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1. INTRODUCTION 

The university introduced the Self Service Registration concept for students in 2010. The Self 
Service Registration platform allows students to access PeopleSoft Campus Solutions with a 
unique user identification and password to register for their qualifications and modules 
electronically from any computer with internet access anywhere in the world. 

The user manual on Self Service Registration provides an overview on the different navigation 
screens and menus used for the registration of modules in an academic plan according the 
semester in which they are presented. 

1.1 MINI DICTIONARY 

Term Definition 
PeopleSoft 
Campus Solutions 

PeopleSoft Campus Solutions is the web based software that the UFS 
utilises for the administration of academic services provided by the 
university. 

Registration An annual contractual agreement entered into by the University and the 
student in terms of prescribed procedures. 
 
A student must follow and administrative process (electronic and manual) 
whereby they indicate (electronically or by completed form) the academic 
plan and modules for which they want to study in the consecutive first and 
second semester of an academic year. 
 
A student will register (enrol) during this administrative process for certain 
modules according the semesters in which they are presented. 
 
The registration process is open at the beginning of each semester and is 
set on certain dates, which will be communicated yearly in the university 
calendar. 

Academic plan An academic plan is the qualification code that indicates the qualification 
and curriculum a student register (enrol) for. 

Curriculum A curriculum of an academic plan indicates the modules students should 
register (enrol) for and successfully complete in order to obtain their 
qualification. The curriculum will indicate the number of credits that should 
be offered at each academic year, at which level these credits must be 
offered and the total number of credits a student must obtain in order to 
complete the qualification. The curriculum also indicates the minimum 
duration of the qualification. 
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Term Definition 
Module A module is a coherent, self-contained learning unit designed to achieve a 

set of particular learning outcomes. In a modular qualification structure a 
module has a standard size and an assigned weighting and level in the 
programme. A module can fulfil a fundamental, core and elective function 
in a programme. 

Notional Learning 
Hours 

Notional learning hours imply the informed estimate of the average 
learning time an average student will require to achieve the minimum 
learning outcome(s). Such learning time includes contact time, practical 
work, independent and guided study and examination time. One (1)credit is 
equivalent to ten notional learning hours. 

Qualification In an outcomes-based approach a qualification refers to the certification of 
achieved learning outcomes of a programme, expressed as an accumulation 
of credits at specific levels. A qualification represents the demonstrated 
performance of a student in a planned and goal-directed combination of 
learning outcomes which are aimed at equipping students with applied 
competence and a foundation for further learning. 

Academic year The academic year of the university is from January to December. The year 
is divided into two semesters, namely the first and second semester. 
 
The first semester commences in January of each year and ends in June of 
that same year. The second semester commences in July of each year and 
ends in December of that same year. 

Students A student is a person who satisfies the following four (4) conditions: 
He/she must be in possession of either a Senior Certificate with 
endorsement, or Certificate with endorsement, or Certificate without 
endorsement, or must be admitted at the Senate’s discretion. 

• He/she must also comply with the specific admission/selection 
requirements as set by the University/faculty. 

• He/she must be enrolled for a module which is included in the 
curriculum of at least one (1) qualification which has been formally 
approved by the Minister of Education. 

• He/she must have been active in that module on or before the 
census day prescribed by the institution. 
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1.2 IMPORTANT FACTORS 

The following factors are important for a successful Self Service Registration: 

• An active student number 

• An active Novell password 

• All fees paid (in arrears and/or registration deposit) 

• Knowledge of the academic plan (degree code) and module code(s) for which the 
student wish to register 

• You as the student have consulted the Module and Venue Timetable before 
commencing registration 

• Are you continuing with the same field of study as the previous year? 

• Are you registering within the maximum duration for their qualification? 

1.2.1 ACTIVE STUDENT NUMBER 

1.2.1.1 Prospective students 

In order to study as a student at the University of the Free State, a prospective student must 

have an active Kovsie student number. Applications for admission must be made in good time 

so that a prospective student can be registered before the last date for academic registration. 

1.2.1.2 Senior and returning students 

If a senior student interrupted their study for longer than a calendar year, the student must 
apply for admission again. Applications for re-admission must be made in good time so that a 
prospective student can be registered before the last date for academic registration. 

1.2.2 ACTIVE NOVELL PASSWORD 

Access to the ORACLE PeopleSoft programme will be blocked if an invalid Novell password is 
used. Students can direct enquiries as follows: 

• https://selfservice.ufs.ac.za 

• The enquiry desk: 051 401 2442 

Students must always have a copy of their identification document, drivers licence or student 
card available when requesting a password or a change of password. 

 

 

https://selfservice.ufs.ac.za/
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1.2.3 ALL FEES PAID 

Before a student can commence with the registration process they must have paid all fees in 
arrears and the registration deposit for that particular year. 

• If a student is registering for a module(s) of which the registration fee and the module 
price amount to less than the required deposit, the student must arrange for financial 
clearance beforehand at 051 401 2806. 

• If a student studies by means of a bursary or loan, documentary proof in this regard 
must be provided to the Finance Division annually before registration. 

• Registration can only take place if the applicable amounts have already been paid into 
their student account five (5) days prior their attempt to register (all arrears, if 
applicable, as well as the full amount as required for registration). In the event that the 
student wishes to register in the final week of registration and have not paid the 
registration fee yet, they must pay the required amount at the university cashiers on the 
main or QwaQwa campus so that their registration can be completed before the last 
date of registration. 

• Where special financial approval to register is granted, the approval will only be valid for 
the specific day. 

1.2.4 DEGREE CODE AND MODULE CODE(S) 

• Academic registration cannot take place if a student does not have their degree code 
and module code(s). 

• Treatises (honours degrees), dissertations (master’s degrees) and theses (doctoral 
degrees) are also linked to module codes and students must register for them annually. 

• If a student is uncertain of the codes, they must obtain academic advice according to the 
academic advice programme as published in the KOVSIE-guide and Postgraduate 
Student Guide. 

• Distance education students in the e-learning programme can contact the e-learning 
helpdesk at ilearn@ufs.ac.za. 

• Approved distance education students in the programmes B.Sc. (Quantity Surveying), 
B.Sc. (Construction Management) and Honours (Quantity Surveying or Construction 
Management) can contact the Department at VanWykE@ufs.ac.za. 

• Modules are presented as follows: 
o First-semester modules – January to June (May to June examination)  
o Second-semester modules – July to November (October to November 

examination) 
o Year modules – January to November (October to November examination) 

mailto:VanWykE@ufs.ac.za
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1.2.5 MODULE AND VENUE TIMETABLE 

In order to ensure that there are no timetable clashes between the modules a student wishes 
to register for, they must consult the Module and Venue Timetable (available on the UFS web 
page) before commencing their registration. It is the responsibility of the student to ensure that 
there are no clashes on their timetable. No changes can be made to the timetable if the 
modules a student registered for clash and the student will consequently have to 
cancel/discontinue one of the modules. There are financial implications for modules that are 
discontinued. 

1.2.6 MAXIMUM DURATION OF STUDY 

If a student has exceeded the maximum duration of study for their qualification, they must 
obtain approval from the Dean to continue their studies. It is important to note that no 
correspondence with regard to these matters will be handled by fax or e-mail. 

 

Other important factors will be discussed throughout the manual. 
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2. ACCESSING PEOPLESOFT CAMPUS SOLUTIONS 

Students can access PeopleSoft through the university web page at www.ufs.ac.za/register2013 
(the applicable year will be linked each year to the registration web page). A quick link will also 
be made available on the main page of the university’s web page at www.ufs.ac.za. 

Students follow the navigation as explained in the following pages. 

 

 

 

 

http://www.ufs.ac.za/register2013
http://www.ufs.ac.za/
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2.2.1 POSSIBLE HOLDS 

The following holds may occur: Registration will be refused repeatedly until all holds have been 
cleared away. 

• “Admission requirements” 
o Contact the Admissions Division at 051 401 2505 

•  “Duplicate student number” 
o Contact the Applications Division at 051 401 2505. 

• “Enrolment Deposit Outstanding” 
o Contact the Finance Department at: 

Undergraduate: 051 401 2806; 
Postgraduate: 051 401 9537. 

• “Finance” 
o Contact the Finance Department at 051 401 2806. 

• “Incorrect address” 
o Contact 051 401 2505. 

• “Insufficient prepaid fees” 
o Contact the Finance Department at 051 401 2806. 

• “Library books outstanding” 
o Contact the Library at 051 401 2226. 

• “Matric exemption” 
o Contact the Admissions Division at 051 401 2505 

• “Medical Condition Unknown” 
o Contact the International Office at 051 401 2501. 

• “Foreign Students” – (International students) 
o Contact the International Office at 051 401 2501. 

• “NSFAS outstanding agreements” 
o Contact 051 401 3603/9359. 

• “Outstanding/Outstanding fees” 
o Contact the Finance Department at 051 401 2806. 
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• “Regulation E5” – Law students 
o Contact the Faculty of Law at 051 401 2735. 

Students need to resolve any holds in order to proceed with the self service registration. Some 
of these hold cannot be resolved telephonically, by e-mail or even fax and the student will have 
to travel the Main (or QwaQwa) campus to resolve the issue in person. 

If a student has no holds he/she can proceed to register for their modules. 
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re
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