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Manage things up!

FOR TEACHING/FACULTY USERS

After creating an account, you won’t have any available courses by default (as shown in the image
below).

4" CLSUSIBOL  Home Dashboard Wy courses A4 ® ES -
15

My courses

Coursa avarview

You'ra not enrolled in any coursas.

Once you're enrolled in a course, it wil appeas here

To have an item appear in the “My Courses” section, please complete this Teacher Access Request
Form: https://forms.gle/cHiXgpUtVQD716S29.

After completing the Form. Wait for the confirmation sent on your email.

Welcome to Introduction to Computing inbex x

Elghene Maglaque (via SIBOL) =clsu_|ms@clsu.edu.phs

tome -

Hi Elghene, you are enrolled in the course Introduction to Computing.

Are you reading this in an email? Download the mobile app and receive notifications on your mobile device.

Once you receive the email confirmation that you've been enrolled, you can return to
the “My Courses” section. You'll see that the course now appears there.


https://forms.gle/cHiXgpUtVQD7J6S29

Manage things up!

‘4! CLSUSIBOL  Home Dashboaed My cowses B e

My courses

Course ovarview

Communicalions & Artfical Ineligence Discréte Mathematcs Introduction o Computng
BEIT SECOND YEAR B2IT FIRST YEAR BSIT FIRST YEAR

YOU CAN NOW MANAGE YOUR COURSES
JUST CLICK ON THE COURSE YOU WANT IN ORDER TO MANAGE

4" CLSUSIBOL Home Dashboard Wy courses & W ET . Edtmode
fiey

Communications & Artificial Intelligence
Excelence in Learming, Service for Al

Course Settings Partcipants Grades Actraties More ~

Ne'w sectio
w New swction ~ General Colapse al
[E arrouncements
~ New section
~ New section
~ New section



Manage things up!

Toggle the Editmode @D  switch in order to edit the course front page, and from there you can
edit the sections layout on your course.

You can edit section names:

Communications & Artificial Intelligence

Bulk actions &)
Excallence in Learning, Service for All

Course Settings Participants Grades Activities More ~

v General # Collapse all ¥

[’ij Announcements l’

~ First Term #

Escape to cancel, Enier when finished

v[| ] :

Add Activity/Resource or Sub Section

v First Term »

B Activity or resource

B Subsection



Manage things up!
Edit Course/Subject Details

Communications & Artificial Intelligence

Excellence in Leaming, Service for All

Course  Settings Participants Grades  Activities  More -

Edit course settings

> General

> Description

> Course format

> Appearance

> Files and uploads

> Completion tracking
> Groups

> Tags

Save and display

Manage your Course/Subject’s participants

Communicatilo_ns & Artificial Intelligence

Couse  Selngs PRSNG0S AURBES  MOE~

Enrolled users -
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ADDING STUDENTS

When managing your course or subject participants, you have two options:

Manual Enroliment: As the teacher in charge of the course, you will be responsible for adding your
students manually.

1.Please ensure that all of your students are registered in our LMS.

2. Click the button.

3. Search for your student in the search field and adjust any options if necessary. Finally, click the
Enroll Users button.

Enrol users ) 4

Enrolment options

Select users No selection
[ Student L4 ]
Mo suggestions
Assign role

Show less
Recover user's old grades if possible

Starting from Mow (26/11/25, 09:28) ~
Enrolment duration Unlimited ~
Enroiment ends Enable | 26 MNovember 2025 09 28~ | O

Cancel Enrol users

This method of adding students is tedious, as you must repeat the process for each individual
student. However, there is the method where you let your student self-enroll on your course or
subject.



ADDING STUDENTS

Self-Enrollment: Self-Enrollment: This method allows students to enroll themselves in the course.
As the teacher in charge, you need to configure certain settings for this to work.

1.Click the dropdown option beside the Enroll Users button.

_Commnnications & Artificial Intelligence

Course  Sefings  Pafiopants  Grades  Adiies  More
:Enrolled users - m
v o
e D
3 Gous
1 Gioupngs r r M ¥
e
: HolaKL [ [ x
Reasn P sl 383541 Rk [ LSt 3625443 15 SOUTLH Sestun
Cihes users = = = - =
::0 sl eightnemaglaqueiigma com o rokes & o grops 17 s 45 mins. o/ 8
B Dgheese James Maglague eighenejames. magiaque JE5iind ede ph Teacrnr & Mo g Birver Do /8
ET Elghers Teacher eightne_magliquecin edu ph Teainr & o groaps 2 secs cSe/8
Viath sedected exsers
Choose =
2.Select the Enroliment methods
Communications & Artificial Intelligence
Course  Seflings  Paricipanis  Grades  Actwvities  More-
Enrolment methods -
Name Usars UpiDown Edit
Manusal ennoiments 3 + a9,
0 T+ & &
Soif enroiment (Student) [ + &

Add method Choose: w

3.Make sure that the Self enrollment is enabled by clicking the \@ button that can be seenin
the edit column.

Edit
ar
IR 4

IR 4



ADDING STUDENTS

4. After enabling it, click the pencil icon to edit.

Enrolment methods / Self enrgiment

Communications & Artificial Intelligence

Excellence in Learning, Service for All

Course Settings Participants Grades Aclivities More «

Self enrolment

Custom instance name

Keep current sell enrolments active 2] No
Allow new self enrolments [7] Yes v
Enrclment key © | e F R
Use group enroiment keys [7] Yes v
Default assigned role Student ~
Enrglment duration Q 0 days v Enabie
Naotify before enrolment expires [ 7] No W
Notification threshold 2] 1 days -
Start date e Enable | 26 ~ November 2025 ~ 09 48 v | 0O
End date o Enable | 26 ~ November ~ 2025 ~ 09 v 48~ |0
Unenrol inactive after [ 7] Mewver ]
Max enrolled users [} 0
In this setting make sure that: and also make sure that:

¢ Keep current self-enrolments active = Yes ¢ Put your enroliment key which will serve
¢ Allow new self-enrolments = Yes as a password for your students in order
to allow them to enroll.

¢ Inform your students on class once you
successfully set up the required
settings.



SECTION / GROUPINGS

Groupings in the LMS refer to the sections within a course or subject. If you have multiple sections
for the same subject, you can separate them using groups. You just need to adjust some
configurations.

1.Click the dropdown option beside the Enroll Users button.

Communications & Artificial Intelligence

Course  Sefings  Faliopants  Grades  Acvilies  ore

::Enrolled users } m

Enoiment methods + il <]
Rl peraming
3 Groups
Groupings.
| : o F anr v
Cvervare
EF 6 HIJKLMBNOCPAGORSTUVYWXYZ
Pen
e 3 Y il 33dre11 R Grewpt LWL 30011 16 CoUrie st
Other uers - - - = =
Crackpassions @omal.som o ks o gronps # 17 hours 45 mins. cae 78
B Mighiet James Maglogus eghenelames. magiaque 256G ety i Teacrer & Mo groups et e 78
ET Eighens Teacher sighene_raglaquasicisn odu ph Teacrer & Mo groups S2secs e /8
Vilth sefected woers.
Choose -

2.Select the Groups
Communications & Artificial Intelligence

ExpeSence in Leaming. Servioe for A)

Gourse Settngs Paticipanis Grades Aciaties More ~

Groups -

Geoups Miembers of BSIT 2.2 (i)

BEIT 2-1 (1)
BSIT 2:2 (0]

With selected LIS
Edil grup setiings
Dulate
Disable messaging
Enabic messaging

Manage

Create group
Auto-create groups

Impar growps



CREATING GROUP / SECTION

With that, you can now manage your sections or groups. You can create, delete, or edit group
configurations depending on your preference.

Creale group

Gommunicatio_ns & Artificial Intelligence: Groups

s Pamcpants  Grades A

~ General

Group 10 number @

' B ] BER& WM B I T = AN == =E H

Envglmnant kiy -] Chck to onter it #F | @

Gnoup membership wisibilty a Visibie

B Show group in dropdown menu for activities in group mode @

In creating a section/group there are some information that are required such as:
Group name: The name of your section (e.g., BSIT 1-1, BSIT 1-2).

Enrollment key: This works similarly to the enrollment key mentioned on page 7.

However, in this context, the enrollment key refers to enrolling students into a specific section. For
example, if you have three sections, you can set three different enrollment keys. When students
enroll in the subject using their designated key, they will automatically be placed into the correct

group.

Also set the Group Membership Visibility as Only Visible to Members.

AND WITH THAT, YOU ARE ALL SET!



CONTACT US

For further inquiries you can reach us on the following contact details:

elghene_maglaque@cisu.edu.ph
clsu_lms@clsu.edu.ph

VIA LMS - Just Click the Chat icon besides the bell icon and search Admin EJOM

A B ET -~ Edit mode © )

[x]

{ | Search Q |

Mon-contacts

, Admin EJOM
4ir
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