
 

 

 

 

 

 

 

 

 

Step 2 

Locate Google Drive on the Google 

Apps page. This is where all your files 

from MOEMS contests should be 

stored. 

Set up a new folder (or maybe two 

folders, if you are administering 

Division E and Division M contests) and 

give it a name that is appropriate for 

your purposes. [For this time, try 

calling it “MOEMS Trials”] 

Step 1 

If you do not have a Gmail account, 

please create a Gmail account by 

visiting: 

https://www.google.com/gmail/about/ 

Suggestion: Even if you already have a 

Gmail account, you might want to create 

an additional one that you use only for 

your MOEMS materials. Pick a name that 

will be easy for your students to 

remember…one they will associate with 

you. 

Once you have completed these initial steps, you should not have to redo them. The purpose 

of these steps is to set up your Google Drive in order to organize your MOEMS materials in 

one place on your computer. You must have a Gmail account to assure that you will get the 

MOEMS Contests and their results with little or no difficulty. 

Running MOEMS® OnLine Contests (2021)

https://www.google.com/gmail/about/


Why? Doing this will enable you to create your own contest by copying it, so that your students’ 

answers are directed back to your Gmail address. 

Step 3 

Place the link provided by MOEMS in 

the address bar and open that link.  

If your GMail account is not already opened, 

you will be prompted to do so. 

Click on the menu icon and then on Make a 

Copy 

Step 5 

Create a shareable link: 

- Click Send

If the “Collect email addresses” is 
checked off, UNCHECK it. There is 

no need for this box to be checked 

off. It will cause problems with your 
parents' and district's  privacy 

concerns.

Step 4 

Click on Make a Copy 

Step 6 

On that same page, click on 

Send via Link. 

After the Link section is 

populated, check the Shorten URL 
checkbox.  Click COPY in 

the lower right-hand corner. 
This is the link that will pasted 
into Zoom Chat for the students

to receive their contests.
You should save that link on in a 

secure place so that you will have 
access to it to paste into CHAT on 

contest day. 

DO NOT ENTER

DO NOT ENTER



Getting Your Mathletes’ (Students Taking the Contest) Answers and 

Scoring the Contest 

Step 7
Getting ready to score your students’ 

responses 

- Click on Responses (The number of

responses that have been collected is

shown). 

-The first time you check, you will be

prompted to Select Response Destination. 

-Simply click Create, and a spreadsheet will

be created. You will be able to change 

whatever settings you feel necessary to 

alter that Excel® spreadsheet to make 

grading the students’ responses easier. 

- You will be able to check to see who has

submitted his/her answers. If students
are warned when they must submit their

answers, as instructed, each of your 
mathletes’ names should appear in that list.

- You could see how the entire group of

students did on a particular question.

-Additionally, you will be able to look up
how individual students did, if you want 

to see that.

Getting the Contest to Your Students Simultaneously

             and Getting Back Their Answers

Step 8A
When all students are present and 

accounted for, the PICO will deliver the 

contest or its link to the students. You 

will use the CHAT feature of Zoom to 

get the contest to all the students at 

the same time. The steps for doing this 

are listed in the following boxes. 



 

 

Step 8B
Clicking on the CHAT icon will reveal a 

chat area on the right side of your 

Zoom screen. The link for the contest 

should have already been saved by your 

computer, so all you need do is use 

Ctrl+V to insert it where the chat bar 

says Type Message Here. 
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Step 8C
-Once you click on ENTER (on keyboard), all

students signed into Zoom will receive the link. 

Instruct them to not click on that link until 

after you have ascertained that all students 

have the link. 
-Once you allow them to click said link, you will be

able to read all the questions to your students.
They will see the contest, instead of your face.

You will continue to see their faces, so you will be

     able to actively "proctor" your students .

-Once done reading the questions, the PICO
should set a timer for 30 minutes for the

students to fully complete the problems and
     enter their answers on the form supplied. 

 

 

 

 

 

 

 

 

 

Step 8D
When the thirty (30) minute time limit has elapsed and you have given students the appropriate 

warning associated with the end of the contest, the PICO should insist that students “SUBMIT”

 

their answers. Those answers will appear almost instantly on your spreadsheet. After a minute 

or two, set the spreadsheet to accept no more answers. This will prevent kids from taking 

additional time to do their work or to submit another set of answers, after the contest times out.

Step 9 

 Now, click on the spreadsheet icon  (green icon  above 
“Accepting Responses”) to reveal answers. Grade them 

according the instructions in our online information. 
Despite the fact that a score column has been included 
this year, please double check that a student has not 

placed an alternative acceptable answer in place of the 
computer-generated answer.

Finally, submit students’ scores to the secure MOEMS 

website, as has been done in the past, or if  you’re new to 

this check out our website: (page 3 of) 

http://moems.org/Organization%20and%20Procedures.pdf 
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