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How to login.
1. Go to the following url to login into the website https://elearnptco.p1.gov.np/ or

https://elearnptco.p1.gov.np/login/
2. You are on the login screen.

3. Login with the username and password which has been provided to you. If you don’t
have a username and password, please contact the PTCO office.

4. Once you have logged, you will be taken to the home page. Where you can see a side
menu on the left side of the screen.

5. You can use this side menu to navigate through the site administration of the website.

https://elearnptco.p1.gov.np/
https://elearnptco.p1.gov.np/login/
https://elearnptco.p1.gov.np/admin/search.php


How to add users.
1. Click the “Site administration” at the side menu, then you will be taken to the Site

administration page.

2. Click “User” and “Add a new user”, then you will be taken to the Add a new user page.

3. Fill in all the information as shown in the screenshot below and click the “create user”
button on the bottom of the page to create a user. The minimum required field are:

a. Username
b. Password
c. First name
d. Surname
e. Email address

https://elearnptco.p1.gov.np/admin/search.php
https://elearnptco.p1.gov.np/admin/search.php
https://elearnptco.p1.gov.np/user/editadvanced.php?id=-1




4. Now you will be taken to the user list page, where you can find the created user as
shown in the screenshot.

To Add user in bulk using csv
1. As an admin user from Site administration page. Click “Users” and then “Upload users”

https://elearnptco.p1.gov.np/admin/user.php
https://elearnptco.p1.gov.np/admin/search.php
https://elearnptco.p1.gov.np/admin/tool/uploaduser/index.php


2. You will be taken to the “Upload users” page, Where you should upload a CSV file and
click “Upload users”.

3. CSV file should be as shown in the screenshot below.

Here, the minimum required field are “username”, “password”,“email”, “firstname”,
“lastname”
The “course1” field should contain a short name of the course, we can also include other
courses like “course2”, “course3” and so on.
Then all the users will be enrolled in these courses as a student role.

https://elearnptco.p1.gov.np/admin/tool/uploaduser/index.php


How to enroll the user in the course.
1. As an admin user. Click the “पाठ्यक्रमहरु” button at the top.

2. Click the course, where users need to be enrolled.

3. Then you will be taken to the course page.
4. In the course page click the “Participants” icon at the side bar menu as shown in below

screenshot, then you will be taken to the Participants page.

https://elearnptco.p1.gov.np/course/


OR

5. Click the “Enrol Users” button as shown below screenshot.

6. Search the user and select the particular user.
7. Click the “Enrol User” button to enrol the user as a “student” role..



8. Now you can see the enrol user in the course participant list as shown below
screenshoot.



How to view the course participant Grader report.
1. As an admin user from the course page. Click the “Grades” icon at the side bar menu as

shown in below screenshot, then you will be taken to the Grader report page.

2. In the grader report page, you will see all the participant users and their grade point in
each activity.



3. To view particular user grade reports only.
a. In the grader report page, click “user report” and select a particular user.



How to view the Course Report / Activity completion list.
1. As an admin user from the course page. Click the “setting” icon at the right top of the

page and click “More”.

2. After clicking “More”, you will be taken to the “Course administration” page.
3. In the “Report” section, click “Activity completion”.



4. Then you can view all the course participant users who have completed the activity.
5. Also can download the Excel/CSV file as a report.



How to view “परू्व मलु्यांकन”,  “अन्तिम मलु्यांकन” and “प्रतिक्रिया”
report.

1. As an admin user from the course page. Click “परू्व मलु्यांकन”,  “अन्तिम मलु्यांकन” or
“प्रतिक्रिया”.

2. Click “show responses” to view the user response answers report.

3. Similarly view the  “अन्तिम मलु्यांकन” and  “प्रतिक्रिया”. Response report.



How to manage/update user information.
1. As an admin user from the “Site administration” page.
2. Click “Users” and “Browse list of users”.

3. In the user list page, you can use filter to find particular users and click “edit” icon
4. OR directly click the “edit” icon at the right side, if the user is already present in the list.

https://elearnptco.p1.gov.np/admin/user.php


5. Edit the user information and click “Update Profile” at the bottom of the page.



6. Now you can view the update information in the user list page.

7. OR
8. Also you can edit the user information for the user profile page. In the user profile page

click “Details” and “Edit profile” to edit user profile information.



How to delete/suspend users.
1. As an admin user from the “Browse list of users” page.

2. Click the “Delete” icon to delete the user.
3. Click the “suspend” icon to suspend the user from the site.

Deleting an account results in user data being permanently deleted. If you wish to retain
any data, you should instead suspend the user's account. Suspended user accounts
cannot log in or use web services

https://elearnptco.p1.gov.np/admin/user.php


How to manage/update “हाम्रो बारे” and “सम्पर्क ” content.
1. As an admin user, Go to the “हाम्रो बारे” or “सम्पर्क ” page.
2. Let’s go to the “सम्पर्क ” page.
3. Click the “settings” icon at the top right side of the page and click “Edit Setting”.
4. Then you will be taken to the “Updating Page”.

https://elearnptco.p1.gov.np/mod/page/view.php?id=93
https://elearnptco.p1.gov.np/mod/page/view.php?id=94


5. Edit the “Page Content” and click “Save and return to course” OR “save and display”
button at the bottom of the page.

6. Similarly change the “Page Content” of “हाम्रो बारे” page.



How to manage/update course page information.
1. As an admin user from the course page. Click “Turn Editing on”.

2. To edit “पाठ्यक्रम अवधी”, “स्वय ंगतिमा“, “कठिनाई स्तर” content and
course page banner image.

a. Click the “setting” icon as shown in the screenshot below.

b. Click “Configure block_coursebanner_footer block”  as shown in the screenshot
below.



c. Edit / update the field as shown in the screenshot below.

d. Click “save change” to update the changes.



3. To edit “पाठ्यक्रमको बारे” content.
a. Click the “setting” icon and “Configure HTML block” as shown in the screenshot

below.

b. Change the block “content” and click “save changes” to save the final changes.



How to manage/update Site Header menu items.
1. As an admin user from the “Site administration” page.
2. Click “Appearance” and “Theme settings”.

3. In the “Theme settings” page find the “Custom menu items” section.
4. Add menu item and its url separated by “|” in new line, For example:

courses | https://elearnptco.p1.gov.np/course/
5. Add sub menu items started by “-” , For example:

-Science | https://elearnptco.p1.gov.np/course/science
-Math | https://elearnptco.p1.gov.np/course/math

6. Click “save changes” at the bottom of the page to save the changes.

https://elearnptco.p1.gov.np/admin/search.php


How to manage/update Footer items.
1. As an admin user from the “Site administration” page.
2. Click “Appearance” and “Moovec Child”.
3. You will be taken to the “Moovec Child” setting page.

4. Click “Footer” and update the footer item as shown in the screenshot below.

5. Click “save changes” at the bottom of the page.

https://elearnptco.p1.gov.np/admin/search.php
https://elearnptco.p1.gov.np/admin/settings.php?section=themesettingmoovec


How to change the Logo and favicon
1. As an admin user from the “MoovecChild” setting “General” page.
2. Change the logo and favicon as shown in the screenshot below.
3. Click “save changes” at the bottom of the page.



How to manage/update front-page banner heading, content,
images and other information.

1. As an admin user from the “MoovecChild” setting page. Click “Frontpage”

2. Update and required field and click “save changes” at the bottom of the page.



How to manage courses and categories.
1. As an admin user from the “Site administration” page.
2. Click “Courses” and “Manage courses and categories”.
3. You will be taken to the “Course and category management” page.

4. To Add categories
a. Click  “create new category”.

b. Fill the field as required as shown in the screenshot below.

https://elearnptco.p1.gov.np/admin/search.php
https://elearnptco.p1.gov.np/course/management.php


c. For example we have kept the category name as “category_name” and parent
category as “Top”.

d. Click “create category” then a new category will be created



5. To Add courses.
a. First select the category in which you want to create a course then click  “create

new course”.
b. For example, in the screenshot below, we have selected the category

“category_name”. And then click the “create new course” button.

c. Fill the field as required and click any “save and return” or “save and display”.



How to edit course setting information.
1. As an admin user from the course page. Click the “setting” icon at the right top of the

page and click “Edit settings”.
2. Then you will be taken to the “Edit course settings” page.

3. Where you can update all the course setting information and click “save and display” at
the end..



How to add content in “अन्य महत्त्वपरू्ण सामग्रीहरू”.
1. As an admin user.
2. From course page click “अन्य महत्त्वपरू्ण सामग्रीहरू”.
3. OR
4. From the footer click “सामग्रिहरु”

OR

5. From the “अन्य महत्त्वपरू्ण सामग्रीहरू” page, click “Add a new entry” to add new सामग्री

https://elearnptco.p1.gov.np/mod/glossary/view.php?id=95
https://elearnptco.p1.gov.np/mod/glossary/view.php?id=95
https://elearnptco.p1.gov.np/mod/glossary/view.php?id=95


6. Fill the field as shown in the screenshot below and click “save changes” at the bottom of
the page.



7. Then the new entry will be shown in the “अन्य महत्त्वपरू्ण सामग्रीहरू” page.



How to add resources[pages/files] in site pages like
सम्पर्क /प्रयोगकर्ता दिशानिर्देश (नेपाली).

1. As an admin user
2. Go to the “Site administration” page.
3. Under the “Site administration” section find the “Front page” and click “Front page

settings”.

4. Then you will be taken to the “Front page settings” page.
5. Find and check the “Include a topic section “ and click “save changes”.

https://elearnptco.p1.gov.np/admin/search.php


6. Go to the “Dashboard” and click “Customise this page” as shown in the screenshot.

7. Go to the site homepage
8. Now, you will see content as shown in the screenshot below.

9. Here, you can add other content by clicking “add an activity or resource”.
10. After you added the resources.
11. Save the link to any other place.
12. Again go to the Dashboard and click “Stop customising this page”.



13. Again go to the “Front page settings” page.
14. Find and uncheck the “Include a topic section “ and click “save changes”.

How to logout.
1. Click the profile icon at the page header.

2. Click the “Logout” button to logout from the site.


