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Logging into the Student Portal and

Home

1. Follow the following steps to log in to the Student Portal:
1.1. Navigate to the website by entering the correct web address into the browser of your choice.
1.2. Once you have navigated to the site; the login screen will be displayed.
1.3. Please enter the correct “Username” and “Password” info the login screen and click the “Log
in" button.
1.4. Once you have logged in you will be presented with the dashboard as shown below.

The Dashboard consists of eight tabs which are:
Home, Registrations, Assessments, Extensions, Academics, References, Communication, Finance.

B Registrations B B Extensions @ Academics [ References Q) Communication (8 Finance

Todaywed2s  (CIEIRRE)  January 2023
Welcome to Student Portal 4
&
Explore The Best 2023 Online Courses for School-Leavers oo | Tue | wed | Tu | Fn | sm
Wondering if stuying after school s right
o] 5 days ago.
A Lesetja Onismus Mokoka
- 179992 2 3 4 5 6 7 8
[Master of Business Administration] Latest News Notices Public Holidays
View Profile 9 07 1 127 138 w15
News about Education
January 2022 Education is the most powerful weapon 16 7 18 19 20 2
intake -
Master of Business Administration 3 o b % 27 28
Programme NEWS
Adding fortest
Year1 Adding or e g" -
Year of Programme: 5 days ago,
Active
Status National Women's day
1 National Women's dayNational Women's dayNat @ Durban- START08:30:00- E an. ¢
. View
(V)] 690y ag0 View

The left side of the dashboard consists of Student information, MANCOSA Connect, Camera,
Notification and Logout Icons.

2. Home

The Home tab consists of three screens: Home, My Profile and Log a Query. The Home Screen
consists of a calendar in which you can see the number of events, assignments due dates,
Holidays, Exam Dates so on. It also consists of information related to the Latest News, Notices
and Public Holidays.

's W Academics (@ References () Communication (8 Finance

&
Mon Tue ed Thu Fri at Sun
. 2 2 a s 6 7 s
Latest News Notices Public Holidays
5 o m 2w wy s
News about Education
Loy 2] Education s the most powerful weapor
e utons e ot pover e I
19 0
Master of Business Administration
NEWS
o g oo g“ ﬂ
‘Year of Programme: 7 doys
Active 30
Status National Women's day
National Womeris dayNational Women's dayNat
p—
Environmental Management-Exam
0SA —
KO) oA =0

¥
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My Profile

3. My Profile

The profile screen consists of:

3.1 Basic Information: This screen consists of Surname, First Name, Programme, Year of
Programme and QR code.

B B Registrations [ Assessments

Profile
'BASIC INFORMATION 1 .
¢ | EERINTEEEEE . information
CONTACT DETAILS
(O] CHANGE Sumame
a

Programme Year of Programme

(0]

3.2 Contact Details: This screen consists of Contact Number, Email ID, Postal Address, Employer
Address, Courier Address, Residential / Physical Address and Next of KIN contact details

Profile
BASIC INFORMATION .
& Contact Details
| contact oeTALS

o] CHANGE PASSWORD APPLICANT CONTACT DETAILS I

A Contact Numbers
Unknown celll @
South Africa cell2 L] @
Contact Emails

o Cancel Update

3.3 Change Password: You can change your password here.

Registrations [ Assessments [ Extensions @ Academics [ References & Communication [ Finance

Profile
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Registrations and Registration Request

4. Registrations

The Registration tab consists of the following requests:
4.1 Registration Requests
4.2 DBA Registration
4.3 Registration Change Request
4.4 Change Bursary Request

[ Registrations B Assessments B Extensions & Academics References £y Communication [ Finance

Log a Query Registration Requests
i DBA Registration
‘9 Filter by Department :
Al o Registration Change Requests
o] Change Bursary Request

In-Progree Queries
0

Approved Queries
(1]

Dear Student

You don't have any log a query details for this department now.

Liszas0226200/s1sctudeniporaluaT:

5. Registration Request

The Registration requests screen allows you to raise a request based on the status and the request
type.

# Home [ Registrations B Assessments B Extensions ™ Academics B8 References £ Communication [ Finance

Requests

Select Request Status Select Request Type

All v —~Select— 2 Raise New Request

DB %

Total Requests Approved

Dear Student
You have not raised any Requests till now.

Total Requests Rejected

II °§
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You will need to select the Status which is either In-progress, Approved or Rejected and then Request

Type that is either a Deferral, Deregistration, Re-registration or Returning Registration then click on Raise
New Request.

V,
\\(( A Home [ Registrations B Assessments B Extensions = Academics B References £ Communication 8 Finance
Requests
‘5, Select Request Status Select Request Type
All v ~Select-- v Raise New Request
ﬂ In-Progress
Approved %
A Rejected & | L

‘e Total Requests In-
L . Progress
~N i
e |

Dear Student

You have not raised any Requests till now.
Total Requests Rejected

0
(V)

W
\\rf # Home @ Registrations Assessments B Extensions = Academics @ References £ Communication 3 Finance
Requests
‘9 Select Request Status Select Request Type
m Articulation Registration
Deferral
De-Registration
N Re-Registration e
= Returning Registration .

Dear Student

You have not raised any Requests till now.

Total Requests Rejected

(]
O)

St
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Deferrals

6. Deferrals

Deferral screen helps the user to defer their studies for a specific year, semester or module which will
then change the student’s status to deferred.

# Home (EETHETHENSNY B Assessmenis B Extensions % Academics References £ Communication (81 Finance

€ Back to Registration Requests
'Add Deferral Request
&
Intake : Learning mode : Method of teaching : Campus :
(o] January 2022 Distance Distance Durban
Q Registration Number : Student Name : Programme : Year of Programme :
- 179992 Lesetja Onismus Mokoka Master of Business Administration 1
SUPPORT DETAILS
Date of Application : * Deferral for Sem or Year : * Preferred New Intake : * Reason For Request : *
26-Jan-2023 ] ~Select- v - Select - v Enter
Document Type : * Description : *
—Select- ~ Ente
(O) UPLOAD DOCUMENTS

This screen shows the following information: Intake, Learning Mode, Method of Teaching, Campus,
Registration Number, Student Name, Programme and Year of Programme.

After filling in the required fields, you will need to upload the required documents and click on the
Save button in order for the deferral request to be sent for approval.

A Home B Registrations B Assessments Extensions ™= Academics References £ Communication (=1 Finance

UPLOAD DOCUMENTS
&
‘ )
a Drag& Drop
o
Ta)
Document Type Description Document Name File Delete

TERMS & CONDITIONS

| acknowledge the above
| accept MANCOSA's general & Deferral terms and conditions

O
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Deregistration

7. Deregistration

The Deregistration screen allows the student to apply for a deregistration from the programme that

they are currently registered for which, after approval, the student’s status will be changed to
Deregistered.

A Home (QECESEUSIEOENY B Assessments [ Extensions 1@ Academics (@ References £ Communication  [E Finance

& Back to Registration Requests
‘Add De-Registration Request
e
Intake : Learning mode Method of teaching : Campus :
E January 2022 Distance Distance Durban
A Registration Number : Student Name : Programme : Year of Programme :
N 179992 Lesetja Onismus Mokoka Master of Business Administration
Comments : *
1024/0
Document Type : * Description : *
I ~-Select-- v
e

This screen shows the Intake, Learning Mode, Method of Teaching, Campus, Registration Number,
Student Name, Programme, Year of Programme. You will need to provide the information related to
the Document type, Description, Comments and then upload the required documents and click on
the Save button to save the request. Once saved, the application will be sent for approval.

A Home [ Registrations Assessments B Extensions ™ Academics B References 2 Communication @ Finance

€ Back to Registration Requests

&’ UPLOAD DOCUMENTS
\
m Drag & Drop
Ja\
Document Type Description Document Name File

Delete

TERMS & CONDITIONS

| acknowledge the above

| accept MANCOSA's general & De-regi: on terms and conditions

(I) CANCEL SAVE
b

¥
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Re-Registration

8. Re-Registration

The Re-Registration request screen provides the current information of the student regarding their
registration like the Intake, Learning Mode, Method of Teaching, Campus, Registration Number,
Student Name, Programme, Year of Programme and the backlogged modules details.

The Re-Registration Intake will auto populate for the student. The student will be required to provide
the Payment Plan, Document Type and Description.

# Home (ESEEVEIEUGIENY B Assessments Extensions ™ Academics References £ Communication [ Finance

€ Back 1o Registration Requests
‘Add Re-Registration Request
&
SUPPORT DETAILS
(0] Intake : Learning mode : Method of teaching : Campus :
A January 2022 Distance Distance Durban
Registration Number : Student Name : Programme : Year of Programme :
179992 Lesetja Onismus Mokoka Master of Business Administration 1
Re-Registration Intake * Payment Plan *
January 2023 - — Select - -

BACKLOG DETAILS L BACK

S.No Module Name Year Semester Re-Register Assessment Inake Method Of Teaching Marks

Document Type * Description

(D -Select-- - Enter

The student will need to upload the required documents and save for the application to be approved.

# Home (@ESEEVEICHGAENY B Assessments  [§ Extensions @ Academics [ References £ Communication  [® Finance

€ Back to Registration Requests

Document Type *

Select- v

UPLOAD DOCUMENTS

DB %

N

Drag & Drop + Add Documents

Document Type Description Document Name File [

TERMS & CONDITIONS

| acknowledge the above
| accept MANCOSA's general & re-registration terms and conditions

¥
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Returning Registration

9. Returning Registration

The Returning Registration request screen provides the information of Date of Request, Learning
Mode, Registration to Tuitions, Method of Teaching, New Student Intake, New Structure Intake,
Year of Programme, Student Type and so on.

& SUPPORT DETAILS
Date of Request :

o

If it is a Bursary Application, then the student will need o provide the necessary information
related to the Bursary Company.

The student will see the details of the New Year Modules and the payment details such as
Payment of Fee, Payment Method, Payment Plan and will be needed to provide Preferred day of
Payment.

PAYMENT DETAILS

o

Finally, the student will need to provide the Module Exemption Request details as shown below
and then save so that the application can be sent for approval.

¥
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10. DBA

MANCOSA

This option will only appear for students that are eligible to apply for the DBA process.

DBA-PR Registration (Pre-Registration) Request screen provides the information as per the
image below. Fill in all the required details, Payment details and other details. Select the
required check boxes and Terms and Conditions and submit the request. Enter OTP and send

so that the application can be sent for approval.

P U (3 Registrations Assessments Extensions  1& Academics References /2 Communication  [E Finance

DBA-PR Registration Request

P Date of Request : * Learning Mode : * Registration to Tuitions : * Method of Teaching : *
o 27-Jan-2023 & Distance v e ~| | PertTime v
0] New Intake : * Programme Structure Intake : * Programme Category : * Programme Sub Category -
A ~Select- v| | -select- ~| | Doctorsl Programme ~| | oBAPR v

Programme : * Year of Programme : * Campus Region

—Select- v| | -select- v| | Johannesburg ~| | Johannesburg v

Student Type : * Title:* Sumarme :* First Name:: *

DBA Student v | wms v s Iminat

Initial Calling Name : * ID Type: * ID/Passport Number : *

I Iminath Pessport Number v| |es36546356567

Gender: * Country: * Nationality : * Citizenship

Female v| | south Africa v| | south african ~| | South Africa ~

Race:* Rural or Urban Disability Level Disability Rating

African v| | uban v| | none ~| | Nodifficulty v
rdhY

W 4 Home (EEEEISEUIEEY B Assessments [ Extensions @ Academics References £ Communication [ Finance

DBA-PR Registration Request
Topic : * Statement of Intent : *
iy ‘ 2]
4
o] Is Bursary Application
a»
- L
Payment Details
Payment of Fee: * Payment Method : * Payment Plan: * Preferred Day of Payment : *
~Select-- v —Select- ~ ~Select- v —Select-- v

®  Date of Envoliment Contract :

27-Jan-2023 -

Other Details

L Internet Access Availability To Study Groups Has Computer Literacy
Yes ®No Yes @ No Yes ®No

ORI
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Registration Change Request

11. Registration Change Request

The Registration Change Request is used to raise a request tfowards the registration change.

# Home (EEECVEIRENEIEN) [ Assessments [ Extensions @ Academics [ References £ Communication

Change

& [
O]

- ql |
Q Lo

el

e |
Dear Student
You have not raised any Requests till now.

(U]

This screen provides the registration information. For the request change the student will need to
provide the change request type such as Programme, Elective Modules or Manage Exemptions.

Registration Information

Registration Number : Registration Intake : Registration Date : Last Registration Type :
182432 January 2022 F1-Jan-2022 New Student

Learning Mode : Method of Teaching : Surname : First Name :
Distance istance TooheyOgle Eden Myrh

Programme : fear of Pro e: Student Status

Bachelor of Commerce Honours in Marketing Active
Management

Change Request Type : *

If the change request type is for a Programme, then the student will need to provide the details of
New Learning Mode, New Method of Teaching, New Programme Structure Intake, New
Programme, New Year of Programme, New Registration Option, Document Type, Description and
Relevant Document.

Select the required check boxes in Terms and Conditions and submit the request. Enter OTP and
send so that it can go for approval.

St
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Registration Information

Registration Number : Registration Intake : Registration Date : Last Registration Type :
194254 July 2022 18-Jan2023 New Student

Learning Mode Method of Teaching : Surname : First Name :
Distance Distance Chantae Nicole David

Programme : Vear of Programme Student Status
Bachelor of Business Administration 1 Active

Change Request Type

Programme

New Leaming Mode MNew Method of Teaching New Programme Structure Intake MNew Programme : *
Distance Distance July 2022 Bachelor of Commerce in Corporate Commi v

New Year of Programme New Registration Option : *

1 Year Option 1

Document Type Description Relevant Document

-~Select-

Registration Information

Document Type Description Relevant Document

—Select—

[CURRENT PROGRAMME REGISTERED MODULES

Semester  Module Type Assessment Intake Is Exempted Has Academic Activity

Bachelor of Business Business. Semester  Compulsory July 2022
Administration

Bachelor of Business Economics 1A Semester  Compulsory July 2022
Administration

Bachelor of Business Digital Transformation in the Business Environment Semester  Elective July 2022
Administration 1

Bachelor of Business Business Mathematics Semester  Compulsory July 2022
Administration

Bachelor of Business Introduction to Functional Areas of Management (Business Management Semester  Compulsory January 2023
Administration 18) 2

Bachelor of Business Economics 18 Semester  Compulsory  January 2023

You can select 1 Module(s) from Group 4
NEW PROGRAMME MODULES

Programme Year  Semester Module Type Mandatory ElectiveGroup Assessment intake

Registration Information

You can select 1 Module(s) from Group 4
NEW PROGRAMME MODULES

Programme Module Year Semester  Module Type Mandatory Elective Group Assessment Intake
Bachelor of Commerce in Corporate Communication  INroduction to Corparate Comminication Vear1 Semester1 Compuisory [ 1 .
Bachelor of Commerce in Corporate Communication  Introduction to Communication Science Year1 Semester1 Compulsory [4] 2 -
Bachelor of Commerce in Corporate Communication  Introduction to Business Management (Business Management 14)  Year 1 Semester] Compulsory [ 3 v
Bachelor of Commerce in Corporate Communication  End User Computing Year1 Semester1 Elective m] 4 .
Bachelor of Commerce in Digital T inthe Business Year1 Semester1 Elective 0o 4 =
Bachelor of Commerce in Corporate Communication  Corporate Communication Practices Year1 Semester? Compulsory [2] 5 Lanuary 2023 ~
Rarhalne nf Fammarra in Cnrmarata Cnmmaniration  Intemarennal Cnmminieation Vear1 Samastar?  Crmmilenns 51 & : v

TERMS & CONDITIONS

St
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If the change request type is Elective Module, then it the screen below will reflect.

Enter/Select the required data and select required modules from Programme Elective Modules as
Per Structure (selected elective modules count should match with the elective group count) and
then select the required check boxes under Terms and Conditions and submit the request. Enter
OTP and send so that the request can be sent for approval.

Registration Information

Chantae Nicole

Student Status
Active

Elective Module(s)

PROGRAMME ELECTIVE MODULES AS PER STRUCTURE
You can select 1 Module(s) from Group 3

Ve Samestr  Module Aasesamnt sk Mot e Mok Mobon e Modtle 1 1ogupyreg Aitn(De-ACES pppny

Year  Semester
1

Year  Semester  Dighal r
1 En =

TERMS & CONDITIONS N

I 1 acknowledge the above

I 1 accept MANCOSA's general & Deferral terms and conditions

f service are the legal agreements between a service provider and a person who wants to use that service. The person must agree to abide by the terms of service In order 1o use the

Finally if the change request type is Module Exemptions, then you be required to fill in the Exemption
details such as the Module in Programme Applying, Institution Name, Completed Programme,
Completed Module Name, Module NQF Level, % of marks obtained in Module and Course
Completed.

Registration Information x

Change Request Type : *

I\\’anage Exemptions VI

MANAGE EXEMPTIONS
Module in Programme Applying : *

~Select- -

Institution Name : * Completed Programme : * completed Module Name : * Module NQF Level :

—Select- v

% of Marks Obtained in Module : * Course Completed : *

—Select- - Add

St

14 MANCOSA

MANCOSA MYMANCOSA STUDENT PORTAL USER MANUAL




Change Bursary Request

12. Change Bursary Request

Change Bursary Request is also known as Bursary Pro-Forma Request. To raise the request, click on
the Raise Bursary Request button.

Bursary Pro-Forma Request

&
a 5

4 ‘e
a) (&= -

ol
e I
Dear Student
You dont have any bursary information now

(V)

This Bursary request shows the information about the Registration Number, Registration Date,
Student Name, Current Intake, Programme, Year of Programme, Email, Cell.

Bursary Request

Registraticn Number

BURSARY PROFORMA INFORMATION

Intake

NEW PROGRAMME MODULES

Programne

Enter the required data and upload all the documents which are necessary and enter OTP The
request will then be sent for approval.

The student will be able to view the Bursary Information in the View functionality.

St
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Assessments and OSA Script Request

13. Assessments

The Assessments tab consists of four following requests.
14.1 OSA Script Request
14.2 Aegrotat Request
14.3 Upload Dissertation Documents
14.4 Honours Coordinate Approvals

14. OSA Script Request

To raise the request, you can click on the raise new request tab as shown below and then
provide all the required details.

OSA Script Requests

&
a ]
Q

(U]

Fillin the details about the Year of Programme, Semester, Assessments Type, Module, Intake,
Assessments Number, Evaluation Type and upload the Proof of Payment then click on Request.

BJ o5 scrvtmeauet
2 4

0SA Script Requests
&
a

fa¥
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Aegrotat Request

15. Aegrotat Request

To raise an Aegrotat Request, the student will need to select the request status, which is either:
All, In-Progress, Approved or Rejected.

Aegrotat Requests
‘5, Select Request Status
o < o= . .
ol
o I
Dear Student
You have not raised any Requests till now.
(O]

After selecting the Request status click on the Raise New Request button the following screen will
reflect.

# Home B Registrations

& Bock to Aegrotat Requests

AEGROTAT DETAILS

%

D B

UPLOAD DOCUMENTS

Descriptior
Q) + Add

The Aegrotat details such as Registration, Intake, Student Name, Programme, Year of Programme,
Date of Application will reflect. The student will need to provide some information about the

Examination Type, Supplementary Examination Type, Reason For Applicafion, comments and
upload all the required documents.

¥
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Upload Dissertation Document

# Home [ Registrations (i JECEEECUICHENY B Extensions @ Academics References & Communication [ Finance

€ Back to Aegrotat Requests
Reason For Application - *

&

UPLOAD DOCUMENTS
Dﬁ Document Type : * Upload : *

~select- v |

STUDENT MODULES

Year ‘Semester Module Select Module
0

The system will allow the student to select the required modules and raise a request and send it for
approval

Note: The student will only be allowed to raise a new request only when their modules have met
the sub-minimum criteria for all the formative assessments.

Students can view the Modules which did not get approved or have been rejected along with

the comments. They can also raise the request for rejected modules or other based on the sub-
minimum criteria.

16. Upload Dissertation Document

This screen displays the list of uploaded dissertation documents with the Topic Title, Raised on,
Status, Comments, Supervisor, Module and Deadline Date.

# Home [ Registrations JECTENSNSN | Cxiensions @ Academics [ References £ Communication  [E Finance
Upload Dissertation Documents
6’ Programme : Module :
Topic Title Raised on Status Comments Supervisor n
D, D10-01-2023 Registered
: Module Dead Line Date
Dissertation 30-06-2023

¥

18 MANCOSA
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On this screen, the student can Add Topic and send it for Approval once approved, student can
add the proposal.

# Home [ Registrations As: 3 B Extensions = Academics References & Communication [ Finance

Upload Dissertation Documents

& Programme Module
~select- v -select- Y EDEE
Topic Title Raised on Status Comments Supervisor
[10-01-2023 Registered
al [ Add Topic
Module Dead Line Date .
Dissertation 30-06-2023 5% Add Proposal
. Chapter review and status
@ View
B Result

o

Upload Dissertation Documents

Programme Module :
Topic Title Raised on Status Comments ‘Supervisor f
[0 10-01-2023 Registered

[# Add Topic

Module Dead Line Date = L

Dissertation 30-06-2023 & Add Proposal
X, Chapter review and status
@ View
B Result

If Topic is approved with Amendment, the student can correct the topic and send for approval
and if it is rejected, the student will be allowed to add Topic and send it for approval again.

Add Topic

\\vrf # Home B Registrations

Upload Dissertation Documents

& Programme Module
~Select- v| | -select- ~
m MBA MPA and M.Ed_Topic Submission Template &
Topic Title Raised on Status
a [)10-01-2023 Registered
= Jpl .
Module Dead Line Date
Dissertation 30-06-2023 E
Topic Title: *
Comments

Once the Proposal is approved, the student will be able to add Chapter review and Status. In this
stage they have an option to change their supervisor if required. The proposal will get approved
by the Supervisor.

19




Programme :

—Select—

Topic Title

Module
Dissertation

Upload Dissertation Documents

Module
M -Select-

Raised on
(10-01-2023

Dead Line Date
30-06-2023

Status
Registered

| EDED

Comments

Supervisor n

' Add Topic

X Chapter review and status
@ View

B Result

If the Proposal is Approved with Amendments, the student can correct the Proposal and send for
approval and if it is rejected, the student will be allowed to add Proposal and send it for approval

again.

Programme
~Select-

Topic Title

Module

Dissertation

Upload Dissertation Documents

Module
~ ~Select-

Raised on
[10-01-2023

Dead Line Date
30-06-2023

Status
Registered

- EmE3

Comments

Supervisor n

@ Add Topic
+& Add Proposal
@ View

B Result

The student will be able to upload the related documents for chapter review and status.

Programme :

~Select-

Topie Title

Module
Dissertation

Upload Dissertation Documents

Module :
- -Select—

Raised on
[10-01-2023

Dead Line Date
30-06-2023

Status
Registered

Comments

Supervisor n

@ Add Topic
& Add Proposal
2. Chapter review and status

B Result

The student can view the uploaded documents related to Chapter Review and status by

selecting the view option.

Communication - The student can compose a message and send it to get a respone
(this screen will be visible only when the Topic and Proposal is approved).

Programme

Select

Topic Title

Module
Dissertation

Upload Dissertation Documents

Module

v Select

Raised on
310-01-2023

Dead Line Date
30-06-2023

Status
Registered

Comments

Supervisor

& Add Topic

& Add Proposal

X, Chapter review and siatus
@ View

B Result

Result — On this screen, student details are displayed along with the Registration Number, Student
Name, Gender, Intake, Programme, Year of Programme, Module and Final Title. Once the results
have been released, student will be able to view their final marks.

MANCOSA
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Honours Coordinator Approvals and

Extensions

17. Honours Coordinator Approvals

When the student sends the application, the application will need to be authoried by the
supervisor. The supervisor then allocates the coordinator to the application for approval.

18. Extensions

The Extensions tab consists of three options:

19.1  Apply for Honours Extension
19.2 Dissertation Extension Request
19.3  Private Tution

B Registrations [ Assessments (JBEMEMSCNEl) = Academics [ References £33 Commuunication [ Finance

Apply For Honours Extension
January 2023
Welcome to Stude  eceron oensionnest
(Y
o Private Tution
wed Thu  Fri sat  sun
o Vallini Bassao
e 194191 2 3 4 5 6 7 8
[Master of Business Administration] Latest News Notices Public Holidays
view Profile 9 1 1 12 1 14 15
- 2023 News about Education
anuary Education is the most powerful weapon 16 7| 8 iy = 2 2
Intake .
ays ago
Master of Business Administration 23 24 25 26 a 28 20
Programme: NEWS
Vear of Programme days a9 :
Active
Status National Women's day
I National Women's dayNational Women's dayNat Environmental Manageme...
(V) 171 days ago.

Applying for Honours Extension can be done by Raising a new request by clicking on
the Raise New Request tab.

A tome [ Registrations 1 Assessments (e Eg) = Academics [ References £ Communication 83 Finance

Apply for honours extension

DB S
-
Al

Dear Student

‘You haven't raised any extension request.

St

MANCOSA

MANCOSA MYMANCOSA STUDENT PORTAL USER MANUAL 21




Dissertation Extension Requests

19. Dissertation Extension Requests

This option allows the student to raise the extension request from the action column which will
open the Extensiom Appeals form. This screen provides some details such as the Intake,
Module Name, Date of Request, Review Option, Request Status, Dead Line and Review Status.

Dissertation Extension Requests

& Intake Wodule Name Date of Request Review Option o n Extension Amo .

January 2023 Dissertation
B Extension Appeals

Request Status Dead Line Review Status

30-Jun-2023

Qo
O

The Extension Appeals form shows the student details. The student is required to fill in all the
required details, click on Save and Next.

# Home Registrations

Appeal Form

STUDENT DETAILS

& st Numbe

U]

The next step will be the Acknowledgement, where the students is required to add their inifials and
answers to the form — which needs to be short. On completition, click on Save and Next.

Appeal Form

ACKNOWLEDGEMENT
« Student needs 10 be Informed to

DB S

¥
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The EXTENSION OF DISSERTATION SUBMISSION DEADLINE details will be displayed. This can be

previewed as PDF and then saved. By doing this, the Extension Appeal Form will be Submitted
Successfully.

Appeal Form

Dear Student

submit their dissertation.

# Home @ Regisrations [ Assessmemts & Academics B References & Communication  [3 Finance

APPEAL FORM
EXTENSION OF DISSERTATION SUBMISSION DEADLINE

All MBA and MPA students have the opportunity to complets this appeal form and submit same to the Postgraduate Research Department for
consideration Dissertation submission dates are unique to each student, based on the date of registration confirmation for the dissertation All
MBA and MPA students, in accordance vith the duration of the respective programmes are afforded six(8)months in which to complete and

Should a student b eunable to complete and submit their dissertation within the allotied six{6)months, heishe may appeal to the
Postgraduate Research Department for consideration of an extension of his/her dissertation submission deadline

Please complete Sections A,B and C below

SECTIONA: STUDENTDETAILS

Student number

194187
Title Test Topic
Sumame AD
(l) First name Andre

After being approved, the student will get an Extention Deadline Date under the Upload
Dissertation Documents screen.

Note: The extension due date is updated as per approval status.

The Pro-forma Invoice and POP Upload functionality is available under Actions after approval

approval.

On the Pro-forma invoice, the student will be able to view the Extension details
On the POP upload, the student will be able to upload the required document and submit for

# Home [ Registrations Assessments = Academics B References & Communication (51 Finance
Appeal Form
Please note that this appeal form will not be p if there quired and dates are not inserted by
thestudent.
Student Signature:
Date:
Please submit this formalong with any ion to : dissertati
SECTION D: FOR OFFICIAL USE ONLY
- Ves T
Extension granted - i
Final date for submission
Autherisation from the Research Directorate
Date
®
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Private Tuition and Academics

20. Private Tuition

Should the student require private tution, they can apply by raising a new request and provide
the required details.

Private Tution

& .

s :
f 1

. o 1

Dear Stud
donit private

o

Fillin the details for the Year of Programme, Semester, Module, Intfake and upload the
Proof of Payment and finally click on Request tab.

ﬁ'r( x I IPrll\iall Tithﬂ

Private Tution

&
Q

21. Academics

The Academic tab consists of eight topics which are: Academic Documents, Marks View, View
all Transcripts, View all Documents, Badges, Honours Research Report Upload, DBA Topic and
Proposal Submisssion and Graduvation RSVP.

Welcome to St

Explore The Best 2023 Online ¢
‘Wondesing i studying |
7dayst

January 2023
Intake

Master of Business Administration
Programme

MANCOSA MYMANCOSA STUDENT PORTAL USER MANUAL 24




Academic Documents, Marks View and

View All Transcripts

22. Academic Documents

On this screen, all the academic documents related to your programme reflects here which can
be fitered based on the category and Sub-category as shown below.

# Home [ Registrations  [§ Assessments  [§ Extensions [ References Communication (&) Finance

Academic Documents

@ Filters

E Category

Q TR Assignment Quastions Module guide Programme
' na;:‘z.mi:?n‘z:ﬂ:m A Sample POF (2).pdf A Sample POF (2).pdf Module

Sub-Category

Assignment Questions
e-Modules
Examination Guidelines
Module guide

Past Year Exam Papers
Program Hand book
Reference Web Links

Workshop Notes

23. Marks View

The Marks View screen consists of the information related to the Assignments, Projects,
Examinations and Final Marks.

A Home [ Registrations B Assessments [ Extensions References £ Communication 8 Finance

Marks View
& Marks View
@ RegistrationNumber Program YearofProgram Semester
194187 Master of Business Administration
yal ModuleName Assignments Assignments Status Assignments Total Marks
Managerial Economics:
Projects Projects Status Projects Total Marks Examinations
0.00 000 000
Examinations Status Examinations Total Marks Dissertation Dissertation Status
Dissertation Total Marks
ModuleName Assignments Assignments Status Assignments Total Marks
Research and Quantitative Methods 0.00 000
Projects Projects Status Projects Total Marks Examinations
0.00
(l) Examinations Status Examinations Total Marks Dissertation Dissertation Status

24. View All Transcripts

All the transcripts related to the programme with all the required information is available here.

25
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View All Documents and Research

25. View All Documents

View All Documents tab shows all the documents which are related to the programme and
can be accessed by searching for the document.

# Home B Registrations [ Assessments [ Extensions LSRRl @ References £ Communication

View All Documents

Document type

intake Registration Number Programme Year Of Programme Document Type
January 2023 194187 Master of Business Administr... 1 Curriculum Vitae

DB S

Document Name View Uploaded Stage
doc.docx ® Enquiry

Intake Registration Number Programme Year Of Programme Document Type
January 2023 194187 Master of Business Administr... 1 1D Card

Document Name View Uploaded Stage

test.docx ® Enquiry

intake Registration Number Programme Year of Programme Document Type
January 2023 194187 Master of Business Administr.. 2 Proof of Payments

Documen t Name View Uploaded Stage
(D d0c202311064730.docx ® Registration

26. Honours Research Report Upload

The student can view the report only when a supervisor is allocated to the request.

All the details such as Assessment Intake, Programme, Module Name, Proposal Due Date,
Research Report Due Date, Supervisor, Coordinator and Status reflects on this screen.

27. Change Supervisor

The student can request for change in supervisor and will be required to provide a reason for
the request. The request may get accepted or rejeted based on the selected supervisor. If the
request is rejected, the current supervisor will remain.

28. Upload Proposal

Uploading the proposal will only be allowed after the allocation of a supervisor.

29. Communicate to Supervisor

Here you can communicate with the supervisor regarding the uploaded proposal.
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30. Proposal Upload History

Here you will see the history of the supervisor approval, feedback and the status.

31. Upload Final Proposal

The upload of the Final Proposal will be done here. It will then be authorised by the supervisor.

32. Upload Research Report

Uploading of the Research Report will be done here, which will be authorized by the supervisor.

33. Research Report Upload History

Displays the history of all the reports uploaded, like Status, Date of Approval and Feedback.

34. Upload Final Research Report

The student will need to upload the Final Research Report here which will then be approved by
the QA department.

35. Submit to External Examiner

Finally, the Research Report will be submitted to an external examiner to authorise.

36. Download Supporting Documents

Here you can download all the documents.

27
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DBA Topic and Proposal Submission

and Graduation RSVP

37. DBA Topic and Proposal Submission

This option will only be displayed when a supevisor is allocated with the details such as Intake,
Learning Mode, Method of Teaching, Programme, Module and Status.

The student can Add the Document by choosing the option from the drop down and will
need to submit it once the document is approved by the supervisor. Then only will the thesis be

submitted.

The entire project process can be viewed under the Project Process Report section as you are
provided with the details of Approval, Feedback, Status and Date of approval.

The View Project Progress Reports history shows the complete history of the Project progress.

DBA Topic and Proposal Submissions

& Intake Learning Mode Methodof Teaching ~ Programm e Module

January 2023 Distance Distance Doctor of Business Administration Thesis.
a status

Approve
Q

View Pastoral Care History

)

38. Graduation RSVP

The Graduvation RSVP will display all the details about the Graduation Ceremony, which
includes the Time of Graduation, Graduation Registration Start Date, Graduation Venue, Guest

Admission and RSVP Link.

We here by invite you and a maximum of two guests to attend the MANCOSA graduation ceremony.
Ia)
GRADUATION TIME OF GRADUATION REGISTRATION
CEREMONY DATE GRADUATION START TIME
20230330 10:00 - 12:00 - Session One 2 hours before the session starts
GRADUATION VENUE GUEST ADMISSION RSVP LINK
(ATTENDING/NOT
Cape Town Two Guests Only (Complimentary) ATTENDING)
| Only One additional guest will be allowed at
QO afee of R100 . \vr
A ANCOSA Crad ROV E RSV CIOSING ]
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This screen also explains all the process of the graduation ceremony and the conditions to
follow which are: Important Notes, Protocol, details on the venue, MANCOSA Graduation Fair,
and Frequently Asked Questions.

#Home @ Registations [ Assessments [ Extensions erences @ Communication (B3 Finance

Graduation process on the day of Graduation:
&
. STEP 1 STEP 2 STEP 3 STEP 4
Proceed to House of Proceed to House of Proceed to The Image Report to the Graduation
Q Graduates™ for Academic Graduates™ for Academic Factor™ for official Hall Entrance 45 minutes
Attire (Fitting, Booking and Attire (Fitting, Booking and photography(Pre-ordering before the session starts
Collections). Collections). and Pre-Booking)
Kindly note all bookings of photography and hiring of the Graduation gowns will close 30 minutes before the start of your session of the Graduation
Ceremony.
Important Notes - Please read carefully :
or collection on the day of your Graduation Ceremony. The graduand seating name card
Children under the age of twelve years will not be admitted
+ Graduands and guest must be seated 45 minutes prior to the commencement of graduation ceremony

The student is required to provide the RSVP details whether they will be attending or noft.

£ Communication 0 Finance

I acknowledge the above

&) GRADUATION PROTOCOL -
MAP: MOSIEK LIFE STYLE CENTRE -
MANCOSA GRADUATION FAIR -
Q
GRADUATION FREQUENTLY ASKED QUESTIONS -

Please Provide RSVP Details

RSVP* Attending Nen Attending
PROFILE DETAILS

Title: * Sumame - * First name - *

(D ;'a Modifications Rejected Comments b

If the student is attending, he/she will to provide the following details such as whether there are
guest attending, Title, Name and proof of payment if there are more than three guest
attending.

# Home @ Registrations ) Assessments stensions Acaden 8 References @ Communication [ Finance

Please Provide RSVP Details

& RSVP* Q Atending ) Non Attending
GRADUATION RSVP DETAILS
a Durban v v v
Guests Attending Registration Start Time Registration End_ Time Reporting Time
Attending Fee Guests Attendee Fee Total Attending Fee:
PROFILE DETAILS
Title: * First na

(0} Pop Rejected/Data Modiications Rejected Comments

o

St
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References

If the student is not aftending, he/she will need to provide the courier address and profile
details so that the certificate can be couriered to them.

# Home B Registrations s en B) ©refeences @ Comm:

GRADUATION RSVP DETAILS

Note: Please add courier address details

Courier Address

DB %

PROFILE DETAILS

Q) Data Modifications Rejected Comments
(]

39. References

The References tab consists of two things: Add/View Second Hand Books and Journal View.

Welcome to Student Portal

Mancosa GSA Announcements.
Mancosa 0SA AnAGURCEMENts
204 days ago.

.- I

News about Education
January 2023 Fhusation Ia e o1 powiriul sasapor

Master of Business Administration . _. 1Y, a .
pey s
o I
Eligible for Graduation
National Women's day
s ot @ Environmental Manageme .

The Add/View Second Hand Books displays the list of books with Subject name, Author Name,
Publications, Book Title.

2 Communication () Finance

Add / View Second Hand Books Add Second Hand Books

Subject Name Book Title

)

S.Na ‘Subject Hame Book Title: Author Hame Publications. Updated By Edit Doleta View

L R T
- e T =
B - S - .
o . ol o .

- e .

- o o .

.

. .

Y]
N4
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Communication

Books can be searched by the Subject Name and Book Title. Where as the second hand book
can be added by clicking on the Add Second Hands Books button.

# Home B Registations B

Add / View Second Hand Books
&, Subject Name Book Title
[sor oo |
m SNo Subject Name. Book Title Author Name Publications Updated By Edit Delete View
Q
v SNo  Subject Name Book Title Author Name Publications View
testoookk Sook ‘ Sel eng ®
Testng sur " e ®
Test Book Test Test ®
draming b zan ®
F e £se ®
Mo ®
9F mple ting ym T 9 @
O]

View by clicking on the respetive View Icon.

#Home B Registrations

Add / View Second Hand Books
& Subi Book T
e ok i
sNe Subject Name. Book Titke: Author Name Publications. Updated By [ Delete View
Q
tost boak Clsss mate Sstatile Edward Mofckeng @
Testing Suman MU Maloma Molefe @
C: Test Book Test Test Tefo Motsumi @
% drawing basks — @
s Fin " # Esethu Mdanyana @
6 1 1 1 1 Hkobeny @
acc Sample Accaunting Testing Siyationga Bles i ®
V]

40. Communication

The Communication tab consists six things which are: News, Notices, Announcements,
Classroom and Workshop Attendence, Upcoming Events and Job.

St
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News, Notice and Announcements

41. News

All the latest Institution information and programmes will be available here.

News
& Latest News
@ News about Education
; *
T E——— ”

Popular News

42. Notice

The Noftice board displays the information related to the Exams.

Notices

& Last Notice
Notice - Profession
o

A

Popular Notice

43. Announcements

Information related to the Institution and it’s programmes.

Announcements

& Last Announcement

Explore The Best 2023 Online Courses for School-Leavers
Vandeting If stugirsg sher school s right fo yea? We get t, Stusing oter school can seer tert

.

A — R

Popular Announcement

= \s
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Upcoming Events

44. Upcoming Events

This screen displays all the upcoming events with the Event Date and Event Name.

N #vome  egirstons B Assessments B Eqensons  ® Academics @ Referencs @ Finance
Upcoming Events

&

P
(0] .
i wd |
= ® 1

Dear Student
You don't have any upcoming events till now.

o

¥
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