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INTRODUCTION

The President’s Office, Regional Administration and Local Government (PO-RALG) in collaboration
with Local Government Training Institute (LGTI), The President’s Office, Public Service Management
and Good Governance (PO-PSM), The Open University of Tanzania (OUT) and Public Sector Systems
Strengthening (PS3) project developed the Open Distance e-Learning (ODeLl) system for use in
orientation training of newly recruited staff in Local Government Authorities (LGAs). The System, also

known as MUKI' was rolled out to LGA users in June 2021 to all regions in Tanzania mainland.

The roll out was followed by PO-RALG directive to LGAs that from July 2021 newly recruited staff
should undergo orientation training using MUKI. Follow up of implementation in the LGAs revealed that,
there was an overall difficulty in using the system. One of the problems identified during follow-up was
related to operational difficulties in using the system because the LGA facilitators did not have enough

instructional details to enable them adequately guide the new staff in using the system.

As part of the response in addressing the situation, PO-RALG in collaboration with its partners
developed this training Guide to enable LGA MUKI facilitators get a better understanding on how to
assist users navigate through the system. It is hoped that, the introduction of this guide will enable

facilitators and users to easily use the system.
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SECTION I

1.0 This section is intended to guide users on how to access the MUKI system.

1.1 Requirements for accessing the system

In order to access the system, there are essential requirements which the trainee must have. These
include:-

i.  Laptop/desktop/smart phones/tablets
ii.  Internet connectivity (Internet Bundle)

iii.  Browser (Firefox/Google Chrome/Internet Explorer/Opera Mini etc)

1.2 Accessing the system

1.2.1  Type the address muki.lgti.ac.tz on the address bar of your browser (URL/Address) as
shown in figure la

Figure 1a: URL/Address location
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After entering the address, the login interface will display as shown in figure 1b



Figure 1b: System login interface
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Enter username and password provided by the system administrator in the space as shown
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After successfully logging in you will be directed to the MUKI home page as shown in
figure 1c. On the home page you can change your password and edit your profile

Figure 1¢: MUKI home page
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1.3 Change password

To change password, follow the steps shown below

1. At the top right corner click the drop down arrow as shown in figure 1c
ii. On the drop down menu click Preferences as shown in figure 1c
1. Scroll down and select change password on the user account menu as shown in
figure 1c
iv. Change the password in the field as shown in figure 1d
V. Click Save changes

Figure 1d: Change password fields
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1.4 Edit profile
Edit profile on the fields shown in figure 1e by following steps below
1. Click preferences/profile
1i. Click edit profile on the user account menu
iii. Edit profile on the fields shown



Figure le: Editing profile ficlds
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1.5 Insert/change picture

Insert/change picture on profile fields shown in figure 1f by following steps below

1. Upload picture from your device
ii. Click Update Profile



Figure 1f: Insert/change picture field
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SECTION II

2.0 This section will enable the trainee to access and take on the course topics

After changing password and editing profile now the trainee is ready to take on the courses. The code

number for the course of Ward, village and Street Executive training is KMV 101 or KZA 101 for Health
NOTE: The trainee can read the course materials online or download and read offline.

2.1 Accessing the course

1. On the left side menu, under ‘My Courses’ click KMV 101 as shown in figure
2a

Figure 2a: Accessing the course topics
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il. Read the introduction and watch the video to get the overview of the entire
course as shown in figure 2b
1ii. Download ‘MAFUNZO ELEKEZI KWA WATENDAIJI WA KATA, VIJIJI NA

MITAA’ as shown in figure 2b to enable reading offline

Note: All quizzes after every course are done online.
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Figure 2b: Accessing course materials
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Course topics

This course has twelve (12) topics which must be completed by the trainee. The course topics are
accessible on the left side menu. Completion of one topic including its exercise/quiz will enable the
trainee to access the next topic.

1. Click the topic to be attempted on the topics menu as shown in figure 2¢
il. Open the video clip to get an overview of the topic
1. Below the video clip you will find files related to the topics

a. The topic notes file can be accessed and read online

b. The topic notes PowerPoint presentation file can be downloaded and read
offline

Figure 2c: Accessing course topics

" Farhan Hussein

tabiisheci1o serve

Introduction
video of Topic 1

B Mdadeaa A Miradi

8



1v.

Washiriki

Beji

Umahiri

Alama

Ujumia

Mada ya 1: Mfumo wa
Serikali za Mitaa
Tanzania

Mada ya 2: Sheria
Zinazosimamia Utumishi
wa Umma, Haki na
Wajibu wa Mtumishi wa
Umma

Open the notes file to read the content as shown in figure 2c

Open and attempt the quiz by doing the following

i. Click quiz file and read the instructions as shown in figure 2d
il. Click the quiz button and attempt the questions as shown in
figure 2

Figure 2d: Opening the quiz

Zoezi la Rejea mada ya 1

Ndugu Mtumishi, yafuatayo ni maswali ya rejea ya mada hii unayopaswa kuyajibu ndani ya
muda wa dakika 15.
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Zoezi kufunguliwa Tuesday, 1 December 2020, 3:43 PM

Zoezi hili tafungwa Saturday, 26 August 2021, 3:45 PM — QulZ Instructions

Ukomo wa muda: 15 dk

Njia ya uwekaji alama: Alama ya juu

Click to open _
. Fanya zoezi sasa
quiz —
1ii. Complete the quiz by clicking the end of quiz button as shown in

figure 2e

Note: you can make any correction needed by clicking the
‘return to quiz’ button as shown in figure 2f

Figure 2e: Ending quiz
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muda, nguwvu kazi na fedha na Kusitishwa au kuwunjvwa kwa
Halmashauri

L Kusitishwa kwa Halmashaur kwa muda

Madaraka na majukumua ya Serikali za Mitaa yvapo kewa mujibu wwa
sheria za mamilaka za Sernkali za Mitaa sura ya

Chagua meojac

L 288 mna 292
- 287 na 285
L 288 na 292

Click here to end quiz

i7—@
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iv. Submit the quiz by clicking the ‘submit quiz’ button

Figure 2f: Quiz submission
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Jaribio la zoezi lazima liwe limekusanywa kabla yva Wedn L 25 . August 2021, 11:13 Al

Tuma na maliza

v. Confirm quiz submission by clicking the ‘submit’ button. This
will enable to view performance

Figure 2g: Quiz confirmation and submission

Uthibitisho

Ukisha wasilisha, hutaweza

Submlt aIld FlnlSh kubadilisha maswali kwenye jaribio hili

buton T N

vi. Click the ‘finish review’ button to access your result summary
as shown in figure 2h
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Figure 2h: Quiz viewing
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vii. If the overall feedback is ‘vizuri sana’, ‘vizuri’ or ‘wastani’ open
the next topic on the left side menu to continue. Repeat the quiz if
the overall feedback is ‘hairidhishi’ by clicking the ‘re-attempt
quiz’ button as shown in figure 2i

You can Note: The above procedure will be applicable to all course topics.

Figure 2i: Quiz result summary
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Re-attempt quiz
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continue
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2.2 Final Course Examination
After all course topics have been covered, the next step is to attempt the final course examination as
explained below.

i.  Access the final course examination questions by opening the ‘end of course examination’ file
at the left side menu. Open the questions file by clicking final course examination on the main
page.

Figure 2j: End of course examination
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Sera ya Menegjimenti na Ajira katika Utumishi wa Umma, toleo la pili (2008)

Click the ‘attempt quiz now’ button to attempt the examination as show in figure 2k

—
—

Figure 2k: Accessing final examination questions
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iii.  Read the instructions on the pop up menu before clicking the ‘start attempt’ button as shown in
figure 2m

o Note: You may postpone attempting the examination by clicking the ‘cancel’ button on
the pop up menu

Figure 2m: Start examination

Start attempt

Timed quiz

The quiz has a time limit of 1 hour. Time will count down from the
moment you start your attempt and you must submit before it
expires. Are you sure that you wish to start now?

Click o start ==

the quiz

iv.  Attempt all questions

v.  Submit your responses by clicking the ‘Finish attempt’ button and view summary of attempt
page as shown in figure 2m

o Note: you can make any correction needed by clicking the ‘return to attempt’ button

Figure 2n: Summary of attempt

1 Answer saved

=3 Answer saved
5 e —e Click to re-attempt
4 Answer saved qLIIZ
5 Answer saved
5 Answer saved
va s Answer saved
8 Answer saved
nishi | Return to attempt ’[
wa Time left 0:45:03
This attempt must be submitted by Wednesday, 25 August 2021, 1:32 Phi.
:iawa | Submit all and finish .
Click to complete

the submission

vi.  Complete submission of the examination by clicking on the ‘Submit all and finish’ button on
figure 2n
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vii.  Confirm submission by clicking ‘Submit all and finish’ button on the pop up menu to preview
examination results or else click the ‘cancel’ button to postpone the submission as shown in
figure 2p.

Note: Clicking the ‘Submit all and finish’ will enable review of the examination before final
submission

Figure 2p: Final submission of examination

3 Answer saved
4 Answer saved
Participants
5 Answer saved
Badges
_ 5 Answer saved
Competencies
7 Answer saved 1
Emre Click to confirm
8 . .
Eoeet the submission
Mada ya 1: Mfumo wa COI"‘IfII’I’TIatIOn
Serikal za Mitaa
Tanzania
Mada ya 2: Sheria Once you submit. you will no longer
Zinazosimamia Utumishi This attempt 1} be able to change your answers for 1. 1:325
wa Umma, Haki na this attempt.
Waijibu wa Mtumishi wa
Umma Submit all and finish
Mada ya 3: Kanuni za ==

Maadili ya Watumishi wa
Umma

viii.  Complete submission by clicking ‘finish review’ button as shown in figure 2q

Note: You can repeat the examination by clicking the ‘re-attempt quiz’ button

Figure 2q: Examination review

> . Call us : (255) 26 296 1101 &4 E-mail : info@lgti.ac.tz

WT 103 Masuala mtambuka yanajumuisha mambo gani?
Question 8

Participants Select one:

Correct
Hakuna jibu sahihi
Mark 1.00 out of

Badges oo Mpango mkakati, matumizi ya kumbukumbu, rushwa na sheria
¥ Flag za Utumishi wa Umma
Competencies question
Utawala bora, mapambano dhidi ya rushwa, TEHAMA,
Grades mazingira na UKIMWI «*
Matumizi ya kumbukumbu, TEHAMA, rushwa, na masuala ya
e General jinsia

B Madaya 1: Mfumo wa
Serikali za Mitaa
Tanzania

Jibu lako ni sahihi

B Madaya 2: Sheria
Zinazosimamia Utumishi
wa Umma, Haki na
Wajibu wa Mtumishi wa
Umma

B Madaya 3: Kanuni za
Maadili ya Watumishi wa
umma

Note: Clicking ‘finish review’ link will lead to result summary page

Click to finish review

Finish review
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1X.

Figure 2r: Result summary

Mteja -
Mada ya 7- Masualaya Summary of your previous attempts
Kitaaluma
IMada ya 8: Masuala
Mtambuka

Preview Finished 0.00 0.00
Faharasa Submitted Tuesday, 31 August 2021,

12:25 PM

Marejeo

Zoezi la Kuhitimisha
Mafunzo

Highest grade: 0.00 / 10.00.

Tathmini ya Mafunzo
Click for course
Viunga Muhimu evaluation

A @ Farhan Hussein (%%

=

L

Grade [

10.00

Review

Review

Re-attempt quiz <I

Click to Re-attempt
examination

If the grade attained is below 5.0, re-attempt the examination by clicking ‘Re-attempt quiz’ button
shown in figure 2r. For grades 5.0 and above, go to course evaluation by clicking ‘Tathmini ya

mafunzo’ on the left side menu.
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SECTION III
3.0 Course Evaluation
This section requires you to evaluate the course by responding to the given set of questions.

1.  Access the set of questions by clicking course evaluation button at the left side menu. Open
the set of questions file by clicking ‘course evaluation’ button on the main page as shown
in figure 3a.

Figure 3a: Course evaluation

X . Call us : (255) 26 296 1101 &4 E-mail : info@lgti.ac tz A ® Aoyce Msigwa 6 -
WT 103
WT 102
Partiipants Tathmini ya Mafunzoe: Course evaluation
Badges
Madhumuni ya tathmini hii ni mosi, kutusaidia kuelewa jinsi mafunzo haya yalivyokusaidia
Competencies kufikia malengo yaliyokusudiwa, na pili, namna Mfumo wa Ujifunzaji Kielekironiki (MUKI)
ulivyokuwezesha kujifunza. Majibu na maoni yako yatatusaidia kuboresha maudhui na mfumo
Grades wa MUK Aidha, tunakuhakikishia kwamba, majibu na maoni yako yatashughulikiwa kwa sin.
Tafadhali jibu maswali yote.
B General ! ’

I Madaya1: Mfumowa
Serikali za Mitaa
Tanzania

Answer the questions

B Madaya?2 Sheria

Zinazosimamia Utumishi Evaluation QUCSﬁOIlS
wa Umma, Haki na

Wajibu wa Mtumishi wa
lImma

ii.  Read the course evaluation overview on the main page and click ‘answer the questions’
link as shown in figure 3a

iii. ~ Respond to all questions

iv.  Submit your responses by clicking ‘submit your answers’ button or else click the ‘cancel’
button to postpone your submission

16



Figure 3b: Evaluation submission

x . Call us : (255) 26 296 1101 = E-mail : info@gti.ac tz A @ Aloyce Msigwa
- Mfumo unakidhi mahitaji ya mafunzo
WT 103
Mfumo unahitaji maboresho
Participants
Badges . . L
Taja changamoto ulizokutana nazo wakati wa mafunzo na mapendekezo ya jinsi ya
Competencies kuboresha mafunzo haya
Grades
W General Chck Submlt

button

B Madaya1: Mfumo wa
Serikali za Mitaa
Tanzania

Bm Madaya 2: Sheria
Zinazosimamia Utumishi

wa Umma, Haki na Submit your answers m

Wajibu wa Mtumishi wa
Umma

B Madaya 3: Kanuniza

Maadill ya Watumishi wa -
uUmma s Tuachie ujumbe

4.0 Course Certificate
The course certificate can be accessed after submission of course evaluation responses.

1. Click the ‘Continue’ button to activate certificate access link after submission of course
evaluation responses as shown in figure 4a

Figure 4a: Accessing course certificate

X wcallus: (255) 26 296 1101 &= E-mail - info@igti.ac tz A ® Aloyce Msig

WT 103

Participants Mafunzo ya Awali kwa Watumishi wa Mamlaka za
Badges Serikali za Mltaa(HRS)

Competencies
Dashboard / My courses / WT 102 / Tathmini ya Mafunzo / Tathmini ya Mafunzo / Complete a feedback

Grades

= General
MYLIVECHAT
B Madayai: Miumowa Your answers have been saved. Thank you.

Serikali za Mitaa
Tanzania

M Madaya 2 Sheria Tathmini ya Mafunzo

Zinazosimamia Utumishi
wa Umma, Haki na m " Click to access

Wajibu wa Mtumishi wa

Umma the Certiﬁcate

B Madaya 3: Kanuni za

Maadili ya Watumishi wa 3 G
(|
Umma B4 Tuachie uj

ii.  Scroll down the main page and click to open the course certificate link
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Figure 4b: Course certificate access link

WT 103

Participants

Badges

Competencies

Grades

B General

I Madaya1: Mfumo wa
Serikali za Mitaa
Tanzania

B Madaya 2: Sheria
Zinazosimamia Utumishi
wa Umma, Haki na
Wajibu wa Mtumishi wa
Umma

B Madaya 3: Kanuni za

Maadili ya Watumishi wa
Umma

X %. Call us : (255) 26 296 1101 B4 E-mail : info@Igti.ac.tz

~ Tathmini ya Mafunzo
£ | Tathmini ya Mafunzo

L% Cheti cha Ushiriki wa Mafunzo Elekezi kwa

4 Viunga Muhimu

A ® Aloyce Msigwa

Course certificate link

Tuachie ujumbe

iii.  Click the ‘download certificate’ button to access course certificate as shown in figure 4c

Figure 4c: Course certificate download

E-mail - info@lgti ac tz

oerikall Za wltaa(rnrs)

Dashboard / My courses / WT 102 / Tathmini ya Mafunzo
/ Cheti cha Ushriki wa Mafunzo ya Awali kwa Watumishi wa Mamlaka za Serikali za Mitaa

Cheti cha Ushiriki wa Mafunzo Elekezi kwa Watendaji

Download certificate

Click to download
certificate

Note: After clicking the download button the course certificate will appear in the
‘download folder’ of your device. The certificate sample is shown in figure 4d
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http://muki.lgti.ac.tz/mod/resource/view.php?id=1850
http://muki.lgti.ac.tz/mod/resource/view.php?id=1850

Figure 4d: Sample of course certificate

CHUO CHA SERIKALI ZA MITAA

L | —l el ] el ] . ] T -

z”':'“"\
=T

za Serikali za Mitaa
Yaliyoendestusa na Chue cha Serikali za Mitaa
-ﬂa he: 28 August 202?

//E —

Dr Mpamlla Madale Dr. Michael Msendekwa

Mikuu wa Chuo Makamu Mkuu wa Chuo—
Taaluma

v.  Print and save your certificate on preferred location for reference
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