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GETTING STARTED 

Visit the WEBSITE 
 

1. Open your web browser 

 
2. Type in the URL: http://leons.cspc.edu.ph and press enter on your keyboard 

http://leons.cspc.edu.ph/
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LOG-IN TO YOUR ACCOUNT 
 

1. Click the ñLog inò link at the top-right of the page 

 

2. Enter your log-in credentials: username and password, and click the ñLog inò button 
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TAKE A TOUR 
 

1. Tours are for first time users only, you can immediately end the tour by clicking the ñEnd 

tourò button, click ñNextò button to go through the basic system guide 

 

2. You can reset the user tour by clicking the ñReset user tour on this pageò at the bottom or 

footer of the page 
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GETTING TO KNOW YOUR ACCOUNT 

YOUR ACCOUNT PREFERENCE 
 

1. Open your account options by clicking the inverted triangle button at the top-right of your page 

 

2. Open your account preferences by clicking the ñPreferencesò on the list  
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EDIT YOUR PROFILE 
 

1. Under your account preferences, you can open your personal information by clicking the ñEdit 
profileò 

 
2. Edit your personal information  
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3. Under the same page, you can scroll down to Change your Profile Picture. Drag and Drop a 

picture or you can click the file button to manually upload a picture 

 
 

 



11 
Version 1, Current Release 3.9+ 

3.1 Click on the ñUpload a fileò in the file picker window  

 
3.2 then click the ñChoose Fileò button 
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3.3 Browse through your computer directories to look for your picture and click the open button 
at the bottom of the window 

 
3.4 Click on the Upload this file button to save the picture you opened 
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3.5 Now, you must click the ñUpdate profileò button at the bottom of the page to save your 

profile settings and you will be redirected back at your Account Preferences page 
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CHANGING YOUR PASSWORD 
 

1. To change your account password, go to your account preferences, click on the ñChange 
passwordò 

 
2. Enter your Current password for verification, then enter your New password and retype your 

password in New password (again), then click the ñSave changesò to update your account 



15 
Version 1, Current Release 3.9+ 

COURSE / SUBJECT 

CREATE A COURSE / SUBJECT 
 

1. In your dashboardôs navigation, click on the ñSite homeò 

 
2. Under the Administration block, click on the ñTurn editing onò 
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3. You will see a button ñAdd a new courseò, click on that button to create a new course 

 
4. You can now enter the details of your new course by filling-up the essential fields. If you miss 

some details, you can always change the settings of your course. 
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4.1 Fill up necessary fields to get started through the following: 
a. Course full name 
b. Course short name 
c. Select a Course Category (the actual course / degree)  
d. Course start date (by default it is set to the current date) 
e. Course end date (uncheck the ñEnableò checkbox to disable Course End Date so that 

the course will always be available or open) 
f. Course summary (it is recommended to put a course summary coming from your 

syllabi) 

g. Course image (optional, you can add image similar to the steps on changing your 

profile picture) 

 

4.2 Leave the rest unchanged and click on the ñSave and returnò or ñSave and displayò button 

(see figure of the previous page). 

a. Save and return ï It will redirect you on the course List of Categories 

b. Save and display ï It will redirect you to your courseôs content 

*There are instances that a course/subject may be handled by multiple teachers. Be sure that 

if you are having the same Course Full Name, you must provide a very unique Course Short 

Name to avoid conflicts. Teacherôs name are indicated for every course once the students 

look for their subjects. 

 See figures below for the sample filled-up course fields for new course creation 
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(below is the redirected page after clicking the ñSave and returnò button) 
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COURSE MANAGEMENT 

GO TO YOUR COURSE 
 

1. In your Navigation block, under the ñMy coursesò list, select the course you want to open 

 
2. If you do not see a crosshair-like symbols, it means that you cannot edit your course contents. 
To edit your course contents, click the button ñTurn editing onò at the bottom of your courseôs 
heading 
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2.1 Once you opened your course, you will see the following as part of your courseôs options: 
a. Participants (shows the participant or students of your course) 
b. Badges (if you use badges, by default are currently no badges available from the 

system) 
c. Competencies (current system competency frameworks are applicable for K-12 

program only, therefore it cannot be used yet for the collegeôs implementation) 
d. Grades (it refers to the grade report on Gradebook) 
e. Topics list (by default you have 4 Topics listed for editing, you can remove or add 

Topics later) 
 

3. As soon you clicked on the ñTurn editing onò, you will now see a crosshair-like symbols then 
you can now modify the contents of your course 

3.1 Upon activating the editing function, you will see different parts in your course outline, 
these are: 

¶ Left side 
a. Announcements ï where you can post an announcement for your course 
b. Topic ï where you must create your actual course contents aligned with the 

topics to be discussed 

¶ Right side 
a. Edit ï a function for editing the details of your course contents 
b. Add an activity or resource ï where you add course activity like quizzes or 

assignment and many more 
c. Add topics ï placed at the bottom, to add more topics for your course 
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ENROLLING STUDENTS 
 

1. Go to your course Administration block, it can be found below your Navigation block. Click 
on the ñUsersò under the list as it will show you the options, and click on the ñEnrolment 
methodsò 

 

2. You will now be redirected to the Enrolment methods page with the table. You have 3 
enrolment options: Manual enrolments, Guest access, and Self enrolment. 
Currently, only Self enrolment can be used to lessen the enrolment job of the teacher 
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2.1 Self enrolment ï by setting-up self enrolment, you will be providing your students the 
enrolment key or access key. Click on the crossed-out eye symbol under the Edit column 
of the self enrolment method to enable the function 

 

2.2 Now click on the gear symbol as shown in the figure above. It will open the settings of your 
courseôs self enrolment 
2.2.1 Fill-out the Enrolment key, scroll down and click on the save changes at bottom of 
this page, after which you will go back to your course contents again 

Change to ñYesò 

Enter key 
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CREATING CLASS SECTION 

 
 A teacher usually have multiple classes with the same subject. In LeOnS, you can use one 
course/subject only for all your class sections by means of grouping them. 
 

1. Enable your course group mode. It is important that you have to group your students according 
to their class sections. 
 
To start, open your course and click on the ñEdit settingsò under your course Administration 
block below the Navigation block of your page. 
 
It will look like you are creating a new course, but rather you are updating the details of your 
course in this particular procedure 
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2. Scroll down until the bottom of your page, and you will see a list included in the course settings 
named ñGroupsò. Groups are particularly used to separate students or for groupings as part of 
their activity 

 
2.1 Click on the ñGroupsò to expand its contents. Select the ñSeparate groupsò from the drop 
down menu, then click the ñSave and displayò button 
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3. In your course Administration block, click on the ñUsersò, then click on the ñGroupsò to open 
the courseôs group settings 

 
3.1 When the your Group setting page loads, you will already be in the ñGroupsò tab where the 

sections will be set. 
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3.2 Scroll down and you will some buttons, look for the ñCreate groupò button and click that 
button to start creating your sections 

 
3.3 You will be now redirected to page where you will set up your section, fill-out the ñGroup 
nameò field, you may some description 

 

 



28 
Version 1, Current Release 3.9+ 

3.4 Scroll down and Enter an ñEnrolment keyò, make up an enrolment key for every group 
section you will create. Click on the ñSave changesò button to finish your section 

What happens to the Courseôs Enrolment key? 
- DO NOT remove your courseôs enrolment key. 
- Create a group Enrolment key unique from other groups and also from the courseôs 

Enrolment key 
- The Enrolment key for this group setting should be specifically provided for the 

students that belongs to that group section, so that when the student enrols in your 
subject, they will automatically be classified into that section you named. 

- Make sure that you provide only the studentôs specific group Enrolment key so that 
they will be enrolled in their correct sections. 

 
 
 

 *FOLLOW THE SAME PROCEDURE TO CREATE ANOTHER CLASS SECTION 
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ADD / EDIT TOPICS 
 

1. Click on the pencil symbol on the right of the Topic to edit the unnamed topic 

 

2. and type in your new topic. To save the new topic, press the Enter key on your keyboard or 

Esc key to cancel the editing. You can edit again by following these procedures 
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ADDING RESOURCES / MATERIALS 
 

There are different ways of adding your learning materials, you may choose from the following 

that suits you: 

 

1. Folder ï you can create a file folder under each topics to organize its contents. 

To create a folder, click on the ñAdd an activity or resourceò at the right side of your topic as 

it will show you the list of available modules in the system that you can use 

There are 3 parts on this window: 

¶ Search box ï to search an activity or resource module 

¶ Tabs for the module list 

a. All tab ï it list all available system modules merging activities and resources 

b. Activities tab ï it list all course activities module only 

c. Resources tab ï it list all course resources module only 

¶ The module list 
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1.1 Look for the module named ñFolderò and click on the box where it resides 

 

1.2 You will now be redirected to a page ñAdding a new Folder to HTMLò. Enter a name for 

your folder and you may optionally put some Description 
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*Scroll down to add your files or contents, this is similar to adding your profile picture and it 

is faster if you could just drag and drop your files on the box 

*It shows below the added files, be aware that the maximum file size allowed for new files 

are 100mb only. You can re-add your files after by clicking the ñEditò link of your folder 
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1.3 Now click on the ñSave and return to courseò or ñSave and displayò.  

    *If you clicked on the ñSave and return to courseò, it will redirect you to your course contents. 

    *If you clicked on the ñSave and displayò, it will redirect you to your opened folder. 

 

2. File ï as the word implies, you can simply upload a file directly into your Topics. Click on 

ñAdd an activity or resourceò and select the File box and it will redirect you into the file 

setting. 
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2.1 Fill-up the Name for the file as it will represent your file to be uploaded 

 

2.2 Scroll down and place your files in the file uploading box, and you can actually put 

multiple files as long each file does not exceed 100mb in file size. 

2.3 Leave the rest unmodified, then click on the ñSave and return to courseò button to go 

back your course contents or the ñSave and displayò button to immediately view your 

files 
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3. URL ï stands for Uniform Resource Locator, or simply used for web links. You can add 

your external links or materials coming from other sites or system like YOUTUBE, 

GOOGLE, YAHOO, and many other learning resources you may get online. 

 

To begin, click on the ñAdd an activity or resourceò, look for the box with ñURLò and click it 

to add your URL or links 

 

*IMPORTANT NOTE! 

Do not use any links that may contain: 

 -Spams 

 -Fraud 

 -Pornographic Contents 

 -Viruses 

 -Malwares 

 -Spywares 

 - or Online tools that may disrupt the LeOns System 

 

LeOns is Equipped with in-inline antivirus protection to prevent the system from storing 

malicious contents and or links. If you are experiencing difficulties uploading links, you may 

contact the MICT division to seek for advice. 
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3.1 Once the URL page setting loads, you can now set-up your link. It only requires the 

Name for the link and the External URL or the actual link you will be using, just copy and 

paste it in the input field. 

 

.2 Leave the rest unmodified, scroll down and click on ñSave and return to courseò button 

or the ñSave and displayò button to immediately view your link 
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4. Book ï this module lets you publish a basic electronic book where you can put your lessons 

as a reference for your topics.  

 

To begin, click ñAdd an activity or resourceò in your course topic, look for the box with 

ñBookò and click it to start drafting your book 

 

4.1 Once the Book setting page loads, you can now start adding contents to your book 



38 
Version 1, Current Release 3.9+ 

4.2 Provide the Name of your book and also put some description about your book 

 

4.3 Scroll down your page and leave the rest unmodified, click on ñSave and return to courseò 

button or ñSave and displayò to immediately open your book 
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4.4 Now, open your Book and start adding your bookôs chapter contents. You only have to 

provide a Chapter title and your Chapter content 

 

4.5 Scroll down, and click the ñSave changesò button and it will display your added chapter 
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4.6 To add another chapter, click on the ñ+ò symbol under your table of contents or beside a 

chapter to insert a new book chapter. Just follow the same Procedure above and you are 

good in adding chapters to your book 

 

 

 

ADDING ACTIVITIES 
 

 You can add online class activities such as Assignments, Quizzes, Tests, Survey, or a Video 
Conference! 
 

1. Assignment ï allows your students to submit their works through file upload. You may also 
use this activity to collect projects as it support making Rubrics that works with our OBE! 

2. Quizzes ï you may conduct a quiz on your course to test the studentôs comprehension with 
different type of question sets that may fit to your needs. 

3. Tests ï this is also in a form of quiz, but may be longer in set of questions and you have to 
change name of your quiz as Test! 

4. Video Conference ï this activity allows you to have a virtual meeting with your students 
through the Jitsi module and it has a capacity of 75 persons per meeting.  

 
 
 To add your activities, just click on the ñAdd an activity or resourceò in your course contentôs 
topic and select one of the above modules 
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1. To add an Assignment, click on the box with ñAssignmentò and it will show you the page setting 
for your assignment 

 
1.1 Start editing your assignment details. Put an Assignment name and Description 
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1.2 Scroll down to see more of the settings.  
- You can put Additional files to provide some example for the required output 
- Set your submission dates under the Availability section: 

a. Allow submissions from ï it the start date when you will be accepting 
submissions of the assignments. You can also put an ante date here 

b. Due date ï it is the period on when is the last date of submission 
c. Cut-off date ï if checked, it is a period for the extension of submission, all 

submission inside this period are marked as late 
d. Remind me to grade by ï it is a date when the system will remind you that 

you have a pending submissions to be graded 

 
 

- Submission types ï you can choose from ñOnline textò or ñFile submissionsò 
a. If you checked Online text, the students will input their submissions as plain 

texts. A word limit can also be set 
b. If you checked File submissions, the student will upload a file as submission 
c. You can check both of the options if you want to accommodate the two 

modes of submission 
*The maximum file size for file submissions is 100mb only, and a maximum of 
20 files per submission. By default a student can only submit once 
 

- By default, grades per submission are set to maximum of 100 Points 
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1.3 Scroll down until the bottom of your page, leave the rest unmodified and you can click on 
the ñSave and return to courseò button or the ñSave and displayò button to open your 
assignment 
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1.4 Create an Assignment for Project Submission with RUBRIC for rating 
 

A rubric based assignment are typically used for project submissions or activities that have 
corresponding rubric for checking. A simple assignment uses the default grading points 
provided by LeOns. Whilst a rubric based assignment uses the ñrubricò in order to rate the 
submissions of the students. 
 

 To start, follow the same procedure above in creating assignment, the difference is that 
you are going to tweak on the Grade part of the assignment settings. Then click on the 
ñGradeò 
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In the Grading method shown previously, choose the ñRubricò from the dropdown list. 
Then, scroll down at the bottom of your page to click the button ñSave and return to courseò 
or the button ñSave and displayò 

 
1.5 Open your assignment activity that has been set with rubric, it should look like below 
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1.6 Scroll down to your Administration block. Look for the ñAdvance gradingò in the list, and 
click that link to redirect you into the assignmentôs rubric management page 

 
1.7 Once the page loads, click on the box with the ñDefine new grading form from scratchò 
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1.8 A rubric creation page will appear, so that you can already craft your rubric for grading. 
First enter the rubric name, the Description is optional 

 
1.9 Scroll down below the page and you see the rubric guide. There three parts in this form, 

the Rubric table, the Add level button and the Add criterion button 
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1.10 Just click on the table to add your criterion, it should be based on your approved course 
syllabi if available. To add another column or level of points click on the button ñAdd levelò, 
to add another row or criterion just click on the ñAdd criterionò button 

 
1.11 To save your rubric, leave the rest unmodified, and scroll down at the bottom of your 

page and click on the button ñSave rubric and make it readyò or the button ñSave as draftò 
to temporarily save your rubric 

 



49 
Version 1, Current Release 3.9+ 

1.12 Your saved rubric will look like the below figures 

You can edit your rubric by clicking the ñEdit the current form definitionò box above with big 

pencil symbol 
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1.13 View / Grading of Submissions 
 
In this part, you are going view the submissions and give the points for the submissions. 
We have two form here, grading for the Simple Assignment Activity and the 
Assignment Activity with Rubric for Grading. 
 
1.13.1 Simple Assignment Activity 

 
Open your created simple activity 

You have 3 parts in that page as shown above: 
- Separate groups ï these are the group sections you created, it opens only the -

Grading summary of the section you selected 
- Grading summary ï it displays the information of the submission of that particular 

group section you selected above 
- Buttons for grading ï the ñView all submissionsò button allows you to see the list of 

your students and their submissions before grading, the ñGradeò button allows you to 
immediately grade all current submissions one by one 

 
 
 
 
 
*The Grade button is the same with process when you grade your students through the View 
all submissions button, the only difference is that it will start from the first student enrolled or 
in an alphabetical order. 
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1.13.1.1 View all submissions. 
 

In the figure below, you will see a table where your students are listed with their submission. 
Click on the ñGradeò for each student and it will open a grading page where the submitted 
assignment were also displayed. 

 
Here, review first the submitted assignment. However, on your discretion, you may add a 
points to students who might not have a submitted assignment 
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Now click on the ñSave changesò button to save the points or the ñSave and show nextò button 
to review the next student. To go back to your list of submission. You might want to add some 
feedback according for their submitted assignment 

To go back to the list of submissions, click on the ñView all submissionsò link at the Top-Left of 
the page or click on the assignment title, or you can go back to your course contents by 
clicking your course title also at the top-left of your page 
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1.13.2 Assignment activity with Rubric for Grading 
 

Follow the same procedure of the Simple Assignment Activity on grading, the difference only is 
that instead of giving a direct points, you will be using the created RUBRIC for Grading 

 
Click on the grading criteria to give points for the submitted output 
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The blank box at the end of each row are for giving feedback or comments if you want to. The 
score will automatically be calculated based on the selected grading criteria. You also have a 
general feedback box below the page. Save your changes. 

 
2. To add Quizzes / Tests, click on the box with ñQuizò and it will show the page to create a quiz. 
This method also applies on Creating Tests, but instead of using a name for ñQuizò, you put 
ñTestò or ñExamò  
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Fill in the ñNameò as shown below. The ñDescriptionò is optional 

 
Scroll down the page to see more other important settings: Timing, Grade, Layout, Question 
behaviour, and Review options 
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2.1 Timing 
 
Click on the ñTimingò option as it will expand and display the timing setting 

The timing settings allows you to set a specific schedule on when the quiz or test ends. 
With the ñTime limitò option, you may set a number of minutes on how much time a student 
should complete the quiz or test. 
1. Open the quiz ï set a date/time when the quiz or test should start 
2. Close the quiz ï set a date/time when the quiz or test should end or due 
3. Time limit ï set a certain time constraints (minutes) when answering the quiz or test 
4. When time expires ï set an option on what LeOnS will do if the student failed to finish 

the quiz 

 

¶ Open attempts are submitted automatically ï this means that when a student has 
meet the deadline or time limit, LeOnS will automatically submit the answers. 

¶ There is a grace period when open attempts can be submitted, but no more 
questions answered ï this means that it will let the student to manually submit the 
quiz or test attempt after the quiz or test duration runs out. You may set it as week, 
day, hour, minute, or seconds 
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¶ Attempts must be submitted before time expires, or they are not counted ï this 
means that the student must manually submit the answers or the score will not be 
counted. This is strict but may be disadvantageous to those who have slow internet 
connectivity 
 

2.2 Grade 
 
It allows you to set the grading behaviour you want for your quiz or test 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Grade category ï this refers to the grading method you will be using with the Gradebook if 
available, leave it Uncategorised if you have not done setting-up your gradebook 
Grade to pass ï this is by far the percentage on at what grade should the student must 
obtain in order to pass. By default it is blank to set it to zero, maximum of 100 
Attempts allowed ï set a certain number of attempts or chances on how many times a 
student can take the quiz or test 
Grading method ï it will tell LeOnS on what score result it will record such as: Highest 
grade, Average grade, First attempt, or Last attempt depending on the number of attempts 
allowed or made by the student 
 

2.3 Layout 
 
Under the layout options, it allows you to set the number of questions that will display per 
page of attempts. Click on the ñShow moreò link to open advance option for the Layout 

 
 
 
 
 
 
 
 

 
The Navigation method is set to ñFreeò by default, you can set it to ñSequentialò to make 
the pages open incremental manner 
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The ñNew pageò options will tell LeOnS on how many questions per page should display, 
by default it is set to ñEvery questionò to display one (1) question per page only. To apply 
number of questions per page, select an appropriate numbers under the drop down button 
with a maximum of 50 questions per page, or ñNever, all questions on one pageò 
 
 

 
 
 
 
 
 
 
 
 
 
 

2.4 Question behaviour 
 
Under Question behaviour, it allows you to set on how your questions behave. Click on the 
ñShow moreò link similar with the previous option to view the advance option. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

- You can shuffle your questions every time a student attempts the quiz.  
- For simplicity, set ñHow questions behaveò to default ñDeferred feedbackò as it will show 
only the result of the submissions after the student has submitted the answer 
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- If ñEach attempt builds on the lastò is enabled, it will allow the students to only answer the 
incorrect questions attempted and can only be enabled with multiple or more than one 
attempts allowed. This might be an advantage for students with low scores 
 

2.5 Review options 
 
You can control how the details of the submitted quiz or test reveals to the students 

- During the attempt settings are only relevant for some question behaviours like 
ñinteractive with multiple triesò which may display feedback during the quiz or test 
attempt 

- Immediately after the attempt settings apply for the first 2 minutes after finishing 
the quiz or test 

- Later, while the quiz is still open settings apply after this, and before the quiz 
close date 

- After the quiz is closed settings apply after the quiz close date has passed. If the 
quiz does not have a close date, this state is never reached or happens. 

 
2.6 Save your work 

 
Scroll down at the bottom of your page and click the button ñSave and return to courseò or 
the ñSave and displayò button to immediately set-up your questions 
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2.7 To insert the questions on your quiz or test, open your quiz or test 
 
IMPORTANT NOTE: Set your timing properly, if your quiz or test does not have a start 
date or end date, LeOnS will assume that the quiz will start immediately after you inserted 
your questions. Therefore, once you close the quiz after adding questions and the quiz has 
been answered, you can no longer edit or add question items. 

Click on the button ñEdit quizò above as it will redirect you to Editing quiz page 
 
Now, here you can add your questions or question types 

To add a title or instruction, click on the pencil symbol and press enter after entering you 
text. To add questions, click on the ñAddò drop down tool at the right 
 
























































































