
How to Guide – POSA System 
 

Important Terms you need to remember: 

• POSA – Privately Owned Student Accommodation 

• Service Provider – a person or organization that applies 

for accreditation to provide accommodation to UJ 

students. 

• Register – capture your email and password to gain 

access to the system for the first time. 



Step 1 – Landing Page 
 

 
This is the first page you will 

see when access the link – 

https://icsapps.uj.ac.za/offcam 

pus 

a) You must first register your 

email address and 

password for you to access 

the system. 

b) Click on Register – to 

capture your email address 

and password if you are a 

first time visitor.. 

c) If you have registered but 

have forgotten your 

password, you must click 

on Forgot Password? 



Step 2 – Register 
 

 

 
Once you click on Register 

you will see this screen. 

 
You must capture your email 

address and password of your 

choice.. 

 
Select a security question and 

provide an answer. 

 
Type in the security code you 

see so that the system knows 

you are human. 

 
Click on Register to complete 

registration. 

 
If you click on Cancel then 

your details will not saved and 

you must start from the start. 



Step 2a – Register (Verification) 
 

 

 
 

 

 
• You will receive an email from the system to your email 

address you registered with. 

• View the email and click the link where it says “Click 

here” 

• Your verification is now complete and the system will 

take you back to the Landing Page explained in Step 1. 



Step 2b – Forgot Password 
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1 1) If you have forgotten your password 
click on Forgot Password. 

2) The system will then ask you to submit 

your email address. 

3) It will then show you the security 

question you selected at registration. 

4) You must answer the question with 

same answer you gave at registration. 

5) Click on Reset for your password – 

Reset. 



 
What you need to submit your application 

 

 

Applicant Type – details required 

Company/Close Corporation 

a) CK document 

b) Company Registration number 

 
Applicant Type - details required 

Sole Proprietor/Trust/NPO 

a) ID Document of Owner for sole 

proprietor 

b) Trust and NPO – ID of person in 

charge 

Documents 

required:  

a) Proof of ownership OR lease 
agreement  

b) Land use document (Urban) 

c) Rezoning permit 3 & 4 (Urban) 

d) Certificate of occupancy 

e) Approved building plans 

f) Public liability cover 

g) Water & Electricity bill 

h) Tax Pin 
 
 



 

 
Things to be aware of when using the system to submit your application. 

 

 

 

On the system there are fields that are mandatory to 

complete which will have an red * next to them (see below 

image). This means you have to capture something 

otherwise you cannot move on or save your records. This is 

because this is important information that UJ must know for 

your application to be successfully processed. 
 

 



Step 4 – Service Provider Details 
 

 

 
Login for the 1st time after 

registration 

 

You have successfully logged onto the 

system for the 1st time. Now you can 

capture the details on the left image so 

that the system has some information 

about you and your organization. If 

you are Sole Prop – You can use your 

name in the ‘Name of Organization’ 

field. 



Step 5 – Dashboard (default page) 
 

 

 

 

 
This is what you will see when you access the dashboard when you have not 

captured any properties. 



Step 6a – Add Property 
 

 

 
You will be asked to read and accept 

the terms and conditions to continue. 

 
If you Cancel then you will not be able 

to add a property. 



Step 6b – Add Property 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will see the registration fee per property. You will be able to 

capture the property name (suggestion: Use property street 

address) and the number of beds you are applying for. You can 

add more than 1 property. 

 
You are now ready to Submit- to get your quote. 

 
If you Cancel then your property name and number of beds will 

NOT be saved. 



Step 6c – Add Property 
 

 

 

You will see the quote of the number of Beds you submitted. You can now Accept the quote – this means UJ will 

generate an invoice and you owe the University that amount. If you Decline the quote then your property details will not 

be saved and will have to start again. You can click on Add/Remove to make changes to the details submitted before 

you accept or decline the quote. 



Step 7 – Quote accepted 
 

 

 
 

 

 
On the Dashboard you see the property and number of beds you have submitted. You can also View 

your Quote (see below example) and Download an Addendum. Check the system under Tax Invoice 

tab to download an addendum. 

 

 
This screen will show 

when you click on 

View Quote. 



Step 8 – You have now signed an 
addendum. 

 

 

 

 

Once you have signed the addendum you are now ready to capture the specific details 

and upload required documents for your property. Upload the signed addendum under 

the proof of payment tab. Once signed addendum is signed, the admin will grant further 

access to capture details and upload required documents. 

 
The sections are Property, Caretaker, Capacity, Building and Equipment, Kitchen, 

Rooms and Bathrooms, Other and Documents. 



Step 9 – Caretaker 
 

 

 

Capture your caretaker details 



 
Step 10 – Capacity, Building & Overall appearance 

 

 

 
 

 
Tell us more about your type of 

rooms/ Building and Overall 

appearance. 



 
Step 11 – Kitchen, Rooms & Bathrooms 

 

 

 
 
 
 

 
Tell us about your rooms, 

bathrooms and kitchen 



 
Step 12 – Other 

 

 

 
 
 
 

 
Tell us about other services you 

may have, proposed rental for 2024 

, distance to campus, campus you 

are applying for and if you provide 

transport 



 
Step 13 – Documents 

 

 

 
 
 

 
Upload your documents. 

** Suggestion – scan each 

document individually so that 

you can upload each 

document where it is required. 

 
Documents must be less the 

5MB. 



 
You are done with your Application.. 

 

 

 

 
You have completed your application. You can still update your application if the 

Application Closing Date has NOT been reached. If the Application Closing Date has 

been reached unfortunately you will not be able make any changes to your application. 

 
Please check you application before the closing date to make sure your details are 

correct. 

 
Goodluck. 


