
Welcome to AIMS simple step by step 

guide for Account activation and Fees 

payment through generation of a 

payment number. 

Aims in full: Academic Information Management System 

 

Below is a step by step guide on the key processes of Account 

Activation, Enrolment and Generation of Payment Reference 

Number. 

For any Queries and information, Reach out to us through the portal 

service desk. You can also come to our help desk at Pharmacy L3 

(former Cemas Helpdesk)  

You can also whatsapp  0775245318  Izaara Martin 

                                      or 0705909760  Tusahabe Ronald 

 

 



Account Activation 

1. Open your browser your browser such as chrome, Firefox, 

edge, internet explorer or your Phone browser. 

 

 

2. Go to the address bar and type the URL student.must.ac.ug  

and press enter 

 

 

 

 

 

 

 

file:///C:/Users/user/Desktop/student.must.ac.ug


 

3. This will take you to the log inn page of the portal 

 

For first time users, Enter your registration number. The same 

registration number will act as a onetime password to enable you 

access your account. Type it in both text boxes exactly e same 

 



Click on login 

4. This will take you to another text box that asks you to confirm 

that the details you have entered are yours showing the 

program you are doing and your reg number plus the gender 

e.g. the screen shot bellow. 

 

If the details are correct, click yes. 

 

5. This will take you the page where you can set your password  

 



Fill in the details correctly. 

6. A confirmation text will appear showing you your student 

number and Phone number which you can use on the next  

 

Click ok 

7. This will take you to the log inn page ounce again. Use your reg 

number, student number or your phone number and the 

Password you just set and click login 

 

 

 



 

8. This will take you to the portal Homepage that looks like this. 

 

     

 

  You will have successfully logged inn 

 

 

 

 

 

 

 

 



Enrollment 

9. Click on Enroll now  

 

10. This will bring you to a page where define whether you 

are a new or continuing student, select your year of study and 

the semester. Select by clicking the area as indicated by the red 

arrow in the diagram bellow as illustrated in the diagram 

bellow with a red arrow. 



 

Note. if you are in first year and this is your first semester, select 

New student {my first year} current year of study is year 1, 

semester 1 if enrolling for first semester. 

 

           

  If you are a continuing student, select continuing student, your 

year of study and semester for example second year, semester 1 



 

Click on enrol 

 

 

You will have successfully Enrolled 

 

 

 

 



Fees Payment 

If you want to Pay fees in the bank, You need to generate a 

Payment ref Number. In order to do that, follow the steps bellow: 

 

11. Click on my finances, my invoices 

 

 

 

 

 

 

 



This will bring an invoice of how much you are to pay that 

semester 

 

12. Tick the invoice as illustrated in the diagram bellow in a 

red circle 

 
 

 

 

 

 

 

 



13. Click on Pay Invoice. 

 

 

This will open a window where you can specify how much you 

intend to pay in the bank in the text box in front of amount to pay 

such as 500000 as illustrated in the diagram bellow. 

Click add  

 

 



14. This will show the invoice number indicating what you 

attend to pay in the top right corner of the screen as 

highlighted in yellow. 

 

15. Click on continue in the bottom left corner as shown in a 

red circle in the diagram bellow 

 

This will bring a pop up prompting you to generate a ref number. 

Click on get Ref 

 

 



Finaly a payment number is generated indicating the amount you intend to pay. Write down the 

Payment reference number abd you will present it at the counter in the bank.The payment 

number will appear on a payslip that you can even print out if you want. In the diagram bellow, 

the payment reference number is indicated in yellow. 

 

 

Feel free to contact any of the numbers bellow for any queries 

Izaara Martin…….0775245318 

          0700179815 

 

Tushabe Ronald….0705909760 


