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Process to register Teacher Email, Access using GMAIL User ID and pwd & self-registering to your 

course 

Step 1.1 – Register your email to “TamilSchoolLMS” by clicking on the URL 

https://lms.mntamilschool.org  

To use your registered Tamil School EMAIL or GMAIL User ID and password, click on the “Google” button 

as highlighted below. 

https://lms.mntamilschool.org/
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Step 1.2 – Confirm the email by clicking on the link sent from “TamilSchoolLMS” 

Login to your email account and open the email from TamilSchoolLMS to click on the confirmation 

email. 

Click on the confirmation link as highlighted below: 

Below screen shows the confirmation 
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Step 1.3 – Self register for your course. In the below screen click on “Site home” after logging in. 

Click on the course category, in the below example “Hopkins” to view all the available courses. 

Click on your course, in this example “HOPKINS UNIT 5 C”. 
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Enter your “Enrollment Key” which is 5 digits provided to the teacher and then click on “Enrol me” 

button. 

You are now enrolled into your course, see below in this example “HOPKINS UNIT 5 C”. 

Step 1.3 – Process to login to TamilSchoolLMS each time. Click on the top right login link, as below using 

the URL https://lms.mntamilschool.org  

Step 1.4 – To use your registered Tamil School EMAIL or GMAIL User ID and password, click on the 

“Google” button as highlighted below. 

https://lms.mntamilschool.org/
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Note: If you are already logged in that email in another browser session, it may log you into 

TamilSchoolLMS. Otherwise you will see a GMAIL login page to use your REGISTERED TamilSchool EMAIL 

or GMAIL. 

Otherwise you will see a GMAIL login page to use your REGISTERED TamilSchool EMAIL or GMAIL.
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Enter your User ID and password: 

This will authenticate and log you into the TamilSchoolLMS. The home page will look below and click on 

the course highlighted below on the left-hand side under “My courses”. 

2. Review the settings at the course level

Step 2.1 - To make setting changes to the 

You will notice it will open up some options to “Edit” and “Add”, as highlighted below on the right-hand 

side. Scroll the screen all the way down as shown below using down arrow. 
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Adding Topics: Based on your course needs and duration, the total number of topics can be added to the 

default 4 topics added when the course was created.  

Tips & Tricks: For example, if you have a yearlong program it may have 20 to 30 weeks per academic 

year. OR if is smaller UNITs, it may be 10 weeks. We are suggesting keeping it as “Topic based” to better 

manage your course. Every week of instruction you might have activities to add and track, so it is 

number of weeks instruction = number of topics. 

Note: However, there are other options to manage your course like social or weekly formats. Any needs 

for this will be addressed separately.  
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Step 2.2 - Process to ADD TOPICS: 

With default 4 Topics this course is total 10 weeks, so adding 6 Topics and click on “Add topics” which 

will result in Total 10 Topics for your course.  

Tips & Tricks: Calculate your total weeks to add the required number to add to your course. 
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3. Attendance setting up process

Step 2.1 – Click on “Add on activity or resource”. 
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Add a Name as highlighted below, here it is “UNIT 5 C – Attendance” 

Open the “Grade” section and you have option to apportion a percentage for grading, which will also 

reflect in the “Grade Book”. Below option is “Point” based and Maximum grade here is “25”. Then “Save 

and return to course”. 

 Tips & Tricks: If the total grade point is 100, apportioning 25 points for attendance means 25%. 
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Click on the “UNIT 5 C – Attendance” to update the calendar settings. 

 

Click on the “Add session” to view all options. 
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Attendance settings: 

1 – Date – This is the start date. Here it is Sep 08 – Saturday as the first week of the course. 

2 – Time – Here it is set as 12 to 16 Hrs, which will be 2 to 4 PM 

3 – Under Multiple sessions, select the check box to repeat the session 

4 – Repeat on “Saturday” only is selected in the below example 

Tips & Tricks: Repeat every 1 week and you will have option to mark holidays in the next setting 

5 – Repeat until – select the date and here it is Nov 17 for a 10-week long course. 

6 – Click on “Add” button 
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From the below highlight you will see 11 sessions got created from Sep 08 to Nov 17 – which is 11 

weeks.  

 

In this example, Nov 10’th is a holiday or no class, click on the “Delete” button for week Nov 10’th 
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Confirm the deletion by clicking on the “Continue” button 

 

 

Please review the final calendar schedule before recording attendance. Below shows the 10 weeks from 

2 to 4 PM on Saturdays, with Nov 10’th not in the list being a holiday for the Tamil School. 
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You have options to view attendance sessions in a weekly or month or yearly 

 

Weekly view below: 
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Attendance activity can be hidden from students by clicking on the “Hide” button as below: 

 

You can see below it shows “Hidden from students”. Same way any other activity can be hidden from 

students when needed. 

Tips & Tricks: For example, future weeks Topics or activities can be hidden from students until it is ready 

or due for that week. 
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Record the Attendance for each student by selecting one of the radio buttons as shown below: 

P – Present 
L – Late 
E – Excused 
A – Absent 
 

 

To edit the recorded attendance for correction, click on the highlighted green arrow button as 

highlighted below. 
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In addition to “Attendance”, each Teacher may add other activities for each topic.  

Note: You may have more than one activity for each Topic. 

 

 

Moodle provides many different types of activities as below. The simple activities you can use it without 

any training were “URL” or any kind of “File”.  

We will provide more training later to make better use of other activities like Quiz, Wiki, SCORM etc. 

Adding URL: You can use any URL like YouTube links to your course. 

Adding File: You may add common file types like Word, PDF documents, Audio files like MP3 or Video 

files like MP4 etc. 
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For each activity make sure to provide a Name which is easily comprehensible for your students. 

 

Remember to SAVE 

 

Tips & Tricks: You may add more than one activity under a Topic. You may also determine whether to 

show an activity to your teachers, like the “Attendance” below is “Hidden from students”. This is helpful 

to build your course content as a Teacher for future classes and may enable it later when it is due or 

actually taught. 
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Student View of the Activity you have added and visible to your student. 
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4. Grade Book adding process 

Step 4.1 – Click on the “Grades” button on the left-hand side, as highlighted below. 

In the below screen, you will see the “Attendance” 25 points added in the earlier step is automatically 

added to the Gradebook. 

 

For example: Maximum grade point 25 for Attendance and steps to apportion a weightage for overall 

grade is explained below. 

 

 



Page 25 
 

 
TAMILSCHOOLLMS | Teachers Instruction Manual 

Add “Category” and “Grade Items” using these buttons at the bottom of the Gradebook setup page. 

 

 

Adding a Grade Item “SPEAKING Project 1” under Category “Class Projects”. It has 3 points for single 

grade item “SPEAKING Project 1”. Under Parent Category, weightage is assigned as “20%” of total. 
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Gradebook setup example below: 

Category is like “Attendance”, “Homework”, Class Projects” & “Final Assessment”. You may add other 

categories like “Classroom performance”, “Quiz” etc. as needed, by each Teacher. 

Under each category, any number of Grade items can be added like HW1, HW2 to HW 25 under 

“Homework Total” Category, which has the percentile of 25%. 

Attendance = 25% 
Homework = 25% 
Class Projects = 20% 
Final Assessment = 30% 
TOTAL 100 % 

 

 

Course Total will be keep adding as you keep adding the Grade points under each category.  
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5. Process to invite your students to enroll to your (Teacher) course   

 

Coming soon…. 
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6. Administering the course  

 

Coming soon…. 
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7. Completing a course & Reports 

Coming soon…. 

 




