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Link for the OpenEMIS Core platform: 

 

https://jm-moe.openemis.org/core 

 

HOME PAGE 

 

Username: Your username is the MOE school’s email address you have been assigned 

 e.g. firstname.lastname.r1@moeschools.edu.jm 

Password: M03Y@TR3Nd 

N.B. This is the default password. You will be asked to reset it when you first log in. 
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How To Access the OpenEMIS Core 

(Apple and Android)

1. Download OpenEMIS Classroom app on an iPhone 

 

Step 1: In the App Store, Search for “OpenEMIS Classroom”. 

 
Step 2: Once you have found the app, click on the Get button to start the download. 
 

 

  
 

  

Once the app has finished installing, it will show up on the home screen of your phone. 
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Step 3: To log in, enter your username and password, then type or copy and paste the 

OpenEMIS link. 
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2. Download OpenEMIS Classroom on Android 

 

Step 1: In Google Play Store, Search for “OpenEMIS Classroom”. 

 
Step 2: Once you have found the app, click on the Install button to start the download. 

  

 

Once the app has finished installing, it will show up on the home screen of your phone. 
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Step 3: To log in, enter your username and password, then type or copy and paste the 

OpenEMIS link. 
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Step 1: Click the Institutions button on the left side of the screen.  

 

 

Step 2: Click the Attendance button.  
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Step 3: Click the Students button.

 

Step 4: Select the Academic Period, Week, Day, Class, Education Grade and Attendance per day 

(Period) dropdown in the filter on the right.  

 

 

Step 5: Click on the Edit button  

ALL the student attendance in the selected class will be marked as Present and attendance will be 

automatically saved. 

 

 

https://support.openemis.org/core/wp-content/uploads/2018/11/Student-Attendance-Edit-Button.png
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Step 6: To log absentees, select the dropdown in the attendance column and change it to Absence 

(Excused/Unexcused). 

 

For Absence (Excused), you can select reasons from Student Absence Reasons which are added from 

the Field options (Administration > System Setup > Field Options) and add an optional comment. 
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Make any necessary changes and attendances will be automatically saved.  

 

Step 7: Click on the back button to go back to View mode. 

 

 

There are two views for student attendance. To change the view, select a single day or all days for a 

selected week in the filter. However, you can only edit in single-day view. 
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Taking Students’ Attendance in the 

Step 1: Log in to OpenEMIS Classroom, select your school and then select the Academic 

Year and your classroom. 
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Step 2: Click on the Attendance tab at the bottom of the screen. 

 

Step 3: Select the Academic Period, Week, Day, Class, Education Grade and Attendance per day 

(Period) and press Apply. 
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Step 4: Click on the Edit button.  

 

ALL, the student attendance in the selected class will be marked as Present and attendance will be 

automatically saved. 
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Step 5: To mark a student as late, click the Late button under that student’s name. An optional 

comment box will appear.  
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Step 6: To log absentees, select Absence button under that student’s name. Select the button to 

decide if the absence is Excused or Unexcused.  

 
For Absence (Excused), you can select reasons from Student Absence Reasons and add an optional 

comment. 

Absence (Unexcused) 

  

 

Absence (Excused) 
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Make any necessary changes and attendances will be automatically saved.  

 

Step 7: Click on the back button to view the complete attendance. 
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Taking Students’ Behaviour in the 

Web Version
Step 1: Go to Institutions and select your school. 

 

Step 2: Select Behaviour from the left menu and click on Students.  
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Step 3: Click the Add button to create a behaviour record. 

 

 

 

Step 4: Fill in all the required fields - Academic Period, Class, Student Name and Category. Enter 

the Date, Time, Description, Action, and Title for behaviour. The record must be assigned to a staff 

member for review. This could be the Principal or Dean of Discipline.  
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Step 5: Click Save to submit the record. 

 

 

Step 6: The success message will appear in green, and the behaviour record will be shown below. You 

can filter for the records by academic year, class, or category.  

 

You can add an attachment (document, photo, or other file) to a saved behaviour record. 
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Step 7: A behaviour record will stay open until the assignee approves. 

 

https://support.openemis.org/core/wp-content/uploads/2016/11/Behavior-attachment-3.png
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Mobile App 

Step 1: Log in to OpenEMIS Classroom, select your school and then select your classroom. 
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Step 2: Click on the Behaviours tab at the bottom of the screen. 
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Step 3: Select the “By Behaviours” tab.  

 

 
 

Step 4: To create a behaviour record, select the student’s name or use the Add button. 

 
Fill in all the required fields – Student behaviour Category, Date and Time of Behaviour, Class, 

Description and Action. The record must be assigned to a staff member for review. This could be the 

Principal or Dean of Discipline.  
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Step 5: Click Submit to save.  

 
The success message will appear in green, and the behaviour should be listed in that window. 

 

  

You can categorize the students based on their behaviours. 

 

https://support.openemis.org/classroom/wp-content/uploads/2021/08/IMG_5518.jpg
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https://support.openemis.org/classroom/wp-content/uploads/2021/08/IMG_5519.jpg
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Some schools may also have students across grades grouped together. In this case OpenEMIS 

Multi-grade level allows you to configure students from two different grades in the same 

section. Click the Classes from the left, side menu to display a list of Classes for an institution. 

 

Step 1: Click the Institutions button on the left side of the screen. 

 

Step 2: Click Academic. 

 

 

Step 3: Click Classes. 
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Step 4: Click the Add button to create a new Class. You can also click on an existing class to edit. 

 

 

Step 5: Fill in the following fields.  

1. Single Grade Classes 

 

❖ Academic Period (required) – the current academic year for the class. 

❖ Education Grade (required) – the grade level for the class. 

❖ Shift (required) – the interval time spent in school. 

❖ Number of Classes – create multiple classes in one instance by selecting the desired 

number from the Number of Classes drop-down. 

❖ Capacity (required) – number of availabilities for the class. 
 

You will also need to enter the following information: 

❖ Class Name (required) – the system will auto-generate names for Classes based on the 

Programme selected, however, you can change the name by clicking in the name box and 

editing the text. 

❖ Unit and Course – a unit is a study component focused on a particular subject or topic, 

while a course is a program of study. For example, a course: Information Technology 

with units: Networking, Cloud Computing, and Programming. 

❖ Home Room Teacher – assign a teacher to a class. If staff positions have not been 

created or assigned to a position, then no teachers will appear in the drop-down. 

❖ Secondary Teacher– assign a second teacher to a class, if applicable. 
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2. Multi-Grade Classes 

 

❖ Academic Period (required) – the current academic year for the class. 

❖ Class Name (required) – enter a clear name that indicates this class has multiple grades 

in one. 

❖ Shift (required) – the interval time spent in school. 

❖ Institution Unit and Course – a unit is a study component focused on a particular 

subject or topic, while a course is a program of study. For example, a course: Information 

Technology with units: Networking, Cloud Computing, and Programming. 

❖ Home Room Teacher – assign a teacher to a class. If staff positions have not been 

created or assigned to a position, then no teachers will appear in the drop-down. 

❖ Secondary Teacher– assign a second teacher to a class, if applicable. 

❖ Capacity (required) – number of availabilities for the class. 

❖ Class Grades (required) – select all the grades that will be in this class. 

 

Step 6: Click Save when done. 

You will be directed to the page with all classes. Check that there is a success message stating the 

record has been added successfully.  
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Step 1: Select a class from the Class list, then select Edit from the actions button to the right of the 

class. Ensure the correct academic period is selected. 

 

 

The class details will be shown. At the bottom, the Add Student field will list the Unassigned and 

Assigned Students available for the grade and class in the school.  

Step 2: Search the Unassigned Students box and select all the students who should be added to 

this class.  

Step 3: When you have selected the students to be assigned, click the Assign button below.  

If no students appear, check if the students were added to the system and if they are assigned to the 

Education Grade of the class you are currently in.  
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Step 4: Check the Assigned Students box to verify all the students you just assigned are in this list.  

 

Step 5: Click Save. 

 

 

 

 

The students will be assigned to the chosen class. 
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https://support.openemis.org/core/wp-content/uploads/2015/09/class_student.png


 

33 | P a g e  
 

 


