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STEP
1

Click HERE to open the PeopleSoft Campus Solutions 
student portal.
https://pssa.ufs.ac.za/psp/csprd/EMPLOYEE/HRMS/c/SA_LEARNER_SERVICES.SSS_STUDENT_CENTER. GBL?cmd=login&
languageCd=ENG& 

STEP
2

Log in using your
student details:
Student number and 
password.

STEP
3

Once logged in, you 
will see a tile titled 
‘Service Request 
Management’ on the home page. Click on the tile to navigate to the task.
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STEP
4

By clicking on the ‘Service Request Management’ 
tile the user can now create a new request.

STEP
5

By clicking on the ‘Create New Request’ button the 
user is now ready to create and submit the service 

request.

To create a 
‘New Service Request’ 
just follow these steps:

STEP
6

A

B
C

Select academic institution.

Select request category. 

Click on the next button to proceed.

A

B

C
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STEP
7

By clicking on the ‘Next’ button, the user will be directed 
to the ‘Request Type’ page. On this page the user can 
select the type of request.

STEP
8

By clicking on the ‘Next’ button, the user will be directed 
to the ‘My Request Detail’ page. On this page, the 

user can add comments and attach necessary 
documentation and submit the request by clicking the 

‘Submit’ button.

STEP
9

Once the user has submitted the request, the progress can 
be tracked by clicking on the submitted request.
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STEP
10

Once the user is done with the the registration request, 
‘Request Change to Registration’ can be 
selected, following the same steps.


