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Participant Help Desk

Decision Announcement
and Counseling

Application Collection
and Counseling

Technical Assessment  and  Processing

Record and Distribution

Application Processing
by Academic and Administrative Departments

Below �gure depicts 
execution of application at PRS

Email: prs@umt.edu.pk
UAN: 042-111 300 200
Help Desk (Ext.) 3749 

Contact Details:



Semester System

July

August

September

Month

October

November

December

January

February

March 

April

May 

June

Semester

Fall 2019
October 14, 2019
February 01, 2020

Semester Break

Spring 2020
February 17, 2020

June 13, 2020

Semester Break

Summer 2020                                          
July 12, 2020
Sep 12, 2020 

Semester Break

Fall 2020 will start from here



Participant’s 
System
Interaction

Course
RegistrationCourse

Add/Drop

E-Mail

Fee Voucher

Attendance

Timetable

Assignments/
Quizzes
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Pre-Registration
of Courses

Step # 1
http://onlineumt.edu.pk

Step # 2
Select Student Portal

Step # 3
Enter User ID & Password

Step # 4
Click on “Request” Tab &

Select “Add” Courses

Step # 5
Select Courses from
Offered Courses List

Step # 6
 Select  Section

from List against
Selected Courses

Step # 7
Click Add Courses"Button"

Rs. 500/- per day late registration �ne will be applicable after given deadline of 
pre-registration schedule. 

If you can not login to your online portal, write an email to 
ois.support@umt.edu.pk
If a course or section is not visible you want to register, contact your 
Program/Department Coordinator, as they are authorized to enable courses into 
your online registration portal.

mailto:ois.support@umt.edu.pk
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Course Evaluation
The �nal grade in each course is assessed through the mid term examination, 
sessional work (presentations, assignments, quizzes, class attendance, 
participation, practical) and �nal examination at the end of each semester. Each 
course will be evaluated on the weightage as under:

Sr. # Category
For Theore�cal 

Subjects (%)
For Prac�cal Subjects

1 Class A�endance
5

Class Par�cipa�on

2 Assignments/Projects 20 30

3 Quizzes 20

4
Mid term 

Examina�on
20

5 End term Examina�on 35 70

Total 100 100



Merit Scholarship

Participant
Participant

to PRS

Duly Filled
Scholarship

Form

Submit
Complete

Application at
PRS

Help Desk

Official Result
Card / FT of
Last Degree 

Represent application and requirements
Represent application submission / process



Bona�de Letter
Participant 

to Accounts
DepartmentParticipant

After Degree
Completion

During
Studies

Copy of
FT/Clearance

Form

Copy of
Matric Result

Card

Participant 
to PRS

Get Voucher 
for Letter Fee

Submit at
PRS 

Help Desk

Application
Urgent: Rs 500/ 

Processing Time: 
3-4 Working Hours

Normal: Rs 100/ 
Processing Time: 

1 day

Represent application and requirements
Represent application submission / process



New ID Issuance Same Program

Participant

Participant
to

IPC and LRC

Application
Form Approved

by Desired
Program Dean

Participant to
Accounts

Department

Get Clearance
from

IPC and LRC

Get Clearance
and  Voucher

for New ID
Issuance Fee

Participant
to PRS

Submit
Complete

Application
at PRS

Help Desk

Attested
Copies of
Previous

credentials

CNIC Copy
of Participant

and Father
Duly Filled
Clearance

Form

Paid Voucher
of New ID

Issuance Fee

Participant’s
Passport

Size
Pictures (2)

Represent application and requirements
Represent application submission / process



Participant

Duly Filled
Form to

be Veri�ed

Student Veri�cation Form

Participant
to PRS

Documents
Required

Submit Complete
Application at
PRS Help Desk

Represent application and requirements
Represent application submission / process



Participant

Duly Filled
Add/Drop

Form

Section Change / Clash

Participant
to PRS

Approval
from

Advisor 

Submit Complete
Application at
PRS Help Desk

Represent application and requirements
Represent application submission / process



Semester Hold

Participant

Semester
Hold Form

with Plausible
Reason

Participant
to PRS

Submit Complete
Application at
PRS Help Desk

Stamp Paper
as

Undertaking

Relevant
Documented

Evidence

Approval
from

Admission
Head

CNIC Copy
of Participant

and Father

Represent application submission / process
Represent application and requirements



Course Withdrawal

Participant

Duly Filled
Course

Withdrawal
Form

Participant
to Examination

Department

Approval
from

Advisor,
Teacher
and CoD

Approved 
from
OCE

Participant
to PRS

Submit Complete
Application at
PRS Help Desk

Represent application and requirements
Represent application submission / process



Participant

Participant to
Accounts

Department

Duplicate SID Card

Duly Filled
Duplicate

ID Card

Approval
from Advisor

in Case of
Time

Extension

Voucher
for Rs 500/ as

Duplicate Card 

Participant
to PRS   

Submit Complete
Application at
PRS Help Desk

Participant will
Receive Card
at Same Time

from PRS

Represent application submission / process
Represent application and requirements



Semester Freeze

Participant
Participant to
IPC and LRC

Semester
Freeze

Form with
Plausible
Reason

Get
Clearance

from
IPC and LRC

Participant to
PRS

Get Clearance
and  Voucher
for Semester

Freeze Fee
(if applicable)

Participant to
Accounts

Department

Submit
Complete

Application
at PRS

Help Desk

Approval
from

Concerned
Dean

Duly Filled
Clearance

Form
CNIC Copy of

Participant
and Father

Paid Voucher
of Semester
Freeze Fee

(if applicable)

No Fee till
Add/Drop Week

Rs 5000/ Fee
after Add/Drop

till Mid Term

Represent application submission / process
Represent application and requirements



Program Change Process

Participant

Participant
to

IPC and LRC

Program Change
Form Approved

by Desired
Program Dean

Participant to
Accounts

Department

Get Clearance
from

IPC and LRC

Get Clearance
and  Voucher
for program 
change Fee

Participant
to PRS

Submit
Complete

Application
at PRS

Help Desk

Attested
Copies of
Previous

credentials

CNIC Copy
of Participant

and Father
Duly Filled
Clearance

Form

Paid Voucher
of program 
change Fee

Participant’s
Passport

Size
Pictures (2)

Represent application and requirements
Represent application submission / process



Fee Installment/Extension

Participant

Participant
to Accounts
Department

An Application
with Plausible

Reason
Attach

Relevant
Documented

Evidence

Get Account
Status on

Application

Participant
to PRS

Submit Complete
Application at
PRS Help Desk

Represent application and requirements
Represent application submission / process
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Maintain your CGPA as per UMT policy to retain your

Wear UMT student card in UMT premises

scholarship

Check Student ID email regularly

official due date of quarter

80% attendance is compulsory to appear in final exam

semester

Make sure to pay your quarterly fee in time to avoid fine

submitted at PRS help desk at least 5 days before 

Visit PRS help desk for any query
Keep this booklet with you for guidance

Do's

Application for fee installment / extension must be

Minimum above 1.75 CGPA required to promote in next

Do not ignore any email at student ID email

Do not miss classes

Do not ignore the CGPA policy

Admission may be dismissible at and below 1.75 CGPA in 
two consecutive semesters  

Don'ts

Failure to make any payment on or before the due date 
results in a late fee of PKR 3000 plus PKR 100 per day after 
due date

Do not assume any policy by yourself

Do not delay your tuition payments

Rs. 2000/- Disciplinary fine may be applicable at entrance in 
campus without student Card

Do not misplace this booklet









Contact Us
Office of Participants' Relationship Management (OPRM)
Address: Level 1, Admin Block
UAN: 042-111 300 200 
Email: oprm@umt.edu.pk
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