debt Fees Office
Gomplete

To resolve holds, click on _ N Service Requeats

the arrow (>) icon next to

No Enrollment Activities Alungile Xulu
. . y Service Requests
the appropnate f|e|d, read Reason International Student _
i i i issusd a study of ired to submit proof of your inital f t i Seevice Requests
you are izsued a study offer, you are required to submit proof of your initial fee payment to
the InStrUCtlonS and remove the fee hold and then register. Complete your submission through a Service Request IE'

once you recelve an offer. Request Number | Request Type

follow the prompts. Once
resolved, and holds have

. . I Complele I I Create New Reguest l
been lifted, click on L cemerovrones |

Confirm and Next to *

. I Hold Details I X
continue.

Outstanding Fee Debt

Reason Qutstanding Fee Debt

Your Fee account is in debt in excess of R1,000. Payment (or evidence thereof) should be
made before this restriction can be lifted

If no holds are present, click Confirm and Next to continue.

== e = o=
University of Cape Town Registration

Academic Assistance ‘ ‘ Help ‘ ‘ [ < Previous ]I Next >
Complete N
Step 11 of 14: Holds m

Complste 1 row

M ]

Hold Department

Communication Preferences
Complete

Personal & Demographic I There are no holds preventing you from enrolling. Press confirm to continue I
(10 informtion

Complete

Holds
Complete

Student Systems Support Documentation 10
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STEP 12: My Courses

IMPORTANT: Depending on the registration method assigned to your programme/plan of study,
the interface you need to register on appears in Step 12. For postgraduate students in Commerce,
you either register via Programme Enrolment (PE) or Blank Shopping Cart (BSC).

See description of each method below.

PROGRAMME ENROLMENT (PE)

Your curriculum is listed with the required course
options, and rules of the programme to guide you
to register for your courses.

When clicking on the “Add My Courses” button,
your “Education Planner” page appears for
completion.

By following the prompts and selecting the
required courses, you can self-register without
approval from the Faculty.

BLANK SHOPPING CART (BSC)

You are required to select your curriculum
yourself (with the assistance of the Faculty
Handbook and other sources).

When clicking on the “Add Additional Courses”
button, you are prompted to search and select the
courses you need to register for and adding them
to your registration list.

Faculty approval is required and once granted,
you can finalise Step 12.

PROGRAMME ENROLMENT (PE) — CONTINUE BELOW
BLANK SHOPPING CART (BSC) - NAVIGATE TO PAGE 15

Student Systems Support Documentation
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12.1 PROGRAMME ENROLMENT

Click on Step 12. A pop-up message appears to notify you of the programme/plan you are active on to register
for, and which prompt to click on to start selecting your courses. Click OK.

i

University of Cape Town Re

Shopping Cart
for the following programmelplan: Bachelor of Business Science (CB004) /Finance (CBOD4FTX0S)

. pleass

u are active and ready to enrol

To start selecting your courses e click on the “Add My Courses” button

Holds

Complete
My Courses
In Progress
Shopping Cart
You are active and ready to enraol for the following progra mme.n'planl Bachealor of Businass Scisnce (CB004) /Finance (CBOU4FTX05)|
To start selecting your courses, please click on thef Add My Courses” button |
QK

All Students: If at this point you want to change your programme/plan, you need to follow the Change of Curriculum
(ACAQ9) process. As soon as your Change of Curriculum request has been actioned, you can finalise your
Registration Process by continuing with Step 12.

Student Systems Support Documentation 12
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PROGRAMME ENROLMENT cont.

UCT REGISTRATION: COM GSB Students

Click the Add My Courses button to open the Education Planner. Read the Instructions. Tick the appropriate

boxes to select your Courses.

Once all prompts are followed and all courses are selected, click

4 )

o

ape

B,

University of Cape Town Registration

Holds
Complete

My Courses
In Progress

Add My Courses |

®

Education Planner

Update Planner and Continue.

IDiName:

Campus ID:

]

Select Year

View

& Passed

CMOD8GSB09 - Year 1
CMO0BGSB0S - Year 2
< Enrolled

W Planned #® NotPassed @ Dropped A Invalid Courselist

| [

= Grade In Progress

I Courses that must be taken in CMO0EGSE03 - Year 1:

Select Status  ltem Category Credits
* 3B 5007X: Systemic Executfive Practice Core Courses 30.00
# and GSB 5008X: Managing for Shareholder Value Core Courses 30.00
bt and G5B 5009X: Managing for Customer Value Core Courses 30.00

Credit Summary:

Year Planned a0 Year Enrolled o Year Passed

Program Planned 90 Program Enrolled 0 Program Passed

o

Upazte Planner
—

Your education plan has been updated.

Retum to Registration

&,
[I-—JJ You can use the Handbook or the
Curriculum List available on the
Commerce Registration website to assist
you in selecting the correct courses.

&

&
@ If you select incorrect courses, not

| Please ensure that you have selected the relevant core courses.

adhere to course/ programme rules and/or

Student Systems Support Documentation

deviate from the curriculum, a pop-up
message or prompt will appear at the
bottom of the screen. To resolve these,
follow the instruction to clear the error.
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PROGRAMME ENROLMENT cont.

UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students

On clicking Continue, the Schedule Builder renders. Click Proceed to Registration to finalise your shopping cart.

Eeting Informaton

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday
[Schedule Builder | soau
IDVName: ‘ = @ ACC 4023W - LGO1
Campus ID: l:l R z;méﬁ?ﬁupm
Location: TBA
Session 1
e =
PENDING
@ ACC 4020W - LGO1 @ ACC 4023W - LGO1 @ ACC 4023W - LG01
4:00PM Lecture Lecture Lecture
4ODPN! - 6:00PM 4:00PM - 6:00PM AZDGPM - 6:00PM
[ ] Open (=] Clased A Wit List Lnsu:::"TIBA Location: TBA Lnglg:scir:m'l?h
5:00PM 0015 0015
PENDING PENDING PENDING
* Change Filter Options &:00PM
Note: If you need to make change, click Cancel to go
back to your Education Planner. If you are ready to Cancel | Proceed to Registration |
finalise your registration, click Proceed to Registration.

As per your selection, all courses now show in Your Shopping Cart. Click on Select All and Enroll to finalise Step 12.

|'><'Exit|
o

University of Cape Town Registration

2024

GSE {Postgraduste Programmes)

eeererseres | ] | (e

g | Communication Preferences

R A
.~ Compiete Add My Courses ll Select All ” Add Additional Courses ” Delete ||

. Perzonal & Demographic Your Shopping Cart

10 Information

Value Year

14 Complete
| Mot Started

Complete Availability Class Description Session Days and Times Room Instructor Units Seats Preferences
(] Open Lecture - 2745 GSB 5007X Systemic Executive Full 30.00
14 | Holds Practice Year
o’ Compiate Mare meeting details
available
@ My Courses O | open Lecture - 2749 GSE 5008X Managing for Full 30.00
In Progress Shareholder Value Year " y
More meeting details
available
13 | View My Classes
T Mot Started | open Lecture - 2750 G5B 5009X Managing for Customer  Full 30.00

More meeting details
available

Enroliment

i
Please ensure you click and select all checkboxes next to each course and théE_Jick on the “Enrell” button to finalise your registration.

Are you sure you want o enrcll?

¥
[l-—l) If you accidently forget to “Select” the
courses you are registering for, a pop-up
message will appear to remind you to do so.

I

Once you clicked “Select All” and “Enroll”, a
pop-up message appears to prompt you if you
are sure that you want to register. Click “Yes”
to continue.

Student Systems Support Documentation

In exceptional circumstances,
you may request approval to deviate
from the curriculum. To do this you
may use the “Add Additional
Courses” and/or “Delete” buttons.
Follow the steps in the Blank
Shopping Cart section to add and/or
remove courses and follow the
instructions to submit an approval
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PROGRAMME ENROLMENT cont.

Once you clicked Enroll, the list of courses you are registering for appears with either a positive v or negative X
indicator.

UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students
==

Click Next to continue to Step 13.

University of Cape Town Registration

Academic Assistance | | Help ‘ [ £ Previous l [ Mext »
2024
Z5E (Postgraduate Programmes)
-
" 44 | Holds
\11/ Complate « G5B 5007X - Systemic Executive Practice

This clags has been added to your schedule.

My Courses
Complete

13 | View My Classes

+ Mot Started

« G5B 5008X - Managing for Shareholder Value
Thiz class has been added to your schedule.

« G5B 5009X - Managing for Customer Value

14 | Complete This class has been added to your schedule.
Mot Started

Indicator Meanings:

v Class successfully added to your schedule.

X Class not added to your schedule (with reason why not: e.g., class not open, capacity reached).
If for some reason, a course/courses could not be added to your schedule at this point, please contact the faculty office
to assist in resolving this issue. Remember to still complete Steps 13 and Step 14 of your Registration Activity Guide,

even if these issues appear unresolved. Once resolved, the courses will appear on your schedule and registration
record.

PROGRAMME ENROLMENT (PE) STEP 12 END
CONTINUE TO STEP 13, NAVIGATE TO PAGE 27

Student Systems Support Documentation 15



IYUNIVESITHI YASEKAPA « UNIVERSITEIT VAN KAAPSTAD

12.2 Blank Shopping Cart

UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students

Click on Step 12. A pop-up message appears to notify you of the programme/plan you are active on to register
for, and which prompt to click on to start selecting your courses. Click OK.

University of Cape Town Re

Holds
Complete

My Courses
In Progress

Shopping Cart

‘fou are active and ready to enrel for the following ploglamme:‘planl Bachelor of Business Science (CBO04) [Finance with Accounting (CEO04FTAD4)

‘Your shopping cart is emply, please use thel*Add Additienal Courses” button to select your courses.

Note: If at this point you want to change your programme/plan, you need to follow the Change of
Curriculum (ACA0Q9) process. As soon as your Change of Curriculum request has been actioned, you can
finalise your Registration Process by continuing with Step 12.

Click the Add Additional Courses button to open the course look-up page.

— e e =

University of Cape Town Registration

Academic Assistance ‘

Blank Shopping Cart

Holds
Complefe

Add Additional Courses ]

My Courses
In Progress

On the Select a Value page, click on the current year tab.

Only the current year’s tab is visible for selection
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Blank Shopping Cart cont.

UCT REGISTRATION: COM GSB Students

In the Class Search and Enroll component, type the Course Code in the Search for Classes field and click on
the arrow to search.

-

Class Search and Enroll

You can use the Handbook or the Curriculum
List available on the Commerce Registration
website to assist selecting the correct courses.

ISearch Tlpsl

Search For Classes @ I

|[Ecoz003F |

| >

It is the easiest to search for courses using the full course
code, e.g.: ECO5030S; BUS5018F; FTX5043F.

Enter specific keyword(s) for immediate retrieval of
courses, for example course title, topic, subject
and catalog number, class number.

The Class Search Results page appears with available course options. Click the arrow (>) next to the applicable
course to open.

- —

Class Search Results |

~v Class Status

Open Classes

~ Course Career

[ Masters

~ Subject

O] ECO/Economics

~ Location

View Search Results

1 Course with keyword: ECO35030S

T
L Open Classes (x) )

ECO 50308

Applied Growth Theory
1 Class Option Available

The arrow to click on to
select a specific course is
> quite small. It is on the
right-hand side of the
listed course

Student Systems Support Documentation
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Blank Shopping Cart cont.

On the Course Information page, review the details of the available options. Select the appropriate Option by
clicking on the Arrow (>).

UCT REGISTRATION: COM GSB Students

2024

E View My Classes/Schedule
Wiew My 2024 Classes

"/ Shopping Cart
ACC 2022H

IManagement Accounting |

Q Class Search and Enroll

i Add to favorite courses
I » Course Information I

~ Class Selection

Eelect 3 class option

Selected Filters 2 options

IOp‘tion Status Session Class

Meeting Dates

Daysz and Times Instructor Seats I

1 Open

Full Year Lecture - 2675 12/02/2024 - 20/11/2024

2 Open  Full Year |Leclure - 2676 |12/02/2024 - 20/11/2024 I Multiple meeting schedules I

Cpen Seais 700 of 700

Open Seats 700 of?ﬂ

Multiple meeting schedules

I 4 Time Conflict with Shopping Cart I

Z

»

II\/ Course Information I

This course gives students a comprehensive foundafion in the discipline and covers key
decision-making skills such as: The valuation of future cash flows and risk, capital
budgeting decisions, the working capital envirenment and financing decisions, and
corporate risk management.

Units 15.00
Grading Graded

Components Lecture

Course Career Undergraduate

Class Information

Meeting Information Enrcliment Information Class Details Class Availability

ECO 5046F Advanced Econometrics

Lecture - 1342 Status : Open
Meeting Dates Days Times Room Instructor

12/02/2024 - 22/03/2024 Monday Wednesday 2:00PM to 4:00PM To be Announced To be Announced
12/02/2024 - 22/03/2024 Wednesday 4:00PM to 6:00PM To be Announced To be Announced
02/04/2024 - 15/05/2024 Monday Wednesday 2:00PM to 4:00PM To be Announced To be Announced
02/04/2024 - 15/05/2024 Wednesday 4:00PM to 6:00PM To be Announced To be Announced

Note: The “Class Selection” options
provide an overview of available Class
Numbers, Meeting Dates, Days and
Times, and number of Seats available
for each option. To view more details,
click on the “Lecture” or “Multiple
Meeting Schedules” links.

If any of the class options clash with any
of the courses already in your shopping
cart, a warning message appears under
the specific option. Please sort out all
clashes, prior to submitting your
registration request for approval.

Once you selected the applicable option, the Review Class Selection page opens. Review and click Next.

Class Search and Enroll I

2024
Undergraduate
University of Cape Town

| Next » '

Review Class

Visited Step 1 of 2: Review Class Selection

You have selected

Review and Submit

Mot Started ECO 2003F Microeconomics Il

Option Status Open

Class Session Meeting Dates

12/02/2024 - 220312024
02/04/2024 - 15/05/2024

Lecture - 1193 Semester One

Tutorial - 1196 Semester One  12/02/2024 - 12/06/2024

Days and Times

Monday to Friday 8:00AM to 10:00AM
Monday to Friday 9:00AM to 10:00AM

To be Announced

Seats

Open Seats 399 of 400

Open Seats 997 of 999

Student Systems Support Documentation
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Blank Shopping Cart cont.

Once you clicked next, the Review and Submit page opens. Click Submit to add the course to your shopping cart.

a D T ‘ Upon clicking “Submit,” a popf-up
message appears to prompt if you are
[crrrme sure you want to submit your
R, selection. Click “Yes” to continue.

University of Cape Town

1 Review Class Selection

S visited ISlep 2 of 2: Review and Submit I ATE yoU Sure you want to submit?

You have selected to add to your shopping cart

Review and Submit N Yes Mo
Visited ECO 2003F Microeconomics Il

Class Session Meeting Dates Days and Times Seats

Lecture - 1193 Semester One  12/02/2024 - 22/03/2024  Monday to Friday 9:00AM to 10:00AM  Open Seats 399 of 400
02/04/2024 - 15/05/2024  Monday fo Friday 9:00AM fo 10:00AM

Tutorial - 1196 Semester One  12/02/2024 - 12/06/2024  To be Announced Open Seats 997 of 998

As per your selection, the course now shows in Your Shopping Cart. To add another course, click Add Additional
Courses. Repeat the steps until all required courses are added to your shopping cart.

o =

University of Cape Town Registration

| Academic Assistance ‘ | [ < Previous }

2024
Undergraduate
Holds -
Complete Select All Add Additional Courses l Delete l Request Approval l
My Courses Your Shopping Cart
In Progress Select Availability Class Description Session Days and Times Room Instructor Units Seats Preferences
View My Classes ]} Open Lecture - 2676 ACC 2022H Management Full Year 18.00
13 y A ina |
" Not Started ceounting More mesting details
available
S—

Note: If you are a returning student, aside from selecting 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.

Once you completed adding all your courses, click Request Approval.

University of Cape Town Registration

| Academic Assistance

‘ [ € Previous ]

2024
GSB (Undergraduate Programmes)
10 Information -
Complete [ Selact All H Add Additional Courses H Delste Il Reqguest Approval ]Il
Holds [
Camplete Your Shopping Cart
Select Availability Class Description Session Days and Times Room Instructor Units Seats Preferences
ki O open Lecture - 2732 GSE 3002X Leadership and Ful

20.00
Communication Year

More meefing details
available
View My Classes
\13’ Mot Started

Lecture - 2656 GSE 3006X Human Resources
Management
9 More meefing details
14 | Complete available
| Mot Started
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Blank Shopping Cart cont.

The Create Service Requests page opens. Leave a comment and or add an attachment (if applicable) and click
Submit

<10 Q

Freate Service Requestsl
L1
My Request Detail

Category  Registration Gurriculum Approvals Type  Curriculum Advice and Approval

Subtype Mone Request Date  14/12/2023

Status  Submission received

Eo mment I

~ File Attachments

E et v

Attachments Audit (=3

Attached File View Add Attachment

Wiew Add Attachment E

Submit Cancel
——

University of Cape Town Registration

‘ Academic Assistance | | [ < Previous ]

2024
GSB (Undergraduate Programmes)
39 Information -
Complete [ Select All ] l Add Additional Courses ] [ Delete I[ Request Approval ]Il
Holds |
Complete Your Shopping Cart
Select Availability Class Description Session Days and Times Room Instructor Units Seats Preferences
My Courses
[m] Open Lecture - 2732 GSB 3002X Leadership and Full 20.00
n Frogress " Communication Year

More meeting details

available
13 | View My Classes

.~ Not Started

Lecture - 2656 GSB 3006X Human Resources
it t
f 1 anagemen More meeting details
14 Complete

available
Not Started

Note: Upon submission, you are re-directed to the registration shopping cart page, reflecting the status “Decision Pending.” This means
your request is allocated to a faculty staff member for review and approval.

Note, you are not able to make changes to your shopping cart once it is submitted for review. Once a decision is made, the outcome

and further instructions are sent via email. The status bar on your registration shopping cart page (Step 12) also indicates the updated
status as per the email.
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Blank Shopping Cart cont.

UCT REGISTRATION: COM GSB Students

Upon receiving the updated status on your registration request, follow the instructions and complete actions as

requested.

IMPORTANT: Three (3) statuses are applicable and explained:
1: Action Required by Student; 2: Declined; and 3: Final Approval.

1: Action Required by Student

From: no-reply@uct.ac.za <no-reply@uct.ac.za>
Sent: Monday, 07 November 2022 23:56

To: Psoft Test <psoft.test@uct.ac.za>

Subject: UCT Curriculum Submission Incomplete

Dear
CURRICULUM SUBMISSION INCOMPLETE

Your proposed curriculum is incomplete. Please review it and make the necessary changes before
submitting it again. You can refer to the following comments from your Academic Advisor if any.

Comments:
"Please add ECO 1110F to your selection as well - then | will approve.”

Please open your registration task via the Tasks tile in PeopleSoft Self-service and complete Step 12
again.

Sincerely
UCT Registration

Meaning and Action Required: The reviewer
requires you to complete further actions (e.g.,
adding/deleting coursesf/fixing clashes). Follow
the instructions as per the reviewer’'s comments
and action the request. Resubmit the
registration approval request by clicking on
‘Action Required by Student’, add a
comment and save the request.

If you are required to delete

University of Cape Town Registration
| courses from your cart, select
‘ Academic Assistance ‘ ‘ Help | < Previous h .
Sttt st the applicable course by

2024 . . .
ticking the box and click

galds [ Select Al H Add Additional Courses ] [ Delete II Action Required by Student I “Delete_"

omplete

Your Shopping Cart .

My Courses

(= Frages Select Availability Class Description Session %ﬂn{::“d Room Instructor  Units Seats Preferences If you are requ"ed to add
73] View My Cissses O open  LectneoZ76 ACC2ZH  FulYem 1800 courses to your cart, click

" Not Started Ngg&gﬁﬁgv More “ . "
mesting Add Additional Courses.

ﬁ:’:ﬂ:: available

o © @
Update Service Requests|
Ty Request Detail I
University of Gape Town

Category  Regisiration Cuniculum Approvals Request Number 215625

Type  Curriculum Advice and Approval Request Date  14/1272024

Subtype Mone Status  Submission incomplete

Status Date Comment By

Remove ECO2003F and CML10045 from your course sslection - you have
141212023 already passed it. Add INF2004F and CML2001F o your course selection - || Staff
these are compulsory courses for this year

14/12/2023
Add Comment Update Last Comment

[ File Attachments

=l TE

Attachments Audit (3

Attached File Description View Add Attachment

‘ ‘ View | Add Attachment El

Save Cancel

Student Systems Support Documentation

Once you actioned the reviewer's request,
resubmit your registration request for approval, by
clicking on “Action Request by Student,” add a
Comment, and click Save. Upon re-submission,
your status reflects as “Decision Pending” again.
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Blank Shopping Cart cont.

2: Declined

From: no-reply@uct.ac.za <no-reply@uct.ac.za>

Sent: Tuesday, 08 November 2022 00:12 Meaning and Action Required: The reviewer

To: Psoft Test <psoft.test@uct.ac.za>

sublect: UCT Curriculum submission Declined requires you to re-start your registration

. request. Follow the instructions as per the
CURRICULUM SUBMISSION DECLINED reviewer’'s comments and action the request.
Your proposed curriculum has been declined. Please review it and make the necessary changes SmeIt the updated regiStration approval
:E:)re submitting it again. You can refer to the following comments from your Academic Advisor if req UeSt by Clicking on " Request Approval,,,
Comments: add a comment and submit the request.

"| cannot approve this request - Please make an appointment with me to discuss.”

Please open your registration task via the Tasks tile in PeopleSoft Self-Service and complete Step 12
again.

Sincerely
UCT Registration

L;Hiversity of-<l:a|:-|e Tewn Regislra]ion . o S . ) . o If yOU are required to
Jo—— | [<r== )| delete courses from your

2024 cart, select the applicable
Undergraduate

- course by ticking the box
"D compae [ Select All ]I Add Additional Courses I Delste l Submission Declined l Request Approval I . y“ g”

e and click “Delete.

=
53] View My Classes AVﬂilﬂb“‘h‘ Class Description Session %a::sand Room Instructor  Units Seats Preferences If you are requ”-ed to add
- O] o reem poczmn, rvr o courses to your cart, click
14 | Complete ceounting details

s available “Add Additional Courses.”

< |6 Q
pdale Service Requests

ly Request Detail

University of Cape Town

Category  Registration Curmriculum Approvals Request Number 215625
Type  Curriculum Advice and Approval Reguest Date  14/12/2024

Subtype Hong Status  Submission declined

Status Date Comment By

141212023 ;’éa;sa revert to the original curriculum and only include courses for this Staff

Q

reate Service Requests|
[E—

My Request Detail

Category  Registration Gurriculum Appravals

Type  Curriculum Advice and Approval
Subtype None RequestDate  14/12/2023

Status  Submission received

omment

~ File Attachments

®IEa iy Once you actioned the reviewer’s request, a new request

prmeores o prp— for approval must be submitted. Click Request
=] Approval, add a Comment, and click Submit. Upon
submission, your status reflects as “Decision Pending”.

I Submit ' Cancel
—
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Blank Shopping Cart cont.

3: Final Approval

From: no-reply@uct.ac.za <no-reply@uct.ac.za>

Sent: Tuesday, 08 Novernber 2022 12:19 Meaning and Action Required: The reviewer
To: Psoft Test <psoft.test@uct.ac.za> . .
Subject: UCT Curriculum Submission Approved approved your submission. Complete Step

12 by clicking “Select All” and “Enroll’.

Dear

CURRICULUM SUBMISSION APPROVED

Thank you for submitting your curriculum. It has been approved and you can continue to register.
Please open your registration task via the Tasks tile in PeopleSoft Self-Service and click on the Enroll
button available in Step 12. Note that any changes to your approved curriculum will require a new

submission.

Once registered please also complete Steps 13 and 14.

Sincerely
UCT Registration

e ]| (e

2024
Undergraduate

11 | Helds
"~ Complete

My Courses -
In Frogress ‘our Shopping Cart

|| Select All ” Add Additional Courses

I[ Submission Approved I Enroll

- Availability Class Description Session _I[_)ia“}_.::sand Room Instructor Units Seats Preferences
43 | View My Classes
“_” Mot Staried
Cpen Lecture - 2676 ACC 2022H Full Year 15.00
Management More
o Complete Accounting | meeling
| Mot Started details

-

are yousure youwanttoenrai || | |f you accidently forget to “Select” the courses
you are registering for, a pop-up message will

gg appear to remind you to do so.

Enroliment
Please ensure you click and select all checkboxes next to each course and then click on the “Enrecll” button to finalise your registration.

Once you clicked “Select Al and “Enroll”, a pop-up message appears to
prompt you if you are sure that you want to register. Click “Yes” to
continue.
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Blank Shopping Cart cont.

Once you clicked Enroll, the list of courses you are registering for appears with either a positive v or negative X
indicator.

Click Next to continue to Step 13.

Ty Fie s b N
University of Cape Town Registration
Academic Assistance ‘ ‘ Help ‘ ‘ [ ¢ Previous ] Next »
2024
GSB (Undergraduate Programmas)
kxly Complete -
«”| GSB 3002X - Leadership and Communication
My Courses This class has been added to your schedule.
Complete
[ 13] View My Classes +’| GSB 3006X - Human Resources Management
.~ Not Started This class has been added to your schedule.

Indicator Meanings:

v Class successfully added to your schedule.

X Class not added to your schedule (with reason why not: e.g., class not open, capacity reached).

If for some reason, a course/courses could not be added to your schedule at this point, please contact the faculty
office to assist in resolving this issue. Remember to still complete Steps 13 and Step 14 of your Registration Activity
Guide, even if these issues appear unresolved. Once resolved, the courses will appear on your schedule and
registration record.

BLANK SHOPPING CART - END OF STEP 12
CONTINUE TO STEP 13,
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* F e A b - 427
University of Cape Town Registration
‘ Academic Assistance | [ £ Previous [ Mext 3 l
=
Undergraduate
7 | Addresses -
o Complate I By Class I | I By Date I |
. Show Enrclled Classes Show Dropped Classes
g | Emergency Contacts
s Complete |
ACC 2022H Management Accounting | l
(g C ication Pr
S Complate
Status Units Grading Basis Grade Academic Program Requirement Designation
[ 10 &?Li;:ag:n[)emogmphlc Enrolled 18.00 Graded Bachelor of Business Science
v Complete
Class Start/End Dates Days and Times Room
11 | Holds 1210212024 - 22/03/2024 Days: Monday to Thursday To be Announced
.~ Complsta
Times: 2:00PM to 3:00PM
; . 02/04/2024 - 15/05/2024 Days: Monday to Thursday To be Announced
12, My Courses Ti 2:00PM to 3:00PM
imes: 2: 03
"~ Compete Lecture - 2676 >
2210772024 - 30/03/2024 Days: Monday fo Thursday To be Anncunced
View My Classes Times: 2:00PM to 3:00PM
@ Wizted 09/09/2024 - 22/10/2024 Days: Monday to Thursday To be Announced
Times: 2:00PM to 3:00PM
14 Ccrﬂplete Enrollment Deadlines Mo Exams Scheduled
| Mot Started
By Class | | myoae |
Show Enrolled Classes Show Dropped Classes Show Exam Schedule

I List View IICaIendarView I

From [12/022024 | 7o [18m22004 =]
Monday February 12
9:004M ECO 2003F Lecture Room: To be Announced Status: Enrolled >
1:00PM ACC 2023H Lecture Room: To be Announced Status: Enrolled >
2:00PM ACC 2022H Lecture Room: To be Announced Status: Enrolled >
By Class | By Date
Show Enrolled Classes Show Dropped Classes Show Exam Schedule

| List Wiew | Calendar View |

Week of | 1210272024 | Start Time |S:D:IAL‘

End Time oPM

M

Tima Monday Tussday Wadnesday Thureday Friday
Fely 12 Feb 13 Fab 14 Fab 15 Fel 1€
8:00AM
9:004M ECO 5020F Lecture:
9:00 AM-11:00 AM
Roarm: To be
10:00AM Announced
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UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students
.W.

STEP 14: Complete

The Complete page opens (final step in the Registration Activity Guide). Read the information and click Submit to
finalise your registration.

i

University of Cape Town Registration

Academic Assistance ‘

41 | AUIUS -
Compite Step 14 of 14: Complete

Click on the Submit button to complete your UCT registration task.

12 My Courses
“~ Complete _ _ B
Please note that as a registered student you are required to follow the policies, procedures, and

View My €I guidelines of UCT. You are liable for fees.
13 View My Classes

7 Visited You may view your Fee Account and Pro istration i _Sarvice. Take note of your
responsibilities by following the link to the] UCT student responsibility policy here

II Complete

In Progress

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 are reminded again where you can view the UCT Student

Responsibility Policy page. [ No current tasks |

END OF REGISTRATION PROCESS

If you have successfully completed all steps, you are now registered for classes and can
generate a proof of registration.
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UNIVERSITY OF CAPE TOWN UCT REGISTRATION: COM GSB Students

Proof of Registration

Go to your Student Home page and click on the Academic Records tile.

| Student Homepage v | 10f3 >

 SFA_BL_ACCOMM | [ GracePeriodRequest | [ " Profile I Academic Records I
|

- e 8/

- ST

Academic Records

AT

Application Summary Admissions

= P

Proof of Registration

Course History Proof of Registration |

E@ View Grades Term Selection

Select Term | 2024 «

E‘* View Academic Record
Academic Information

QEI Communication List Career GSB (Undergraduate Programmes)
Level Second Year

v Progress Report
= Program CU021 AdvDip Management Development

@ Change of Curriculum

Course Tl Description 11
|||::E; Proof of Registration GSB 3002X Leadership and Communication Not Started
— Request End of Year Results GSB 006X Human Resources Management Mot Started

E?@ Mid Term Course Grade Average

EMAIL

Select term and click Email

L?Z; Proof of Qualification
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