
 

 

 

 

 

 

 

 

 

 

 

 

EMIS User Manual 

Project: Strengthening of the Education Management System 

(EMIS) in The Gambia 
Prepared by: InSIST Global 

Date: 18h March 2021 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Document version and revision log 

Version Date Authored/Approved by 

1.0 25th February 2021 InSIST GLOBAL 

 18th March 2021 InSIST GLOBAL 

   

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Table of Contents 

Introduction .......................................................................................................................................... 4 

Modules ................................................................................................................................................ 4 

1.0 Registration ................................................................................................................................ 4 

2.0 Sign In ........................................................................................................................................ 4 

3.0 Adding Terms ............................................................................................................................. 4 

4.0 Adding Departments ................................................................................................................... 5 

5.0 Adding Programs ........................................................................................................................ 6 

 ......................................................................................................................................................... 7 

6.0 Adding Courses .......................................................................................................................... 7 

 ......................................................................................................................................................... 8 

 ......................................................................................................................................................... 8 

7.0 Adding Scholarships ................................................................................................................... 8 

7.1 Adding Student To A Scholarship ........................................................................................... 9 

8.0 Adding Staff ............................................................................................................................... 9 

 ....................................................................................................................................................... 10 

9.0 Adding Students........................................................................................................................ 10 

10.0 Settings ................................................................................................................................... 11 

 11.0 View Reports ......................................................................................................................... 12 

 12.0 SYNC Data ............................................................................................................................ 13 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Introduction 
 

The user manual contains a set of instructions which can be used to easily navigate the system.  

 

Modules 
 

1.0 Registration 
1. On your browser type the URL: https://emis.moherstportal.gm 

2. Click on Register 

3. Fill in the sign-up form and submit 

 

 

2.0 Sign In 
1. On your browser type the URL:  https://emis.moherstportal.gm 

2. Fill in  email and password details 

3. Click on sign in 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

https://emis.moherstportal.gm/
https://emis.moherstportal.gm/


3.0 Adding Terms 
1. Log into the system as a super admin or general admin  

2. Click on the Term Module on the side bar 

3. Here you can view, save, edit,  and delete 

4. Click on Add terms 

5. Fill in user form and click save  

6. Once a term is added, you can either set it to open by clicking on the ‘open button’ next to the 

term or ‘close button’ to close term 

**Term should be set as open before adding a course to a term*** 
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e system as a super admin or general admin  

2. Click on the departments Module on the side bar 

3. Here you can view, save, edit,  and delete 

4. Click on Add departments 

5. Fill in user form and click save  

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.0 Adding Programs 
1.  Log into the system as a super admin or general admin  

2.  Click on the programs Module on the side bar 

3.  Here you can view, activate, edit and suspend 

4.  Click on Add  program 

5. Fill in user form and click save 

 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

6.0 Adding Courses 
1. Log into the system as a super admin or general admin  

2. Click on the courses Module on the side bar 

3. Here you can activate, edit and suspend 

4. Click  on the course to view the course details (you can also add students and teachers to a 

course) 

5. Click on Add course 

6. Fill in user form and click save 

 

 

 

 

  

 

 



 

 

 

 

  
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

7.0 Adding Scholarships 
1. Log into the system as a super admin or general admin  

2. Click on the Scholarships Module on the side bar 

3. Click on Add scholarship 

4. Fill in user form and click save 

 



 

7.1 Adding Student To A Scholarship 

1. You can view, edit and delete scholarship 

2. Click on a scholarship to add students to a scholarship 

3. click on the add student button, fill the form and save  

 

  

    

 

 

 

 

 

 

 

 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 

8.0 Adding Staff 
1. Log into the system as a super admin or general admin  

2. Click on the staff Module on the side bar 

3. Here you can click on a staff to view and edit ( Also terminate employment or assign HOD) 

4. Click on Add staff 

5. Fill in user form and click save 
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he system as a super admin or general admin  

2. Click on the Students Module on the sidebar 



3. Click on Add Student 

4. Fill in user form and click save 

5. Click on a student to view, edit or delete student 

6.  Here you can add admission, scholarship, course, enroll or apply charges to a selected 

student by clicking on the corresponding button, fill in the user form and click save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

10.0 Settings 
1. Log into the system as a super admin or general admin  

2. Click on the settings Module on the side bar 

3. Here you can view, and edit institution information 

 (You can edit details, curricula and infrastructure,edit and add grading scheme,  

        add charge type and lab) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     
 
11.0 View Reports 



1. Log into the system as a super admin or general admin  

2. Click on the Reports Module on the side bar 

3. Click on the report you want to view/display 

4. Click on pdf, word or excel to download report 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
12.0 SYNC Data 

1. Log into the system as a super admin or general admin  

2. Click on the Sync data Module on the side bar 

3. Here you can sync data that has recently changed by clicking on ‘SYNC’ under the report 

you want to sync 
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