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MANUAL FOR ONLINE REFUND APPLICATION 
NB: Have the following documents ready before you start your application: 

Normal refund: 

• Proof of payment 
• Permission for Refund 
• Proof of Bursary or Loan (If Applicable) 

3rd Party refund 

• Proof of Payment 
• Permission for Refund 
• Proof of Bank Details 
• Proof of Bursary or Loan (If Applicable) 

 

Step 1: Login to PeopleSoft CS 
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Step 2: Navigate to Refund Applications 
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Step 3: Select New Application 

 

Step 4: Agree to Terms and Conditions 

 

  



4 
 

Step 5: Check that all your information is correct, if not, navigate to personal information on 

Main Menu > Self Service > Campus Personal Information and correct your details first. 

 

If you do have a bursary or loan, it will show on your profile, if it is not displayed you can submit it to 
tuitionfees@ufs.ac.za or upload it later in the refunds application process. 

 

Step 6: Select the items you would like to refund and enter the amount. (Reminder you can only do one refund 
at a time) 

 

  

http://csoelappdev001.ufs.ac.za:8081/psc/cstst/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&pt_fname=PT_PTPP_PORTAL_ROOT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
http://csoelappdev001.ufs.ac.za:8081/psc/cstst/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=CO_EMPLOYEE_SELF_SERVICE&secondary=true&fname=CO_EMPLOYEE_SELF_SERVICE&pt_fname=CO_EMPLOYEE_SELF_SERVICE&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
mailto:tuitionfees@ufs.ac.za
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If you wish to do a 3rd party refund (To a parent, guardian, or sponsor), select “Cash refund – Third Party 
Refund” and complete the details. 

 

 

Take note of the handling fees charged with all 3rd party / International refunds. 
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Step 7: Attach documents. 

Select the “Add” button. 

 

Select “My Device” 

 

Select the applicable file. 
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Select Upload 

 

Select ‘Done” and upload next Document. 

 

Step 8: Select “Submit” 
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Select Yes, to submit. No, to make changes 
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Your Refund Application is now submitted. You can see the status on this screen. 

 

Step 9: Close browser 


