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Step 11: Holds
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Step 11 of 14: Holds
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7 | Addresses
.~ Complete 1row
- ™
g | Emergency Contacts
< Complete Hold Department

Communication Preferences There are no holds preventing you from enrolling. Press confirm ta continue.
9
.~ Complete

—— Personal & Demographic
10 | Information
~7 Complete

Holds.

Complete

m If there are Holds on your record for example: International clearance, Fees

Outstanding or Signature required on application document, you must contact
the faculty or the relevant office for assistance to have it removed. The hold on your record will
prevent you from enrolling.

If there are no holds on your record:
e Click on Confirm

e Click on the Next

Step 12: My Courses

Academic Assistance |  Instruction Guide < Previous

2 | Declaration

" Compiete

My Service Requests
3 | Additional Information
o Compiste My Service Requests
a.m.Q et ttab b b Lo A
4| Personal Details
.~ Compiete
Course Registration (21000,2529)
5 | Biographic Details Bafora you complete this step, Mmake Sure that you SeeK academic AdVice and COMDIGLE the COMECt Curmculum form.
- Compiete
A curriculum form can be by dlicking on the *Academic Assistance” button. This form needs to ba completed in full, uploaded and submitted as Registration Applications Service Request

& | Contact Details To submit & sarnvice request, click an- Craate New Request Bution > Select option > Registration Applications > Uipload Registration Applications form > Salect option Registration Applications

"~ compete
Jr-Shauld you require assistance in any steps, please click on the “Instruction Guide” button
For academic advice click on the “Acads sistance” bution
7 | Addresses
. Compiete You can track the progress of your request from this page.

Contaef e submission, the status of your request will ba set Lo ‘Reviewed”. During this period, your request wil be processed internaly. No further action from your side s required during this period.
g | Emergency Cor
.~ Compiete

=p——

~— Personal & Demographic
10 | information
™ Gompiete

Once your status is set fo “Envalled”, you can view all your enrolled courses in the next step.

[41 ] Holds

"~~~ Complete

My Courses
In Progress

m Please read the important course registration message that appears on the My
Courses step. Click OK on the message to proceed creating your service

request.
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Academic Assistance | Instruction Guide

2 | Declaration
Complete
My Service Requests
3 | Additional Information
Complete My Service Requests
F Q

4 | Personal Detalls

Complete Request Number Request Type Request Subtype Request Date Status
5 | Biographic Details
Complete
Create New Request
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Complete

7 | Addresses

Complete

& | Emergency Contacts
Complete

g | Communication Preferences
Complete

Personal & Demographic
10 information

Complete

11| Holds.
Completa

My Courses
In Progress

Status Date

< Previous

m Before you complete this step, make sure that you seek academic advice and
complete the correct curriculum form. A curriculum form can be downloaded by

clicking on the “Academic Assistance” button. This form needs to be completed in full, uploaded and

submitted as a Registration Applications Service Request

e Click on the Academic Assistance button to access the curriculum form

e Click on Create New Request

4 | Personal Details

Complete Academic Institution | University of Cape Town v
v
5 | Blographic Details Select a Request Category @
Complete
Select a Request Category
g | Contact Details m Q
Complete
Request Category
7 | Addresses
Complate Change of Curriculum Applications
s | Emergency Contacts Deferred Examination Applications
Complete
Leave of Absence (LOA) Applications
o | Communication Preferences.
Complate Registration Applications
Personal & Demographic Thesis/Dissertation related matters
10 | Information
Complete Student Pre-registration Applicatior
11| Holds
Complete Cancel
My Courses
In Progress

e Click on Registration Applications
e Click on Next

=
[m)

Select a Request Type

Select a Request Type
5 Q
Request Type

‘I' Upload Registration Curriculum Form

Cancel

e Click on Upload Registration Curriculum Form
e Click on Next

Next>

View Al

< Previous Next >

Page | 2



Student Systems Support Documentation

< University of Cape Town Registration Create Service Requests

My Request Detail
Category Registration Applications Type Upload Registration Curriculum Form
Subtype None Request Date  07/01/2021

Status Received

Comment  Curmiculum form attached

* File Attachments

5 Q D
Attachments Audit 1
Attached File View Add Attachment
View Add Attachment —
Submit Cancel

The My Request Detail screen would display. Comments can be added in the comment box and you are
required to upload your curriculum form.

e Click on Add Attachment hyperlink

My Request Detail
Category  Registration Applications Type  Upload Registration Curriculum Form
Subtype Nane Request Date  07/01/2021

Status  Received

Comment  Gurriculum form attached

File Attachment x
) Hel
~ File Attachments JEmRSERI o i cooen
5 Q Cancel
Attachments. Audit I
Attached File View |

View

Submit ‘Cancel

e Click on Choose File to attach your completed curriculum form
e Click on Upload to ensure that the form is attached to your service request

My Request Detail
Category Registration Applications Type Upload Registration Curriculum Form
Subtype None Request Date  07/01/2021

Status Received

Comment | Curriculum form attached

~ File Attachments

5 Q
Attachments Audit  II»
Attached File Description View
Curriculum_Form.pdf Curriculum_Form.pdf View -
+

m When the curriulum form is uploaded it would appear under Attachments with the file
name and description. Use the ~ and * button to add or remove attachments.

e Click on the View hyperlink to view the file that was uploaded.
e Click on the Submit button
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My Service Requests

My Service Requests

B Q 11 0f1 ~ View All
Reguest Request Type Request Subtype Request Date Status Status Date
Number
47093 [Upload R on Curricuium Form 07/01/2021 Received 07/01/2021

Create New Request

The My Service Requests screen will display. The status is of the service request will display as Received

e Click on the Upload Registration Curriculum Form to view your request

My Request Detail

University of Cape Town

Category  Registration Applications Request Number 47093
Type Upload Registration Curriculum Form Request Date  07/01/2021
Subtype None Status  Received
Status Date! Comment By
07/01/2021 Curriculum form attached
Add Comment | | Update Last Comment

¥ File Attachments

H Q 1-10f1 v
Attachments Audit 1»
Attached File Description View
Curriculum_Form.pdf Curriculum_Form.pdf View -—
+

Save Cancel

e You can add comments or update last comments by using the Add Comment or Update Last
Comment button

e Click on the Save button

P Note You can track the progress of your request from this page. After submission, the

status of your request will be set to “Reviewed”. During this period, your request
will be processed internally. No further action from your side is required during this period.
Once your status is set to “Enrolled”, you can view all your enrolled courses in the next step
which is Step 13. View My Classes
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