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DISCLAIMER:
Apart from the contact support lines and/or e-mail address given at the end of this document,
all other information contained in this document pertaining to names, photographs, phone numbers,
e-mail addresses, or qualifications of individuals is fictitious and meant for illustration only.
Any resemblance to any person living or dead is purely coincidental.
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INTRODUCTION
All application forms into the various programmes of the University are now purchased, filled,
submitted and processed online. Such programmes include PG programmes, Inter-University
Transfers, IJMB programmes, Pre-Degree programmes, Certificate programmes, etc run by the
University.
This document contains official instructions and useful guidelines complete with sample
screenshots to guide all candidates wishing to fill and submit AUK's application forms online.
Applicants as well as cyber cafe operators are strongly advised to carefully go through this
document and follow the instructions in order to ensure an error-free completion and
submission of their application forms online.
We eagerly look forward to having you join us to study at the Al-Qalam University Katsina.

Best wishes from
The Admissions Office
30th August, 2016
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What is the AUK eForms Portal?

Al-Qalam University Katsina offers various higher degree programmes at pre-degree,
certificate, undergraduate and postgraduate levels. The eForms portal provides a convenient
platform for anyone wishing to study at the University to purchase the application form, fill the
form and submit the completed form online.
2

Accessing the AUK eForms Portal

2.1

What devices can access the eforms portal?

The AUK eForms Portal is a web-based application that runs on the World-Wide Web.
Therefore, any standard desktop or laptop computer connected to the Internet can access the
AUK eForms portal. Some portable Internet-enabled devices, such as smart phones, ipads and
blackberries, can also be used to access the portal. Whatever the class or type of device used,
you should ensure that the device meets the following requirements:
 Any of the following modern web browsers is required:
- Microsoft Internet Explorer (at least version 9)
- Mozilla Firefox 4 and higher
- Opera 10 and higher
- Google Chrome
 Microsoft Office 2007 or higher, to export or open Excel spreadsheets generated by the
portal.
 Adobe Acrobat Reader 5 or higher versions to open and print PDF documents found in
the portal.

Fig. 1.0: The landing page
of AUK eForms Portal.
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What is the portal access URL (address)?

The AUK eForms portal can be accessed by connecting to the Internet and going to
forms.auk.edu.ng. Please do not add any "www" when typing the URL in the browser's address
bar.
3

Starting the application process

Before filling and submitting the online application forms, applicants must first create an
account on the portal. Clicking the Sign Up link or box on the landing page (see Fig. 1.0) gets
you started. The sign up or account creation page requires you to provide details of your basic
identity, your preferred log-in credentials as well as means of communication as shown in Fig.
3.1.

Fig. 3.1: Click on the SIGN UP link if you are
using the portal for the first time. The
account creation page requires all data item
to be typed correctly.

Once the account is successfully created, the applicant’s personal dashboard is loaded,
containing several links that enable the applicant to update various aspects of his/her data and
thus build his/her profile. Fig. 3.2 shows the personal dashboard of a hypothetical applicant
named “BABANGIDA Jibril Yandoma” who has just signed up. We shall be using this applicant
as a model to explain how the rest of the portal works.
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Fig. 3.2: The personal dashboard of an applicant who has just successfully
signed up for the first time.

Important Note: Signing up or creating an account is done only once. When an applicant
subsequently comes back to the portal, s/he only needs to log in with his/her login ID and
password to continue from wherever s/he might have stopped previously.
Important Warning: All information supplied at this step (and at all other steps) must be for
the applicant. Most applicants rely on commercial cyber café outlets to fill their application
forms. This is perfectly okay and acceptable, so long as correct data is filled in for the
applicant. A lot of problems arise however, when applicants just drop their money and data
with the café operators and go away, hoping that the café operators will fill in the data
correctly. But our statistics have shown that majority of applicants who just drop their data
with somebody to fill for them often end up having wrong or incomplete data filled for them,
thereby instantly disqualifying them from being considered for admission.
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Applicants are strongly advised to always, always stay with whoever is filling their data for
them and ensure that their data is filled correctly and completely. Neither the University nor
the Portal Development Team shall be held liable for failure of any applicant to submit
correct and complete data.

We emphasize once more that:
1. The email supplied must be that of the applicant, not that of the person helping the
applicant to fill the form. The portal will always use that email to automatically
communicate with the applicant as the admission is being processed. Applicants who
do not have working emails are advised to reactivate their email accounts or open a
new one before coming to create an account on the portal.
2. The GSM phone numbers supplied must be those of the applicant, not those of the
person helping the applicant to fill the form. The portal will always use those GSM
phone numbers to send automatic SMS alerts to the applicant right from after the
account is created to when payment is made at the bank to when the applicant is
offered admission and so on. Supplying someone else’s phone numbers means
messages meant for the applicant will always be sent to someone else!
Please be guided accordingly.

4
Applying to purchase a form
After successful creation of an account, the candidate can subsequently log in at any time to
purchase any application form that is being advertised. The portal is designed to allow an
applicant to apply for an unlimited number of forms using just one account. The applicants’
dashboard provides a “MY FORMS” link which enables all applicants to track all forms they
have ever bought and also apply for more.
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Fig. 4.1: The “MY FORMS” link allows
applicants to see all their forms in one
place as well as purchase more. This
applicant who has just signed up does not
have any forms yet. To start applying, he
can click the “CHECK FORMS ON SALE”
button.

To apply for any application form on sale, click the “Forms on Sale” link at the topmost menu
bar or click the “CHECK FORMS ON SALE” button on the MyForms dashboard. This will display
a list of all forms currently advertised, and you may click on the “APPLY” link. If you have
already applied for any of the forms, you will see a “FOLLOW UP” link instead of “APPLY”

Fig. 4.2: To apply for any programme, click the
“[apply]” link which takes you to the summary
page shown in Fig. 3.5.
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Fig. 3.5: This page gives a summary of the
application. To proceed, click the “APPLY”
button.

Fig. 4.3: A unique
transaction ID is
automatically generated for
the application.
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Making payment for the form

Applicants can pay for their forms using bank debit cards (a.k.a. ATM Cards). By clicking on the
“Pay via Interswitch” button, applicants are taken to the Interswitch payment platform where
if the transaction succeeds, the appropriate amount will be deducted from their debit card and
credited into the University’s account and the applicant is taken back to the payment
confirmation page (Figs. 5.1 – 5.3). If the payment fails for whatever reason however, the
payment error page is displayed with the necessary information to guide the applicant on what
to do next.

Fig. 5.1: Supply applicant's debit card
details as required and click Pay.

Fig. 5.2: Successful payment confirmation response.

Fig. 5.3: Unsuccessful payment will return transaction failure
response.
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Updating applicants’ other details

At sign up, a minimal amount of the prospective applicants’ data is collected (names,
communication ids and access credentials). There are some other very important pieces of
data which must be provided by applicants before their forms can be submitted. Such other
details include their biodata, contact details, O-Level and A-Level qualifications, as well as their
passport photographs. Each of the details can be updated by clicking on the corresponding link
on the applicant’s page when they log in.
6.1

Filling details of applicant's basic biodata

The biodata update page enables the
applicant to provide such basic information
as gender, date of birth, place of birth,
nationality and so on. Fig. 6.1 illustrates the
entries for our sample applicant.

Fig. 6.1: Supply applicant's biodata
information as required and click
‘UPDATE BIODATA’ button.

6.2

Filling applicant's contact details

This page allows applicants to supply
information about their phone numbers,
email address, current contact address and
well as permanent home address. Fig. 6.2
illustrates the contact details update for our
sample applicant.

Fig. 6.2: Supply applicant's basic biodata
information as required and click
‘UPDATE’ button.
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Filling applicant's next-of-kin details

This page allows applicants to supply
information about their phone numbers,
email address, current contact address and
well as permanent home address. Fig. 6.3
illustrates the contact details update for our
sample applicant.

Fig. 6.3: Supply applicant's next-of-kin
information as required and click
‘Update NoK’ button.

Fig. 6.4: The applicant's qualifications update page.
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Filling details of applicant's O-Levels qualifications

This is where applicants should enter their O-Level
results. A maximum of two sittings are allowed.
Fig. 6.7 illustrates the O-level entries for our
sample applicant (he has only one sitting in this
case).

Fig. 6.7: Supply applicant's O-Level details as required and click
‘SAVE’.

6.5

Filling details of applicant's A-Levels qualifications

The A-Levels tab enables applicants to enter details of all qualifications they have obtained
after secondary school O-Levels. These include IJMB, NCE, ND, HND, first degree and all other
academic qualifications obtained before the current one they wish to apply for. Details of ALevel qualifications can be added one at a time. Fig. 6.8 illustrates the A-Level entries for our
sample applicant (he has two a-level qualifications in this case).

Fig. 6.8: Enter details of applicant's a-levels one
at a time as required and click ‘Save’ button
each time you add one.
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Uploading applicant's passport-size photo

All applicants should upload their recent passport-size photographs. The photo should not be
more than three (3) months old and should be sharp and clear, measuring approximately 185
pixels by 220 pixels. The photo should be in JPEG format and should not exceed 100KB in size.
Fig. 6.10a – 6.10d illustrate the process
for attaching an applicant’s photo:

Fig. 6.10a: The photo upload page on first open. To
start, click the ‘Browse…’ or ‘Choose File’ button.

Fig. 6.10b: Select the picture to upload and click the ‘Open’
button.

Fig. 6.10c: The file name of the selected picture
appears by the Browse... button and you can click
‘SAVE’ button to finish the picture upload.
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Fig. 6.10d: The uploaded picture now appears on the
applicant’s dashboard and on all forms purchased by the
applicant.

6.7

Reviewing applicant's form, making a declaration and submitting finally

With all relevant data supplied, applicant can go back
to their form and click on the “print” link against the
form to see how the data are automatically attached
to their application forms (Fig. 6.11). The portal
automatically checks to ensure that the following
criteria are met before the form can be submitted:
(i)
Payment for the form has been confirmed.
(ii)
Applicant’s biodata information is complete.
(iii) Applicant’s contact details are supplied.
(iv) Applicant’s o-level qualifications are supplied.
(v)
Applicant’s next-of-kin information is supplied.

Fig. 6.11: You can see details of any form by
clicking the ‘ViewForm’ link.

If any of the above is not supplied completely, the applicant will not be able to submit their
form. For any section that is not complete or that needs to updated, you can click on the
[update] link in that section.
Upon paying for the form and filling all required data, the applicant can now check the
declaration box and click the ‘Submit Finally’ button (Fig. 6.13). After a few seconds, the
applicant will receive an email confirmation message and the completed form will be displayed
in a printable version which the applicant is encouraged to print and keep for their own
records. There is no need to submit hard copies of the form to the University, as authorized
officials of the University can log in and see all forms, both completed and uncompleted.
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Fig. 6.12: Forms can be submitted only when
payment is confirmed and all required
information provided.
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Fig. 6.13: After filling all required data, applicants can check
the declaration box and submit their form finally.

Fig. 6.14: The complete form shortly after submission.

7

Monitoring application status after submission

After submitting the form finally, applicants can always log in to the portal at any time to check
their admission status. Applicants will see a stamp indicating “Admitted” or “Rejected” as the
case may be.
8

Contacting the University for enquiries concerning your application

All questions, requests, complaints or suggestions concerning the AUK eForms Portal should be
directed to the following e-mail address: ict@auk.edu.ng

*** END OF AL-QALAM UNIVERSITY KATSINA eFORMS MANUAL ***
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