
User Guide: BPS Data Analysis Booking System 

Introduction 

This guide provides clear, step-by-step instructions for students on how to use the BPS Data 

Analysis Booking System. The system enables you to book, cancel, or reschedule appointments 

with the University Data analyst. All confirmations, reminders, and updates are sent via your 

official university email address. 

Important Notes: 

●​ You should have an approved proposal from BPS. 

●​ BPS has created accounts in the Data Analysis system for all students with an approved 

proposal. You must have an active postgraduate university student email account at 

UoEm in order to access the system.  

●​ Appointments can be either in-person or online. 

●​ Always check your university email regularly for notifications. 

1. Logging into the System 

1.​ Visit the University of Embu website or open https://embuni.ac.ke/ 

a.​  Scroll to the bottom of the page. 

b.​ Under Important Links, click UoEm Applications. 

c.​ Search for BPS Data Analysis Booking System. 

d.​ If you’re not able to open step (b) and (c) above, you can use the following direct 

link:  BPS Data Analysis Booking System 
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https://embuni.ac.ke/
https://apps.embuni.ac.ke/jproposal/web/
https://apps.embuni.ac.ke/uoem_appointment_system/public/


2.​ On the login page, enter your University Student Email and Password. 

3.​ Click Login to Book.

 

 

4.​ Login with Google, which is the preferred option. 

5.​ On the pop-up that shows up, choose your student email that you want to use to access 

the Dashboard. If the email does not show on the pop-up list, click on “Use another 

account” at the bottom of the available list. Then sign in to your Student Email Account. 
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Troubleshooting Login Issues: 

●​ Forgot your password? Click Forgot Password and follow the instructions. 

●​ Account locked? Contact the BPS Administrator using the email 

You will be redirected to the dashboard after successful login. 
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2. Booking an Appointment 

1.​ From the dashboard, click Book Appointment or go to the “New Booking” section.

 

2.​ Select University Analyst – BPS Department. 

3.​ Choose the Appointment Type (e.g., Academic Advising, Personal Consultation, Career 

Guidance, etc.). 

4.​ Select a preferred Date from the calendar. 

5.​ Choose an available Time slot. 

6.​ Select the Appointment Type of the appointment: In-Person or Online. 

7.​ (Optional) Enter any additional notes or reason for the appointment in the description 

box. 
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8.​ Review the details and click Book Appointment. 

 

You will receive a confirmation email immediately the analyst confirms your appointment. 
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3. Viewing Your Appointments 

1.​ From the dashboard, click My Appointments. 

 

2.​ You will see a list of all your upcoming and past appointments with details such as date, 

time, mode (in-person/online), and status. 

3.​ Click on any appointment eye icon to view full details.
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4. Cancelling an Appointment 

1.​ Go to My Appointments. 

2.​ Locate the appointment you wish to cancel. 

3.​ Click Cancel next to the appointment. 

4.​ Provide a reason for cancellation (recommended). 

5.​ Confirm the cancellation.
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You will receive a cancellation confirmation email. 

Note: Please cancel appointments at least 24 hours in advance whenever possible. 
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5. Rescheduling an Appointment 

1.​ Go to My Appointments. 

2.​ Locate the relevant appointment and click Reschedule on the appointment form. 
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3.​ Select a new Date and an available Time slot. 

 

4.​ Review the changes and click Confirm Reschedule. 

You will receive an updated confirmation email. The previous time slot will be released for other 

students. 
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6. Email Notifications 

The system automatically sends all communications to your official university email address. You 

will receive: 

●​ Booking Confirmation – Immediately after analyst confirms your booking (includes 

meeting link if the appointment is Online) 

●​ Reminder – 24 hours before the appointment 

●​ Cancellation Confirmation – After you cancel 

●​ Reschedule Confirmation – After changing the appointment 

●​ Analyst/Department Updates – Any changes made by the analyst or department 

Recommendation: Add the BPS system email address to your safe senders list to avoid 

notifications going to spam/junk folders. 

7. Preparing for Your Appointment 

1.​ Check your confirmation email for the appointment details. 

2.​ If the appointment is Online, click the meeting link provided in the confirmation email 

(usually a Zoom or Microsoft Teams link). 

3.​ If the appointment is In-Person, note the exact location and arrive 5–10 minutes early. 

4.​ Prepare any relevant documents, questions, or materials needed for the discussion. 

5.​ Ensure you have a stable internet connection and a quiet environment if attending online. 

8. No-Show Policy 

●​ Missing an appointment without prior cancellation may result in a no-show record. 

●​ Always cancel or reschedule in advance if you cannot attend. 
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9. Support and Contact 

For technical issues and/or appointment-related queries, contact the BPS Administrator at 

dps.dataanalyst@embuni.ac.ke  
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