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First Steps 

1. Connect to the internet. 

2. Open any browser, preferably Google Chrome or Brave Browser. 

3. Type ‘https://acuoyo.net‘ (without the quotes) in the address bar and press enter. 

Note, this link can be bookmarked in your preferred browser 

4. Click on the Staff Login link. 

5. Click on the link that is appropriate for the category of students you want to 

process their results e.g. ‘Undergraduate Result Processing’. 

  

6. Login with your username (Staff ID) and password. 

  

https://acuoyo.net/
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To Check for Students in Your Department 

1. Place your cursor over the ‘View’ link and select ‘Departmental Students’ from the 

roll-out menu. 

 

 

2. On the ‘Select Program’ Box in the opened page, click the arrow-down symbol to see 

the list of programs in you Department. You can then select the desired program. 

 

3. On the ‘Select Session’, click the arrow-down symbol to see the list of Sessions. You 

can then select the desired session you want to generate its report then click on the 

‘SORT’ Button. 
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4. A list will be generated with the details of the students with the selected parameters. 

 

To Check for Registered Students 

1. Place your cursor over the ‘View’ link and select ‘View Registered’ from the roll-out 

menu. 

 

  

2. On the opened Selection page, click the arrow-down symbol to select the Session, 

Semester and Course to see the list of Courses that have been registered for. You can 
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then select the desired course by typing the Course Code or scrolling through the list. 

Click on the desired Course Code you want to generate its report then click on the 

Search Button. 

  

3. Wait for the completion of the report being generated. You will see on the list, the 

Student Population (which shows the number of students that registered 

appropriately); the Matriculation Number, Name, Gender and Level of all the students 

that registered for the selected Course Code. This list can be copied to a spreadsheet 

application and used as the Mark-Sheet for result collation for that Course. 

  

4. Click the ‘Home’ link to go back to your homepage on the Result Processing Platform. 
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To Validate a Student’s Course Registration Form 

1. Place your cursor on the ‘View’ link and select ‘Validate Student Course Form’ link 

from the roll-out menu. 

 

 

2. From the page that loads, select the ‘Session’ and ‘Semester’ of the Course Form(s) 

you want to validate, supply the students Matriculation Number in the ‘Enter 

Student’s Matric Number’ space provided and select the ‘Submit’ Button.

 

3. The Course Form for which the selection was made will then be displayed, provided 

the student had registered online for the Semester and Session that was selected. 

PLEASE NOTE: If there are no courses listed on the displayed Course Form it means 

that the student did not register online for the session and semester for which the 

selection was made. Please advise the student to follow the PROCEDURE FOR LATE 

REGISTRATION to get the course form done.   
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Result Processing 

1. Prepare the students’ results for every Course you want to upload in a Spreadsheet 

with the Matriculation Number, Continuous Assessment (CA) and Exam Score for the 

Students that took the Course listed. Ensure that the Matriculation Numbers are 

correct (this can be confirmed from the process for checking Registered Students 

above). 

Please Note: To ensure accurate Reporting: 

i. For Students that have a Total Score less than Nine (9), you will be expected to 

round-up so that their CA and Exam Score will be Ten (10). 

ii. For a Student that was absent with permission from the Examination of the 

Course, CA will be Zero (0) while Exam Score will be 9.9. 

iii. For a Student that was absent without permission from the Examination of the 

Course, CA will be Zero (0) while Exam Score will be 9.7. 

2. Your spreadsheet should not have a Header row (there is no need for it).  

3. Save the Spreadsheet as a Comma Separated Variable (CSV) file with the Filename 

the same as the Course Number e.g. GES1105.csv. 

4. On your homepage; after you have logged in, put your mouse cursor over the ‘Enter 

Results’ link and click on the ‘Enter Undergraduate Results’ link from the roll-out 

menu. 

 

5. You should now be at the ‘RESULT UPLOAD INTERFACE’. 
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6. At the ‘RESULT UPLOAD INTERFACE’, select the Course Code for the result you want 

to upload from the dropdown list. 

 

7. Click on the ‘Browse’ Button. Please Note that you may also need to select the 

appropriate Semester when available and applicable. 

8. Find the your prepared Spreadsheet that matches the Course Code you selected above 

from the opened Dialog Box, select it and click ‘Open’. Click on the ‘Upload’ Button 

and wait till you see a confirmation box stating that your results have been uploaded. 

If the Course Code you selected does not match the filename of the file you want to 

upload, you will get this message:  
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A report will be generated in case there is any duplication of Matriculation Number in 

the file you want to upload stating the duplicated Matriculation Number(s). Also, a 

report will also be generated if there are students in your file that did not register 

online in the session and semester for the Course you uploaded as in the example 

below: 

 

 

Please Note: If you get a ‘Column ‘cunit’ cannot be null’ message, it means that the Course 

Code you want to upload has not been properly assigned to you. Please get to the MIS 

and you will be able to upload once the issue has been resolved. 

 

Please Note also: If you get a ‘Column level cannot be null’ message, then the first matric 

number in the file you want to upload does not exist for the current session for which you 

are uploading results.  
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Also, if you try to upload a result that there are records already available for the Course, 

Semester and Session you want to upload you will get this message as in the figure below, 

it means that the result you are about to upload already exists:  

 

In this case, please click the Go Back link. You can follow the instruction in ‘9’ below to 

verify this. 

9. To check the result you have uploaded: 

i. Click on the ‘Download Score List’ link 

 

ii. Select your program from the ‘Select Program’ drop-down list. 

 

iii. On the page that opens, select the Course Code, Session and Semester from 

the Drop-Down lists then click the ‘Search’ Button. 
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iv. A list would be generated with the details of the course, the Population of 

Uploaded results for the course. Also shown are Names, Matriculation 

Numbers, CA (Test Mark), Exam Mark and Total Mark for each student that 

results were uploaded for with regards to that course.  

 

Please Note: that for students with a suffix ‘x’ attached to the matric number and 

for which no name is displayed, it means that such student(s) did not complete 

their online Course Registration for that Course. Such students will not be able to 

access their results online until they rectify their online registration and make a 

copy of the printed online Course Form available to the MIS. Please advise such 

student(s) to follow the PROCEDURE FOR LATE REGISTRATION to get the course 

form done.   

10. Once result upload is complete, you are expected to process these results. Place your 

mouse cursor over the ‘Admin Processes’ link and click on the ‘Process Result’ link 

from the roll-out menu. 
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11. On the ‘Process Result’ page, select the relevant session and semester from the Drop-

Down lists then click the ‘Process Result’ Button.  

 

Wait till you see a Dialog Box stating that ‘The result has been processed.’, then click 

the ‘OK’ Button.  

 

You will be returned to the ‘Process Result’ page. Click the ‘Home’ link to get back to 

your homepage. 
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Generate Senate Format 

1. Place your mouse cursor over the ‘Admin Processes’ link and click on the ‘Print Senate 

Format of Result’ link from the roll-out menu. 

 

 

2. The ‘Senate Format for Undergraduate Students’ page will be opened. From here, you 

can select the appropriate Program (for Departments with more than one Program of 

Study), Level, Semester and Session; for which the Senate Report is required, then 

click the ‘Compute’ Button. 
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3. The platform will then begin to generate the report. Note that this may take some 

time so wait till all activity has stopped on the browser being used to generate this 

report. 
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Generate Senate Format for Pasting on Notice Board(s) 

1. Place your mouse cursor over the ‘Admin Processes’ link and click on the ‘Print Senate 

Format of Result (Pasting)’ link from the roll-out menu. 
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2. The ‘Student Results for Pasting’ page will be opened. From here, you can select the 

appropriate Program (for Departments with more than one Program of Study), Level, 

Semester and Session; for which the Senate Report is required, then click the 

‘Compute’ Button. 

 

3. The platform will then begin to generate the report. Note that this may take some 

time so wait till all activity has stopped on the browser being used to generate this 

report. 
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Generate Passlist 

1. Place your mouse cursor over the ‘Admin Processes’ link and click on the ‘Print Senate 

Format of Result (Pasting)’ link from the roll-out menu. 

 

  

2. The ‘Pass List of Students’ page will be opened. From here, you can select the 

appropriate Program (for Departments with more than one Program of Study), Level, 

Semester and Session; for which the Senate Report is required, then click the 

‘Compute’ Button. 

 

3. The platform will then begin to generate the report. Note that this may take some 

time so wait till all activity has stopped on the browser being used to generate this 

report. 
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View Student Result 

1. In the event that you want to view a particular student’s result(s), place your mouse 

cursor over the ‘View’ link and click on the ‘View Student Result’ link from the roll-

out menu. 

 

2. From the resulting page, select the ‘Sessions’ and ‘Semesters’ and type the 

Matriculation Number of the student in the entry box and click the ‘Generate Report’ 

Button. 

 

3. The Platform will generate the ‘Student’s Academic Record’ for the selected ‘period 

for that particular student. 

View Student Profile 

1. In the event that you want to view a particular student’s profile, place your mouse 

cursor over the ‘View’ link and click on the ‘View Student Profile’ link from the roll-

out menu. 
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4. From the resulting page, select the ‘Session’ and ‘Semester’ and type the Matriculation 

Number of the student in the entry box and click the ‘Submit’ Button. 

 

2. The Platform will generate the ‘Student Profile:: SIF’ for that particular student.  
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Procedure for Late Registration 

For Late Registration of Courses Online Students should: 

1. Pay ₦10,000 (Ten Thousand Naira Only) for every Semester for which late 

Course Registration Form is needed. Please obtain the Account Details from the 

Bursary Unit of the University. Make photocopies of the front and back of the 

University Receipt(s) 

2. Obtain and fill out Manual Course Registration Form from your 

Department/Faculty. This manual Course Registration Form does not need to 

be signed. 

3. Take the manual Course Registration Form to the Bursary Unit to confirm FULL 

PAYMENT of Tuition Fee(s) for each session for which late registration is sought. 

4. Check that your picture displays on your online Student Profile, if not, make a 

digital copy of your Passport Picture available to the ICT Unit. 

5. Attach each receipt’s photocopy to the relevant Bursary verified manual Course 

Registration Form and submit at the University ICT Unit. 

 

 


