
 

 

 

 

How to submit a POPIA/PAIA 
Request  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1. Navigate to the UJ website using the following URL  www.uj.ac.za  
2. Scroll to the bottom of the Home Page and click on POPIA and PAIA 

   
 

 

 

3. Click on Submit a PAIA or POPI Request on the third tile  

 
 

 

 

 

 

 

 

 

http://www.uj.ac.za/


 

4. Registration is required before any request can be submitted.  
 If you are a first-time user of the platform, you will be required to register to access the site. 

Click on Register.  
 
 For UJ Employees, please note, that your UJ email address can be used, however, a 
new password will need to be created, and you will be required to register as a first-time user. 

 
  

 
 

 
 

 You will be directed to a Registration Details Page, where you will be required to complete 
the form. Once you have entered your details and created your password, click on Submit. Please 
note that these details are your Login details to access the platform. 

 



 

 

 

 

 If you are an existing user, enter your email address and password previously created and 
click on Login. If you do not remember your password, click on Forgot Password to reset 
your account. 
 

 
 

Prior to submitting a request, please read through the Frequently Asked Questions (FAQs) to learn 
more about the different types of information requests.  Reading through this information will assist 
you in determining what kind of request you should submit.  

 

 
 

 



 

 The FAQ page also details who the Information Officer is for the University of Johannesburg as 
well as the Deputy Information Officers for the various portfolios within the University.  

                  
 

In addition, the page also displays information for general requests and who to contact regarding 
these types of requests.  

 
 Once you have read all the information, click on the relevant Form Listed which appears on the 

left to access the request that you intend to submit.   

                    



Instructions for completing the relevant forms 

 
POPI Enquiry and POPI Update Request  

 Refer to the FAQs to confirm what these requests entail. 
 Complete the information requested on the relevant form. 
 Please note that all information marked with an * is compulsory to complete. You will not be able 

to submit the request if this information is not completed.  
 By hovering over the     icon, an explanation is provided.  
 Once all information is completed, click on the Secure Form icon, and complete the necessary 

information to confirm that the request is being submitted by an actual person and not a robot. 
 Once you have clicked Submit, a pop-up message will appear requesting that you confirm your 

submission. Click Yes to confirm your submission or click No to return to the form. Once you 
have confirmed your submission, you will receive an acknowledgement message. 

 

PAIA Request  

 Refer to the FAQs to confirm what this request entails. 
 Please read the Note(s) marked in red on the PAIA Request Form. 
 If you are submitting the request for information that you require, complete the information 

requested on the form in Sections A, B, D, E, F, and G.  
 If you are submitting the request on behalf of someone else, complete the information 

requested on the form in Sections A, B, C, E, F, and G.  
 Please note that all information marked with an * is compulsory to complete. You will not be able 

to submit the request if this information is not completed.  
 By hovering over the     icon, an explanation is provided.  
 Supporting documentation should be uploaded as stipulated in the Note(s) under Section G 
 Once all information is completed, click on the Secure Form icon, and complete the necessary 

information to confirm that the request is being submitted by an actual person and not a robot. 
 Once completed, click on Submit. 
 Once you have clicked Submit, a pop-up message will appear requesting that you confirm your 

submission. Click Yes to confirm your submission or click No to return to the form. Once you 
have confirmed your submission, you will receive an acknowledgement message. 
 

 

 

 

 

 

 

 

 



PAIA Appeal  

 Refer to the FAQs to confirm what this request entails. 
 Please note that a PAIA Appeal is only applicable if your PAIA Request was Rejected/Not 

Approved. 
 Indicate the PAIA Reference number to which this Appeal refers (Form Reference). 
 Complete the information requested on the form in Sections B, C, D, E, F, and G.  
 Please note that all information marked with an * is compulsory to complete. You will not be 

able to submit the request if this information is not completed.  
 By hovering over the     icon, an explanation is provided.  
 Supporting documentation should be uploaded as stipulated in the Note under Section E. 
 Once all information is completed, click on the Secure Form icon, and complete the 

necessary information to confirm that the request is being submitted by an actual person and 
not a robot. 

 Once completed, click on Submit. 
 Once you have clicked Submit, a pop-up message will appear requesting that you confirm 

your submission. Click Yes to confirm your submission or click No to return to the form. Once 
you have confirmed your submission, you will receive an acknowledgement message. 

 

 

 

 

 

 

 

 

 


