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Lesson 1: Submitting your IAPO Service Request 
 

¶ Login to the PeopleSoft Student Administration Self Service: 

https://studentsonline.uct.ac.za/  

 

 

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

¶ Enter your UCT password in the Password field 

¶ Click on the Sign In button 

¶ The Student Homepage appears 

 

 
¶ Click on the Service Requests tile 

 

 

 

 

 

Quick Reference Guide 

 
International Academic Programme Office (IAPO) 
Pre-Registration Service Request Upload ï Student 
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¶ Click on the Create New Request button 

 

 
¶ Select the International Student Pre-Registration Applications button 

¶ Click on the Next button 

 
The Select Request Type page appears 
 
 

 
  

   It is very important the you read the note in the pop-up message box.                                                                                                                                                                                                   

 
¶ There are two request types that are available for selection Upload Immigration Documents and 

Upload Proof of Payment Documents  

¶ Select the relevant request type  

¶ Click on the OK button 
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¶ Select the Upload Immigration Documents 

¶ Click on the Next button 

 

 

¶ Comments can be added in the Comment box 

¶ Click on the Add Attachment hyperlink to upload your documents  

 

Save your documents as a single PDF and add attachment. You will be required to 

upload these documents in a single PDF attachment. 

 

 
¶ Click on the Browse button to locate the file 
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¶ Click on the Open button 

 
¶ Click on the Upload button 

 

 
¶ To review your document, click on the View button 

¶ Click on the Submit button 
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¶ The Status column will indicate Received, which means that you have successfully created your 

Upload Immigration Documents service request and a notification has been sent to the relevant 

administrator to process the request. 

 

 

¶ Check your service request Status column timeously, as the application status may change to either 

Pending or Incomplete 

- A Pending status indicates that your application has been sent to Administrator for review 

and processing. 

 
An Incomplete Status 

 
¶ An Incomplete status indicates that your application has outstanding documentation which is 

required before your application can be assessed. 

 
 
¶ Click on the request type hyperlink to view the administratorôs comments an upload the required  

documentation. 
 


