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USER GUIDE FOR THE JAMB 

INTERACTIVE BROCHURE AND 

SYLLABUS SYSTEM (IBASS) 

The purpose of this document is to provide a guide for the usage of the 

Jamb Interactive Brochure and Syllabus System. 

This user guide is in two (2) main sections, which are: 

1. Institution Admin 

2. Institution Reviewer 

 

Institution Admin 

The Institution Admin can perform the following actions: 

1. View the total number of published requests. 

2. View total number of requests made. 

3. View total number of pending request. 

4. Setup institution reviewers. 

5. Change password and logo. 

6. View Brochure. 

7. Make request to change brochure. 

It consist of three (3) sub-sections 

1. Requests 

2. Account 

3. eBrochure/eSyllabus 
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HOME PAGE AND LOGIN PARAMETERS 

The Institution Admin will be required to log on to the portal to perform 

different actions as mentioned above.  

Action: Log on to the Portal  

To log on to the portal, take the following steps: 

a. Open a web browser on a computer with Internet access and type 

the following address/url: http://ibass.jamb.gov.ng/  

 

b. When the website load successfully, the home page displays as 

shown below, click login. 

 

http://ibass.jamb.gov.ng/
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c. The login form will display as shown below. 

 

d. Enter your username and password, click on the Sign In button to 

logon to your page. 

 

Once logged on to the portal, the institution admin page is visible and the 

user will be required to change his password before he can proceed. Click 

ok to change password. 

 

 

 

 



6 | P a g e  

 

CHANGE PASSWORD 

 

Action: Create new password 

From the image above, to change password, take the following steps: 

a. Enter email address.  

b. Enter old password. 

c. Enter new password. 

d. Confirm new password. 

e. Click to upload logo 

f. Enter your one time verification code. 

g. Click change password to complete the process. 

A successful message notification will display as shown below, click ok to 

proceed. 
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When the user changes his password successfully, the institution admin 

dashboard will display as shown below. 

 

REQUESTS  

REQUESTS PUBLISHED 

Action: View Published Requests  

In the admin page: 

a. The user will click on requests published to view his approved 

requests. The user can also see the total number of published requests 

made. 

 

b. The published requests page will display, which will include table 

name, published date and status of the request. The user can also 
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search for whatever report he want to view. 

 

MY REQUESTS 

Action: View Total Number of Requests Made 

It displays the total number requests made by the user.  

  

MY PENDING REQUESTS 

Action: View Total Number of Pending Requests   

This page displays the total number of requests made by the institution 

reviewer, which an admin is yet to approve. For an institution admin user 

to view pending request: 

a. The user will click on my pending requests.  

 
b. In My Pending Request page; 

a.  The user can view the total number of request for change. 

b.  They can see details of their requests in a table. 

c. They can search for any request they want in the search box. 
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d. The institution admin can also approve or reject a particular 

request. 

 

 

 

 
c. If the admin rejects the request a message will be displayed as 

follows; 

 
d. The user will enter remarks in the space provided, if they click Yes, 

clicking No will end the process. 
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e. When the user clicks reject, a successful or unsuccessful message 

will display. 

 

 

 

ACCOUNT 

SETUP REVIEWERS 

Action: To create new reviewer 

The institution admin can create institution reviewers. To create institution 

reviewers, the institution admin will:  

a. Click Setup Reviewers, a form will display. 

  
b. To create institution reviewers, the institution admin will complete 

the form displayed below with the following details: 

i. Full name. 

ii. Enter valid email address. 

iii. Enter phone number. 

iv. Select faculties to assign to this reviewer. 

v. Select Account type. 

vi. Enter new password. 

vii. Confirm password. 

viii. Enter OTP Verification Code. 

ix. Click save to complete the process. 
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c. A successful message will display when setup is successful. 

 

 
d. Click ok to complete process 

 

CHANGE PASSWORD 

Action: Create new password    

 

Tackled above. 

 

EBROCHURE/ESYLLABUS 

VIEW BROCHURE 

Action: View or display brochure    

a. Click view brochure  
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b. Complete the form displayed with the following details: 

i. Select Category e.g. degree awarding institution 

ii. Select Institution e.g. Ambrose Ali University 

iii. Select Faculty e.g. Agriculture 

iv. Select Course e.g. soil science 

 
c. Brochure will display in detail as shown below. 

 
 

BROCHURE CHANGE REQUESTS 

Action: View and approve request for the change of brochure requirement 

To view and approve brochure change request: 

a. Click on brochure change request 
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In the brochure change request, the user can do the following: 

¶ Search for a particular information in the table. 

¶ View table details. 

¶ View the total number of request made. 

¶ Edit table detail. 

¶ Delete table detail. 

¶ Approve brochure change request. 

¶ Reject brochure change request. 

 

b. The table below will display, click View Request. 
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c. Details of the existing brochure requirement will display first.

 
d. Details of the brochure requirement change will display. 

 
e. Enter your OTP Verification Code. 

f. The institution admin can accept or reject requirements change 

request. 

g. Click on accept changes, a pop up will display with the below. 
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h. Click yes, a successful message will display as shown below. 

i. Click ok to complete process. 

 
 

j. To view, edit and delete click the settings button. 

 
 

 

INSTITUTION REVIEWER 

The institution reviewer page consist of three (3) main sub-sections, which 

are:  

¶ Requests 

¶ Account 

¶ eBrochure/eSyllabus 

On the dashboard, the institution reviewer can see: 

¶ The total number of request he made. 
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¶ The total number of approved requests. 

¶ The total number of rejected requests. 

¶ The total number of published requests. 

The institution reviewer dashboard is as shown below. 

 

REQUESTS  

REQUESTS PUBLISHED 

Action: View published request 

This allows the user to view the total number of published requests with 

detail displayed in a table. The user can also search within the table, to 

view published request: 

a. Click on Request(s) Published 

 
 

b. A table will display for the user to view the information they need as 

shown below. 
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MAKE REQUESTS 

Action: Request for a change in brochure requirement  

For institution reviewer to make changes to brochure requirements, the 

following steps should be followed: 

a. Click make request, as seen below. 

 

 
b. A form will display, complete the form with the following details: 

 

i. Select the type of request e.g. Add, Update, Delete. 

ii. Select request category e.g. faculty or program. 

iii. Select Faculty. 

iv. Enter remark if necessary. 

v. Enter OTP Verification Code. 

vi. Click Send Request to complete process or Cancel to end 

process. 
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MY REQUESTS 

Action: View the total number of requests made by the user  

 

  

MY PENDING REQUESTS 

Action: View the total number of requests not approved  
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The user can view the total number of request yet to be approved, the 

user can also send reminder to the admin so they can act on the request. 

To view pending request: 

a. Click my pending requests 

 

 
b. A table will display with detail of requests, click send reminder to 

remind the admin. 

 
 

c. If the user click Send Reminder for approval, the popup below will 

display, enter message. 

d. Click send to complete process or close to end process. 
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e. A successful message pop up will be displayed 

 
 

 

ACCOUNTS 

CHANGE PASSWORD 

Action: Create new password 

All ready tackled 

 

EBROCHURE/ESYLLABUS 

MY BROCHURE 

Action: Make request for change in brochure requirements 

This module allows the institution admin to make request for changes in 

brochure requirements, to make request for change: 

a. Click my brochure. 
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b. A form will display in it, do the following: 

i. Select Faculty e.g. administration 

ii. Select Course e.g. banking and finance 

 
c. Brochure with details will display, scroll down to click request to 

make changes or click cancel to end process. 

e. When the user clicks on request, the popup below display, click ok then 

the form becomes editable. 
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d. Make your changes; enter your OTP Verification Code. 

e. Click Request to complete request or click Cancel to end process. 

 
f. Click Ok to complete process. 

 

BROCHURE ELIGIBILITY 

Action: Make request for change in brochure eligibility  

To make changes in brochure eligibility, do the following: 
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a. Click brochure eligibility 

 

 
b. A form will display, in the form do the following: 

i. Select Faculty e.g. administration 

ii. Select Course e.g. banking and finance  

 
c. For direct entry requirements, existing requirement will display, 

complete the New Direct Entry Requirement. 

d. For UTME Entry Requirements, existing requirement will display, 

complete the New UTME Entry Requirement 
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e. For UTME Subject, existing subjects will display, complete the New 

UTME Subjects form.

 
f. Enter OTP Verification Code 

g. Click Set Eligibility to complete process or click cancel to end 

process. 

VIEW BROCHURE 

Action: View or display brochure 

 

Already tackled.  

 

 

 

 

 

 


