
ONLINE REGISTRATION MANUAL 

 
STEP 1: REGISTRATION 

Go to the KMPDC portal website in your browser: https://portal.kmpdc.go.ke 
 

 

 

 

 

• Insert your full name, email & password 

• Ensure that there are no spaces before or after your email input 

• Make sure that the password & confirm password details are similar 

• Create a strong password for security, alphanumeric characters are encouraged 

• Ensure that all fields are filled in & all details are correct 

• Once done, click on register 

https://portal.kmpdc.go.ke/


STEP 2: EMAIL VERIFICATION 
 

 

 

 
• Click on the Resend Verification Button to verify your email 

• Check your email for the message, this may take 5-10 seconds 



STEP 3: SIGN IN TO YOUR ACCOUNT 
 

 
• Once you click on the resend link button you will be directed to the sign in page 

• Key in your details & ensure that they are correct to avoid an error 

• Once you finish, click the log in button 

 

 

 

 

Step 4: LOG IN AND COMPLETE THE PROFILE CREATION PROCESS 
 

• On clicking the login button, you will be directed to the dashboard 

• Ensure that you key in all your details in the correct format 

 

• NOTE: Ensure that the photo is less than 2MB 



 

 
 

 

 

 

• Once you finish click on save & you will have completed the profile creation process. 



STEP 5: REGISTRATION OF A NEW FACILITY 

Click on the select a service button on the top right corner of your page & select register 

a new facility 

 

 

 

• Ensure you fill in your details & upload the necessary documents for all the steps above 

 

 

Fill in the institutions details 

 

 
• Ensure that all details are correct & all fields are filled in then click next 



Fill in the directors information 
 

• Fill in the directors information, you can add as many directors as you want by 

clicking on the add button or delete using the delete button 

• Note : A facility must have at least one director 

• Once you finish, click on next 

 

 

 

 

 

 

 

Fill in the facilities services 
 

 

• Fill in all the required details then click on next 



Upload the personnel data 
 

• Fill in the personnel data then click on next 

Upload the necessary documents 
 

• Upload the required documents in the required format, then click on next 



 

 

 

 

 

 

 

 

 

• NOTE: Make sure you follow all the instructions given, for example, as 

illustrated above on file type & size 

 

 
 

Review 

• Make the payment for the Registration Fee as per the issued invoice via e-Citizen and 

generate a receipt. 

• Verify your details, click on submit & you will have completed the process 


