Student Systems Support Documentation

Quick Reference Guide

Leave of Absence Service Request Upload

Date Created: 11 July 2019

Lesson 1. Submitting your Leave of Absence Service Request

e Logintothe PeopleSoft Student Administration Self Service:
studentsonline.uct.ac.za

@ UNIVERSITY OF CAPE TOWN

i. Protect Your Password. Do not divulge your password to anyone. Do not leave
a PC unattended if you are logged in. You and only you vill bear the
consequences if there is damage or loss arising from abuse of your User ID
and Password.

ii. Special pricing on laptops. Read more

ATTENTION iOS DEVICE USERS:

Please do not view Academic Records on your iOS device. If your Academic
Record is more than one page, you will only be able to view the first page of

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

Before your first login, manage your password: hitp://ipassword.uct.ac.za
Postgraduate enquiries: admissions-pg@uctacza

Undergraduate enquiries: admissions-ug@uct acza

Student support: sss-helpdesk@uctacza

Enter User ID in UPPER CASE

Password

Forgot Password ?

e Enter your student number 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

Student Center

e Click on the NavBar Icon
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NavBar: Navigator

Self Service >
et e 42 Self Service *
E Class Search / Browse Catalog S
Havigator
Enrollment >
-
.- Campus Finances >
Classic Home
Campus Personal Information 5
Academic Records >
Admissions

»

4= | Academic Records

Student Admission Service Requests

Research Activities View Unofficial Transcript

Student Center
Change of Curriculum

Proef of Registration

e Click on the Navigator category

e Click on the Self-Service category

e Click on the Academic Records category
e Click on the Service Requests category

< tudent Homepage Service Requests

My Service Requests

My Service Requests Personalize | Find | View Al | (2] = First ‘4’ 10f1 '}' Last
el o Request Type Request Subtype Request Date Status Status Date
Number

| Create New Request |

e Click on the Create New Request button

Academic Institution | University of Cape Town i |

Select a Request Category m

Select a Request Category Personalize | Find | View All | @| E First (4’ 1-30f3 '} Last
Request Category

Q Deferred Examination Applications

Q Leave of Absence (LOA) Applications

(@) Thesis/Dissertation related matters

Cance

e Selectthe Leave of Absence (LOA) Applications button
e Click on the Next button
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Select a Request Type

Select a Request Type Personalize | Find | View All | El] | Q First ‘4" 10f1 '} Last
Request Type
O Upload Leave of Absence Application

Cancel < Previous
e Select the Upload Leave of Absence Application button
e Click on the Next button
Select a Request Subtype B_E' _E
Select a Request Subtype of1 '» Last

Message
Request Subtype

Q Upload Humanities LOA Application

Service Request Submission (21000,1788)

If you receive any error messages or cannot complete this process, please urgently email a screenshot and your student number to Student
Systems Support via sss-helpdesk@uct.ac.za

e A service request message will appear to advise you of what process to follow if you experience any
system error.
e Click on the OK button

Select a Request Subtype 0= {3
Select a Request Subtype Personalize | Find | View All | 5‘\ E First ‘4" 10of1 '*' Last
Request Subtype
@ Upload Humanities LOA Application

Cancel < Previous
e Select the Upload Leave of Absence Application button for your respective faculty
¢ Click on the Next button

My Request Detail

Category Leave of Absence (LOA) Applications Type Upload Leave of Absence Application
Subtype Upload Humanities LOA Application Request Date 11/07/2019
Status Received

Comment

File Attachments Personalize | Find | & | E First ‘4 10of1 '} Last
Attachments || Audit | [F=W
Attached File View Add Attachment
View Add Attachment =

Submit Cancel

e Click on the Add Attachment hyperlink to upload your Leave of Absence application

m Save the appropriate Leave of Absence form, followed by any supporting documents
as a single PDF, and submit on PeopleSoft self-service using a service request. You

will be required to upload these forms in a single PDF attachment.
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Status Received
Comment

File Attachment
Help

w File Attachments

Attachments || Audit

Attached File

Personzlize | Find |l Browse... | Mo file selected.

View Upload Cancel

View

J B

| sumit | | cancal |

e Click on the Browse button to locate the file

&« v 4 & > ThisPC > Downloads v O Search Downloads ¥l

Organize v New folder =~ [ e

A 3 A~
= This PC Name Date modified Type

» 3D Objects ﬂ_? LOA Form 2019/07/11 5:02 PM  Microsoft Word D...
B Apple iPhone .
m Desktop
[2 Documents
% Downloads
b Music
= Pictures
B Videos
#.. Local Disk (C:)

'R E R F

=~ 01452596 (\\SRV
=~ ICTS (\\SRVSLSF! —— 2
v

maTanmAne AL~ >

File name: | v| |Anfites v

fancel

Select your Leave of Absence Application Form (i.e. the single PDF containing the Leave of
Absence form and any supporting documentation)
e Click onthe Open button

Subtype Upload Humanities LOA Application Request Date 11/07/2019

Status Received

Comment

 File Attachments File Attachment

Personalize | Find | 2]

Attachments | Audit Help
Attached File View  Add At
1 S S - O A Form docx Browse.
View  Add At

| Cancel

| submit | [ Cancel |

e Click on the Upload button

My Request Detail

Category Leave of Absence (LOA) Applications Type Upload Leave of Absence Application

Subtype Upload Humanities LOA Application Request Date 11/07/2019
Status Received
Comment
File Attachments Personalize | Find | I'j—|| E First ‘&' 10f1 & Last
Attachments | Audit | [F5W
Attached File Description View
LOA_Form.docx LOA_Form.docx View ;,

[+]
e To review your document, click on the View button
e Click on the Submit button
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My Service Requests

My Service Requests Personalize | Find | View All | £ EH First ‘4 10of1 '» Last
ﬁi?_l:ﬁ;: Request Type Request Subtype Request Date Status Status Date
249g0 Ypload Leave of Absence Upload Humanities LOA 11/07/2019 Received 11/07/2019
Application Application

Create New Request

e The Status column will indicate Received, which means that you have successfully created your
Upload Leave of Absence Application service request and a notification has been sent to the
relevant administrator to process the request.

Iy Service Requests

My Service Requests Personalize | Find | View All | ] | E First '4' 10f1 ‘®' Last
ﬁiﬁ;:rt Request Type Request Subtype Request Date Status Status Date
Upload Leave of Absence Upload Humanities LOA i
24980 Application Application 1110772019 Pending 11/07/2019

o 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 your Faculty Manager for
review.

An Incomplete LOA application Status

My Service Requests

My Service Requests Personalize | Find | View All | £ | E First ‘4 q10f1 '} Last
iiﬂ:‘::: Request Type Request Subtype Request Date Status Status Date
24ggp \Upload Leave of Absence Upload Humanifies LOA 1110712019 Incomplete 11/07/2019
Application Application

— AnIncomplete status indicates that your application has outstanding documentation which
is required before your application can be assessed.

My Service Requests

My Service Requests Personalize | Find | View All | £ | E First ‘4 10f1 '} Last
iiﬂ:‘::: Request Type Request Subtype Request Date Status Status Date
Py ez LesE aisizanes Upload Humanifies LOA 1110712019 Incomplete 11/07/2019
Application Application

e Click on the Upload Leave of Absence Appeal Application hyperlink to view the administrator’s
comments and upload the corrected appeal documentation.
My Request Detail

University of Cape Town

Category Leave of Absence (LOA) Applications Request Number 24980
Type Upload Leave of Absence Application Request Date 11/07/2019
Subtype Upload Humanities LOA Application Status Incomplete
Status Date Comment By
11/07/2019  Dear Student, Please add the additional Medical Certificate. Regards Staff
11/07/2019 Stefano Paulo
Add Comment Update Last Comment
File Attachments Personalize | Find | £ | ! First ‘4 10f1 '} Last
Attachments Audit | [F5W
Attached File Description View
LOA_Form docx LOA_Form.docx View =]
[#]
Save Cancel

e The comment/s will be displayed in the comment field
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Stef Paulo
My Request Detail

University of Cape Town

Category Leave of Absence (LOA) Applications Request Number 24980
Type Upload Leave of Absence Application Request Date 11/07/2019
Subtype Upload Humanities LOA Application Status Incomplete
Comment By
11/07/2019 Dear Student, Please add the additional Medical Certificate. Regards Staff
11/07/2019 Stefano Paulo
I Add Comment I Update Last Comment
File Attachments Personalize | Find | L2/ | E’ First ‘4 1of1 '} Last
Attachments | Audit | [0
Attached File Description View
LOA_Form docx LOA_Form docx View =]
(]
Save Cancel

e Click on the Add Comment button to update a note advising that you have uploaded the
corrected document/s. Browse and Upload the correct document/s

My Request Detail

University of Cape Town

Category Leave of Absence (LOA) Applications Request Number 24980
Type Upload Leave of Absence Application Request Date 11/07/2019
Subtype Upload Humanities LOA Application Status Incomplete
Status Date Comment By
11/07/2019 Dear Student, Please add the additional Medical Certificate. Regards Staff
11/07/2019 Stefano Paulo
Add Comment Update Last Comment

Enter Comment Below
Please find my updated documents Uploaded

File Attachments Personalize | Find | fj—‘\ E First ‘&' 10f1 ‘2 Last
Attachments Audit EJ
Attached File Description View
LOA_Form.docx LOA_Form.docx View :l
(]
Save Cancel

e Click on the +| Add a New Row icon to add the correct documentation
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My Request Detail

University of Cape Town

Category Leave of Absence (LOA) Applications Request Number 24980
Type Upload Leave of Absence Application Request Date 11/07/2019
Subtype Upload Humanities LOA Application Status Incomplete
Status Date  Comment By
11/07/2019 Dear Student, Please add the additional Medical Certificate. Regards Staff
11/07/2019 Stefano Paulo
Add Comment Update Last Comment

Enter Comment Below

Please find my updated documents Uploaded

File Attachments Personalize | Find | @| E First ‘4 1-20f2 '} Last
Attachments Audit ‘El
Attached File Description View
LOA_Form docx LOA_Form docx View [=]
Medical_Certificate docx Medical_Certificate. docx View ;l
[+

Save Cancel

e Click on the Save button
My Service Requests

My Service Requests Personalize | Find | View All | X E First ‘4 1of1 '} Last
ﬁi?]:‘;:rt Request Type Request Subtype Request Date Status Status Date
24gg0 Upload Leave of Absence Upload Humanities LOA 11/07/2019 Acknowledged 11/0712019
Application Application

m Once your Leave of Absence appeal application has been saved with the updated
documentation and comment, the status will be updated to Acknowledged.
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Lesson 2: Creating a Single PDF

Save all files in a PDF format

Decumentl - Wasd BrecglondRivny, - 577

Save As

T Vesterday
L) Recent

OneDrive - University of Cape.
4SSOt ctacss
This Wi
Sites - University of Cape Town
DS uctacsa

This PC

+i0 B p

Add a Place

Beowese

e Select the Save As option on the word document

* s Iy

Organize »  New folder . @

% Dropbox

Documents library
2L Recent Places

5 includes: 2locations
18 Downloads .
& OneDrive Name Date modified Type
Bl Desktop
4 Libraries
+ Documents
D Music

File name: Supporting Documents ”

Save s type: [PDE ]

Word Document
Véord Macro-Enabled Document
Viord 97-2003 Document
Optimize Word Template
Viord Macro-Ensbled Template
Viord 97-2003 Template

Authors:

XPS Document
Single File Vieb Page

D HideF Web Page
e iWab Page, Fatired

e Select the PDF option from the drop-down list

[F| save As E
@Ei » Libraries » Documents » | ¢ [l Search Documents p

v @

Organize »  New folder 8=

I 22 Dropbox
S Recent Places

Documents library

Includes: 2 locations

Amange by:  Folder =

18 Downlozds =
N GEres Name Date modified Type Size
B Desktop
4 Libraries
|| Documents
b Music 5

File name:  Supporting Documents -

Save as type: | PDF -

Authors: Chevon Groenewald

Optimize for: @ Standard (publishing
online and printing)

Tags: Add atag

Open file after publishing

Title: Add a title

Subject: Specify the subject

© Minimum size
(publishing online)

< Hide Folders Tools =

e Click on the Save button

Download Adobe Acrobat Pro

v ]

Fie Gdn View Window Hep
) open | 3 create - |

Adobe’ Acrobat X1 Pro

Recent Files | View All Select a Task

[y cosemortonrin

£ tare
€5 cenetom

5 Combine e o 08

[ omDocuments sgnes

e Open Adobe Acrobat Pro
e Select Combine Files in PDF option

@ 2 ; i

| | - Tools  Fill &Sign | Comment
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R e e

T3 Add i -

‘g Add Foldas.. !

%, 444 POF from Scameer..
(@ add Yiebpege-

2, 4dd from Cipbonrd.
) Add ..
[ PeuseFos..

Add files using the dropdown or drag and drop them here.
You can then arrange them in the order you want.

W OE [ omem | Hew

Cance

own list

Search Downloads

Type Size
PDF File
PDF File

e Click on the Add File option from the drop-d
£5) Add Files
— v 4+ ¥ > ThisPC > Downloads v o
Organize v New folder
[ This PC A Name Date modified
P 3D Objects |5 Support Documents 9/07/11 5:32 PM
B AppleiPhone || LOA Form 2019/07/11 5:32 PM
I Desktop ¢
.
= Documents .
& Downloads '
D Music -
&/ Pictures -
B videos .
‘& Local Disk (C) \
== 01452596 (\\SRV .
= -
== ICTS (\\SRVSLSF .
File name: lLOA Form

v l All Supported Formats

v

e Select your Leave of Absence Application

button

£8! Combine Files

[yAdd Files... *

Cancel

Form as your first set of documents and click on the Open

a x

@ Single PDF () PDF Portfolio

Drag and drop files to add them, and then arrange them in the order you want.

Modified
2019/07/11.

Size
T437KB

Name Warnings/Errors

TL0A Form

Page Range
Al Pages

The first set of documents will be displayed

4 & > ThisPC > Downloads v & | Search Downloads )
Organize v New folder - @ @
8 This PC Name Date modified Type Size (o)
P 3D Objects @ Support Documents 2019/07/115:32PM  PDF File 75KB
§ AppleiPhone 5] LOAForm 2019/07/115:32PM  PDF File 75KB
[ Desktop ¢
-
| Documents
) .
& Downloads " ame
D Music -
[&] Pictures -
B Videos A
i Local Disk (C:) .
.
== 01452596 (\\SRV
B
== ICTS (\\SRVSLSF - W - v
File name: [Support Documents vl All Supported Formats v

Select your supporting documents file and click on the Open button
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@ Combine Files - O X
[ Add Files... ® Single PDF () PDF Portfolio
Drag and drop files to add them, and then arrange them in the order you want.
Name Page Range Size Modified Warnings/Errors
‘J—]LOA Form All Pages 74.37KB 2019/07/11...
4 Support Documents All Pages TA3TKB 2019/07/11...
Move Up Move Down Choose Pages Remove FileSize [ D I:'

e Once all documents have been uploaded, click on the Combine files button

% Binder1.pdf - Adobe Acrobat Pro - X
Edit View Window Help x
D Open... Ctrl+0 P 73 [3 E‘) @ X
5 Create >
Save CtrisS. E ‘ ] Tools | Comment
CBDR. ShifteCbes

Mach by Reduced Size PDF... i
[ Action Wizard >\ Gerified POF... TOWN

Reert Reader Extended POF  » L vanrstan

Close Culew | Qptimized POF...

3 % I » - a

e o } s s 2rgraduate Leave of Absence Application

Print... Ctri+P s

1c . \E19247 i paf

o S |_ MoreOptions o-Inted after the course has been completed.

3 C:\Users\01452596\...\Divorce agreement. pdf save of absence will not be granted in the last quarter of the semester.

4 C:\Users)\01452596\Documents\dubai docs.pdf ees Handbook 12 for fee rebates (http://www.students.uct.ac.za/students/study/handbooks/current).

B SRR omaloRd\ M 20131 o dents need not re-apply, if the leave of absence was granted based on ill health, evidence of recovery must be

Exit ci+q the Fit for Study Panel before returning.

*  Periods of absence shorter than a semester do not need to complete this application, as extension to deadlines can be
negotiated with each department by the student.

Rules relating to attendance and leave of absence
See: General Rules and Policies (Handbook 3 http://www.students.uct.ac.za/students/study/handbooks/current )

Leave of absence applicant details
| hereby apply for leave of absence:

Full Name Student number
Programme registered for Are you on NSFAS funding | Yes | I No

Date of submission to Faculty office

Duration of leave of absence requested (pl tick)
e Select the Save As option to save the combined files
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@ Save As
Save in: ‘ ; Downloads v | (€] 3 2l g
ﬁ Name Date modified Type A
. | Support Documents 2019/07/11 5:32PM  PDF Fil
Quickaccess &) oA Form 2019/07/115:32PM  PDF Fil
|
7 .
Desktop |
|
™ |
Libraries |
. |
L |
This PC !
|
& i
< >
Network
File name: | v i I[ Save ]I
Save as type: Adobe PDF Files (" pdf) b Cancel

e Click on the Save button

You can download the Adobe Acrobat Pro from
m https://lictsdownloads.uct.ac.za/Downloads/Forms/Browse%20Downloads.aspx If

you are unable to combine the PDF file using Adobe Acrobat Pro, you can print all the
documents and scan them to your email using a scanner. Scanners are available on campus in the

Chancellor Oppenheimer Library.

m Should you have any technical issues with the PeopleSoft system, please email Student
Systems Support at sss-helpdesk@uct.ac.za or contact us: 021 650 5227]4720.
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