
Allocation of Rights



Introduction

• The TPAD online system provides for allocation of rights. This 

opportunity is limited to: 

• TSC System Administrators, 

• County Directors and

• Heads of Institution.



1. County Director

• In the TPAD Online System, the County Director has rights to:

• Change a teacher’s institution

• View a teacher’s appraisal

• Change a teacher to be a deputy head of institution or 

head of institution



Step 1

The County Director 

is required to log in 

to the system



The page will 

appear as 

shown in this 

screenshot



Step 2:Search 
for Teacher

The County Director 

can assign a teacher 

to be an appraiser 

by clicking  on 

search teacher and 

inputting the 

teacher’s TSC No. 

and then clicking on 

Search teacher



Step 3:

Once the 

teacher’s 

details appear, 

the County 

Director 

should click on 

View details



Step 4:

Once the 

County 

Director clicks 

on view details, 

the page will 

appear as seen 

in the 

screenshot.



The County 

Director can 

change a 

teacher’s 

institution from 

the tab indicating 

change institution



After clicking on 

Change institution, a 

pop up will appear 

with the teachers 

details and therefore 

the CD can click on 

assign to place the 

teacher in that 

school



If successful, 
a pop up 
indicating 
that the 
institution 
has been 
assigned 
successfully 
will appear



Step 5: 
Change To

There is  a tab 

Change To which 

provides a drop 

down tab that a 

County Director can 

use to change a 

teacher’s rights to 

that of a teacher, 

deputy head of 

institution or  Head 

of institution



A pop up 

will appear 

indicating 

that the 

request was 

processed 

successfully



Allocating 
Rights to 
County ICT 
Officers

The County 

Director should 

click on the tab 

County ICT  and 

then the New 

County ICT tab 

will appear on 

the screen 



A pop up will appear 

with the details that 

should be filled. They 

include searching for the 

ICT officer by inputting 

their TSc No. and then 

entering the required 

details as shown on the 

screen. Once submitted, 

the County ICT officer 

will be able to access the 

system



2. Head of Institution

• The head of institution can assign a teacher to be an appraiser 

and can also revoke those rights.



Step 1: Log In

The Head of 

institution 

should start by 

logging in to 

the TPAD 

Online System



Step 2:

Click on 

Institution 

Set up



A drop 

down tab 

will appear. 

The Head of 

Institution 

will be 

required to 

click on 

Manage 

Teachers



Step 3

The name of  

teachers in 

the institution, 

their 

designation 

and appraisal 

rights  will 

appear  as 

shown in the 

screenshot



Step 4

The Head 
of 
institution 
can click 
on the 
action tab 
and a drop 
down tab  
Assign 
appraisal 
rights will 
appear



Once that 

is done, the 

appraiser 

Rights 

status will 

change 

from 

normal to 

appraiser 



As shown in 
the 
screenshot, 
the 
appraiser 
rights have 
been 
assigned to 
the teacher



Revocation of Appraisal Rights

The Head of 

Institution can 

revoke the 

appraisal rights by 

clicking on the 

actions tab and a 

drop down tab 

Revoke Appraisal 

Rights will appear. 

clicking on it will 

change the status of 

the teacher back to 

normal



THE END


