
Sponsorship Letter Upload Guide 

 

 

Step 1: Please use your logon details to log in to the Student Self-Service Portal.  

 

 

Step 2: Select the Financial Aid tile 



Step 3: Select Sponsorship Letter Upload 

 

 

Step 4:  If you have outstanding fees the screen will take you to the AOD (Acknowledgement of 
Debt) page. 

Please select from the drop-down list, the correct option that applies to you.  

i.e. Only select Historic AOD if: 

• You are a self-funded student (You or your parents are paying for your fees) 
• You are a sponsored student with an outstanding debt of more than R120 000 
• Your outstanding fees are more than R10 000  
• Your total household income is below R600 000 (everyone in your household that is 

working is considered) 

Only select Sponsorship AOD if:  

• You currently have a confirmed sponsorship letter for 2025 for full funding. 
• Your outstanding fees are below R120 000  
• If you do not have a NSFAS funded status for 2025 do not complete any AOD online. 

You will receive an automatic notification if you need to complete the AOD. 
 
Once you have completed and submitted the correct AOD.  

Please go back to the Sponsorship Letter Upload tile to continue with the you upload.  

N.B. Please make sure you have a signed official letter; it must be for the current academic 
year, and it must be clear as to what the funding covers. For International students please 
make sure you have your completed Fee Estimate.  

 

 



 

Step 5: Select “Begin New upload” for a new application, select the aid year 2025 and click 
Continue OR 

Select “Continue Existing Upload” if you have already started an application before and the 
select the correct one.  

Then select the aid year 2025. Then click Continue 

 

Step 6: Please read the welcome page as it gives the requirements for uploading the letter.  

Click on “Next”. 



 

Step 7: Enter the Name of the sponsor and select whether it is full funding or partial funding. 

DO not click on Add Sponsor unless you have more than one sponsor. 

e.g. 

 

 

Step 8: You will need to populate all the address and contact details, as per the letter. 

N.B. Country, Address lines 1-4, City and Postal Code are compulsory – You will NOT be 
able to continue if those fields are left blank.  

Click on “UPDATE DETAILS” 

Click “Save” (top right corner) – then Click Next 



 

If you receive the above error message you will need to go back to the Sponsor Details tab to 
correct the details and add what it missing to continue. 

 

Step 9: Select what your sponsor is covering and add in the amounts. 

If you do not know the exact amount – add in an estimate. 

 

Step 10: Add the file.  



 

Step 11: Once the letter is uploaded click on Save then NEXT 

 

Step 12: Click on “Submit to Letter to the University” 

Your letter will then be reviewed. Please allow 24-48hours turnaround time. Please make sure 
you upload your letter well in advance for it to be assessed in time for your registration. 

You will receive email communication if your letter is accepted or rejected.  

 

Should your letter be rejected, you will need to go to the Self Service-Portal and select 
“Documents and Communications” tile 

 



 

Select manage documents  

Select the document under Financial Aid – Sponsor Letter 

 

Upload the correct letter/documents requested.  

 

A notification will be sent to the consultant to review the new documents.  

 

 



 

 

 

 

 

 

 


