
SAHSOI LMS Guide – (Instructors) 

How to access the SAHSOI LMS? 
1. Open any browser and go the school's website at sahsoi.edu.ph, then click the My Portal button. 

2. Choose Instructor. 

 
3. Choose account type (SHS, JHS, ELEM) and click Login Account. 
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4. Login to your account using your Username and Password, and click the Login button. 
 
 

 

 
5. Click on the My Classes menu to view your subject load. 
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How to customize subject thumbnail? 
1. On your My Classes menu, click the Change Thumbnail icon on your subject to upload new image.  

 

 

 
2. Browse the image on your computer files and click Open. 
 



3. You can zoom in and zoom out the image and click Save once done. 
 

 



How to create synchronous online class schedule using Google 

Meet? 
1. Open your Gmail account, at the bottom left corner, under “Meet”, click new meeting. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. To copy the meeting link, click Copy meeting invite. 

 



3. On your My Classes, select the subject you want to have a synchronous class schedule, and click the video icon. 
 
 

 

 
4. Paste the google meet link on the Conference Link field, and set date and time schedule for the online class. 

Click Create once done. 

 

 



How to create synchronous online class schedule using Zoom 

Meeting? 
1. On your Zoom app account, click on the Schedule to create zoom meeting schedule. 



2. Copy the zoom meeting link and password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
3. On your My Classes, select the subject you want to have a synchronous class schedule, and click the video icon. 
 
 



4. Paste the zoom link on the Conference Link field, and set date and time schedule for the online class. Click 

Create once done. 
 
 



How to add lessons? 
1. On your My Classes, select the subject you want to create your lessons. 

 

 

 
2. Go to the Lessons menu, and click on the plus (+) button to add new lesson. 
 
 



3. Fill-out the lesson form. Input the Module No., Lesson No., Title, Publish Date, Lesson materials (pdf or video 

from YouTube – see tutorial on how to upload and copy embed code from YouTube) and Description. 

 
 

 

 
4. Click the Submit button to save your lesson. 
 
 



How to add tasks? 
1. On your My Classes, select the subject you want to add the task. 

 

 

 
2. Under the Written Tasks menu, go to written outputs. Click the Add written output button to create new task. 
 
 

 



3. Fill-out the task form. Input task Term, Task No., Title, Total Points and Instruction. Set Released Date and 

Deadline of your task, and you may also upload attachment for your task (accepted formats: .pdf, .jpg, .png, 

.docx, .xlsx, .pptx). 
 
 

 

 
4. Click the Submit button to add new task. 
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5. To view student’s submission on the task, click the task on the list. 
 
 

 
6. On the File column, click on the specific file of the student to view their submissions. Manually input the grade 

of the student on the Grade column. After checking the submissions, you may post their scores on the class 

record by clicking the Post to Class Record button. 

 

 



How to create quiz? 
1. On your My Classes, select the subject you want to add a quiz. 

 

 
 

 
2. Under the Written Tasks menu, go to Quizzes. Click the Add Quiz button to create quiz. 
 
 
 



3. Create the Quiz Header. Set the Quiz Term, Quiz No., Show Result in days, Released Date, Deadline, Time Limit 

and Quiz Title. Click the Save button to save the quiz header. 
 
 

 
4. Next, is to input the questions. For multiple choice, input the answer choices and set the correct answer. You 

may also attach an image or audio file for this question. For your choices, you can set it as text or image. 

Click the Save button to add question. 
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5. For Identification, type the correct answer on the box and hit enter (on your keyboard) to add the answer. You 

can also add more alternative answers for this question (ex. singular and plural answers). Click the Save button 

to add question. 

 

 

 
6. For Enumeration, type the correct answers in each box and hit enter (on your keyboard) to add the answer. 

Click the plus button to add another box for a new answer. You can also add an alternative answer for each box. 

The Answer Item field is the number of answers needed. Click the Save button to add question. 



7. For Essay questions, input your question and you can set word limit if you want (for short and long answers) 
 

 

 

 
8. After you input all your questions, click the Next Step button to finalize your quiz. 
 

 
 

 
 
 
 
  
 



9. Set the total points for your quiz and click Submit once done. 
 

 
10. Click the Post to Students button to publish your quiz to your students. Before you post the quiz, make sure to 

finalize the questions because once posted, you can no longer modify the questions. 

 

 

 



11. To view student’s answer sheet, click the Student List button. 
 

 
12. Click the Answer Sheet icon to view student answers and details, where you can manually check the essay 

question of the students and input the scores. 
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13. Input the score of the student for the essay type question, and click the Save Scores button once done. 
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How to add performance task? 
1. On your My Classes, select the subject you want to add the performance task. 

 

 

 
2. Go to the Performance Task menu, and click the Add Performance Task button to create new task. 

 
 



3. Fill-out the Performance Task form. Input Performance Task Term, Performance Task No., Performance Task 

Title, Total Points, Instruction. Set Released Date and Deadline of your project, and you may also upload 

attachment for your project (accepted formats: .pdf, .jpg, .png, .docx, .xlsx, .pptx). 

 
 

 

 
4. Click the Submit button to add new performance task. 
 
 

 



5. To view student’s submission on the performance task, click the task on the list. 

 

 

 
6. On the File column, click on the specific file of the student to view their submissions. Manually input the grade 

of the student on the Grade column. After checking the submissions, you may post their scores on the class 

record by clicking the Post to Class Record button. 

 



How to create quarterly assessment? 
1. On your My Classes, select the subject you want to add a quarterly assessment. 

 

 

 
2. Go to the Quarterly Assessment menu, then click the Add Quarterly Assessment button to create assessment. 
 
 



3. Create the Assessment Header. Set the Assessment Term, Type, Show Assessment Result in days, Released 

Date, Deadline, Time Limit and Assessment Title. Click the Save button to save the assessment header. 

 
 

 
4. Next, is to input the questions. For multiple choice, input the answer choices and set the correct answer. You 

may also attach an image or audio file for this question. For your choices, you can set it as text or image. 

Click the Save button to add question. 
 

 



5. For Identification, type the correct answer on the box and hit enter (on your keyboard) to add the answer. You 

can also add more alternative answers for this question (ex. singular and plural answers). Click the Save button 

to add question. 

 

 

 
6. For Enumeration, type the correct answers in each box and hit enter (on your keyboard) to add the answer. 

Click the plus button to add another box for a new answer. You can also add an alternative answer for each box. 

The Answer Item field is the number of answers needed. Click the Save button to add question. 

 

 

 



7. For Essay questions, input your question and you can set word limit if you want (for short and long answers). 

 

 

 

 
8. After you input all your questions, click the Next Step button to finalize your quarterly assessment. 
 
 
 

 



9. Set the total points for the quarterly assessment and click Submit once done. 
 

 
10. Click the Post to Students button to publish your quarterly assessment to your students. Before you post the 

assessment, make sure to finalize the questions because once posted, you can no longer modify the questions. 

 

 



11. To view student’s answer sheet, click the Student List button. 
 

 

 
12. Click the Answer Sheet icon to view student answers and details, where you can manually check the essay 

question of the students and input the scores. 

 

 



13. Input the score of the student for the essay type question, and click the Save Scores button on the bottom part 

of the page. 

 



How to upload video on youtube? 
1. Sign into your youtube account using your gmail account. 



2. Click on the video icon at the top right-hand side of the window, which can be found next to your user icon, apps 

and notifications. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click the upload video. 



4. Then, press “Select Files” to find the video file saved on your computer. Or you can drag and drop it into the 

window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Input the title and description of your video lesson. 



6. Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. For video visibility, choose the unlisted option. 
 
 



8. Click Save to publish your video. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
9. Copy the embed code after you upload the video. Right-click on your video and select <> Copy Embed Code. 



10. Paste the embed code on your lesson material on the Embed Code field. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


