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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
�. 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.

• Active HTIN and exam registration periods should be available.

• 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.
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Step 2: Add a new student
Click Add New Student and fill all required fields in the modal.

Step 3: Add student with HTIN and upload photo
Upload student photo, tick Student already has HTIN? when applicable, and complete the form.

http://41.186.86.12:8008/admin/user-guide/image/manage-students.png
http://41.186.86.12:8008/admin/user-guide/image/manage-students.png
http://41.186.86.12:8008/admin/user-guide/image/institution-add-new-student-modal.png
http://41.186.86.12:8008/admin/user-guide/image/institution-add-new-student-modal.png
http://41.186.86.12:8008/admin/user-guide/image/institution-add-student-with-htin.png
http://41.186.86.12:8008/admin/user-guide/image/institution-add-student-with-htin.png


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.
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Step 2: Fill create HTIN modal
Select institution, period, and program. Institution is preselected for institution users.

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.

Section 4: Register Students for Exams

Step 1: Open Exam Applications
Open Exam Registration then Exam Applications, or visit /admin/registrations/exam/applications/list .

Step 2: Create a new exam application
Click New Exam Applications, fill period, institution, program, year of study, attempt, and papers, then proceed.
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Step 3: Run eligibility check
Click Start Eligibility Check and wait for completion.

Step 4: Select students and submit
Select students, review totals, confirm, and submit registration.
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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.

Step 1: Open Continuous Assessment
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.
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After clicking Continuous Assessment, the Continuous Assessment schedules screen opens.

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.
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Step 3: Enter and save SBA marks
Enter marks per student and click Save SBA Marks.
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Step 4: After entry
Saved SBA marks become available for synchronization and downstream processing.

What Happens Next
• Submitted HTIN and exam applications move to board/admin approval workflows.

• Institution users continue with SBA entry after schedules are generated.

• Institution users do not perform approval actions in the system.

• Track progress from applications and schedule pages.
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