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Introducing the Readmission application 
process 
Students receive a letter regarding their promotion status. Not Promoted students 

must go to the Student Portal and apply for readmission. 

Very important notice 

When entering the student portal, ensure that the Registrations page is fully loaded 

before you navigate to any other section on the portal. The Registrations page 

receives real-time information from SUNStudent, and it takes a while to load. Please 

be patient and wait until all the relevant registration information is displayed on the 

page. If you do not wait and navigate to the Requests section too soon, you will not 

be able to raise a request. This is not a system error. The data download must be 

completed before you can proceed.  
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How to login to SUNStudent Student Portal 
STEP 1: In your web browser, go to https://student.sun.ac.za/ and click on the Student 

icon. 

 

 

STEP 2: Complete your student login details and select Login. 

 

 

 

 

 

 

 

 

STU/ xxxxxxx 

https://student.sun.ac.za/
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Process 1: How to apply for Readmission 
STEPS 1 & 2: On the Navigation panel, select Request and then select All Requests. 

 

 

STEP 3: On the All Requests screen, click on Raise Request. 

 

  

STEP 4: On the Raise Request pop-up screen, click on Readmission Request. 
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How to apply for Readmission (continued) 

 
STEPS 5 & 6: On the Readmission Request screen, complete the Request Reason/Remark 

section. Provide the reason for your readmission request and click on Fill Readmission Form. 

 

 

 

The Application for Readmission as a Student form opens. 

 

Note:  You need to complete ALL questions in the Application for Readmission 

application form that are marked with a red asterix * to indicate that the field is compulsory. 

All fields now have a restriction on the number of words and characters that are allowed. Pay 

attention to the Max word limit and the Max Character Length at the bottom of the field. For 

instance:  
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How to apply for Readmission (continued) 

 
STEPS 7 & 8: If you would like to change to another academic programme:  

On the Application for Readmission as a Student form, click the tick box next to the 

question: Are you planning to change programs? Upload your motivation and continue to 

the next question. 

Note:  Please check the requirements for the new programme you are planning to 

follow — readmission cannot be granted if you do not meet the requirements for the new 

programme.  

 

 

If you plan to continue with the same programme, DO NOT tick the box —  simply continue to 

the next question. 

 
STEPS 9 – 11: Select your Intended Faculty of study from the drop-down list.  Select your 

Intended program of study and click on the Terms and Guidelines hyperlink to download a 

PDF document that will guide you through the completion of the Readmission application. 

 
 

 

 

 

 

 

 

Scroll down to the next question. 

 

STEPS 12 & 13: Select a reason from the drop-down menu.  Type a Motivation. Scroll down 

to the next question. 

Note: Please limit your main reason to one,  but if you have to add more than one 

reason, click on + to add another reason. Only one reason can be completed at a time. 

 

Open Guidelines 
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How to apply for Readmission (continued) 

 

Note new functionality:  It is now possible to save the information captured on the 

Readmission application form before submission by clicking on the Save button at the 

bottom of the page.  

When you click Save, the form returns to the Readmission Request screen – from where 

you can close the Request. The request will not show on the All Requests screen, as the 

application has not yet been submitted. You can, however, return to the saved application 

form to complete your application at a later stage by clicking on the Raise Request button 

again. Take care not to close the Readmission Application form or the portal without 

clicking Save as you will lose all information captured since the last save.   

 

Note:  To learn how to return to your saved Readmission application form to continue 

and submit your application, follow the instructions in section 2.2 of Process 2 below:  How 

to edit and submit your saved Readmission application on the Student Portal. Once the 

Readmission application has been submitted, and becomes visible in the All Requests 

screen, it is not possible to make any changes to the application request. 

 

If you are not currently a registered student at the University, complete the question in steps 

14 & 15 below; otherwise continue to the next question in steps 16 & 17. 

 
STEPS 14 & 15: If completing this question, type your motivation.  Click on Browse and 

upload a supporting document. 

 

Scroll down to the next question. 

 

STEPS 16 & 17: Capture the measures you took to improve your studies. If required, click on 

Browse to upload a supporting document.  

 

Scroll down to the next question. 
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How to apply for Readmission (continued) 

 
STEPS 18 & 19: Motivate why you would be able to succeed at your studies in the future. If 

required, click on Browse to upload a supporting document.  

 

Scroll down to the next question. 

 

STEP 20:  Upload Proof of payment if applicable.   

 

Scroll down to the next question. 

 

STEPS 21 & 22:  Tick the box to acknowledge and agree to the terms and conditions. Then 

click on Save. 
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How to apply for Readmission (continued) 

STEP 23: After you have saved the application form you will be reverted to the Readmission 

Request page.  Click on Upload & Submit. 

 

 

 

The Voluntary Documents section opens below.   

 

STEPS 24 — 27: Click on Upload. In the Document Details pop-up screen, type the 

Document Name, click on Upload and select the file. When the file displays in the Select 

File field, click on Save. 
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How to apply for Readmission (continued) 

STEPS 28 & 29: After you have uploaded your document, use the Comments section to add 

any comments and click on the Submit button. 

 

STEP 30: You will receive a pop-up message indicating that the Service Request was saved 

successfully. 

 

Note: Once the Readmission application has been submitted, it will be visible in the All 

Requests screen, and it will no longer be possible to make any changes to the Readmission 

application request. 

 

To  learn how to view your submitted Readmission application form and to view its status, 

follow the instructions in section 2.1 of Process 2 below:  How to view a submitted 

Readmission application and its status on the Student Portal.  

 

Note:  You can withdraw your Readmission request at any time by clicking on the 

hyperlink in the Request ID column, and then clicking on the Withdraw Request button. 

 

This is the end of Process 1: How to apply for Readmission 
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Process 2: How to view/edit Readmission 
requests on the Student Portal 

2.1 How to view a submitted Readmission application and its status on 
the Student Portal. 

STEPS 1 & 2: On the Navigation panel, select Request and then select All Requests. 

 

STEP 3: On the All Requests screen, select Other Requests from the drop-down menu in the 

Request Category field. 

  

STEPS 4 & 5: Select Readmission Request from the drop-down menu in the Request Type 

field; then click on Search. 
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How to view/edit Readmission requests on the Student Portal 

continued) 

In the All Requests search result section, your Readmission Request(s) will be displayed.  

Note:  There can only be one active/open Readmission Request at a time. 

 
STEP 6: Under the Service Request Status column, you can view the current status of your 

Readmission application: 

• Assigned: The Application was submitted and is assigned to a faculty administrator 
• Review: The Application is being reviewed.  
• Completed: The review process has been completed; waiting for feedback from the 

Readmission committee. 
• Approved: Readmission has been approved; student may register for next academic 

term. 
• Approved with conditions: Readmission has been approved with certain conditions; 

student may register for next academic term, but conditions apply as per letter sent 
to student 

• Denied: Readmission application was denied; student cannot register for next 
 academic term.

 
STEP 7: To view the Readmission Application form you submitted, click on the hyperlink in 
the Request ID column under the All Request search result section.  

•  

STEP 8: To view the Readmission Application and the attachments uploaded, click on the Fill 

Readmission Form button. 
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How to view/edit Readmission requests on the Student Portal 

(continued) 

Note: Only Readmission forms that have not yet been submitted can be edited. You can 

view all the completed fields and open the attachments but will not be able to change any 

information on the Readmission application form. 

STEP 9: Click on Cancel to return to the Service Request front page. 

 

2.2 How to edit and submit your saved Readmission application on 
the Student Portal 

Note: Only Readmission forms that have not yet been submitted can be edited.  

STEPS 1 & 2: To return to your saved Readmission Application form, select Request on the 

navigation page and then click on All Requests. 

 

STEP 3: On the All Requests screen, select Other Requests from the drop-down menu in the 

Request Category field. 
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How to view/edit Readmission requests on the Student Portal 

continued) 

STEPS 4 & 5: Select Readmission Request from the drop-down menu in the Request Type 

field; then click on Search. 

 

Note: There will be no Readmission Requests in the All Request list if the Readmission 

application was saved, but not submitted. This will allow the user to edit/complete the 

Readmission application form before submitting the final completed application. 

 

STEP 6: To edit the saved Readmission application form, click on the Raise Request button.  
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How to view/edit Readmission requests on the Student Portal 

continued) 

STEP 7: Now click on Fill Readmission Form. 

 

You are now back on the saved Readmission Request form and are able to make changes, 

upload documents and finalise your application.  

When you are ready to submit the Readmission Request: 

STEPS 8 & 9:  Tick the box to acknowledge and agree to the terms and conditions. Then 

click on Save. 
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How to view/edit Readmission requests on the Student Portal 

continued) 

 
STEP 10: Once you have saved the application form, you will be reverted to the Readmission 

Request page.  Click on Upload & Submit. 

 

 

The Voluntary Documents section opens below.   

 

STEPS 11 — 14: Click on Upload. In the Document Detail pop-up screen, type the Document 

Name, click on Upload and select the file. When the file displays in the Select File field, click 

on Save. 
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How to view/edit Readmission requests on the Student Portal 

continued) 

STEPS 15 & 16: After you have uploaded your document, use the Comments section to add 

any comments and click on the Submit button. 

 

STEP 17: You will receive a pop-up message indicating that the Service Request was saved 

successfully. 

 

Note: Once the Readmission application has been submitted, it will be visible in the All 

Requests screen, and it will no longer be possible to make any changes to the Readmission 

application request. 

 

In the All Requests search result section, your submitted Readmission Request will display  

Assigned as the Service Request Status. 

Note:  There can only be one active/open Readmission Request at a time. 

 
This is the end of Process 2: How to view/edit Readmission requests on the Student 

Portal. 

 
This is the end of this User Guide: Applying for Readmission on the Student Portal. 

 


