
Access to SUNOnline 

If you have not yet completed the SUNOnline self-verification, you will not be able to access 

the platform. Please use the guide below to help you through the process.

To gain access to SUNOnline:

1. Complete the self-verification process.

2. If you encounter an error after following the link, take a full screenshot of the error 

message (including the address bar/URL) and email it to the Short Courses Division at 

shortcourse@sun.ac.za with "SUNOnline Access Error" in the subject line.

o With a screenshot, the issue can be escalated to IT (if required).

o Without a screenshot, the only available action is for the self-verification email to be 

resent, as the system shows no errors.

o If your screenshot indicates that your SUNOnline profile does not exist, please note 

that this means the self-verification process was not completed successfully, and you 

will need to follow the required steps again.
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Steps for self-verification for access to 
SUNOnline as a participant. 

Step 1: SUNOnline Short Course Step 1 (of 4) 

You will receive an email welcoming you to the course you have enrolled for and a link to start 
your verification steps.  

 
Click on the ‘click here’ button. 
 

 



 
Now click continue after selecting the “I’m not a robot” option. 
 

Step 1.2: SUNOnline email verification 
After you have clicked on “I’m not a robot”, the web window will refresh and show you your 
enrollment details. If everything is in order, you can click on the “Continue" button.  

 
Once you click on “Continue” the browser will ask you to “please wait”

  



Step 1.3: SUNOnline email verification 

After a while of caching and retrieving the data from the server, the screen will refresh with your 
name and a message that indicates that you will receive a link via email. Note that this email 
contains a link that you can use and is only valid for 72 hours.  
 

 
 

Step 2: SUNOnline Short Course Step 2 (of 4) 

Here is the second step with the link that is only valid for 72 hours. Please click on the “Click here” 
option to allow the link to take you to the web browser.  
 

 
  



Step 2.2: SUNOnline email verification 

This action is performed in a web window. Please fill in the reCAPTCHA to confirm that you are not 
a robot. 
 

 
 

 
 

 
 



Step 2.2: SUNOnline email verification 

After the reCAPTCHA has been verified and the browser has completed the confirmation with the 
servers, you will be notified that your third email is on its way. 
 

 
 

Step 3: SUNOnline Short Course Step 3 (of 4) 

Now it's time to set your login details by creating your password.  Remember that your SU number 
serves as your username (UNLESS you are a staff member), which is not customisable and cannot 
be changed. Please go to the Email you received and click on the link that will redirect you to the 
web browser to enable you to set up your password.  
 

 
 
 



Step 3.1: SUNOnline email verification 

New Users 

For participants who have not previously enrolled in any short courses or formal degrees and who 
aren't employed at Stellenbosch University, please utilise the "NEW USERS" option to create your 
password.  Your SU Number (as provided in the email) serves as your username and provide the 
email address from which you receive our automated emails. 
 

 
 
Active SU Members or Current SU Staff 

For participants with prior enrollments in short courses or a formal degree, or those currently 
employed at Stellenbosch University. Please use the "ACTIVE SU MEMBERS OR CURRENT SU 
STAFF" option to set your password. Utilize your usual username (as given in the email), and input 
both your username and the email address where you receive our automated messages. If you 
were previously employed, please contact shortcourse@sun.ac.za.  
 

 
 
Kindly use your existing credentials; do not create new credentials at this stage. This process is for 
verification purposes only.  
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New users then press Set Password and Active SU Members or Current SU Staff press verify. 

 
 

Step 3.2: SUNOnline Access Password Setup window 
DO NOT close this web browser.  Kindly review your email inbox for the one-time PIN (OTP) that 
has been emailed to you. Your new password must comply with the following rules: 

• Your last 10 passwords may not be used again. 
• It must be at least 14 characters long and no more than 47 characters. 
• It may not contain your username. 
• It may not contain parts of your e-mail display name. 
• It must contain at least one character from 3 of the following 4 groups: 

o abcdefghijklmnopqrstuvz 
o ABCDEFGHIJKLMNOPQRSTUVWXYZ 
o 1234567890 
o ,./<>?:;"'{}[]|\~`!@#$%^*()-_+= 

 

 



Step 3.3: SUNOnline Access OTP email 

DO NOT close this web browser.  Kindly review your email inbox for the one-time PIN (OTP) that 
has been emailed to you. 

  
 
 

Step 3.4: SUNOnline Access example 

After retrieving the email with the one-time PIN (OTP) go back to the browser and enter the one-
time PIN (OTP).  Then think of a password that you wish to use that complies with all the 
requirements set out in the password rules section below. 

 



Then press enter.

 
 

 
  



Step 3.4: SUNOnline Access Success 

You have successfully set up your login details.  Once you reach this screen you will receive your 
final email (step 4 of 4) as confirmation that your waiting period is over.  If you receive this email 
within 5 minutes you do not have to wait for the next hour to pass before attempting to log into 
your SUNOnline link. 
 

 

Step 4: SUNOnline Short Course Step 4 (of 4) 
This email marks the final step (step 4 of 4) confirming the end of your waiting period. Upon 
receiving this email with the link, you can proceed to log into your SUNOnline platform without 
having to wait for the next hour to pass. 
 

 



 

Step 4.1: Single Sign-on (SSO) 

Please use your SU number as your username and the password you have set in the previous 
step. Now click on “Sign in”. 
 

 
 

Step 4.2: SUNOnline Site policy agreement 

You have logged into the SUNOnline platform successfully. If this is your first time accessing 
SUNOnline, you must accept the Intellectual Property terms and conditions before you can 
access your course material. Please note that the layout may differ depending on your preferred 
device (PC, Laptop, Tablet, Cell). Scroll down to the bottom of the page to click "Yes" or "No" 
accordingly. 
 

 



Keep scrolling down to the bottom of the page to click "Yes" or "No" accordingly. 
 

 
 

 

Step 4.2: SUNOnline course material. 
Here you will see your course overview, please enjoy your course! 
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