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Login process 
Logon to https://openlms.mntamilschool.org/. You will see the 
screen below. Click on ‘Login’ on the right top corner.  

 
Once you see the screen below. Click on ‘Google’ to sign in. Do 
not enter your credentials directly and try to login.   
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Once you are logged in, click on “My courses”. You will see the courses 
you are teaching. 

 

Once you click on your course, you will enter the course and see all the 
contents of it. The one shown below is an example.  

 



 

OpenLMS Teacher Manual V01   

Pa
ge

5 

 

Setting up google meet 
1. Once you are logged on to your course as shown below, click on 

the ‘Edit Mode’ toggle button. 

 
2. You will see the following screen. Click on ‘Add an activity or 

resource’.  

 
3. The following screen will pop up with all the plug-ins shown 

below. Choose ‘Google meet for Moodle’ from the list below.  
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4. The following screen will pop up.  
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5. Enter the room name, event date and time.  

 
6. You can make it a recurring meeting by checking the “Repeat the 

event” box.  

 
 

7. Open a new tab on chrome browser and go to apps -> meet  
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8. The following screen will pop up. Click on ‘New Meeting’.  

 
 

9. Click on ‘Create a meeting for later’.  
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10. A google meet invitation will pop up as shown below.  

 
11. Copy the link above and paste it in Moodle under ‘Room 

URL’. Click on ‘Save and return to course’.  

 
 

12. The google meet is now created on Moodle.  
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13. To join a google meeting, logon to Moodle and click on 
“Basic 1 weekly meeting”.  

 
 

14. Click on “Enter room” on the next page as shown below. You 
will be logged in to the meeting.  

 

Sharing audio in a google meeting 

1. Let’s say you want to share a story with your class. For the kids 
to be able to hear it, follow the process given below.  

2. Login to your google meeting. Click on present now to share 
screen.  
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3. You will see 3 options to present screen. Choose ‘ a tab’ option 
and  

 
4. Select the tab you want to share (in this case it’s the youtube 

video). Choose and click on Share.  
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5. That’s the only tab that will be shared. The students can now 

hear what you are sharing.  
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Creating & Joining a zoom meeting 
1. Once you are logged on to your course as shown below, click on 

the ‘Edit Mode’ toggle button. 

 
2. You will see the following screen. Click on ‘Add an activity or 

resource’.  

 
3. The following screen will pop up with all the plug-ins shown 

below. Choose ‘Big Blue Button’ from the list below.  
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Enter the room name, session timings and “save and return to 
course”.  
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To join, click on Room 1 in the screen below.   

 

Click on “Join Session” and a new tab will open.  
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Marking attendance for students 
 

1. Logon to your OpenLMS course and click on ‘Attendance’.  

 
2. You will now be directed to the page as seen below.  

 
 

3. Click on ‘All’ and you will see attendance for all dates.  

 
4. Delete dates that are not applicable for you as shown below. 
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Select all dates by checking the box shown below and scroll all the 
way down.  

 
5. Select Delete from the dropdown and click “OK”.  

 
6. Now add appropriate sessions by clicking on “Add session”. 

 
7. Enter the date and timings and create recurring sessions.  
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8. Make recurring sessions as shown below and “ADD”. 

 
9. To mark attendance for a day, click on the play button for the 

respective date.  

 
 

10. You can mark the attendance on the following screen.  
P- Present L- Late, E- Excused, A- Absence 

 
 

11. Once you are done marking attendance for students, click on 
‘Save attendance’.  
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Creating Grade category 
 

Log in to your course and click on “Grades”.  

  

Go to “Gradebook Set up” tab under Grades.  
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Scroll down to the very end and click on “Add category”.  

 

Enter the category name – Lesson 01  

Aggregation – Highest grade 

Grade type – Scale 

Scale – Homework 

Click on SAVE CHANGES.  
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Click on ‘Continue’ on the next screen as shown below.  

 

This is how the grade category will be created.  

 

We can hide Lesson 01 Total. Click on ‘Edit’ and choose ‘Hide’.  

 

Now for every activity you create under Lesson 01 (homework or classwork) always set the Grade 
category to Lesson 01 under Grade as shown below and Save changes.  
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Grading homework 
Grading a writing homework 

1. Logon to your Moodle course and select the writing 
assignment. In this example, Click on Lesson 1 Writing.  

 
2. In the following screen, click on ‘Grade’. 

 
 
 

3. You can grade this assignment as ‘completed’ or ‘not 
completed’ as shown below.  



 

OpenLMS Teacher Manual V01   

Pa
ge

24
 

 
4. Let’s choose ‘Completed’ and ‘Save Changes’ in the screen 

below. 

 
 

5. You will still stay on the same screen after saving changes. Click 
on the assignment to go back.  
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6. Using the ‘Change user’ option below, you can grade all the 
students.  
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Grading a speaking homework 

1. Logon to your course in Moodle. Choose the speaking activity. In 
this ex ample let’s click on Lesson 1 Speaking.  

 
 

2. You will see the following screen. Click on ‘Attempts’ marked by 
the arrow below.  

 
 
 

3. You will be taken to the screen below. When you scroll down you 
will see submissions from students. Let’s grade Question 1 for 
Student 1. Click on ‘Requires grading’.  
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4. The page below pops up. Click on ‘Make comment or override 

mark’  

 
 

5. On the next pop up, if the speaking assignment is complete, key in 
1 else 0. Click on ‘Save’. 
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6. You can also grade by clicking on ‘Review Attempt’.  

 



 

OpenLMS Teacher Manual V01   

Pa
ge

29
 

7. Click on ‘Make comment or override mark’ and key in 0 or 1. 

 
 

8. Once done ‘Finish Review’.  
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Grading Assignments 
In this section we will see how to grade assignments.  

Logon to your course and click on Grades tab.  

 

Click on the Grader report drop down and choose “Single View”.  

 

Click on Single View. Choose Grade items on the right corner. From the list of grade items select a grade 
item. 

 

Let us grade Lesson 1 Assignment. All students will be listed on the left. If a student has completed 80% 
of the assignment that week, then mark as “Completed” and click on save at the right bottom corner.  
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Grading Assessments 
In this section we will see how to grade assessments.  

Logon to your course and click on Grades tab.  

 

Click on the Grader report drop down and choose “Single View”.  

 

Click on Single View. Choose Grade items on the right corner. From the list of grade items select a grade 
item. 
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Let us grade First Semester Reading (This is for Basic levels). For intermediate levels the grade item will 
be Unit * Assessment Reading. All students will be listed on the left. Choose a grade based on rubrics 
and click on Save at the right bottom corner.  

 

Listening, Speaking and Writing will also be graded the same way.  

 


