
From
Director, Higher Education, Haryana,

ShikshaSadan, Sector-5, Panchkula.

To

\).'deP'rincipals of Govt. Colleges (As per list enclosed)

Memo No.KW 2914-2017 Coordination (1) Part-I
Dated, Panchkula, the 1-Z-Zg>Z

Subjecfi RegardingLearningManagementSystem.

Kindly refer to the subject cited above.

This is to inform you that keeping in view the requirement of Leaming

Management Systenr in the colleges of Haryana, term of agreement made between M/s I'fI

Limited for 1x'oviditrg Learning Management System in Govt. Colleges of Haryana has been

extended by the Department for further period of two years i.e. upto 06.06.2024.

You are therefore, requested to use the Learning Management System as per

module prepared by ITI Ltd. and send the Action Taken Reports on monthly basis.

Copy of user manual module provided by ITI Ltd. is also attached herewith.

Superintena&Wor\anurion
for Director Higher Education,

Haryana. Panchkula.

cc:- , C'--
e,.6-ch,;u:ge IT Cell to upload the same on website.
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LMS 
User Manual For Nodal Officer And Teachers 
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Topic 

How to create a course  

How to add teacher and student to course 

How to add a study material in a course 
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TOPIC - 1 
How to create a course  
Login URL dhelms.in 

 
Step – 1 
 
Login with principal ID or nodal officer ID 
 

 
 

 

Step - 2 
Click on View and Create Course 
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Step – 3 
Click on Add a new Course 

 
 
 

Step – 4 
Fill the 2 boxes which shows this sign! Please Ensure to use the 
same format below   

Course Full Name – Important – Please use hyphen (-)  
Add Subject Name -Course – Term – (if the course has a semester, 
you can mention that as well)  
 

 
 
 

B) Course Short Name –  
copy the details entered in the full name and paste it in the short name 
very important add the college ID mentioned in the hint after the 
subject name  
 
Accounting for Mgt – 7 -B.com – Final 
 
You can choose the course start date of your choice – if you would like 
the course to get displayed on the teacher and student dashboard on a 
specific date if not just let the current date be IMPORTANT please 
make sure that you Disable the course end date by clicking on the tick 
box  
 
 

Accounting for Mgt – B.com – Final 
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Scroll Down and click on save and return - course will get created and 
get saved 

You can view the course created by clicking on view and create course 
link on the Dashboard 

                               IF 
 
you click on save and display it will take you to the participant page 
you can directly add teachers and students from this page. 
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TOPIC - 2 
 

How to add teachers or students to course  
 
 
 
 
Please note the steps to add teacher and students is the same 
 
 

Step 1 
Click on View and Create Course on the Dashboard  

   

Step 2 
Select the course in which you need to add the teacher 

 
Step 3  
Select Participants shown on the left panel 
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Step 4 
Click on the setting Icon on the right-hand side and select Manual 
enrolments 

 
 

Step 5  
If you are adding a teacher in Default role Select Teacher but if you are 
adding Students, then in Default role Select Student and click on Save 
changes 

 
Step 6 
Click on the man icon which is on the right-hand side with a +sing 
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Step 7 
Add a teacher ID or student Roll number in the search box (bottom 
right hand of the page) that you wish to enroll in the course 

The ID that you have put in the search box will display the name of the 
user and it will reflect in the box which you can see on the right side, 
you can then select the user and click on Add 

The user (Teacher/Student) will get added to the course and will get 
automatically saved  

IMPORTANT - If you are adding Teacher in Assign role displayed under 
the Add button select Teacher 

 
IMPORTANT - If you are adding Student in Assign role displayed under 
the Add button select Student 
 

 
As you start adding users – The added users will show in the box on the 
left side and will get auto saved in the course   
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Removing a user if added incorrectly 

If you have added a wrong user, you can simply select the user showing 
in the box on the left and click Remove 
 

 
 
Once all students and teacher are added to the course if you click on 
the course, it will show you the total number of users enrolled in this 
course   
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View enrolled users in a course 
 
In order to view the enrolled users in a course - click on participants it 
will display all enrolled users in the course 
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TOPIC – 3 
 

 

 

How to add study material in a course  
 
 
In this topic we will go through the steps which shows: 

1. How can a teacher add content to the course? 
2. Different content type 

 
 
 

How to add content to the course? 
 

Step 1 
Teacher needs to login to dhelms.in  

 
 
Login with your user ID Password 

 

 

 

 

 

Teachers will be able to see their course on the dashboard (courses are 
created by the Nodal officer if you are unable to see your course, we 
would request you to contact your Nodal officer)  
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Step 2 
Click on the course to add content 

 
 

 

 

Step 3 
Click on Turn editing on – displayed on the upper right-hand side  
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Step 4 

Click on the pencil sign shown next to Topic 1 - If you want to name the 
chapters - write the name of the chapter - press Enter key on your 
system - it will save the name of the chapter  

Click +Add an activity or resource – Displayed on the right- hand side 

 
Once you have clicked + Add an activity or resource the box displayed below will 
open  
Choose the activity you need to add in the chapter example – File – 
Upload File, URL – Video Links, Pages – write content, Quiz, Assignment, 
etc.  
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Let’s see a few examples on how to upload content Steps to 
follow supported by the images  
 
 

• File 
• URL – Videos 
• Quiz 
• Assignment 
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File (Steps to follow) 
Name the file - select file click choose file - select the file to 
upload - once you select the file - click upload this file 

The uploaded file will display in the section of select file (upload 
as many files you want) After you have finished uploading the 
file click on save and return to course 
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URL – Upload Video  

Name the Video - Add URL link - click on save and return to 
course 
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Quiz 
Name the Quiz  

Click Timing – if you want you can select a date and time for the quiz to 
be displayed – you can also set a quiz timer- click save and display 

Click - Edit Quiz - right side there will be a box - Add questions – New 
question 

Select the questions type you would like to add to the quiz (add as 
many questions you like) click Add 
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Continue….. 
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Assignment 
Name the Assignment - If you want - Type questions in the Description 
box or upload Question Paper 

Set Availibility - select date time for the Assignment to be displayed – 
Set reminder for self to grade the assignment 

Submission Type - Allows you to put a cap on online text students can 
type 

Grade- Set the Grade for the assignment 

Click Save and Return to course 
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Once you have finished adding all content click on Turn editing 
off – All your content gets saved  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Thank You for your Time – The End 



 

HOW TO ADD STUDENTS TO THE COURSE 

 
IMPORTANT – If you are unable to login or If the students are missing we would request 
you to share the student details mentioned below with your nodal officers they will mail us 
the list and we will get the students uploaded on the LMS post that the teachers will be able 
to add those missing students 
 
Student Roll Number 
First name 
Last name 
Phone number  
Institute name 
 
Teacher Employee ID 
First name 
Last name 
Phone number  
Institute name 
 
Let’s Begin 
 
 
Step 1  
Login to dhelms.in  - Enter your (username) employee id  and the password Lms@123456 
 
Step 2  
Click on the course in which you need to add the student  
 

 
 
 
 
 
 



 

HOW TO ADD STUDENTS TO THE COURSE 

 
Step 3 
Click on participant which is listed on the left panel 
 

 
 
Step 4  
Click on the setting/gear icon on the right side and select manual enrolment 
 

 
 
Step 5 
Make sure you select student In Default role click on Save changes 
 

 



 

HOW TO ADD STUDENTS TO THE COURSE 

 
Step 6 
Click on the man icon which is on the right-hand side with a +sing 

 
 
Step 7 
Add student Roll number in the search box (bottom right hand of the page) that you wish to 
enroll in the course 
 
The ID that you have put in the search box will display the name of the user and it will 
reflect in the box which you can see on the right side, you can then select the user and click 
on Add 
 
The student will get added to the course and will get automatically saved  
 

 
 
 
 
 
 
 



 

HOW TO ADD STUDENTS TO THE COURSE 

 
 
Step 8  
Removing a user if added incorrectly 
 
If you have added a wrong user, you can simply select the user showing in the box on the 
left and click Remove 
 

 
 
Once all students are added to the course you can go back on the dashboard click on the 
course, it will show you the total number of users enrolled in this course   

 

 
 
 
 
 



 

HOW TO ADD STUDENTS TO THE COURSE 

View enrolled users in a course 
 
In order to view the enrolled users in a course - click on participants it will display all 
enrolled users in the course 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Thank you for your time  





What is LMS
Learning Management System

A learning management system is a software application for
the administration, documentation, tracking, reporting, and
delivery of educational courses, training programs, or learning
and development programs. The learning management
system concept emerged directly from e-Learning.

LMS delivers and manages all types of content, including
video, courses, and documents. In the education and higher
education markets, LMS will include a variety of functionality
such as a discussion board, create online course content.
Each course has access to activity modules. These modules
help to facilitate e-Learning in the course by allowing
educators to set an activity for the students.
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Benefits of Online 
LMS
▸ LMS is cloud web based solution.
▸ It can be accessed from anywhere and anytime from  any computer .
▸ There is no  need of any spacial software , just required an internet 

connection and a personal computer for login.
▸ Can store any type of data and you can access this data from any where in   

the world.
▸ User friendly interface .
▸ Quick access to information .
▸ Responsive design 
▸ Role based system.

3
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Device Responsive Design



Benefits
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Features for Teachers 
 Teacher can view / edit profile

 Teacher can manage private files

 Teacher can upload and view course content. Content Type can be- video, audio, 

document (ppt, pdf, word, text, ppt with audio) and URL.

 Teacher can send/check notification for upcoming events

 Teacher can maintain tasks: today, upcoming

 Teacher can get information about course statistics and progress

 Teacher can use dynamic calendar where user can view all the activities at a 

glance

 Teacher can design and set quiz tests, which may be automatically marked and 

feedback and/or to correct answers shown.

 Teacher can see online students

 Teacher can view Courses and Timelines and online chat

 Teacher can create/check announcements

 Teacher can create assignment, tutorials and blogs

 Teacher can create and participate in online forum

 Teacher can create question bank

 Teacher can create survey, wiki, workshop and book

 Teacher can manage files

 Teacher can create Folders for similar files

 Teacher can view student progress

 Student can view course content. Content Type can be- video, audio, 

document (ppt, pdf, word, text, ppt with audio)) and URL.

 Student can use dynamic calendar where user can view all the activities at 

a glance

 Student can manage private files

 Student can view upcoming events

 Student can gain support for non-teaching activities. eg. Publishing events 

in calendar.

 Student can view online users, courses and timelines

 Student can use online chat and feedback

 Student can check notifications

 Student can view announcements, assignments and tutorials

 Student can take part in discussion forums by posting and reading 

messages.

 Student can view glossary, lesson plan, quiz, survey, workshop, book, file, 

folder, page and URL.

Features for Students 



Need Help ?
We have helpdesk for 
LMS
You just have to put your queries in help 
desk and our help desk executive will 
reslove your queries and issues. 

You can reach us at our helpline 
number/email

6
7888499534 / lms.dhehry@gmail.com



“ How to reach 
at our Online 
help desk  
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“
Help Desk

8

https://helpdesk.dhelms.in



“
Help Desk

9
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THANKS!
Any questions?
You can reach us at: 

▸ lms.dhehry@gmail.com
▸ 7888499534

mailto:lms.dhehry@gmail.com
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Dhelms.in 

Login & Profile Updating 

 

This is a small guide on how to login and how to update a profile 

within LMS. We have curated the steps that are to be followed. 

These are very simple steps and very few steps that we have 

combined and shared along with screenshots for everyone’s 

reference on login and profile updating within LMS.  
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Steps to Login : 

1. Open the website dhelms on the Browser (Chrome/Firefox/Edge) 

 

2. Click on the Login icon on the top right hand side as shown below 

 

 

https://dhelms.in/


P a g e  | 3 

 

   

3.On the next screen you'll have the username and password 

section to be filled in the required boxes to login. 

 

 

Following the above steps a student would be able to easily login 

into the LMS portal and would be able to see the student 

dashboard and can utilize the platforms features with easy. If they 

do have any query’s or issues they can email us and reach the 

helpdesk during working hours and we’ll be happy to assist 

students.  

 

 

Profile Updating with LMS: 

 

We would like to share a few steps that can be performed for the 

first time Students that login and as well as for the previous 

students if their profiles are incomplete within the platform. 

You can guide the students/ share this file with them & they can 

perform these steps so that they have an updated profile with the 

correct information within the LMS platform.  
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Steps to Complete the profile are as follows:  

1. Step 1 : 

Login: To login into your account, For Username kindly use your 

Roll no. _________ and default password : Lms@123456 

 
2. Step 2: 

Once you login, you'll be able to see the Student Dashboard screen 

& on the top right corner is the Profile icon along with the student 

name displayed. Click on the Profile Icon as shown below 
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3. Step 3: 

A Drop down menu pops down with a few options, please 

select/click the Profile option in this menu. 

 

4. Step 4: 

Next you'll see the profile screen below; you need to click on gear 

icon as shown  
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5. Step 5: 

After clicking on the gear icon you’’ll be able to see the screen 

below, please click on “edit profile” option as indicated below.

 

 

6. Step 6:  

Now you'll be on the screen where you can edit your entire student 

profile. Please go ahead and fill in your correct information and 

complete your profile.   
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7. Step 7: 

Uploading your profile picture as comes under this edit profile 

screen, please check the screenshot shared below. You can upload 

your picture in this section by drag and drop / uploading the picture 

from the computer. 

 

8. Final Step: 

After filling in the required information click on the update profile 

button and the profile will be updated successfully.  
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*Please note: Just in case any changes in the future in the profile 

section, the same steps are to be followed. The same steps are 

applicable in case of teacher profile updating as well. 

 

 

 

 

 

Thank You! 
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Dhelms.in 

For Principals/Nodal Officers 

Un-Enrollment and Enrollment of Students Under a Course 

 

 

Steps to Follow to Un-Enroll students:  

Why this is required? 

Take an example that a student is currently studying in B.A 1st year and is enrolled under a 

course/subject English B.A 1. Now that particular student has passed B.A 1st year and is 

now studying in B.A 2nd Year. So It’s required to shift this student to B.A 2nd year 

Courses/Subjects and un-enroll the student from the 1st year subjects/courses. 
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STEP 1: 

Login to the LMS platform using your username and password.  

 

STEP 2: 

Once logged in you’ll see your dashboard screen. You’ll find View Course and 

Create Course option. Click on the option as shown below. 
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STEP 3: 

You’ll get to the screen where you will be able to see your respective college 

name and under the course tab you can select the course in which you would 

like to Un-enroll students.  

 

STEP 4: 

After the selection of the course/subject you’ll be able to see the course 

screen. In the left side bar, you’ll see the “Participants” option please select 

that on this screen. 
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STEP 5: 

Under the participants’ tab over to right hand side there is a Gear like Icon 

which needs to be selected and you’ll see a drop down menu once it’s 

clicked, On the drop down menu displayed please select Manual enrollment 

option.  

 

STEP 6: 

You’ll see manual enrolments and under manual enrolments, the default role 

should be selected as student and then click on the save changes button on 

the bottom. 
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STEP 7: 

You’ll see now the manual enrollments has been enabled and along to the 

right hand side you’ll need to click on the Man icon with the + Sign. 

STEP 8: 
This is the main screen where un-enrollments would take place. In the left 

box you’ll see the list of enrolled users. Select the users to be un-enrolled 

from this course and click on the remove button. You can multiple select as 

well and then click on remove for bulk removal. Performing this action would 

complete the process of Un-enrollments.
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Steps to Follow to Enroll students:  

Why this is required? 

This is required when you have new admissions in the college and the registrations for 

them have been completed on the LMS platform. The activity for enrollments can be only 

done by principals & nodal officers only to their respective courses/subjects.  

STEP 1: 

Login to the LMS platform using your username and password.  

STEP 2: 

Once logged in you’ll see your dashboard screen. You’ll find View Course and 

Create Course option. Click on the option as shown below.
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STEP 3: 

You’ll get to the screen where you will be able to see your respective college 

name and under the course tab you can select the course in which you would 

like to Un-enroll students.  

 

STEP 4: 

After the selection of the course/subject you’ll be able to see the course 

screen. In the left side bar, you’ll see the “Participants” option please select 

that on this screen. 
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STEP 5: 

Under the participants’ tab over to right hand side there is a Gear like Icon 

which needs to be selected and you’ll see a drop down menu once it’s 

clicked, On the drop down menu displayed please select Manual enrollment 

option.  

 

STEP 6: 

You’ll see manual enrolments and under manual enrolments, the default role 

should be selected as student and then click on the save changes button on 

the bottom. 
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STEP 7: 

You’ll see now the manual enrollments has been enabled and along to the 

right hand side you’ll need to click on the Man icon with the + Sign. 

STEP 8: 
This is the main screen where enrollments would take place. In the left box 

you’ll see the list of enrolled users. Select the users to be un-enrolled from 

this course and click on the remove button. You can multiple select as well 

and then click on remove for bulk removal. Performing this action would 

complete the process of Un-enrollments. 
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Thank You! 


