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1.0 E-Registration Home Page
To access the E-Registration system follow the following procedure:-
e Have access to a computer with internet access.
e Openainternet browser e.g Internet Explorer,Mozilla Firefox e.t.c
e Type in the following URL link in the address bar of the browser
http://reqistration.knec.ac.ke/online-tech/ as shown below.
e Then press Enter to open the E-Registration process.

%) KENYA NATIONAL EXAMINATIONS COUNCIL - Mozilla Firefox

File Edit | VMiew History Bookmarks Tools Help

@ i\ C /2% [ http://registration.knec.ac.ke/online-tech/ ] o

2 Most Visited @ Getting Started Latest Headlines &! Yahoo!

The Kenya National Examinations Council

[ Institutional-Online-Registration ] Private-Online-Registration

Cnline Registration Bulletins:

Registration Bulletins are free publications/Circulars that contain

# lpdated Examinaticns programmes policies

#* Geners|l Examinations Circulars

= Examinations offered Kenya Mational Examinations Council
= Examinations Time Tables

= Registration information, Steps and Deadlines

* Fees and Payment policies

= identification {ID) requirements

# List of approved examinations Centre

Diownload a Registration Bulletin or Circular:

Registration Bulletins can be downloaded free of charge. To view or print these POF publications/Circulars, you will need the |atest version of Adobe
Aoobet®Adobe Acrobat® Reader installed on your computer. Simply dick the title below that you want.

T T TR S
eRegistration Manusl 27-01-2011 Manual Diownload

Figure 1

This page provides basic information about the registration process and also offers several
documents for download such as a registration user manual, registration bulletin and circulars.
After reading through this page, click on the Institutional-Online-Registration tab highlighted in
figure 1 above to continue.
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2.0 Online — Registration Page

2-Registration Home Private-Online-Registration

Online Registration:

Online registration is availsble 24 hours 3 day, T days 3 week during the estsblished registration period(s) for your examinations programms.
Bafore you register your candidates, s== Registration Circulars (PDF) to find out which examinstions are being offered on specific dates.
Download the Registration Quick Start Guide (FDF) for step-by step instructions on how to register your Candidates.

Online Registration System Mew Users Online Registration System Existing Users

_ ) o ) ) For existing system wsers, login with your username and password below.
When you access the Kenya Mationsl Examinations Couwncil online

registration system for the first time, you will be required to creste your ﬁ" Mamsof “«N
Centre Acocount. You must create Centre Account in the examinations inlsiial

examination:
onfine registration system; this is where you will register your
candidates. To establish an Account, you will need to provide your: LegIn
Centre Code:
« 1.Canter Nams
» Z.Six digit Center Code Password:
+ 3 Fhysical Address I:l )
« 4 Postal Address Remamber me next time.
% 5.Official Email Address m
» G.0fficial Telephone Numbsr & j
After Creating wour OCentre Account wou will recieve official
Communication from Kenya National Examinations Council help desk to
start registering your candidates,

Click here to create your Centre Account i -
- e J () (i)

Figure 2

The online registration page offers two basic functions namely:
= Create a new centre account.
= Login for existing users.
It also contains information on details a centre is required to provide to be able to establish a
centre account namely :-
1. Center Name
Center Code
Physical Address
Postal Address
Official Email Address
Official Telephone Number.

oukwnN

2.1 Creating a Centre Account
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= To create a centre account click on the link labelled (i) on figure 2.

= A pop-up window appear as shown by figure 3 below.

= Acentreis required to provide all the infornation requested on the form such
information include centre code, physical location, telephone number postal address
e.t.c

N.B: the centre Name is automatically inserted, after providing the correct center code

and then click on the Get Centre Name button labelled (iii) on figure 3 below.

@ Create Centre Account - Mozilla F—irefnxm

http://registration. knec.ac.ke/online-tech/Registration.aspx

I Provide the information requested therein to create your centre account. The feild marks (%) is Mandatory
{Required)
Mame of examination:{~) TECLETTCOAT
! TECHNICAL
Centre Code (%)

Get Centre Mame ] “—(iii)

Centre Mame (%)

Physical Address 7]
Postal Address:(")

Email Address: (")

Telephone:(~)

Figure 3
On providing all the required information, Kenya National Examination Council vets the
application and if successful, a username and a password is sent via email to the center’s email
address provided in the form in figure 3.
N.B : This email also contains an email attachment containing a copy of the registration manual.
The centre can now start registering students in the various technical examinations offered by

KNEC.

2.2Logln
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= To register students, a center first has to log in using the username and
password provided by KNEC as shown below (2.3).

2.3 KNEC email account details

From: EPS SUPPORT- KENYA NATIONAL EXAMINTIONS COUNCIL
To: Margret M. John
Cc:

Subject: No Reply- KNEC CENTRE ACCOUNT
U/'/;J Eregistrationllzer Manual doc (2024H8)

Good Morning 106101

Congratulation!.Thank you for registering with Knec e-Registration application.
This is no-reply email.
Your details are as follows

Username: (106101 : | ev400ynB

Download Registration Quick~Guide attached on this email and follow this link
(http://registration.knec.ac.keyenline-tech) to log with the username and the
password provided to start registering online.

Regards,
KNEC ICT support Team
The Kenya National Examinations Council

P. 0. Box 73598 00200 NB: Take note of the
Nairobi, Kenya Username and password
Tel:+254 020 246919/020 247204 highlighted

Fax:+254 020 226032
Email: info@knec.ac.ke
Website: www.examscouncil.or.ke

= Section labelled (ii) on figure 2 provides a login page for the centre, Use the
given username i.e. (106101)and pasword (0V40OOynB) to log in to the
registration system.

2.4 Incorrect password
=  Providing a correct username and password, enables access to the registration
page. The message below will be generated to ensure access is only by input of
valid password.

For existing sy=stem users, login wwith ywour usermnames and passworo belowsss )

Fame of exarminastion: BUSIMNESS
Log Im
Email: LOS 1oL
Passwwoard:

U=zermname ancior passwword invalicd! Try sagasin
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3.0 Registration Page

On successful Login, the online registration page is now accessible.This page contains a

menu bar, containing links namely; Register, Edit/Delete, Photo, Norminal Roll and My
Account.

3.1 Register

This is the main page for registering a candidate by providing all the details required
such as index number, national ID number,Course, attempt (if a candiate is a
repeating or it is their first time sitting for the examination), gender.

Previous exam details are also required, such as previous index number, name of
previouas exam, and which year the candidate sat for the examination.

N.B: Provide accurate and correct details, provision of wrong details will be
penalised.

e-Registration Home Private-Oniline-Raglstra thon

Log Cut
Register Edit/Delete Photo Morminal Roll My Account
Exam: | TECH
“ear: 2011 Saries: TULY
Index Number: 106101 FullNamse:
National D : Birth Certificate:
Gender:
Malke Female
Cowrse: __eF[ ECT-- El
Attemipt: --5\ELE-CT--E|
Papers: -
F [
KNEC PREVIOUS DETAILS
Pre. Index Mumber: Fre. Year: "SELE'CIIE'
Prz. Exam: -EELECT-- Pre. Bsries: --S\EI_ECTE
SAVE
Figure 4
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Upon providing all details required, click on save button highlighted on figure 4 to save the
details of the particular candidate.

3.2 Edit/Delete

To edit or delete a candidate’s details, click on the second link labeled (iv)
Edit/Delete on the menu bar and the page shown on figure 5 below appears.

The Kenya National Examinations Council

2-Registration Home Private-Oniline-Reglstration
Log Out
Register _ Phote MNorminal Roll My Account
Indest Mumbsr: Search
(iv)
Figure 5
3.2.1 Editing a Candidate’s Details
To edit the details of a candidate, for example candidate with index number ending with
009
e Type last three digits of a candidate’s index number and click on search to get
the details of the candidate to edit as shown on figure 6.

Loy Ourt

Register _ Phote Merminal Rell My Account

Indest Mumber: (0% Search

Prindsx Prr PriR mEx
Delete dit 106101005 1 PHILLY TICH 0101 211|212 (213 214 [215 101102006 1888 |1 KCPE
Figure 6
(v) e Then click on the edit link labeled (v) on figure 6, the form in figure 7 is loaded

with the candidate’s current details already filled. Edit the wrong detail and after
completing click on the Update button at the bottom of the form.
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e-Registration Home Private-Online-Registration

Log Ourt

Register _ Phota Maorminal Roll My Account

Exam: | TEH

Year: 2011 Senes: TV

Indese Number: 106101 009 FullNams=: PHILLY TICH

Naticnal 1D Birth Certificate:
Genaer @ yzi O Famalke

Course: 101-ARTISAN-GENERAL FITTER [=]
Attempt: FIRST El

FPapsrs:
P 211-TRADE FRACTICE

m

212-COURSE WORK PROJECTS

21FTRADE THEQRY
-

KNEC PREVIOUS DETAILS
Fre. Index Number: 1011072005 Pre. Year 2008 |z|

Pre. Exam: g rpE El Pre. Series: piaRCH |z|

Figure 7

3.2.2 Deleting a Candidate’s Details
To delete a candidate’s details, click on the delete button labeled (vi) on figure 6.

e A popup dialog box shown below appears asking you to confirm that you are
sure you want to delete the record.

The page at http:/fregistration.knec.ac.ke says: lﬁ

0 Are you sure you want to delete this entry?

| Ok |’ Cancel ]

e

e Click OK to confirm and the record is deleted from the system.

N.B: Once a record is deleted it cannot be retrieved, so ensure you delete the correct
record.
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3.3 Photo Upload Page

To upload a passport picture of a candidate you must first have completes the
registration form shown in figure 4.

Click on the Photo tab in the menu bar to access the photo upload window shown by
figure 6.
A list of registered candidates appears on the left panel, click on the radio button
corresponding to the candidates name whose photo is to be uploaded.

Click on browse and a popup window appears and upon choosing the correct
passport photo for the candidate, click on open.

Then click save button on the figure 7 shown below. The photo is the uploaded to
the system.

e-Registration Home

o
5 8 8 353 5 35 58 58 8 8 8

3

101108 FRANCIE MUTUA K

101401 MARK MAINA

01012 MARGRET MWENDE JOHN

101083 ALl HASSAN FARAH

01080 CATE KOKI

101802 ZUHURA ALI

101100 KIF KEMOI

101101 JEFTH MAINA

01102 ANTHONY KARUITHA

101203 AGNESS MUTURI

01102 HILLARY KIMATA KAMAL

101004 PHILLY CHERU

01120 JAMES KANY

101005 PHILLY TICH

101008 PHILLY TICH

L

3.4 Nominal Roll

Register Edit/Delete - Morminal Rell My Account

m

Private-Online-Raglstration

Log Ot

Browse_

SAVE

NAME: MARGRET MWENDE JOHN
INDEX: 105101012

1D MNo.

COURSE: s

Figure 8

Upon registration of all the candidates in the center, a nominal roll can be printed.
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Click here to /

print report

Click on the nominal roll tab on the menu bar to display the window shown on figure
8 below.

This shows a list of all the candidates that have been registered in a particular
center.

To print the nominal roll click on print button located at the top of each page, the
print pop up window appears, select an appropriate printer and click on print to
print the nominal roll.

One can also export the nominal roll to Ms Word file format by clicking on the

Export to word button as shown on figure 8.
Click here to Export to ms word

Tog oo

Asgister Edit/Daiste Fhotn 7,»fn_-nunt
Print || Export ToWerd |
£ E N Y A N AT I1ONA TR A M N AaTIOMNS ©OUNDC
TECHN MoAL TEX A M M ATION FECO®ANMME
ceENTER 108101 MoME ATA FoLYTECHMNIIC
M T = 7 L L = = T . o L 2 o 1 1 J U LT 3 &g = 3
T T e S e
105101004 MPHILLY CHERU WO 11 12 13 D14 35 WOTIEODS MCPERODS 3 & 30
050005 M PHILLY TICH MOED DM Q0D 205 204 205 305 3T .ca AOMOOOS CPEWSES W 11930
105101008 M PHILLY TICH Hea L o b s - R Lo : H H H HO0110E00S5 CPE 986 o hl fll]
05101010 F ISEATRICE NYAKID MIE IF D 513 314 515 ¢ : : : P WEEn
OS2 ETMWNENDE JOHM 12009 202 4 : ] 2340
105101044 ES MECDO AT I 3 I I : : ; iz R
105101045 F |CATHERME MUERI MACHARIA 0305 {211 12 (13 214 25 | | | [0TOIOOSMCENIER R g0 EEe
05101080 F ICATE MoK OS5 D01 0 L05 D04 205 D06 0T L MSIMIOOKCPEIDON S )
105101053 HASSAN FARAH 0SS ID0d 0D NS D04 D05 MO06 L0V ID08 | E00M0S9IKCPEMSET S M H4850
105101054 F 1HILDA MIMATA W 1 =2 EE 24 TS 0 0 1 ACOMOEMCPEEN0 3 o 0
ADSAC0ST MISAMES MABIA 0S4 D6 Q0 @05 204 ool WSSESIISIMCPENOOT 3 @ 0
OSAC0EE M AACK ACHIENG KIHENID MO TN ST B3 D14 X501 1 1 MIMTHISSITECHMIES = M T340
I0S100EE £ ILILAN JESKOSGE MULAND]  I3M0 1301 B30I 1303 04 305306 1 4 % : FE T
TS101100 M JKIP KEND MO D01 M0Z 05 204 205 D05 MO0V IE0E 1 MIISIZMIKCPERON S 180
0S10T1E M ISEPTH MABA MOE I @0 @03 D04 305 BT 1 G483 WOPEWSIT S W E0E0
TS0 10S M ANTHIAY KARLITHA MOES D01 0D L0504 205 D06 LD0T ID0E L MTITIZMICPESDOOE M M 11980
ESI01 103 M IHILLARY KIMATA KAMAL WO DT MME B3 2 350 1 1 D MOHOCIOKCPENONS S M 0
105101105 M I TOM MARK WAEG JZ11 T N3 DM X5 ¢ 1 1 S14SO0SKCPERONE S M 540
A0S0 1085 M FARALY MALAN EEE 44 TS : 1 1 HODICIOORITECHEOID 3 2 @340
105101107 MICATE MALL Rl 3 o4 ME; P MIMEFIN MCPERNE 3 A 2340
1OS101105 M IFRANCES MUTUA K 4051 13 04 205 IT10 211 ) P 520
0S101130 M ISAMES KANT H10Z i3 3 34 353 1 1 LOIOSSOOEMCPENOOT B & o
05101145 M IGRAHAN MASIDE 5 LOKORITO 204 13 4 351 1 1 1 MO0 TECHIEOOE S D Wsen
0S101145 M IMABA JATKSON KAMAL EE- M4 305 IS 1 : I
10G1 01300 M JREGLM Hea = 4 215 . H H H ] hl TT00
OS1CZ05 MIAGNESS MUTLE it iz s zi4 st L b worsboe b b isan
10S1E1 401 AR AT 236 i3 304 SIS 1 B4SIODRMCPEENOIR B M TTAD
10S101S02 F [ZUMURA AL == 04 205 (2085 207 | i BeeTreTEsMCPERME 3 M izaz0
Figure 9
3.4.1 How to Print Nominal Report
To print the normal report, click on the print button as shown on figure 9.
The following print dialog box appears.
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|| http://registration.knec.ac.ke/online-tech/eRegistration.aspx?CentreCode= 0SUnKK8ETDK3:2f TQVepl BpA%3daa3d vy

K ENYA NATIONAIL EXAMINATIONS COUNCIL

TECHNINAL EXAMINATION PROGRAMME
CENTRE: 106101 MOMBASA POLYTECHNIC |
ENTRY REPORT FOR: 2011 JULY SERIES
Index No. S  Candidats Name Print L= ngx PrEx DiYR DPrSR ATTM  Fe SIGN
106101004 M [PHILLY CHERU Jpoo: KCPE 2005 3 2
106101005 M {PHILLY TICH F KCPE 1986 i1 1
106101008 M PHILLY TICH Name Office Printer .J [ Propetties... | 5 KCPE 1086 {1 1
106101010 iF 'BEATRICE NYAKIO poos  iTEeH  loss 3 1
106101012 F |IMARGRET MWEND) Status:  Ready bolo itEen booe 2 b
105101044 'F IAGNES MBODO Type HP LaserJet P3005 PCLE o1z iTeECH 010 B 2
106101045 'F |CATHERINE NIERI Whers: 19216819 boos  KCPE 1982 3 2
106101080 IF CATE KOKI Eia [P Prirt to fle Poot  kcPE om0 B 1
106101082 M {AI1HASSAN FARAS 060 RCPE  1ow7 3 1
106101084 iF 'HILDA KIMATA Prirt range Copies poos  mCPE 010 53 1
106101097 M {JAMES MAINA < 231 KCPE oot B 2
106101098 M {JACK ACHIENG KiH Number of copies: 1 [ s tecH s B2 1
106101089 'F [LILIAN JEPKOSGEL () Pages  from: 1 to:1 joos _ iTECH 2000 12 1
106101100 IM KIP KEMOL 1) b2l Ssl Ba12  KCPE 2006 3 1
106101101 M JEPTH MANA 24 LS 21 31 KCDE 1097 3 1
106101102 I |ANTHONY KARUITE 212 merE boos A 1
106101103 M HILLARY KTMATA it ooz KCPE 000 B 1
106101105 I\ [TOM MARK e ikCPE 2003 3 1
106101106 M [KAMAU MAIAY flooz  TECH 2010 3 2
106101107 M {CATE MALL 1231 KCPE 2008 3 1
106101109 M FRANCIS MUTUA loo:  TECH 003 1
106101130 M JAMES KANYT 5002 RCPE  aoo7 3 A
106101145 I\ (GRAFHAM MASIDE 00+ ITECH 2008 3 2
106101146 M MAINA JACKSON KAMAU 301502 b0 308 T0Pl01002  |TECH (1983 2 1
106101200 I NeUn m ma 123333333 TECH 2007 3 1
106101203 IM {AGNESS MUTURI 2 3 22022 KCPE 009 B 1
106101300 M IMIKE MUSIST 201 201 P03 2061207 bos 353453453 RCSE 010 5 1
106101301 M IMUTEMI MFA 201 202 D03 206 1207 baog 101102008 KCSE 010 13 1
106101302 M IMIKE MUSISL 200 j202 [203 208 1207 P08 101102005 KCSE (2010 3 B
106101401 M MARK MAINA 301 (302 303 jos 305 {306 345201000  KCPE 2000 3 1
106101802 IF ZUHURA ALI 201 ooz fo0s bos foos laes loor 236778788 KCPE o B 1
i
|

e Click on the printer properties button to shot h printer configuration window as shown
below.

pgn Office Printer Document Properties . ﬁ

Advanced | Printing Shortcuts | Paper/Quality I Effects I Finishing | Services

Select the printing shortcut for this print job.

Printing shortcuts:

ul]

General Everyday Printing

Two-sided {Duplex) Printing Paper source:
[ Automatically Select -
Factory Defaults [P:fe size: 257 = 210 mn'|]
-
Paper type:
[Unspedﬂed v]
Orientation:
[Landscape v]

Print on both sides:
[None v]

Pages per shest:
[‘I page per sheet v]

2
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e Change the page orientation to landscape then click OK to return to the print dialog box.
e Click OK on the print dialog box, to print the nominal report.

3.5 My Account

This window is accessed by clicking on the My Account tab on the menu bar.
It provided the center with the ability to change their password as shown on figure

10 below.
Lo D
[ [ Edit/Deist=  Fnota  Morminal Aol [EEEEEE

maTEE A mAE CENTRE T -
CENTRE MUMEBER AE GOVER E RAIMING

- - POSTAL
PHYSICAL ADDRESE: SOTsarsarsd ADDRESS: SOTSONISTS
EMAI_ ADDRESS dkisinga@knec. ac ke TELEPHONE: | (72215214
[= DDUTSR MNAMEIS)
ooy AATIRAN-CRMNERAL FITTRR T =roam
oum ARTISAN-MCTOR VarliOLE MaCHANIC 3 TE300
e ARTTRAN-SUIAZ TG 1 n=m
= ARTIRAN-LEATHRR WTa 1 am
b trs AR DRREEMNG & ERAUTY THREAS aVEL 1 »m
nm CRART - MROSAMICAL RNGIMERAI NG 1 4451 M
procrd CRAET - RLECTRICAL INSTALLATICN 1 <=1
pracl CRAET - RACTRCNCS 1 S531000
o] DIPLCAMA 1M INFTARMATION TROHNCLSSY (MCOUE 1] 1 Dam
= DNPLOMA, 1M SUANTITY SUVR Y ING 1 TTH1 M
a OIFLCA 1N FHOTOGRAMMETRY & RBMOTRE SaNSING 1 TTH1L00
-] DIPLCAMA 1M BMVIRCHMENT AL SORMNCE AMND TROHNCLSSY 1 TR
= HIGHER ONFLOMA, IM SOUCATION MANACSMENT (MOOULE I 1 =Enm
&2 QFLCAA N AFPURD STRMNGES MR CAL LAS TROTCLCG™] 1 =
et DIPLCAMA 1M HOATIOWLT RS 1 o m
& DNPLOMA 1M CFRPICAL PROCRESIING TROMNOLOGY (SUGAR OFTIOM) 1 -.roallo]
-l HGHER DFLCMA 1N APFURD CRMISTHY (NOUSTRIAL] 1 resmm
£m HIGHER DIFLCMA 1M APPURD BICLCS S HIST OV T ANAT WIS T, 1 1emm
&om HIGHER OIFLOMA INF-000 TROHNCLDGY (CUALITY CONTROL) 2 ;o
EAMEK HAME! ELIF BeD: TOTAL ANDUNTIH shs.): 1 500000
AMIUNT M WoORDE: e Hundred snd Fify Thousand and Forly Hanya Shilllings Dnly
HAME OF HEAD OF
B4 ETITUTION: FUEEER iTAMP
EIOMATURE: DATE:

Figure 10

3.5.1 Printing Accounts Reconciliation Reports

e The E-Registration System fee reconciliation report is found on the My
Account menu link.

e This report contains a summary of the courses registered for, the number of
students in each course, the total fee for each course and the total for the
Institution.

e To print a report click on the print button located top left of the page. The
print dialog box

e Change the page orientation setting to Landscape.
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3.6 Payment

After registering all the candidates’ eligible for the examinations on offer in the

particular examination period. Perform the following tasks:-

e Print the Nominal roll as shown in figure 9 above, for students to verify the
courses and all their details.

e Print the accounts details page to present to the Examination administration
department at the KNEC offices together with the payment bank slips.

After payment, the KNEC will issue a receipt, after candidates’ details are verified.

Only after verification, are the candidates registered to sit for the examination

NOTE THAT YOUR REGISTRATION IS NOT COMPLETE TILL YOU PAY
THE APPROPRIATE FEE(S).

3.7 Log Out

To log out of the E-Registration System, click on the Log Out link on the top right
corner located on each page. After successful log out, the system returns you to the
log in page.
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