
User Guide for Dual Credit Facilitators 

As a dual-credit facilitator some of the common activities to which you have access in 

Clarendon College online courses are: 

• Course syllabus that contains due dates for all graded activities 

• Course content including graded activities. 

• Student grades (You should see only your students’ grades. If you see all students’ 

grades, contact the instructor.) 

• Activity reports showing when students accessed the course and what they worked on 

• Reports showing if students submitted specific assignments 

• Messaging feature to send/receive messages to/from your students and the instructor 

 

How to log in 

 

 

 

 

 

Student orientation 

Encourage your students to complete the MOST 1200 My OpenLMS Student Training course if 

it is the first time they are taking an online course through Clarendon College. It is available to 

them when they log in. Students do not need to repeat the orientation if they have taken 

online courses before unless they choose to do so. 

The OpenLMS (Moodle) platform 

Clarendon College primarily uses the OpenLMS (sometimes called Moodle) platform to deliver 

online courses. The remainder of this guide helps you learn how to use the platform and 

obtain the information you will have access to. 

Read the information, 
then click here to get to 
the login screen. 

At Clarendon College’s 
home screen, click 
ONLINE CLASSES 

Fill in your login information 
obtained in an email from the 
network administrator, Will 
Thompson. 



 

My Courses page 

Appears after logging in 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Calendar: View a calendar 
with scheduled assignments 
& quizzes from the courses 
you are facilitating. (May 
not contain graded forums.) 

Deadlines area: Shows 
assignments due soon for 
all of your courses. Course 
names are listed below 
each one. Links you to the 
assignment. 

Log out  

Can view all messages you 
have sent or received from 
here. (Details on page about 
the Messages window.) 

Students will see the MOST 1200 My OpenLMS 

Student Training course when they log in.   (You 

will not.) Instead, you will only see the course(s) 

you are facilitating. 

MOST 1200 – My OpenLMS 

Messages area: Shows 
recent messages sent to 
you. 

Your Name 

The My Courses page contains a list of 
all courses you are facilitating. Click on 
desired one to open its contents. 



Course home page 

Appears after clicking on a course from the My Courses page 

 

 

 

 

 

 

Gradebook 

 

If enabled by the instructor, the Class List block lists ALL 
students, H.S. facilitators (Nt), and instructor (T) in the 
course. Click text bubble to send message to the instructor 
or a single student. 

A number here indicates 
you have X number of 
unread messages. Click it to 
see the messages & reply. 

Click My Courses to switch back 
to the My Courses page where 
you can switch to a different 
course or log out. 

Click Course Dashboard to access the 
Gradebook, Participants, Open Reports, and 
Class List block.  

If set by instructor, 
you will only see list 
of your students. 
Can send messages 
to them from here.  

Click to see your students’ 
individual grades. See 
below for more help. 

See when students have worked in 
course, what they worked on, and 
whether they submitted specific 
assignments. 

CONTENTS area contains all sections in the 
course. Click one to cause contents of that 
section to appear below the CONTENTS 
area. 

The course syllabus is available in the 
Syllabus and Quick Links section. 

If enabled by the instructor, you will only see 
your students’ grades here. If you see 
everyone’s grades, you can ask the instructor to 
change it so you only see your students.  

Grader report tab is the default. 
Check out other tabs for other 
possible grade information. 



 

The Messages feature 

As explained on previous pages, you can access the Messages feature from several different places.  

Below is what you will see and can do once you have accessed it. 

 

  

 

 

 

 

Open Reports screen 

 

 

 

 

Recent activity shows you 
when students were working 
in the course and what they 
worked on. 

Assignment Submissions 
shows whether student has 
submitted a specific 
assignment. 

Click Dashboard drop-
down menu 

Once a student has sent you a message or you 
have sent the student a message, the student’s 
name appears here. Unread messages have a 
number beside it. Click the name to read all 
messages and be able to reply.  

Your messages to selected 
student are highlighted in gray. 

Selected student’s messages 
are not highlighted. 

Click the       back key at the top 
left of your screen or My Courses 
to get back to the course from 
Messages window.  

Send reply 
button 

Type reply 
here 


