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LOGIN 

1 
Users can log into the 
system through the 
main login page   using 
their credentials. 

 
Figure 1: Login Interface 

 

After logging in, the user will be redirected to the KCONNECT landing page. 

Click on the INSIGHTS from the top menu list. The screen will display the About INSIGHTS page. 

 
Figure 2: KCONNECT Main Menu 

 
 
Click on the Lessons Dashboard to create and manage lessons. 

 
Figure 3: INSIGHTS Menu 
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TOPICS: CREATE TOPICS 

2 
Click on Add Topic to 

start entering details for 

the new topic. 

  
Figure 4: Add Topic 

 

3 
Key-inTopic, Topic 
Description and 
Suggested By to submit 
the topic. 

 
Figure 5: Create Topic form 

 

  

TOPICS: MANAGE TOPICS 

4 
Click ' Manage Topics' to 
view, update, or 
manage existing topics. 
 

  
Figure 6: Manage Topics 
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TOPICS: APPROVE TOPICS 

5 
Click 'Approve Topics’ to 
review and approve the 
topics to start creating 
lessons. 

   
Figure 7: Approve Topics 

  

LESSONS: CREATE NEW LESSONS 

6 
Click 'New Lesson' to 
create a lesson learned. 

  
Figure 8: New Lesson 

 
 

7 
Start creating new 
lesson by entering Title 
and Description on the 
first section of form. 

  
Figure 9: Create Lesson  
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8 
Enter Topic, Positive 
Outcome, Challenges 
Encountered, 
Improvement, 
Keywords, Questions 
and Answers on the 
second section of form. 

  
Figure 10: Create Lesson  

 
Figure 11: Create Lesson 

 
Figure 12: Create Lesson 
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9 
Select Taxonomy 
related to the lesson. 
 

  
Figure 13: Create Lesson 

 

10 
Attach document or 
include URL related to 
the lesson at last 
section. 
 

 

 
Figure 14: Create Lesson 

 

LESSONS: MANAGE LESSONS 

11 
Click 'Manage Lessons' 
to view, update, or 
delete existing lessons. 

  
Figure 15: Manage Lessons 

 

 

 
 
 
 
 
 
 
 
 
 



  
 

 
 

8 

 

LESSONS: VERIFY LESSONS 

12 
Click 'Verify Lessons' to 
review and do 
verification of the 
lessons.  
   

Figure 8: Verify Lessons 

  

13 
Verify all the details at 
Form Details tab and 
change status of the 
lesson to Verify at 
Approval tab.  

  
Figure 17: Verification Status Change 

 

LESSONS: APPROVE LESSONS 

14 
Click 'Approve Lessons' 
to review and make 
approval of the lessons.  
 

  
Figure 18: Approve Lessons 
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15 
Verify all the details at 
Form Details tab and 
change status of the 
lesson to Approve at 
Approval tab.  

 

 
Figure 19: Approve Status Change 

 

LESSONS: PUBLISHED LESSONS  

16 
Click 'SEARCH’ from the 
menu to browse for 
published lessons. 
Approved lessons will 
be automatically 
published. 
 

 
Figure 20: Search 

 

 

 


