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Guidelines for e-Exam and e-Indexing Online Portal

(FOR INSTITUTIONS)



1. What e-Indexing and e-Exam Portal does
The MLSCN e-Indexing and e-Exam portal provides a platform for Institutions
and students who want to register students for the Council’s Indexing and

Exam and for registered students to access their registration data.

2. Accessing the Portal
2.1 Who can access the portal?
The portal can be used by anyone who falls into any of these categories of
people:
e The HOD (or anyone assigned by the HOD) of the students.

e All registered students for both Indexing and Exam.

e All authorized staff of MLSCN, as well as relevant members of the

development team.

2.2 What devices can access the portal?

The e-Indexing and e-Exam portal is a web-based application that runs on
the World Wide Web; hence, any standard desktop or laptop computer
connected to the Internet can access the portal. Some portable Internet-
enabled devices, such as smart phones and blackberries, can also be used to
access the portal though the user experience will be quite different on those
devices. Whatever the class or type of device used, you should ensure that
any of the following modern web browsers is required:

e Microsoft Internet Explorer (at least version 8)
e Microsoft Edge

e Mozilla Firefox 3 and higher

e Opera 10 and higher

¢ Google Chrome



2.3 What is the portal access URL (address)?
The portal can be accessed by connecting to the Internet and going to

https://eduportal.mlscn.gov.ng. Please do not add any "www" when typing

the URL in the browser's address bar.
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Welcome to Registration Portal

Before you begin please do spare a minute to read the guidelines for filling our online application forms or download the pdf version of the

guidelines here

Institution Login Student Login
Type ® colleges O Universities Exam Number
Institution - Please Select — ~ Access Serial

Access PIN

Password

Council Login
User Mame

Password

Fig. 1: The opening page of MLSCN portal

3. Logging as Institution

Institution Login

Type ® Colleges O Universities
Institution Aminu Dabo CHST, Kano State —
Password PERBEERS

Fig 2: Institution Login

1. Choose the Institution Type (COLLEGES or UNIVERSITIES)
2. Select your particular institution

3. Enter your password to login


https://eduportal.mlscn.gov.ng/

On a successful login, the Institution Home page is displayed as shown in
Fig. 3. Note that Home page sample picture here might be a little different

based on the institution type and as more modification are added.

4. Institution’s Role
There are various sections that the institution (HOD) has to work on:

1. Applicant Indexing
2. Applicant Exam
3. Exam Result

5. Indexing Applicant

This section allows the HOD to register students for indexing and view indexed
students. However, before registering students indexing payment information
must be supplied. Every indexing function can be found under INDEXING

menu.

5.1 Index Payment

Payment information must be supplied before indexing students. If an
attempt is made to register student for indexing before payment information
is supplied, you will be directed to payment page.

To access payment page, click on INDEXING PAYMENT DETAILS sub-menu
from INDEXING menu. The payment details page is as shown in Fig 3.

[\#&  MEDICAL LABORATORY SCIENCE COUNCIL OF
A* NIGERIA

e

Home Indexing ~ Examination ~ Students Result

Change Password Log Out
Payment Details

IMPORTANT NOTICE: Please note that payment for Indexing is non-refundable

Remita Retrieval Reference (RRR) HOD Name Amount Paid

MNo of Students (1 Sitting) No of Students (2 Sittings)

Save

SN Remita Retrieval Reference Amount Paid Students With 1 Sitting Students With 2 Sittings HOD Name Council Status

1 ON09893 30000.00 2 ] ADE UNVERIFIED Edit

Fig 3: Payment Details Page



To add a payment record, supply the RRR, HOD Name, Amount Paid, No of
students with 1 and 2 sittings o-level result. Then click on SAVE button.

Many payment records as much as possible can be added to the table.

It should be noted that no institution will be able to register more than the

number of students paid for.

5.2 Registering Student for Indexing

1. Click on REGISTER FOR INDEXING sub-menu to register student for
indexing. The page is Fig 4 will be shown.
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Home Indexing ~ Examination ~ Students Result

Change Password Log Out

Create Account (Indexing Form)

IMPORTANT NOTICE: Please make sure that ALL data that you enter are for the intending applicant!

The following fields are mandatory: Surname, Firstname, Matric No/Admission Mo and Email

2 of 30 had been registered

Application Type * Medical Laboratory Assistant ~

Surname * First Name *

Other Names Matric No/Admission
No/RA: *

GSM Number Email *

Create Account Discard & Quit

Fig 4: Create Account Page

2. Fill in all necessary details including selecting appropriate Application
Type and click CREATE ACCOUNT button. The next page (Fig 5) will

show the success page if all the information supplied are correct.
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Home Indexing ~ Examination » Students Result

Change Password Log Out

Create Account (Indexing Form)

Congrat! Your Application is created successfully. Here are your details
Student Name: OMO OLU

Portal Number: MLSCN170041

Please note that your Portal Number is NOT the same as Indexing Number

Continue Registration Start New Registration

Fig 5: Account Creation Success Page

3. You can click START NEW REGISTRATION button to create account for

new student or continue the registration for the student by clicking
CONTINUE REGISTRATION.

4. If CONTINUE REGISTRATION button is clicked, the registration page

as in Fig 6 is shown.

Home Indexing ~ Examination ~ Students Result

Change Password

Log Out
Biodata Education O-Level Reference Passport Summary
Applicant Biodata
OMO OLU - MLSCN170041
MEDICAL LABORATORY ASSISTANT (MLA)
AMINU DABO CHST, KANO STATE
Mode of Entry
EntranceExam  ~
Marital Status Maiden Name Admission Year GSM Number
Single ~ 2000 v
Email Gender o Date of Birth Place of Birth
Johnadesoye@agmail.col Male [~] 16-12-1986 Oyo
Official Address (Not PMB) Permanent Home Address
Calabar teaching hospital No 21, adeop house
Fig 6: Registration Page (Biodata Section)
5. The registration page contains various tab sections, ranging from

BIODATA to SUMMARY. All these sections need to be filled one after the



other. After each section, SAVE & CONTINUE button should be clicked
to move to the other section. If CONTINUE button is clicked, the
changes on the section will not be saved. The tabs at the top can also

be used to navigate back and forth the sections.

6. Complete the necessary information on Biodata, then click SAVE &
CONTINUE button and you will be taken to Education record tab as in

Fig 7.
Change Password Log Out
Biodata Education 0-Level Reference Passport Summary
Educational Records
OMO OLU - MLSCN170041
MEDICAL LABORATORY ASSISTANT (MLA)
AMINU DABO CHST, KANO STATE
Data Saved Successfully
School Attended Place of School School Country
Kano High School Kano NIGERIA
Year Attended From Certificate Obtained
1994 ~ To 1999 = Neco Certificate

v 0

SN School Place & Country From Year To Year Certificate

1 KANO HIGH SCHOOL  KANO, NIGERIA 1994 1999 Meco Certificate

Fig 7: Registration (Education Record Section)

7. Enter your Education Record one after another and click ADD button.
When the ADD button is clicked, the record will be added to the table
down the page. After all the education record had been entered, click

CONTINUE >> button to move to O-Level Result Tab as shown in Fig 8.



Change Password Log Out

Biodata Education O-Level Reference Passport Summary

O-Level Results

MNOTE: O-Level Scan Copy must meet these requirements: (1) Format must be either in jpeg or png; (2) Size must not exceed 100KB

First Sitting (Compulsory) OSecond Sitting (Optional)
Exam Name Exam Year Exam Number Exam MName Exam Year Exam Number

NECO GCE v | 1999 ~ 87634526 — Select — — Select —

S/N Subject Grade S/N Subject Grade

e Rarbeatics L2 4 1. Mathematics — Select -

2. English Language Ca = 2. English Language — Select —

e Biology B2 bt 3. Biology -- Select --

4. Chemistry G5 i 4. Chemistry — Select —

e Physics ES8 bt 5. Physics -- Select --

6. - Select — i — Select - ~ 6. — Select — _ Select —

Upload a Scan Copy of the O-Level Result Upload a Scan Copy of the O-Level Result

Browse... ' signature jpg Browse... No file selected.

Fig 8: O-Level Result Section

8. On the O-Level section supply the result information and also upload a
scanned copy of the result. If the student is using two results, then the
second sitting checkbox should be clicked to allow entering the other
result. After all the result has been entered, SAVE & CONTINUE button

should be clicked to move to Reference tab as shown in Fig 9.

Change Password Log Out

Biodata Education 0O-Level Reference Passport Summary

Reference

OMO OLU - MLSCN170041
MEDICAL LABORATORY ASSISTANT (MLA)
AMINU DABO CHST, KANO STATE

Referee (This must be the Dean/HOD and must have current license)

Referee Name RA/RF

Fig 9: Reference Section

9. Supply information of choice referee. Then, click SAVE & CONTINUE
button to go to Passport Tab as shown in Fig 10.



Change Password Log Out

Biodata Education O-Level Reference Passport Summary

Passport

OMO OLU - MLSCN170041
MEDICAL LABORATORY ASSISTANT (MLA)
AMINU DABO CHST, KANO STATE

Passport must meet these requirement
* Format must be either in jpeg or png
e Size must not exceed 100KB
* Must have white background

Passport

Browse... No file selected.

Fig 10: Passport Page

12. Click on BROWSE button to select your passport. The passport must
be in either jpg or png format and must not be greater than 100px. After
selecting the passport, click on UPLOAD button and the passport will
show in the passport box. Click CONTINUE button to go to Summary
Tab as in Fig 11.

Change Password Log Out

Biodata Education O-Level Reference Passport Summary

Applicant’s Summary & Declaration

OMO OLU - MLSCN170041
MEDICAL LABORATORY ASSISTANT (MLA)
AMINU DABO CHST, KANO STATE

Sections Status.
Biodata COMPLETED
Education Records COMPLETED
O-Level Result COMPLETED

Indexing & References  COMPLETED

Passport COMPLETED

M | hereby declare that the particulars supplied are true to the best of my knowledge and belief.

Submit Finally & Complete the Registration

Fig 11: Summary Page



14. Summary page shows different section with their status so you can
know which section you have not completed. If there is, go back and fill
them correctly. Check “I hereby declare” checkbox and click on SUBMIT
FINALLY & COMPLETE THE REGISTRATION button to finish the

registration.

16. It should be noted that you can leave the Registration at any time to
complete it later by clicking Log Out button at any point during
Registration. Also, after the SUBMIT FINALLY & COMPLETE THE
REGISTRATION button is clicked the registration will no longer be
editable.

17. After a successful registration, success page is shown where Indexing

slip can be printed.

5.3 View Indexed Students

View all the applicant registered for Indexing by clicking VIEW INDEXED
STUDENTS sub-menu from INDEXING menu. The page is as shown in Fig 12.
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Home Indexing ~ Examination ~ Students Result

Change Password Log Out
Indexing Applicants
Indexing Year Registration Status Council Status
2017~ ® All O Complete O Incomplete O Unendorsed ® All O Pending O Approved O Rejected

SN Portal Number Indexing Number Surmame  Othernames Reg. Status Council Status

1 MLSCN170040  MLA1703001 KONBO  ADELE COMPLETE  ACCEPTED
2 MLSCN170041 NIL oMo oL COMPLETE  PENDING

Fig 12: Indexed Applicants Page

The Indexing Year, Registration Status and Council Status filter options can

be used to filter the data on the table. The CONTINUE REGISTRATION button



can be used to continue registration if the registration is still in progress. The

DETAILS button can be used to check the Indexing details for each applicant.

It should be noted that the Council Status will change from PENDING to either
ACCEPTED or REJECTED after the registration had been verified at the

council level.

If an applicant is rejected based on a wrong information, CONTINUE
REGISTRATION button can be used to make changes to the information

earlier supplied.

6. Exam Applicant

This section allows the HOD to register students for examination and view
exam students. However, before registering students for exam payment card
details needs to be supplied. Every exam function can be found under

EXAMINATION menu.

Access Card page is as shown in Fig 6.1.
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Home Indexing ~ Examination ~ Students Result

Change Password Log Qut

Access Serial Access PIN

(Required) (Required)

Fig 6.1: Institution Access Card Page

After the Access Card Serial and PIN have been supplied and the SAVE button

clicked, the Exam Registration page will be shown.
6.1 Registering Student for Exam

Registering Student for Exam is in two phase. The new student and the old

students. The new students are students that were indexed on the portal



while the old students are the students that were indexed before the advent

of the e-Exam portal.

1. To register new student for exam click on REGISTER FOR EXAM sub-
menu but to register old student click on REGISTER OLD CANDIDATE

FOR EXAM. The pages for new and old student registration are shown

in Fig 6.2 and Fig 6.3 respectively.
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Home Indexing ~ Examination ~ Students Result

Change Password

Examination Form
Create Account

Indexed Year Indexing Number OMO OLU
2017 ~ MLA1703002 v

Create Account Discard & Quit

Fig 6.2: Register New Student for Exam
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Home Indexing ~ Examination ~ Students Result

Change Password

Examination Form (Old Students)
Create Account

Application Type * Medical Laboratory Technician =~ Indexing Year * — Select —
Indexing Number * 3457281 Surname * ODEDEN

First Name * ADELE Other Names

Matric No/Admission 989023019 GSM Number

No/RA: *

Email bisadoye@gmail.com Gender O Female ® Male

Create Account Discard & Quit

Fig 6.3: Register Old Student for Exam

Log Out

Log Out

2. Fill in all necessary details including selecting appropriate Application

Type, where applied and click CREATE ACCOUNT button. The next



page (Fig 6.4) will show the success page if all the information supplied

are correct.
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Home Indexing ~ Examination ~ Students Result

Change Password Log Out

Examination Form (Old Students)
Create Account

Congrat! Your Exam Registration is created successfully.
You can Log In with your Indexing Number and Access PIN Details

Continue Registration Start New Registration

Fig 6.4: Exam Account Creation Success Page

3. You can click START NEW REGISTRATION button to create account for
new student or continue the registration for the student by clicking
CONTINUE REGISTRATION.

4. If CONTINUE REGISTRATION button is clicked, the exam registration

page as in Fig 6.5 is shown.

NIGERIA

Home Indexing ~ Examination ~ Students Result

Change Password Log Out

Biodata Education Lab. Posting Result Exam & Reference Passport Summary

Applicant Biodata

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

Marital Status Maiden Name GSM Number
- Please Select - ~

Email Official Address (Not PMB) Permanent Home Address

bisadoye@gmail.com

Fig 6.5: Registration Page (Biodata Section)



3. The registration page contains various tab sections, ranging from
BIODATA to SUMMARY. All these sections need to be filled one after the
other. After each section, SAVE & CONTINUE button should be clicked
to move to the other section. If CONTINUE button is clicked, the
changes on the section will not be saved. The tabs at the top can also

be used to navigate back and forth the sections.

6. Complete the necessary information on Biodata, then click SAVE &
CONTINUE button and you will be taken to Education record tab as in

Fig 6.6.

Change Password Log Out
Biodata Education Lab. Posting Result Exam & Reference Passport Summary
Educational Records
ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)

AMINU DABO CHST, KANO STATE

Data Saved Successfully
School Attended Year Attended From Certificate Obtained
Okin Sec Sch 2001 ~ To 2006 = WAEC Certificate

SN School Attended From Year  To Year Certificate

1 OKINSECSCH 2001 2006  WAEC Certificate

Fig 6.6: Exam Registration (Education Record Section)

7. Enter your Education Record one after another and click ADD button.
When the ADD button is clicked, the record will be added to the table
down the page. After all the education record had been entered, click

CONTINUE >> button to move to Lab Posting Tab as shown in Fig 6.7.



Change Password Log Out

Biodata Education Lab. Posting Result Exam & Reference Passport Summary

Laboratory Posting Record

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

Data Saved Successfully

Hospital/Lab Name Date From Level
Qyo Hospital 06-01-2010 Te 01-03-2010 200 4

Laboratory Area Posted
[ Blood Group Serology £ Chemical Pathology [ Haematology [J Histopathology 4 Microbiology [ Parasitology B Virology

SN Hospital/Lab. Name Lab. Area From Date To Date Level

1 OYO HOSPITAL Chemical Pathology, Microbiology, Virology ~ 06-01-2010  01-03-2010 200

Fig 6.7: Laboratory Posting Section

8. On the Laboratory Posting section supply the laboratory posting
experience of students one after another and click ADD button. When
the ADD button is clicked, the record will be added to the table down
the page. After all the records have been entered, click CONTINUE >>

button to move to final year result tab as shown in Fig 6.8.

9. Supply the student score and grade for the final year exam, then click
SAVE & CONTINUE button to proceed to the Exam & Reference page as
shown in Fig 6.9.



Change Password Log Qut

Biodata Education Lab. Posting Result Exam & Reference Passport Summary

College Result

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

First Semester Second Semester
# Code Title Score Grade # Code Title Score Grade
e MLT301 MEDICAL PARASITOLOGY 80 = B > 1. MLT302 MEDICAL 44 = E ~

MICROBIOLOGY Il

2. MLT303 BLOOD TRANSFUSION 56 = C = 2. MLT304 HAEMATOLOGY 11 56 2 C ~
SCIENCE

Ej S MLT305 CLINICAL CHEMISTRY Il 78 2 A ~ 3. MLT306 CLINICAL CHEMISTRY 65 = B Rz

i

4. MLT307 HISTOPATHOLOGY Il a0 = A ~ 4. MLT308 HISTOPATHOLOGY 1l 54 5 C b=

D MLT309 SEMINAR IN 54 = C ~ a. MLT310 GOOD LABORATORY 87 a A =
LABORATORY SCIENCE PRACTICE

6. MLT311 CLINICAL LABORATORY 49 = D et 6. MLT312 RESEARCH PROJECT B85 = B 2
POSTING

7. MLT313 INTRODUCTORY 50 = C ~
VIROLOGY

Fig 6.8: Final Year Result Section
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Home Indexing ~ Examination -~ Students Result

Change Password Log Out

Biodata Education Lab. Posting Result Exam & Reference Passport Summary

Previous Exam & Recommendation

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

Have you done this Exam before? O Yes @ No
¥ Referee (This must be the HOD and must have current license)

If Previous Exam, supply the Exam Number, Year and Month
Previous Exam No Previous Year Previous Exam Month Referee Name Reg No
O March/April O Sept/Oct Mr ADEGOKE 0987678

Fig 6.9: Exam & Reference Section

9. Supply information of choice referee and information on previous exam,
if any. Then, click SAVE & CONTINUE button to go to Passport Tab as
shown in Fig 6.10.



Change Password

Biodata Education Lab. Posting Result Exam & Reference Passport

Upload

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

Passport must meet these requirement
* Format must be either in jpeg or png
e Size must not exceed 100KB
® Must have white background

Passport

Browse... No file selected.
x

Fig 6.10: Passport Page

Log Out

Summary

12. Click on BROWSE button to select your passport. The passport must

be in either jpg or png format and must not be greater than 100px. After

selecting the passport, click on UPLOAD button and the passport will

show in the passport box. Click CONTINUE button to go to Summary

Tab as in Fig 6.11.

Change Password

Biodata Education Lab. Posting Result Exam & Reference Passport

Applicant’'s Summary & Declaration

ODEDEN ADELE - 3457281
MEDICAL LABORATORY TECHNICIAN (MLT)
AMINU DABO CHST, KANO STATE

Sections Status
Biodata COMPLETED
Education Records COMPLETED
Lab. Posting Records COMPLETED
College Result COMPLETED

Exam & Recommendation =~ COMPLETED

Passport COMPLETED

O | hereby declare that the information supplied in this application is correct and that | will accept without
question any decision relating to the result of this examination which the Examination Board, acting on
behalf of Medical Laboratory Science Council of Nigeria may reach.

Submit Finally & Complete the Registration

Fig 6.11: Exam Summary Page

Log Out

Summary



14.

16.

17.

6.2

View

Summary page shows different section with their status so you can
know which section you have not completed. If there is, go back and fill
them correctly. Check “I hereby declare” checkbox and click on SUBMIT
FINALLY & COMPLETE THE REGISTRATION button to finish the

registration.

It should be noted that you can leave the registration at any time to
complete it later by clicking Log Out button at any point during
Registration. Also, after the SUBMIT FINALLY & COMPLETE THE
REGISTRATION button is clicked the registration will no longer be
editable.

After a successful registration, success page is shown where Exam Slip

can be printed.

View Exam Students

all the applicant registered for Examination by clicking VIEW EXAM

STUDENTS sub-menu from EXAMINATION menu. The page is as shown in

Fig 6.

12.
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Home Indexing ~ Examination ~ Students Result

Change Password Log Out

Exam Applicants

Exam Year Exam Month

2017 ~

@® March/April O Sept/QOct

Registration Status Council Status

@ All O complete O Incomplete O Unendorsed @ All O Pending O Accepted O Rejected
SN Exam Number Indexing Number Surname Othernames Reg. Status Council Status
1 NIL 345728 oMo oLu INCOMPLETE
2 N 3457281 ODEDEN  ADELE COMPLETE PENDING
3 N MLA1703001 KONBO  ADELE COMPLETE REJECTED (Result Deficiency)

Fig 6.

12: Exam Applicants Page

The Exam Year, Exam Month, Registration Status and Council Status filter

options can be used to filter the data on the table. The CONTINUE



REGISTRATION button can be used to continue registration if the registration
is still in progress. The DETAILS button can be used to check the Exam details

for each applicant.

It should be noted that the Council Status will change from PENDING to either
ACCEPTED or REJECTED after the registration had been verified at the

council level.

If an applicant is rejected based on a wrong information, CONTINUE
REGISTRATION button can be used to make changes to the information

earlier supplied.
7. Student Exam Result

After the exam has been conducted and the result released by the council, the
student result can be viewed in table form by clicking STUDENT RESULT
menu. The page displayed is as shown in Fig 7.1

Change Password Log Out
Exam Result

Exam Type Exam Year Exam Month
Medical Laboratory Assistant v 2017 w ®March/AprilOSept/Oct

Print Result

# Exam Number Candidate Names Remark
1 MLA1718002 DAMEAN AJILL PASS

2 MLA1718004  AMARAEZE JENIFER PASS

3 MLA1718005  GADOX MALIA PASS
4 MLA1718006  JAMES GAGRE PASS
3  MLA1718008 FRADAMS JASON PASS
6 MLA1718009  FRADAMS GRACE PASS

Fig 7.1: Institution Exam Result



