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How do I log in to Kist e-learning Portal 
 

1. To log in to your Kist e-learning account, enter the following URL on your 

browser’s address bar: elearning.kist.ac.ke. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Type  your username (Admission number) and the password(welcome2020) given as 

shown below and click on Log in button: 
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3. Change your password to your own private password  

Note: The private password must meet the requirements indicated in the statement 

 

4. Upon successful login, your homepage looks like the screen below 

 

 

 

After logging in, you will find your courses/subjects listed below the image at the center of the 

page (or click site home) or click My Courses  

Selecting/Clicking a course/subject in this list will take you to that course/subject home page. 

 

 

Type welcome2020 

Type your private password 
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5. Scroll below the homepage to check all your courses/subjects that are reflected in the e-

learning portal as shown below if some are missing contact your HoD or 

odelsupport@kist.ac.ke
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N:B : Important: Always confirm your registered units in the e-learning Portal all reflect under 

‘My Courses’ in the e-learning portal as shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I found my course, now what do I do? 
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ACCESSING DIGITAL CONTENT (prepared softcopy notes .doc/.pdf/.ppt) 

The image below displays a typical course/subject home page. The course/subject name will be 

displayed at the top of the page, and a list of the content in the course/subject will be displayed 

in the CONTENTS area on the page. Most courses/subjects will have a Welcome topic which 

contains your course syllabus, course schedule, trainer contact info, and other course content. 

These topics are usually separated out by weeks, lessons, or units. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Course 

/subject 

name 

Contents (topics, lessons, 

assignments, quizzes) 
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1. To access content within a topic, click on the specific content under the topic name (e.g. 

Course outline, lesson notes, quizzes, assignment) as shown below 

 

 

 

This will load the details of that content, (e.g. lesson notes in pdf/word doc/excel etc.) 
uploaded by the trainer as shown below. 

- The student can read through the lesson notes or download them, or be able to answer 
the questions in cases of quizzes and assignments. 

 To download the details of a content, click on the download arrow and the file will be 

saved in the downloads folder in the computer. 
 

 

 

Topics content 
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2. To navigate back to the course home page after viewing the content, you can use the 

Back button on your browser or click site home  

 

Another useful section in each course/subject is the left side of the course when opened.  

Here you will find links to the participants and grades, as well as the dashboards content 

(site home, calendar, my courses and private files.)  

 

 

Back button 
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JOINING A SCHEDULED LIVE CLASS 

The live classes will be conducted as per the Kist Timetable 
 

1. From the course/subject page, click on the link for a live session under the topic labeled 

by  the icon 
 

 
 

 
 

 
 

  
2.  Click on Join session to join the live class. 
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3. You will be redirected to the following page, select listen only option 

 
 
 

 
 
 

 
 
 

 
 

 
 
 

 
 
 

 
 

 
  

 

 
 
 

4. On the screen that appears, click Yes if your speaker is working 
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5.  The live classroom screen will open as shown below. 

- On the left side, list of users is displayed, shared notes and public chat.  
- You can send a message to the trainer/classmates by typing in “send message to public 

chat” field and clicking on the send button. 
-You can click on the four arrow keys (right hand top side) to clearly see what the trainer is 
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6. Click on the first icon below to mute/unmute your microphone,  

7. Click on the second icon below to leave the live class, 

8. To activate/deactivate your camera, click on the last icon. 
 

 

 
 
 

 
 

 
 
 

 
 

9.  The three dots on the top right side show the following options. Click any required 

option to use . 
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ASSIGNMENT/QUIZZES/CATS 

How to access assignments/quizzes/cats etcs. 
 

 

 

 

The above image depicts typical Lesson topics in a course. Often trainers will add resources 

such as pages, PDF files, or other content to a topic, as well as activities and assignments such 

as quizzes, forums, and assignment. These resources and activities can be accessed by 

selecting their link on the course home page. 
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How do I turn in my work? 

1. Click on the course to open, then under topics, click on the assignment and the 

following screen will appear; 

2. Click on blue link having the assignment title and the assignment will download. 

Open the downloaded file in the downloads folder. 

Click on “enable editing” at the top of the document and perform the task and save your 

work. 

 

 

3. Click on “Add submission” to upload and submit your assignment. 

 

 

 

 
Add submission 
button 
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4. Click on add file as shown below 

 

 

 

 

5. Click on choose file  from the screen that appears and select your file from the 

computer 

 

 

 

 

Add file button 
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6. Select the file from the location where it has been saved and double click on the file, 

then click on “Upload this File” 

 

 

 

7. Your file will be uploaded as shown below, click on “save changes” 
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8. To confirm your submission, the submission status should read as shown below; 

 

 

 

 

To edit/ remove submission 
 

9.  Click on the edit submission/ remove submission respectively as shown below; 
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How do I post in a Discussion Forum? 
 

In a discussion forum, trainers will generally provide a topic for you to post a response and 

may also require that you respond to other students’ posts on the topic. However, there are 

other uses for Discussion Forums, so be sure that you carefully read your trainer’s 

requirements for each forum. 

 

1. To access a discussion forum, click on the topic of that particular course then click on 

group discussion. 

 

 

 

 

 

This will take you into the discussion forum. Here you will be able to read the forum 

instructions, add a new post, and read and reply to other’s posts.  
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2. To post, first read the instructions and requirements for the discussion forum. When 

you are ready to add your post to the forum, click on the discussion topic as shown 

below 

 

 

 

 

3. Enter your reply in the space provided and click the Submit button. 
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How do I begin my exams or quizzes? 
 

Before beginning an exam or quiz 

 

• Be sure you’ve studied the course material! 

As most of your exams will be timed, it is imperative you use your time wisely. Being 

prepared will reduce much of the stress associated with taking exams. 

 

• Be sure you have enough free time to finish the exam! 

Once you press the start button on an exam, the timer will begin and continue to 

count down until time has expired, whether you are actively taking the exam or not. 

Do not navigate to other pages in e-learning site while you have the exam open. This 

can cause issues with your submission. 

 

• Be sure you have a reliable Internet connection. 

You should only start exams from a reliable Internet connection. If your home Internet 

connection fails often or has other issues, you may want to take your exams from a more 

reliable Internet connection.  

 

• Be sure you fully submit the exam once you are finished. 

If you navigate away from the exam before completing the submission process 

your exam may not save properly, or other issues could arise. 

If issues arise 

 

• Be sure to contact your trainer immediately to make them aware of your issues. 

• Contact technical support at supportmoodle@kist.ac.ke 

 

 

 

mailto:supportmoodle@kist.ac.ke
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Starting an exam or quiz 
 

1. Select the exam from the course home page.  

e.g. in the example below, click on “cat two” 

 

 

 

 

 

The next page has your trainer’s directions for the exam, information about the number of 

attempts allowed and time limit, and the Attempt quiz now button. 

N.B: Be sure you have enough time to finish your exam. 
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2. After ensuring you are prepared to begin the exam and going over your trainer’s 

directions, use the Attempt quiz now button to begin your attempt. 

 

 

3. A confirmation box will load, reminding you of the time limit and number of 

attempts. If you are certain you are ready to begin, use the Start attempt button to 

begin. This will begin the exam and start the timer. 
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Taking an exam or quiz 

 

4. After starting the attempt, the first page of quiz questions will be  displayed. 

- To answer multiple choice or true/false questions, simply select the answer you 

believe is correct. For essay and short answer type questions, you will need to type 

your responses into the indicated fields. Other question types may require you to 

select the correct answer from a drop-down menu. 

- When you have answered all of the questions on a page, use the Next button at the 

bottom of the page to navigate to the next page, or click on the “finish attempt” 

button to submit your answer. 

 

 

5.  The “finish attempt” button will show you a summary of your attempt, including any 

unanswered questions and the amount of time remaining. If you have skipped a question, it 

will be shown here as Not yet answered. A question’s number under the Question heading 

is a link that can be used to take you directly to a question.  

 

6. The Return to attempt button will take you to the beginning of the exam 

After verifying you have answered every question and you are satisfied with your attempt, use 

the Submit all and finish button to submit your attempt for scoring. 
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7. This will take you to a review. Here you can see a review of your attempt, which will 

show you information about each question and your results. 

     When you are done reviewing your submission, use the Finish review link at the bottom of   

the page to end the review. 
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This will take you back to the start page of the exam or quiz. This page will give you an 

overview of your previous attempts and enable you to attempt the exam again if your trainer 

allows more than one attempt. 

 

 

 

 

How do I find my Grades? 
 

8. To check your grades, go to the course’s home page. On the left side, click on 

“grades” 
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9. Click on overview report to view the grades for each course/unit as shown below. 

 

10. Click on user report to view the grades for each cats, quizzes, assignments etc., for 

each specific course/unit as shown below. 

 

 

. 

If you have questions regarding your grades, please contact your trainer. 
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How do I contact my trainer? 
 

Questions about your course, course material, coursework, or grades should always be 

directed to your trainer. 

Contacting your trainer from KIST e-learning portal is EASY! 

 

 

11. At the top of any page, click on the “profile button” and a drop down menu will appear 

a shown below. Click on “messages” button. 
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12. In the search field type  the name of your trainer as it appears on the elearning portal as 

shown below. 

 

 

 

13. Type your message on the field written “write a message..”  and click on the send icon. 

The message will be diplayed on the same screen based on the date. As shown below 

 

 

N:B: Messages sent by the trainer/student are automatically sent to their kist email 

account 



 
elearning.kist.ac.ke 

Page 30 of 31 
 

  
 
 

14. You can log out of the e-learning portal by using the Log out button at the top right of 

each page found by clicking on the profile photo. 

 

 

 

LOG OUT 
BUTTON 
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Tips for contacting trainers 

 

• Read your syllabus or trainer’s contact information page for your trainer’s 

contact information. 

• Do they have a preferred way of communication?  

• When can you expect a response? 

• Remember to be polite. 

• Use complete sentences. 

• Don’t type in all caps – in online communication, it can be viewed as screaming. 

• Don’t use bright or hard to read fonts. 

 

Where can I find help? 
 

Technical Support  

 

• Contact the Moodle Support. You can find a link to Moodle Support at the bottom of 

every page in Moodle. 

OR 

• Contact information, location, and hours can be found at: 

supportmoodle@kist.ac.ke 

 

Regardless of how you contact them, you may be asked to provide: 

 

• Your name 

• Your email address 

• Course name and number 

• A description of your issue 
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