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Institution User Manual: HTIN and Exam
Registration

This user manual is for institution users and covers student management, finance deposits, HTIN registration, exam
registration, and continuous assessment entry.

Introduction

This manual provides a practical step-by-step workflow for institution users in the UHPAB OSRS platform, from accessing the
system to completing registration and assessment tasks.

The main production login flow uses the OSRS portal at http://41.186.86.12:8008 .

Getting Started: System Access

1. Access the system by visiting uhpab.go.ug in your browser.

2. From the menu under Registration, click Assessment Registration.

3. You will be redirected to http://41.186.86.12:8008/admin/login .

4. Optionally, open your browser and access http://41.186.86.12:8008 directly.

UHPAB website homepage
Registration menu with assessment registration link

Assessment system login screen

Before You Start

¢ You must be logged in with an institution account.

¢ Your institution account should have enough balance before registration.
e Active HTIN and exam registration periods should be available.

e Students should already exist in system profile lists.

Section 1: Student Management
Step 1: Open Manage Students

Go to /admin/students or use Manage Students in the sidebar.

Home / Students
Student Management [ i |
A comprehensive lst of all registered students, including institutions they beiong to.

Filter Students

Filter By Name Filter By HTIN Filter By District of origin Filter By Gender

Not Selected

Only Show Students With Attached Photos Only Show Students Without Attached Photos

out students without photos or with unattached photos Show students without photos or with detached/orphaned photos

Statistics

T Student Research

Tatal Studente Tatal Malec Total Femalec
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Step 2: Add a new student

Click Add New Student and fill all required fields in the

Add New Student

Student already has HTIN?

Femsle 02
) 2900:00:00
-07-
Vae 2000-0

modal.

Check this if the student already has an HTIN

National Identification Number

surname *
er Sumame

Select Institution *

Select User Institution
Select Program ©

Select Program
Choose the academic program
Student Gender

Non Selected
Phone Number *

Enter phone number
Country”

Non Selected
Provide Student Photo *

Choose File  No file chosen

Passport Number

First Name "

Enter First name

Date Of Birth

273

District ntry
ARUA UGANDA E£DROZE
OYAM UGANDA ABOK

Learners Identification Number

Other Name

Enter Other name

mm/dd/yyyy

Student Email Address

Enter email address

District "

Non Selected

Upload a photo for the student. Supported formats: JPG, PNG, GIF

Step 3: Add student with HTIN and upload photo

Upload student photo, tick Student already has HTIN? when applicable, and complete the form.

Add New Student

Student already has HTIN?

Check this if the student already has an HTIN

National Identification Number

surname *

er Surname

Select Institution *

Select User Institution
Select Program ©

Select Program
Choose the academic program
Student Gender

Non Selected

Phone Number *

Enter phone number

Country *

Non Selected

Provide Student Photo *

Choose File  No file chosen

Upload a photo for the student. Support:

Passport Number

First Name "

Enter First name

Home Address ~

Enter student address

Save Student

Learners Identification Number

Other Name

Enter Other name

Date Of Birth

mm/dd/yyyy

Student Email Address

Enter email address

District "

Non Selected

formats: JPG, PNG, G

Home Address ~

Enter student address

Close Save Student

1uL25/U010/DC

JUL25/U010/PHE
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Section 2: Deposit Funds

Step 1: Open Institution Transactions

From sidebar open Manage Finances then Institution Transactions, or visit /admin/finance/transactions

Step 2: Start deposit

Click the green Deposit Funds button in the command bar.

Step 3: Fill deposit modal

Enter amount, receipt number, upload proof, choose payment method, and submit.

Step 4: Wait for approval

After accounts approval, your institution balance updates accordingly.

Section 3: Register Students for HTIN
Step 1: Open HTIN Applications

Go to /admin/registrations/htin/applications/list and click New HTIN Applications.

UHPAB = HTIN Applications for January 2026 1 Change perod

View HTIN ations, applicatio Filter HTIN Appli
Dashboard
HR Institution Program Month fear Actions
Manage Students o g '
Manage Staff & Examiners ; 202
januar
6461 FR. BASH FOUNDATION COLLEGE OF HEALTH SCIENCES Certificate in Nursing - 1 Students m
y 6
ration
T ge2s  COOD SAMARITAN INTERNATIONAL o Midwifery -£xt Januar 202 1 student
iploma in Midwifery -Extension udents i
egistration s SCHOOL OF NURSING P v y 6
— HTIN Applications Januar 202
6616 IBANDA INSTITUTE OF HEALTH SCIENCES Certificate in Nursing ° 1 Students
y 6

—> HTIN Registrations

_ Januar 202
6380 INDIAN INSTITUTE OF HEALTH AND ALLIED SCIENCES Certificate in Nursing 1 Students

—> Registration Approval y 6

6382 INDIAN INSTITUTE OF HEALTH AND ALLIED SCIENCES Diploma in Nursing -Extension - 1 Students
y 6
System Admin
tem imin

Exam Registration Januar 202 m

MERIDIAN INSTITUTE OF NURSING Januar 202
6320 Certificate in Midwifery 1 Students Details
— . AND HEALTH PROFESSIONALS y 6
i SHAMMAH INTERNATIONAL Januar 202
AL ST 6346 Certificate in Nursing 1 Students

INSTITUTE OF HEALTH SCIENCES y 6
Exam Registration Periods

Details
Januar 202
6544 ST. FRANCIS SCHOOL OF HEALTH SCIENCES Certificate in Nursing 1 Students

y 6
ST. MARTIN INSTITUTE OF Certificate in Medical Januar 202
6462 1 Students
Activity Management HEALTH SCIENCES MUNTEME Laboratory Techniques y 6
6537  TROPICALINSTITUTE OF ALLIED Cortificate In ph Januar 202 1 student
i rmacy
- o HEALTH SCIENCES - NAMUGONGO ertiicate In Pharmacy y 6 udents S
Administer Database
. Januar 202 "
Manage Finances 6628 UGANDA NURSING SCHOOL BWINDI Certificate in Nursing ° 1 Students Details
y 6
Januar 202
6379 INDIAN INSTITUTE OF HEALTH AND ALLIED SCIENCES Diploma in Midwifery -Extension ° 2 Students
y 6
. Januar 202
6350 KAGANDO INSTITUTE OF HEALTH SCIENCES Certificate in Nursing - 2 Students
y 6
_ Januar 202 "
Academic Records 6282 MENGO SCHOOL OF NURSING AND MIDWIFERY Diploma in Nursing -Extension y s 3 Students Details
Surcharges & Fees
Configu

Logbook Fees s1iaofia

Student Research

Support Request
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Audit Logs

Settings

Backup Management
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Step 2: Fill create HTIN modal

Select institution, period, and program. Institution is preselected for institution users.

UHPAB = Apply Students For HTINs

nts for HTIN

n from the table t

(@ Dashboard
Filter Students
g Manage Students

i Select Institution Filter By Name Filter By District of origin Filter By Gender
& Manage Staff & Examiners y y g Y

Not Selected

E2d HTIN Registration Submit Reset

—> HTIN Applications

5 HTIN Registrati D Photo Date of Birth NIN HTIN
egistrations
lw2Ph
—  Registration Approval 8 o0 NABAGGALA HAMIDAH Female N/A N/A U014/CM/95/2/34223 0704217479
& Exam Registration "
89 ;;} TUHIRIRWE ADRINE Female N/A N/A N14/U009/CN/003 0786478885
fZ) Exam Scheduling
.Ph
100 '( MAWEJJE REAGAN Male N/A N/A U028/CCN/95/1/34847 0706912849
System Admin o
tem
.Ph
101 ’t KAMUSIIME DOREEN Female N/A N/A U028/CCN/95/2/34838
oto
Exam Registration Periods
le2Ph
102 . LUBEGA JOY Male N/A N/A U028/CCN/91/2/34842
oto
orkflow Management
lw.Ph
[E1WActivity Management 104 oo MAWEJJE RAEGAN Male N/A N/A U028/CCN/95/1/34847
w.Ph
.. 107 NABALEMA MOLLY Female N/A N/A U028/CCN/95/2/34857
€ Administer Database oto / / /CaN/9S/2)
i .Ph
(1 Manage Finances 113 " NAMUGAWE CHARITY Female N/A N/A U028/CCN/94/2/34388
oto
lw.Ph
121 AKELLO JANET Female N/A N/A U028/CCN/94/2/34824 0778754990
T Reports oto
lwPh
122 N APIO MALIZA Female N/A N/A U028/CCN/92/2/34824
oto
ds
@ Academic Records showingTto10of13442results 4 5 3 4 5 g 7 g 9 10 1344 1345
T Surcharges & Fees
B Logbook Fees Selected Students for Review )
# | StudentID Student Name HTIN Remove

T Student Research

Support Request

/z" Settings

& Backup Management
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Step 3: Select students

Use checkboxes and filters, then review selected students in the review table.

Step 4: Submit and confirm
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Click submit and confirm the modal prompt.

Step 5: Verify submission

Return to the HTIN applications list and monitor status.

Home / HTIN Registrations

UHPAB @=

Pending HTIN Regisrations e
— e ,

,,,,,, . B .

— HTIN Registrations )

oo i 9 2028 1 o o Ea

3085 Centificatsin Midwifery January 222 4 o o E3a

3088 202 o o

1610 Certificatein Midwifery iy 2018 2 o o E3
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Section 4: Register Students for Exams
Step 1: Open Exam Applications

Open Exam Registration then Exam Applications, or visit /admin/registrations/exam/applications/list .

Export Exam Appiications [EENSRCERPRLREE]

Exam Applications for 2026-03-11 00:00:00 / 2026-04-10 00:00:00

Select Course Filter by Year Of Study

None Selected

ot 1
. .
o eT—— [pe— o wsato o o © g Ea
sest amsasn wasauto o . @ g Ea
26 asasn - o o © g Ea
s " wsato o o 0 g
- o wsato o o @ v Ea
s amsasn wsauto o s © i Ea
s asasn weaiio o o @ g Ea
) " wsato o o © g
s o wsato o o 0 twing Ea
s amsasn wsauio o . @ g Ea

Step 2: Create a new exam application

Click New Exam Applications, fill period, institution, program, year of study, attempt, and papers, then proceed.

Select Parameters for Exam Registration

Select Exam Registration Period "

2026-03-11 00:00:00 - 2026-04-10 00:00:00

Select Institution *

Select Year of Study
None Selected

Select the academic year and semester

Trial Number *

None Selected
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Cancel  Proceed to Eligibility C

Step 3: Run eligibility check

Click Start Eligibility Check and wait for completion.

UHPAB @ tificat rsi
Eligibility Check for Certificate in Nursing o= p Back to Applications
() Dashboard
Manage Students Analysis Parameters Eligibility Criteria
Manage Saff & Examiners Institution Year of Study Students will be checked for
Valid HTIN
ALICE ANUME MEMORIAL SCHOOL OF NURSING AND Year 1 Semester 1
MIDWIFERY
D:2 Trial/Attempt
HTIN Registration Institution Assignment
Course/Program First e
Exam Registration departm
Certfcste in Nursing Program Enrollment
Exam Scheduling ode: CN 11: 4 ts

Papers Selected Duplicate Registration Check

4 papers) selecied
HTIN Registration Periods

Exam Registration Periods

Activity Management

B Adminictar Natahace

. System Admin

UHPAB @

[} R PENWRN  <—Back to Applications

Dashboard

Manage Students Eligibility Analysis Progress 35 Processing Information

Manage Staff & Examiners Analysis Progress (15 ] What happens during analysis?
@ Data Loading

i HTIN Registration

& Exam Registration

@ Results Compilation

[Z] Exam Scheduling

r of students. The page w Processing Tips

« The page automatically refreshes every 2 seconds during
processing

You can safely navigate away and retum to check
progress

Analysis resuits are cached for quick access later

o Large datasets may take several minutes to process

HTIN Registration Periods

5] Exam Registration Periods

(2) Activity Management

B Adminicter Natahaca

. System Admin

Eligibility Check for Certificate in Nursing

[GL N PRI —gack to Applications

Dashboard

Manage Students Eligibility Analysis Progress Processing Information

Manage Staff & Examiners Analysis Progress [ 100x What happens during analysis?
@ Data Loading

HTIN Registration

Exam Regstration

@ Results Compilation

Exam Scheduling

Analysis Completed Successfully!
The eligibility analysis has been compl ew exam applications. Processing Tips
o The ly refreshes eve
HTIN Registration Periods pr:(zgi gahtorra!\a  refreshes every 2 seconds during
cehe « You can safely navigate away and return to check
Exam Registration Periods T

Analysis resuits are cached for quick access later
Large atasets may take several minutes to process

Activity Management

Bdminictar Datahaca

. System Admin

Step 4: Select students and submit

Select students, review totals, confirm, and submit registration.
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?

Confirm Exam Registration

You are about to register 4 student(s) for exams.
Estimated total cost: UGX 800,000

e [ o |

Step 5: Verify submitted applications

Return to exam applications list and monitor statuses.

Section 5: Continuous Assessment (SBA) Entry

Step 0: Confirm institution account

From the dashboard, confirm you are logged in under the correct institution account.

UHPAB @ ALICE ANUME MEMORIAL SCHOOL OF NURSING AND MIDWIFERY
OSRS Dashboard - View metrics, charts and various reports of Institutions, Programs, Papers, Staff, Students, and registration data
Total Income (UGX) Total Expenditure (UGX) Current Balance (UGX) Pending Balance (UGX)
65,500,000 65,455,000 0 0

. Total Support Tickets Open Tickets Closed Tickets

fad HTIN Registration 75 75 0

# Exam Registration

Student Registrations By Course (Current Period)

Gender Distribution by Course

200

) Activity Management

100

mmmmmmmmmmmmm

CortfeseinMidwery  CerifiateinNusing  Diplomain ursing -
Programs

® Students ® vale @ Femaie

Step 1: Open Continuous Assessment

§ o
¢ e ®
f o e
20 10
v by G ihriog_ Oplns i s e .

Diloms in Miditery -
nnnnn

From the dashboard, use the left navigation and click Continuous Assessment. The target page is usually /admin/exam/

schedules .

Before clicking, confirm the menu item is visible and highlighted in the institution dashboard.

ARUA INSTITUTE OF HEALTH SCIENCES
(OSAS Dashboard - View metics, chars and vaious reports o Institutons,

ons, Programs, Papers, Staff,Student

Total Deposis (UGX

Toul Expenditure (UGX Current Balance (UGX Pencing Balance (UGX)
93,590,000 93,000,000 200,000 0

TotalSupport Tickets Open Tickers Closed Tickets

75 75 0

Student Registrations By Course (Current Period) = Gender Distribution by Course

20

”
5" 0
L 60
| N |

8
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e
B Filter Continuous Assessments

Manage Staff & Examiners

Select In Select Course

Fitter By Year of Study Filter By B

mm/ddlyyyy o
@ HTIN Registration

ubmit e
% Exam Registration
(5 Continuous Assessment

Suatistics
] Manage Finances

Total Continuous Assessments Total Participants Scheduled

Student Research 1 1 1
Q) Support Request
nstitution Program Statu

Diploma in Medical Laboratory Technology

Step 2: Open schedule and paper

On the Continuous Assessment schedules list, each schedule row has an actions dropdown with View Details and
Marksheet. Click Marksheet for the target schedule.

This opens the schedule papers page, where a table lists all papers in that schedule. In the selected paper row, open actions
and click Enter results to open that paper's marksheet.

Home / Exam Schdules by Paper

UHPAB @=

Continuou

Dashboard

Manage Students
Filter Continuous Assessments

Manage Staff & Examiners

Selctnstitation Seect Course Fier By Yar o Study Fiter By Exam Date Fier By Ex
mmv/ddlyyyy =)
HTIN Registration
b Exam Registration .
{5 Continuous Assessment
Suatis
) Manage Finances
Total Continuous Assessments Total Participants Scheduled Completed
5 Student Research ' B 1 0
R, Support Request
Program Year of Study i Eam Date participant st
1 Oipoms in Medial Laborstry Technalogy Vear 1 Semester 2 [ 20280601 o <D
PRINCPAL
U © Copyrigh: 2025 UripAR
UHPAB = Diploma in Medical Laboratory Technology BacktoSchedule I Options
2 Dashbosrd
Manage Students Diploma in Medical Laboratory Technology Summmary)
Institution: A ENCES Exam Date: Jun 01, 2026 ey
Manage Staff & Examiners Year of Sucy: Attempt A 1
Papers
HIIN Registration
& Exam Registration Page Code
Exam Schedufing M 1201 (] [ (o ] @

[ HTIN Registration Periods

B Exam Registration Periocs

(5] Activity Management

© Administer Database
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Dashboard

Manage Students

Manage Staff & Examiners

HTIN Registration
Exam Registration
Continuous Assessment
Manage Finances
Student Research

Support Request

PRINCIPAL

Diploma in Medical Laboratory Technology
Institution:
Year of Study: Ve

Papers
aper Code Paper Name
MLT 1201 Microbiology I

Exam Papers - Diploma in Medical Laboratory Technology

Exam Dats
Attempt: N
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Step 3: Enter and save SBA marks

Enter marks per student and click Save SBA Marks.

Manage Students
Manage Staff & Eaminers

&3 HTIN Registration

b Exam Registration

& Bam Scheduiing

b HTIN Registration Periods

Exam Registration Periods

Activity Management

Administer Database

UHPAB @

Dashboard
Manage Students

Manage Staff & Examiners

s HTIN Registration
Exam Registration

Exam Scheduling

HTIN Registration Periods

Exam Registration Periods

Activity Management

Administer Database

] Manage Finances

UHPAB @

(2 Dashboard
Manage Students

Manage Staff & Examiners

@i HTIN Regisration

fiy Exam Registration

obiology Il (MLT 1201)

Microbiology 11 ¢

Year of Study:

Exam Number

o001

Entry

Save SBA Marks

Continuous Assess ilts - Microbiology

Exam Number
001

Entry

Save SBA Marks

Microbiology I

UGANDA HEALTH PROFESSIONALS ASSESSMENT BOARD
EXAMINATION MARKS

xam Date:
Actempe /A
Student Name saan
ARIAKA MICHAEL IS I
(MLT 1207)

UGANDA HEALTH PROFESSIONALS ASSESSMENT BOARD
EXAMINATION MARKSHEET

Exam Date: Jur
Attempt: N/A

Student Name SBA

ARIAKA MICHAEL 12

UGANDA HEALTH PROFESSIONALS ASSESSMENT BOARD
EXAMINATION MARKSHEET

Exam Date:
Attempt: N/A

“Back to Schedule

Summary

[ o ] @

[#) Enter Results

ck 10 Papers

Marksheet Status

Progress

SBA (100%)

807100

o

Marksheet Status

Progress

SBA (100%)
807100

Marksheet Status

Progress
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Compiete
”n

5 HTINR
() Exam Regisraton Perods Exam Number Student Name san S8 (100%)
oot ARIAKA MICHAEL 2 50/100

Vorkfiow Managemsnt

(5) Actwity Management

Step 4: After entry

Saved SBA marks become available for synchronization and downstream processing.

What Happens Next

e Submitted HTIN and exam applications move to board/admin approval workflows.
e Institution users continue with SBA entry after schedules are generated.

Institution users do not perform approval actions in the system.
e Track progress from applications and schedule pages.
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