
HOW IT WORKS
Add New

Course



Log In to your account
From top right of your dashboard 
press on Add Course Button

Press Add New Course Button1
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Create New Course PART 12
Enter Course Name in English

If course award certi�cate
then mark check Box and 
write name of certi�cate, 
for example; 
Certi�cate of Completion

Upload proper course 
image with good quality
And size does not 
exceed 2 MB

This is will be your USER ID,
cannot be changed

Choose Period type: 
On Demand: Means could 
be anytime based On 
customer request, Such 
as recorded online Courses
Speci�ed Date: Where 
course has speci�c Date 
for course start (F) and 
course end (G)

Enter Course Name 
in any other language 
Such as your local 
language, English, 
French…etc

Choose the language in
 which you will present
 the course

Select fees type 
Free or Paid
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Create New Course PART 23
Enter Course Name in English

Course Post Expiry date: This option is used to 
choose the last date where your post will be 
active on website, after that will be removed 
from active course and will be shown in Expired 
Courses in your dashboard. 

K, L & M: Enter Course Fees 
in your country currency In
 �led (K), then choose your 
currency in �eld (L) If you didn’t 
�nd your local currency, then 
choose USD (M) will be always 
calculated automatically for 
equivalent value for your local 
currency in USD

If you choose fees type
is paid, then �elds
K, L, M, N, Q & P 
will be shown

N, O & P: in �led N, you
 shall select discount 
percentage in Course 
fees if any, then (O) & (P)
 will be calculated 
automatically

S & S1: Choose delivery 
type Online or Physical
If Online mode, then you 
need to add Course 
page link in (S1)

Q & R: Choose the suitable 
category for your course At 
�eld Q, once you choose 
category, list of detailed 
sub-category in �eld (R) will 
be shown to give more 
accurate course listing, for 
example Facebook market-
ing will be in Digital Mar-
keting Category and Social 
Media Sub-Category 
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Create New Course PART 34
S, S1, S2 & S3: If you choose
 delivery type Physical i.e. 
course will be delivered in 
face to face in physical 
location, S1, will be dimmed
 and S2, S3 will you choose
 the city and country of 
course location.

In case of physical course 
need to specify maximum 
number that can attend 
the course.

You need to add the 
acquired skills/covered 
subjectsBy this course, 
after entering each skill 
press enter.

You need to write 
a brief course description 

X,Y,Z1 & Z2: Here you will 
choose trainer that 
already de�ned in trainers 
list


