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TRAINING CONTENT – IMPORTANT NOTIFICATION 

This training material’s content is intended for general informational purposes for specific Oracle 
PeopleSoft transactions only.  

This material may only be used and copied for DUT internal training purposes and may not be 
republished, nor may it be reverse engineered, translated, modified or used to make derivative 
information of materials without the express written permission of the applicable DUT delegated 
authority. 

The training material has been developed within the planned timeframe of the implementation 
project and different environments (clients) were utilised to ensure that the material was 
completed within the timeframe.  

Every endeavour has been made to keep the material generic in nature and have been prepared 
in a modular manner for easier plug-and-play for specific roles. Every effort has also been made 
to use dummy (mock) data to abide with all applicable legislation.  

Users of the material are required to familiarise themselves with the latest DUT policies, 
processes, operating procedures, business rules and any regulations which might govern a 
specific process or function and have a responsibility to ensure that they are fully aware of the 
above that apply to them and their business. 

Whilst every effort has been made to ensure that the learning material is accurate, DUT take no 
responsibility for any loss or damage suffered by any person as a result of the reliance upon the 
information contained herein.  
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1. Introduction to the How To Guide 
The how-to guide is a paper-based guide that provides basic and generic information 

per functional area. 

The document will include basic information regarding a specific system transaction in 

PeopleSoft Campus Solutions. 

This can include generic information about the system transaction, important 

information to guide the learner in understanding the purpose of the system 

transaction as well as screenshots and detailed steps where required. 

2. Expected outcome(s) 
On completion after reading this module, you will have acquired the following skills 

using PeopleSoft Campus Solutions. 

• Submit an online application.  

3. Important Information – Applying Online 

3.1 Introduction 

Online applications simplify the traditional application process by allowing individuals to 

submit application information through internet-based platforms. This modern 

approach eliminates the need for physical paperwork and enables a more convenient 

and efficient way for people to apply for programs, or various opportunities. 

 

4. Transactional Information: Applying Online 
The below information provides the learner with generic information to the specific 

PeopleSoft Transaction which steps will be provided below. 
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4.1 Possible Scenarios 

You are the Applicant. You are required to submit an application online.  

4.2 Activity Description 

This process begins when you are required to submit an application online.  

4.3 Trigger and Termination Events 

Please note the following trigger and termination events, as well as the expected 

outcome: 

TRIGGER EVENT 

You are required to submit an application online.  

TERMINATION EVENT 

The online application has been successfully created. 

OUTCOME 

Your information is accurately entered and submitted for consideration. 
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4.4 Transactional steps 

 

 

STEP 

NUMBER 
ACTION 

 

Note: 

The DUT Online Application screen is displayed. Applicants need to create an 

Application ID by clicking on the Create Temporary ID button. 

Applicants with a Temporary Application ID can log in with their credentials by 

clicking on the Click here to sign into your Account link. 
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STEP 

NUMBER 
ACTION 

1. Enter your User ID and Password. 

2. Click on the Sign In button. 

 

1. 

2. 
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STEP 

NUMBER 
ACTION 

 

Note: 

The Applicant Homepage screen is displayed. 

3. Click on the Apply for Admission tile to access the Apply for Admission page. 

 

3. 
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STEP 

NUMBER 
ACTION 

 

Note: 

The Apply for Admission screen is displayed. 

4. 
Click on the Application Action dropdown and select the Begin New 

Application.  

 

4. 
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STEP NUMBER ACTION 

5. 
Click on the Application Type dropdown and select the relevant 

application type, in this guide we will be selecting Postgraduate 

International. 

 

 

5. 
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STEP NUMBER ACTION 

6. 
Click on the Academic Year dropdown and select the relevant 

application type, in this guide we will be selecting 2024 Academic 

Year. 

7. Click on the Continue button.  

 

7. 

 

 

 

 

6. 
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STEP 

NUMBER 
ACTION 

 

Note: 

The Welcome screen is displayed. 

8. Click on the Next button to navigate to the Personal Details step. 

8. 
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STEP 

NUMBER 
ACTION 

 

Note: 

Your Personal Information and National ID will be shown, these fields are 

display only meaning that they cannot be edited. The only item that is editable is 

the First Generation Student toggle. If selected Yes, it means that you are the 

first generation to complete tertiary education in your family.  

You can save the application at any point in the process by clicking the Save 

button. You can validate your information at any point in the process by clicking 

the Validate Application button. At the end of the application, you will be 

required to validate the application. 

9. Click on the Next button to navigate to the Study Choices step. 

 

 

 

9. 
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STEP 

NUMBER 
ACTION 

10. Click on the Have you previously studied at Durban University of 

Technology? Button to select if you have studied at DUT before. 

 

Note: 

You can add up to four different study choices.  

11. Click on the drop-down list button in the Campus field. 

12. Click on the Relevant Campus in the Item list to select it. 

 

10. 

11. 

 

12. 
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STEP 

NUMBER 
ACTION 

13. Click on the drop-down list button in the Academic Program field. 

14. Click on the Relevant Academic Program in the Item list to select it. 

 

Note: 

You can view the catalogue of Postgraduate Programmes by clicking on the 

Postgraduate Programme Handbooks link.   

 

 

13. 

14. 
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STEP 

NUMBER 
ACTION 

15. Click on the drop-down list button in the Academic Plan field. 

16. Click on the Relevant Academic Program in the Item list to select it. 

17. Click on the Next button to navigate to the Permanent Address step. 

 

16. 

 

 

 

 

 

17. 

15. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Permanent Address here, if required.  

18. Click on the Next button to navigate to the Home Address step. 

 

 

18. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Home Address here. If your Home Address is the 

same as your Permanent Address, click on the drop-down list button in the 

Same as field and select Permanent.  

19. Click on the Next button to navigate to the Mailing Address step. 

 

 

19. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Mailing Address here. If your Mailing Address is the 

same as your Permanent Address or Home Address, click on the drop-down list 

button in the Same as field and select the relevant option.  

20. Click on the Next button to navigate to the Contact Details step. 

 

 

20. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Contact details here, if required.  

21. Click on the Next button to navigate to the Demographic Details step. 

 

 

21. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Demographic details here, these include:  

- Marital Status 

- Race 

- Home Language 

- Religious Affiliation 

You should also answer the following questions:  

- Do you require residence?  

- Do you require financial aid?  

- Have you applied for NSFAS to study at Durban University of Technology? 

- Do you have a disability?  

 

22. 
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If you do have a disability, you are required to provide more information on the 

nature of the disability.  

22. Click on the Next button to navigate to the Next of Kin step. 

 

 

 

STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Next of Kin’s details here, if required.  

23. Click on the Next button to navigate to the Emergency Contact step. 

 

 

23. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Emergency Contact’s details here, if required. If your 

Emergency Contact is the same as the Next of Kin, you can indicate so here.  

24. Click on the Next button to the Current Activities step.  

 

 

24. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You can add/update your Current Activities here, if required.  

25. Click on the Next button to the Tertiary Education step. 

 

 

25. 
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STEP 

NUMBER 
ACTION 

 

Note: 

You will only view additional details if the answer to the Do you have any 

previous or current tertiary education, including at this 

institution/university? question is Yes.  

If you want to change the details of the tertiary education, click on the Change 

button. The following details are editable:  

- Institution 

- Country 

- Degree Description 

- Start Date 

- End Date 

- Degree Status 

- Cumulative GPA 

 

26. 
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If any of the above details are changed click on the OK button if no changes are 

made click on the Cancel button. 

You can capture additional information pertaining to your previous or current 

post-secondary education, including exclusions and intentions to enrol at other 

institutions. 

26. Click on the Next button to navigate to the Previous Tertiary Study 

Declaration step. 
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STEP 

NUMBER 
ACTION 

 

Note: 

This step will only appear on post graduate applications.  

27. Click the relevant option pertaining to your previous tertiary studies.  

28. Click on the Next button to navigate to the Employment step. 

 

 

27. 

28. 

 

? 
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STEP 

NUMBER 
ACTION 

 

Note: 

This step will only appear on post graduate applications and is optional 

information.  

29. Click the relevant option pertaining to your employment.  

30. Click on the Next button to navigate to the References step. 

 

 

29. 

30. 

 

? 
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STEP 

NUMBER 
ACTION 

 

Note: 

 

This step will only appear on post graduate applications and is optional 

information. If you want to add an academic reference, click on the Add 

Academic Reference button. The following details are editable:  

- First Name 

- Last Name 

- Job Title 

- Email Address 

- Country Code/Work Phone 

If any of the above details are changed click on the OK button, if no changes are 

made click on the Cancel button. 

 

31. 
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31. Click on the Next button to navigate to the Research Details step. 

 

 

 

STEP 

NUMBER 
ACTION 

 

Note: 

 

This step will only appear on post graduate applications and is optional 

information. The following Research details are editable:  

- School of Proposed Research 

- Proposed Field of Study 

- Proposed Title of Research 

Your proposed supervisor’s name and email address can also be captured here.  

32. Click on the Next button to navigate to the Documents step. 

 

32. 
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STEP 

NUMBER 
ACTION 

 

Note: 

This step will only appear on both undergraduate and post graduate 

applications.  

A list of documents that are required will be displayed, the items on this list will 

be dependent on what has been populated in previous steps.  

To add a document, click on the Add button. To delete a document, click on the 

Delete button. 

33. Click on the Next button to navigate to the Student Declaration and 

Agreement step. 

 

 

33. 
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STEP 

NUMBER 
ACTION 

 

Note: 

This step will display the student agreement. 

34. Click on the Accept button. 

 

Note: 

Once you have accepted the student agreement, the Agreement Date and 

Agreement Status will be updated and displayed.  

35. Click on the Next button to navigate to the Submit step. 

 

35. 

 

 

 

 

34. 
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STEP 

NUMBER 
ACTION 

36. Click on the Validate Application button. 

 

Note: 

If there is any information that is not valid on your application, it will take you to 

the page that requires updating. If there are multiple fields that are not valid, a 

summary of the information that is not valid will be provided. 

If all the fields are valid you will be informed, and you can proceed to click on 

the OK button. 

The submit button will be greyed out and will not be clickable until the 

application has been validated.  

37. Click on the Submit Application to the University button. 

37. 

 

36. 
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Note: 

 

A pop-up screen with appear with information regarding the processing of the 

application. You can proceed to click on the OK button. 

A summary screen will appear with details pertaining to your information. 

You will receive an email confirming that the application has been successfully 

submitted. The email will include login details. 

 


