
KIIT-Employee Activity-
Reporting Portal
Guide



Login to the portal:

Birth date in 
YYYYMMDD

• Accessing the 
portal:
• Visit: 

https://kap.kiitunive
rsity.net/portal/inde
x.php

• Enter your 
credentials:
• User ID: KIIT 

Employee ID
• Password: Birth 

date in YYYYMMDD

KIIT Employee 
ID

https://kap.kiituniversity.net/portal/index.php
https://kap.kiituniversity.net/portal/index.php
https://kap.kiituniversity.net/portal/index.php


Dashboard Overview



Submitting the weekly activity report

Activity form can 
be accessed using 
any of these links

Activity form can 
be accessed using 
any of these links

Shortcuts 
Tab



Weekly Activity Reporting task

Update the form with respective to 
the tasks assigned in Assigned Work I 
to III and Social Media branding along 

with number of hours spent and 
comments.



Activity History

Click here to view the 
history of submission 
including the current.



Supervisor Approvals

Supervisors will be able to access the Weekly 
Approval/Monthly Approval pages.



Supervisor Approvals

Once the employee submits the activity report, then the supervisor will be able to see the Weekly 
Approval/Monthly Approval pages. The 2nd icon provides access for approval page.



Thank You
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