
COMPREHENSIVE ONLINE EDUCATION SERVICES 

 

    Page 1 of 22 
 

HOW TO REGISTER FOR UPONLINE 
 

1 REGISTRATION 
Once the application processes have been completed and your application has been approved, a 
pre-registration process is run activating your student record and allowing you to register. 
 

1.1 UP Student Portal login 

You will be required to log in to the Student Centre via the UP Student Portal to be able to 
register. 
Log in via https://www.up.ac.za. Click on ‘My UP Login’ at the top of the page.  

 

 
 

https://www.up.ac.za/
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The following screen will appear: 
 

 
 
Insert the necessary details and submit.  
 
The following screen will be displayed: 
 

 
Select the Student Centre link. 
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The following landing page will be displayed: 
 

 
 

Select the  tile and the following screen will be displayed in the Self 
Service component: 
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1.2 Student Centre – Self Service  

 
 
Very important: 
If you have not completed your online contract, you will not be allowed to register. Select the Online 
Contract link under Admissions: on the Self Service page and complete and submit the contract. 
 

 
 
To register for the modules for the specific session select the link to Registration/Module Changes. 
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The following screen will be displayed: 
 

 
Select the Online Registration link to proceed to the registration process. If this link is not displayed, 
then the student has not been prepared for registration and you need to contact 
enquiries@online.up.ac.za. 

1.3 Online registration  

1.3.1 UP REGISTRATION: STATUS PAGE 

 

 
 
These are the various stages which you will be required to complete. 

mailto:enquiries@online.up.ac.za
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1.3.1.1 Step 1: Service Indicators 

 
 
If you have a Service Indicator logged against you, it will first have to be attended to before you can 
continue with registration. In this example, the relevant Service Indicator is SS3 – the contract is 
outstanding. See the display block. 
A list of all possible Service Indicators is provided with actions that need to be taken should they 
become relevant. It is possible that a student can have more than one Service Indicator on his/her 
record. 
 
Once the Service Indicator has been lifted, the following screen will be displayed: 

 
Use the navigation buttons at the bottom of the screen to go to the  
previous screen, the next screen or to return to the status page or the Student Centre. 
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1.3.1.2 Step 2:  Disclaimer 

 
 
You must accept the terms and conditions by ticking the I Confirm option and selecting the  
I Agree button before the rest of the registration can be completed. If you select the 
I disagree button you will be reverted to the Student Centre. 
 
Please ensure that you read the Contract Addendum 
 

‘Force Majeure Event’ means the occurrence of: 
a. an act of war (whether declared or not), hostilities, invasion, act of foreign enemies, 
b. terrorism or civil disorder; 
c. strikes and/or protests and/or any other form of civil disturbance (whether lawful or 

not), in each case affecting the University on a general basis and which is beyond its 
reasonable control; 

d. tempest, earthquake or any other natural disaster of overwhelming proportions; 
e. discontinuation of water and/or electricity supply, or 
f. any other circumstances beyond the control of the University which cannot be avoided 

even by using its best efforts, which in each case causes the University to be unable to 
comply with all or material parts of its obligations in terms of the Agreement. 

g. The University shall not be in breach of its obligations under this Agreement or liable for 
any losses or damages suffered by a student if and to the extent that it is prevented 
from carrying out its obligations by, or such losses or damages which are caused by, a 
Force Majeure event/s. 
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The University shall at all times take all reasonable steps within its power to: 
a. prevent Force Majeure Events affecting the performance of its obligations under this 

Agreement; 
b. mitigate the effect of any Force Majeure event; and 
c. comply with its obligations under this Agreement. 

 
Teaching methods 
Teaching methods will be as follows: 

• Combined ‘face-to-face’ and online teaching (all courses include a contemporary on-line 
component); 

• online teaching; 
• distance education; 
• any appropriate form of teaching or assessment methods. 

 
Security 
The University reserves the right to introduce reasonable and/or heightened security and/or 
access control measures, which may include specific identification requirements, performing 
searches of personal belongings, including but not limited to any bag, container, briefcase or 
vehicle, should the University deem it reasonably necessary in order to inter alia, safeguard its 
staff and/or students, its property and/or the property of third parties on the campuses of the 
University. 
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1.3.1.3 Step 3:  Contact Details 

Please follow the instructions as seen below and complete all applicable fields: 

 

Note that 
you can 
copy one 
address 
from 
another 
address 
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Please note that it is very important that this section is completed. If you are responsible for your 
fees, your details must be captured. If you have a bursury, the bursar’s details must be captured. 
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1.3.1.4 Step 4: Preferences 

 

 
 
It is very important for you to confirm the Gmail Acknowledgement. 
The UP Gmail Information link will take you to the UP Website where you must select the following 
tile, which will give you all the necessary information to set up a forwarding email address and 
ensure that you receive all emails from the University of Pretoria. 
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Click here will display the following page, which contains all the information regarding the UP Gmail. 
It is very important to read all this information and follow the instructions to ensure that you will 
receive all mail from UP. 
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1.3.1.5 Step 5: Course / Class Selection 
Please read these important Instructions before starting and follow them when completing your 
registration. 

 
 

Please note the links above and see the details below: 
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The Special instructions link gives you detailed information on the programme which you are 
following. If there are any special instructions for you to follow, they will be displayed here. 
 

 
 
Yearbook information 
 
This link will refer you to the University of Pretoria’s website where you will be able to search for all 
the programme information. 
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You may only select one course/module at a time. 

  
If you select both modules which are displayed because they are both presented in a particular 
session, the following message will be displayed indicating an error. 
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If an error is displayed, you must delete one module. Select the delete icon. 
 

 
 
You will be returned to this screen and must only select one module. 
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If you select a module that has a pre-requisite which needs to be completed before this module, an 
error will be displayed. 

 
 
Use the drop class button to drop the module. 
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You will be returned back to this screen. Now select the correct module, which is the pre-requisite 
module. 

 
 



COMPREHENSIVE ONLINE EDUCATION SERVICES 

 

    Page 19 of 22 
 

1.3.1.6 Step 6: Enrollment Confirmation 

You will now be informed that your enrollment has been successful. 

 
 
Put proof of Registration here. 
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1.3.1.7 Step 7: Confirmation 

The confimation screen will now be displayed: 
 

 

 
 

 
You have now been registered as a student for the module displayed above. 
 
 

Your Proof of Registration will be downloaded when the 

button is selected. See an 
example below. 
 

 
Should you have any enquiries regarding your registration please contact 
uponline@up.ac.za 
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PROOF OF REGISTRATION 
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ACCESS TO CLICKUP 

Your access to clickUP will be available as soon as you have registered. Please note that you have to 
log in to the UP Student Portal to access clickUP. 
 
https://clickup.up.ac.za/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_1_1 
 

https://clickup.up.ac.za/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_1_1
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