
SSO USER MANUAL version 1.0 

1.0 Introduction 

1.1 Purpose 
This manual provides guidance on how to use the EASTC Single Sign On System (SSO), a web-

based application comprising various modules such as Student Information System (SIS), NHIF, 

Electronic Task Management System, Loan beneficiaries, Online Application System etc. 

1.2 Scope 
The system is accessible to students, and staff, providing tools to support academic and 

administrative functions. 

1.3 Intended Audience 
● Rectors 

● Lectures 

● Finance Staff 

● Examination office Staff 

● Admission Office Staff 

● Other administrative Staff 

1.4 System Requirements 
 

Requirement Specification 

Browser Google Chrome, Firefox, Safari (latest 

versions) 

Internet Connection Stable connection required 

Device Desktop, Laptop, Tablet (Mobile responsive) 

 

 

 

 

 

 



2.0 Getting Started 

This user manual comprises two section, student section and staff section. 
 

2.1 Staff Section 

1. Open your web browser. 

2. Visit the login page: https://sso.eastc.ac.tz/site/login   

3. Enter your username (staff email) and password. 

4. Click 'Login'. 

 

2.1.1 Rector, Deputy Rector Academic Research and Consultancy 

(DR-ARC), Deputy Rector Planning Finance and 

Administration (DR-PFA) and Manager Student Support 

Services (MASS) 

After login into the SSO the following main dashboard will be displayed: 

https://sso.eastc.ac.tz/site/login


 

a. By clicking Student Information System card the following dashboard will be displayed, 

also to be view various reports concerning students’ information. 

 

 

b. By clicking Total Application for Admission the following dashboard will be displayed 

also to be view various reports concerning students’ admission. 



 
c. By clicking Students residing in Hostel card the following dashboard will be displayed 

also to be view various reports student accommodation. 

 

2.1.2 Examination Officer 

After logged in Examination Officer will see  Student Information System card and by clicking it 

the following dashboard will be displayed also to be view various tasks and  reports concerning 

examination matters as shown below. 



 

 

2.1.3 Admission Officer 

After logged in Admission Officer will see  Student Information System and Total Application 

for Admission(OLAP)  cards.  

By clicking Total Application for Admission(OLAP)  card the following dashboard will be 

displayed:- 

 

By clicking Student Information System  card the following dashboard will be displayed:- 



 

2.1.4 Lecturers 

After logged in Lecturer will see Student Information System card and by clicking it the 

following dashboard will be displayed and will be able to perform various task especially 

coursework and examination results upload. 

 

 

The uploading task will involve the form for selecting module as below: 

 

 



After selecting the module and clicking OK the following form will be displayed:- 

 

Lecturer will be able to download the template and fill the marks for specific examination type if 

is assignments or tests. After that will choose the examination type and drag and drop or 

browsing the file and clicking the Upload button. 

3.0 Troubleshooting  

 

Issue Solution 

Forgot password Click “Forgot Password” on login page. 

Page not loading Refresh or check internet connection. 

 

4.0 Support 

• Email: support@eastc.ac.tz 

• Office Hours: Mon–Fri, 8 AM to 5 PM 
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