
Student guide on 
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“NEW STUDENTS ONLY”



Steps on How to capture
School leaving subject

Step 1. Capture the following:

 Type the year  and month (e.g. 202011) of the latest results passed 

that you will be submitting for your application - Use keypad/board of 

your phone/ PC 

 Select the type of pass- Click on magnifying glass.

 Select the subjects passed- Click on magnifying glass

 Select / Type the rating of the subject ( S)-Click on magnifying glass

 Type the Symbol for Mid Year (If you are still studying at the School) 

or Symbol for Final Year  (if you have completed the Highest Grade 

at School)- Use keypad/board of your phone/ PC

Step 2. Make sure all subjects and results have been captured (Verify 

before saving).

Step 3. Click on “Save”. 
Reminder: After capturing and Academic application submit electronic 

copy of Results and other documents to the email address of the campus 

of your interest.



If you need further information Clarity , Click on the “Question 
Mark” shown in red block.



The total rating (score) will be calculated according to the 
system scores

Mid/Final 

year 

symbols 

conversion

1-G

2-F

3-E

4-D

5-C

6-B

7-A


