
INSTRUCTOR MANUAL

HOW TO ADD A NEW COURSE 

TO WWW.AQAMY.COM



SIGN UP AS INSTRUCTOR

Click on Sign Up and enter sign up details. For the time Achievers Hub 

will approve your account.





ONCE SIGN UP, ACHIEVERS HUB WILL APPROVE 
YOUR ACCOUNT



HOW TO ADD A NEW COURSE TO 
WWW.AQAMY.COM



Login In using your Username 

and Password



Once you have successful 

logged in you will see you 

username.



To Add New Course. Click “Add 

New Course”



ADDING A COURSE



Start filling in the content.

We provided tips for you with a short description of each section to simplify navigation. Switch from one part to 

another by clicking the Arrow button at the bottom of the page. Click on the Close icon to turn off tips.



Reveal the dropdown menu of the Category and choose the option Add new 

category.



You can add multimedia content to your course, give it a full 

description, add a featured image.

Here also you can create a proper Curriculum for the 

course, enter announcements and fill in the FAQ section.

Use the right panel to set the price for individuals and 

groups, specify course duration and level appropriate.

Note: 

Recommended Banner Size – 870 x 440 Pixels 



Prices

You are provided with 2 Options

1. Add Price – The Original Price of the program. 

2. Add Sale Price – The discounted price or promotional 

pricing. 

For example the original price is RM 1500.00 and the 

discounted pricing would be RM 1000.00



This section allows you to add course materials - simply upload a 

file of any format. Click on the Plus icon to upload a new file.

Enter the title for the file and click Choose File to browse the file 

on your PC.



After you entered all the necessary information in the Description part, move on to the 

Curriculum.

Create a thorough Curriculum for your course.

On this step, you can add new sections, lessons, quizzes, and assignments to the course. 



In this sector, you can add and edit lessons and quizzes. Divide lessons into sections, give unique 

titles to organize your syllabus in the most convenient way.



Enter the title for your lesson and click enter to add a new item. The same is applicable to Quiz.

As soon as you create your course plan you will be able to edit and delete information. Work with the list as shown 

below to apply the required changes.



The Course curriculum includes sections, lessons, quizzes, assignments

If you want to divide your course into sections, enter their titles. By clicking on Section 1 you can collapse or 

expand the section content. On the right side, you can find Delete and Move (organize the order of items) 

options.



To add a new lesson add its title and click Enter. You can add an unlimited number of lessons.

Quizzes can be added using the same process. Switch to the quiz tab, add the title and click Enter.

The same works for the assignment



Once all items are added you can organize the order, drag and drop the items to set the 

required sequence of lessons and quizzes.

Items can be deleted and edited. When you hover over the specific lesson/quiz/assignment on the right 

side the options Delete and Edit appear. Click Delete if you want to remove the item, or click Edit to 

manage it.



Choose a lesson you want to edit and click on the Edit icon. Add 

some content to this lesson, choose any format and insert 

material.



Open the Lesson Settings. Here you can:

•determine the lesson type

•upload a video poster

•attach video URL

•specify the lesson duration

•activate preview

•write a description



Lesson types available - Text, Video, Slide, Stream. Expand the 

drop-down menu to select an option.



Save Changes, so the settings could be applied.

Edit quiz

Choose a Quiz you want to change and click on the Edit

icon. Add the content to the Quiz and make up questions.



Go to Settings, where you can:

•enter a description

•specify quiz duration (time format available - minutes, hours, days)

•activate the display of correct answers

•determine passing grade

•indicate the number of percentages that will be cut down from the total number of points after quiz retake.

Note:

Do not enter the percentage 

symbol, it is applied by 

default.



FAQ Tab

Create the FAQ section to predict possible misunderstandings. 

Add one by one: items, questions, and answers.



Click on the New FAQ item to add a new question and answer. 

Enter the question/answer in the spaces provided.



Announcement Tab

Make important announcements for your learners whenever you 

need to. Write your text in the space provided.



Save Changes and once you finished entering the information, 

press the Publish Course button to launch a new course.

Check its availability on the Courses page.



HOW TO EDIT COURSE



Login to your instructor account. Then Click on Account. 



In this section, you will see 

the courses you have added. 



To edit. Hover over the 

Published button and a drop 

down will appear. 



If you have any further queries or 

clarification, please don’t hesitate to 

contact us at info@aqamy.com or 

WhatsApp us at +601 7350 7013


