® Dl

el e il qooas

sumou Training Center

Instructor Guide

How to Use Our eLearning Platform

This page will walk you through everything you need to know to create and manage your
courses on our platform.

Getting Started

Step 1: Register as an Instructor
1. Go to the Instructor Registration page.

2. Fill in your details and apply.
3. Wait for admin approval (if required).

Tip: If you're already a user, request the admin to upgrade your account to an
instructor.

2 Instructor Dashboard Overview

Once approved, navigate to Dashboard — Instructor. You'll find:
» Courses: Manage your courses
* Earnings: Track revenue and withdrawals
* Q&A: Manage student questions

* Reviews: View and respond to course reviews

& Creating a New Course

Step-by-Step Instructions:
1. Go to Dashboard — Courses — Add New


https://www.sumoucenter.com/instructor-registration/

2. Enter the following:

* Course Title

* Course Description

* Featured Image

* Video Intro (Optional)
3. Add Course Topics & Lessons:

* Click Add New Topic

* Under each topic, add Lessons, Quizzes, and Assignments
4. Set the Course Settings:

* Difficulty Level

* Course Duration

* Maximum Students

» Course Price (Free or Paid)
5. Publish the Course

* Click Submit for Review or Publish, depending on site settings

= Adding Course Content

Lessons:
« Add Text, Video, or Attachments

» Supported video platforms: YouTube, Vimeo, HTMLS5, or embedded

Quizzes:
» Multiple choice, True/False, Open-ended, Fill in the blanks, etc.

» Set time limits and passing grades

Assignments:
* Upload-based or text-based

* Add instructions, deadline, and grading points




® & Managing Students

* View enrolled students per course
* Accept/Reject assignments

* Respond to Q&A from your Dashboard — Q&A

Y¥¢ Managing Reviews & Feedback

* Navigate to Dashboard — Reviews
* View student reviews

* Reply to feedback for better engagement

& Additional Tools & Tips

* Email Notifications: Stay updated with student activity
» Course Preview: Use the “Preview” option to see how your course looks

* Analytics: View course performance (if enabled)

5@ Best Practices

* Keep lessons short and engaging

* Use video and downloadable materials

* Add quizzes/assignments to boost interaction
* Respond to student questions promptly

* Promote your course via social media or newsletters

Qe Need Help?

If you need assistance, contact our support team or check the Support Page



https://www.sumoucenter.com/technical-support-for-elearning-platform/
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