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Registration 

1. On your browser url type https://emis.moherstportal.gm 

2. Click on Register 

https://emis.lecket.gm/
https://emis.lecket.gm/
https://emis.lecket.gm/


3. Fill in the sign-up form and submit 

 

 

 

 

Sign In 

1. On your browser url type https://emis.moherstportal.gm 

2. Click on sign-in 

3. Write email and password 

4. Click on sign in 

 

 

 

 

 

 

 

 

 

 

 

  
 Adding 

Institution Data 

1. Log in as a 

School Administrator 

2. Click on the 

Settings menu on the 

side bar 

https://emis.lecket.gm/
https://emis.lecket.gm/
https://emis.lecket.gm/


3. Click on any of the top menu depending on what data you want to add. The following data can 

be added in this module 1. Institution Details, 2. Grading system, 3. Charges, 4. 

Infrastructure, 5. Curricular 6. Laboratories 

 

Adding a Department 

1.  Log in as a School Administrator 

2. Click on the Department menu on the side bar 

3. Click on the Add Department button 

4. Fill the form and click on save 

 



Adding a Program 

1. Log in as a School Administrator 

2. Click on the Programs menu on the side bar 

3. Click on the Add Program button 

4. Fill the form and click on save 

 

 

 

Adding a Course 

1.  Log in as a School Administrator 

2. Click on the Course menu on the side bar 

3. Click on the Add Course button 

4. Fill the form and click on save 

 



 

Adding a Staff 

1. Log in as a School Administrator 

2. Click on the Staff menu on the side bar 

3. Click on the Add Staff button 

4. Fill the form and click on save 

 

 

Assigning a Course/Subject Teacher 

1. Log in as a School Administrator 

2. Click on the Staff menu on the side bar 

3. Search and click on the staff you want to assign 

4. Click on Assign Course 

5. Search for the course you want to assign and the set(group) and select 



6. Click on Save 

 

 

 

Assigning a Head Of Department 

1. Log in as a School Administrator 

2. Click on the Staff menu on the side bar 

3. Search and click on the staff you want to assign 

4. Click on Assign HOD 

5. Search for the department you want to assign and select it   

6. Click on Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Un-Assigning a Head Of Department 

1. Log in as a School Administrator 

2. Click on the Staff menu on the side bar 



3. Search and click on the staff you want to assign 

4. Click on Remove As HOD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Terminating a Staff Employment 

1. Log in as a School Administrator 

2. Click on the Staff menu on the side bar 

3. Search and click on the staff you want to assign 

4. Click on Terminate Employment 

5. Accept Warning Alert   

6. Click on Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 



3. Click on Add Student 

4. Fill the form and click in save   

 

Admitting a student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to admit 

4. Click on Add Admission on the top 

5. Fill the form and click in save   

 

Changing a Student’s Admission Status 

1. Log in as a School 

2. Administrator 

3. Click on the Students menu on the side bar 

4. Search and click on the student who's status you want to change 

5. Click on Close Admission on the menu on the right 

6. Select any option on the Status drop-down depending on the student’s current status 



 

 

 

 

 

 Enrolling a student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side 

bar 

3. Search and click on the student you want to enroll 

4. Click on Enroll on the top menu to enroll the student 

 

Adding a student into a Course 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to add to a course 

4. Click on Add Course on the top menu 

5. Select the courses and click on save   

 

Adding Scholarship Details for a Student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to add to add scholarship data for 

4. Click on Add Scholarship on the top menu 

5. Fill the form and click on save 

 

 

 

 



 

 

Generating Reports For a Student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to generate a report for 

4. The student reports are on the left side of the student view 

5. Click on any report to generate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding Charges a Student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to add a payment or charge for 

4. Click on Apply Charge 

5. Select charge and save 

 



Adding Payments for a Student 

1. Log in as a School Administrator 

2. Click on the Students menu on the side bar 

3. Search and click on the student you want to add a payment  for 

4. Go down to the charges table 

5. Select a charge and enter the amount you want to pay 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding a Scholarship Body 

1. Log in as a School Administrator 

2. Click on the Scholarship module on the side bar 

3. Click on Add Scholarship and click on save 

 

 



 

 

Syncing Data to the Global EMIS 

1. Log in as a School Administrator 

2. Click on the Sync module on the side bar 

3. Click on the sync button on any data you want to submit 

 

 


