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1. Introduction 
 

Thank you for choosing Chairman’s Academy for your learning management system (LMS). 

Chairman’s Academy offers the best LMS in cloud service for both companies and individuals. 

Chairman’s Academy offers two primary products, The Learning Studio and The Online University. 

This training and tutorial e-book will help you with either product you are using. This e-book is 

divided into three chapters. Account administrators and managers should use the first chapter, while 

teachers should use the second chapter. The third chapter goes over ways to optimize your LMS. 

2. Tutorials for administrators/managers 
 

2.1 Defining user roles 
Analysis is where you can view data about all courses and learners. After signing up for a free trial or 

purchasing, you will be sent your login credentials. Go to http://chairmansacademy.com/ and use 

them to login. 

When you have logged in, you will be see the admin dashboard, which includes a left-side menu 

where you will find most of the admin functions. 

 

 

http://chairmansacademy.com/


© 2007-2016 BGBC Management, LLC | All Rights Reserved  Page 3 

 

The first tasks for a Chairman's Academy administrator to get their account up and running is to 

assign user roles. 

Add a new user 
On the left-side menu, you will see Users. Click on this and then click on Add New User, which will 

make the Add New User input page appear.  

 

On that page scroll down to Add New User and add a username, email and role. The user will 

automatically be sent an email with their login credentials.  

Types of users 
You can repeat this process for each person that is going to be managing the account (Administrator 

or Manager), teaching (Teacher) and learning (Learner) as a student. Please note that the only 

difference between an Administrator and a Manager is that only an administrator can purchase 

options and close the account. 

Users assigned a teacher role can grade quizzes, view course analysis and manage learners without 

having full Administrator privileges. 

Users with the Teacher role can create and manage their own Courses, Lessons, and Questions. 

Teachers can also access Chairman’s Academy> Messages to view private messages from Learners 

taking their courses. 

When a Teacher is in the Chairman’s Academy admin area, they can only view, edit and manage 

their own content and Learners. 

Teachers can access courses, lessons and questions they created themselves. They can also see 

courses that are assigned to them by an Administrator. 

If a course is assigned to a teacher by an Administrator, all lessons in that course are also assigned to 

the same teacher. 

With the Teacher role, a teacher has limited access to Chairman’s Academy objects. The modules 

available to the teacher will only be those that they have created. If a user role changes from admin 

to teacher, then they will lose access to other modules and will no longer see it. An admin user will 

have to assist these users to move lessons and courses over to the newly created user modules. 
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2.2 Building your first course 

Adding a new course 
Once you have assigned roles, the next important task is to build a course. To do this, go to the same 

left-side menu and click on Courses and then click on Add New. 

This will bring up the Add New Course page. If you are using The Learning Studio, you will have the 

option to sell this course. 

 

Enter a title for the new course and in the large text body below put an outline of what the course 

covers. Below that you will see the Course Media and Course Video boxes where you can add 

images, documents and videos for the course, although remember that media and videos for specific 

lessons within the course will be added later on when you add a lesson to the course. When you've 

completed that scroll down to input a course lessons. Scroll back up to add a category for the course 

in the Course Categories box. When you are done, click on the Publish button in the Publish box. 

2.3 Adding course content 
To add a lesson to the course, scroll down to Course Lessons and click on "Please add some" link. 

This will bring you to the Add New Lesson page.  
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Input the lesson title in the first field, then input text describing the lesson in the large text field 

below that. Below that you can upload any images or files in the Lesson Media box.  

Then scroll down to the Lesson Information box, where you can input the amount of time the lesson 

will take, the level of difficulty and any video you would like to embed for the lesson. On the right 

side click on Lesson Course and add the lesson to the course you just created. When you are done, 

click on the Publish button in the Publish box. 

 Now that you have saved the lesson, you can add a quiz to it and quiz questions. Scroll down to the 

Quiz Settings box to set up the lesson's quiz settings, and then scroll down to Quiz Questions to add 

questions. To save your work go back up to the Publish box and click on Publish. 

 2.4 Content hierarchy 
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Courses and Lessons 
The main content hierarchy in Chairman's Academy is Courses > Lessons 

A course is a collection of lessons. 

Each course can contain any number of lessons. 

Each lesson can belong to a single course. 

Users register for a course can access that course’s lessons. 

Courses can also be organized into Course Categories. A course can belong to any number of 

categories. 

See Adding Courses and Adding Lessons for more information. 

Modules 
Chairman’s Academy includes Modules by default, adding another level of organization between 

Courses and Lessons. 
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This enables you to group lessons into Modules, creating a hierarchy of Courses > Modules > 

Lessons. 

A module is used only to organize lessons within a course, similar to a category. It doesn’t contain 

any content, other than an optional description. 

A module can be used in any number of courses. 

Within a course, each lesson can only belong to a single module. 

Quizzes 
Each lesson can optionally contain a single quiz to test your students’ learning. 

Each lesson can only have one quiz, and a quiz can only belong to a single lesson. 

Questions 
Quizzes are made up of a list of questions. A quiz can contain any number of questions, and each 

question can be used in any number of quizzes.  

The following chart shows the behavior of Chairman’s Academy quizzes when the various settings 

are enabled/disabled: 
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Note that answer feedback is only displayed if you: 

1. Pass the quiz; or 

2. The ‘reset quiz’ button is disabled. 

2.5 Question Bank 
Questions can be added independently of quizzes, so questions can be reused in multiple quizzes, 

and a quiz can contain randomly selected questions from any question category. 

Adding Questions to the Question Bank 
To add a question to the question bank, go to Questions > Add New. 
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To add a question: 

1. Enter your question in the Question field. 

2. Select the question type from the dropdown. 

3. Enter the relevant answer(s) – exact options depend on the question type you selected. 

4. Enter the total grade for the question – this can be a numerical value greater than or equal 

to zero. 

5. Select Add Question to complete that question and add another if you like. 

Zero-grade questions 
Questions can be assigned a grade value of zero. 

Questions with no grade are skipped during auto-grading, so you can include open-ended questions 

in an auto-graded quiz. 

Question Types 
You can choose from the following question type dropdown when adding a question to a quiz: 

 Multiple Choice 

 True/False 

 Gap Fill 

 Multi Line 

 Single Line 

 File Upload 

You can add more than one correct answer for a multiple choice question. 
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If you add more than one correct answer, the learner is able to select multiple answers when 

viewing the question, and they need to select all correct answers to receive a correct score. 

Question Categories 
You can also assign your question to a question category to make it easier to add relevant questions 

to each quiz. 

You can select an existing question category, or add a new question category, in the Question 

Categories panel. 

 

You can also view all question categories and add new categories via Questions > Categories 

Adding media to a Question 
You can upload a media file to any question. 

Images, audio files and video files are displayed inline within the question. 

Any other type of file is displayed as a link. 

The media item’s Title and Description, if present, is displayed below the media. 

By default, images in questions use the Medium size setting, as defined in Settings > Media.  
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Adding Auto Answer Feedback 
You can add Answer Feedback to any questions that are auto-graded, i.e., Multiple Choice and 

True/False. 

 

This feedback is shown to learners after they submit a quiz that is set to automatic grading. 

If the quiz is set to manual grading, you are able to customize the answer feedback when grading the 

quiz. 

2.6 Selling Courses 

Selling courses 
By default Chairman’s Academy enables the ability to link a course to a product. This allows a user to 

purchase a course on your site. If a course is linked to a product, the course’s lesson content will 

only be viewable to users who purchased the course. If lessons contain video content, you need to 

use a video hosting service to prevent your videos from being accessed directly. 

Turning off ecommerce functionality 
Ecommerce functionality is optional and can be switched off if you don’t want to sell courses.   

Linking a product to a course 
To link a product to a Chairman's Academy Course Then: 

1. Go to: Products > Add Product 

2. Add product details, and then select the checkbox for the Virtual product to remove 

shipping information from checkout and save. 

3. Go to Lessons > All Courses and Edit the course you want to attach to your new product. 

4. Select Update to save. 

2.7 Ordering Course and Lessons 
You can manually change the display order of courses and lessons. 

Changing Course Order 
To change the order in which your courses are displayed, go to Lessons > Order Courses. 

Drag and drop the courses into the desired order, and then click Save Course Order. 

This will display your courses in the order specified in Courses > Order Courses. 
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Changing Lesson Order 
To change the order of lessons displayed within a course, go to Lessons > Order Lessons, select a 

course, and click Select. 

Drag and drop lessons into the desired order, and click Save Lesson Order. 

If your course is divided into modules, you can only reorder lessons within each module. If you want 

to move a lesson into a different module, you need to edit that lesson and select a different module 

for it. 

2.8 Duplicating Courses and Lessons 
You can duplicate courses and lessons with a single click. 

1. Go to: Lessons > All Lessons. 

2. Hover over a lesson to see a Duplicate link. 

3. Click. A duplicate of the lesson (including quiz questions) is created and saved as a draft so 

you can edit before publishing. 

The same applies to Courses. 

1. Go to: Lessons > All Courses. 

2. Hover and select from options to duplicate the course, or the course and all lessons within 

the course. 

2.9 Adding Lessons 

Adding a Lesson 
To add a lesson, go to Lessons > Add New. 

Enter a title for your lesson. 

 

Adding Lesson Content 

Enter your lesson content in the main content area. 
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Enter a brief description of the lesson in the Excerpt field: 

 

This is displayed beneath the lesson title on the single course page. If you don’t enter an excerpt, 

then only the lesson title is shown. 

Adding Lesson Information 
You can optionally enter information to tell learners more about the lesson. You can add the length 

of the lesson in minutes, and the complexity (Easy, Standard or Hard). 

You can also enter a video embed code to embed a video in your lesson. 

 

Assigning a Lesson to a Course 
In the Lesson Course panel, select which course your lesson will belong to. 

If you haven’t created the course yet, you can click Add New Course to create a course when your 

lesson is saved. 

 

Setting a Lesson Prerequisite 
If you want learners to complete each lesson before they progress to the next, you can select 

a Lesson Prerequisite: 
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If learners visit this lesson before completing the prerequisite lesson, they will see a message like 

this: 

 

Enabling Lesson Preview 
When editing a lesson, you can enable the Lesson Preview option: 

  

 

This allows the lesson content to be viewed by anyone, without having purchased or registered, 

giving you a way to offer a free sample of your course content. 

If your course contains preview lessons, it displays a message as shown in the course archive page: 

  

 

The course page itself also indicates which lessons can be previewed: 
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Note: If the course is not a paid course, it says Preview instead of Free Preview 

And the lesson page also displays a message with a link to sign up for/purchase the course: 

If you are logged in as admin, or already taking the course, you won’t see the preview messages. 

They are only shown to users who are not currently taking the course. 

Adding Lesson Tags 
You can assign tags to lessons in the same way as you can with regular posts. 

Adding a Quiz to your Lesson 
See Adding Quizzes for information on adding a quiz to a lesson. 

If you don’t add a quiz to a lesson, the lesson automatically displays the “Complete Lesson” button, 

allowing learners to mark the lesson complete without taking a quiz. 

2.10 Adding Quizzes 
Adding a Quiz to a Lesson 

When adding a lesson, a Quiz Questions panel says there is no quiz for this lesson. 

To add a quiz, click the Add button to begin. 
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Adding Questions to a Quiz 
To add questions to a quiz in the Edit Lesson screen, choose from three methods of adding 

questions: New Question, Existing Questions and Category Questions 

New Question 
Use this option to add a new question directly to a quiz. 

You may also select a Question Category for the new question, and any new question you add is 

added to the Question Bank so you can reuse it on other quizzes. 

  

 

See Question Bank for more information on how to add new questions. 

Existing Questions 
This option allows you to select one or more existing questions from the Question Bank and insert 

them in your quiz. 

You can search for a question, or filter by question type and question categories, and questions that 

have/haven’t already been used in a quiz. 
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The panel displays 10 questions per page. Note: Selections are not preserved between pages, so you 

must select and add questions from one page before moving to the next. 

Category Questions 
This option provides full Question Bank functionality, allowing you to insert a random selection of 

questions from any question category. 

Select a category and a number of questions to display, and click Add Questions. 

  

 

Questions appear as a single entry in your question list. 

You can add multiple groups of category questions if you want to include questions from more than 

one category in the same quiz. 
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You can also use a mixture of Category Questions and Existing Questions if you want to use 

randomly selected questions, and you have certain questions that need to be included in the quiz 

each time. 

 

Note: Using the Existing Questions and Category Questions options, it is technically possible to add 

multiple instances of the same question, but no questions are duplicated on the frontend of your 

site. 

File Uploads 
Students can upload files for quiz questions. This gives students the ability to create artwork, 

documents, video or other types of files as part of a test or to submit as homework. 

Removing Questions from a Quiz 
To remove a question or group of questions from a quiz, click ‘Remove’ next to the question or 

group of questions. 

Note: Removing a question from a quiz doesn’t delete it from the Question Bank. To delete a 

question, you need to go to Questions > All Questions and click the ‘Trash’ link on the question you 

want to delete. 

Quiz Settings 
Once you’ve added questions to your quiz, you can customize settings for the quiz in the Quiz 

Settings panel: 

  

 

Pass required to complete lesson 

Learners need to achieve a specified pass mark before the lesson is completed. 

If this is not ticked, the pass mark is automatically set to 0, and the learner can complete the lesson 

without passing the quiz. 

Quiz passmark percentage  
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The score needed to pass this quiz. This setting is only visible if “Pass required” is ticked. 

Number of questions to show  

You can optionally choose to limit how many of this quiz’s questions are displayed each time the 

quiz is taken. 

Note: You can also reset all quizzes to display all questions by going to Chairman’s Academy > 

Updates and running the ‘Set all quizzes to show all questions’ update. 

Randomize question order 
Displays the quizzes questions in different order each time. 

Grade quiz automatically 
If your quiz contains only multiple choice, gap fill* or true/false questions, you can have it graded 

automatically as soon as the learner submits the quiz. This also displays any answer feedback for 

each question. See Question Bank for more information. 

Allow user to retake the quiz 
This adds a ‘Reset Quiz’ button below the quiz, so learners can take the quiz again if needed. 

When auto-grading a gap-fill question, the case and leading/trailing spaces are ignored. For example, 

the following question accepts both “silver” and “Silver” as the correct answer, and also ignores any 

spaces before and after the given answer. 

 

If there is more than one possible answer, or you want to account for common spelling mistakes, 

you can also add the correct answer as a regular expression. 

The most common use for this would simply be listing all possible correct answers (separated by a 

pipe “|”) e.g.: 
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2.11 Adding Courses 

Adding a course 
To add a Course, go to Courses > All Courses and click Add New. 

Enter a title for your course. 

  

 

Adding course content 
Enter the content for your course page in the main content area. 

  

 

This content should describe the course, and explain what learners can expect to learn if they take 

your course. This can contain any type of content you like, including images, videos and HTML. 

Enter a brief description of your course in the Excerpt field (text only). 

 

Note: When a prospective learner visits your course page, they either see the full content or only the 

excerpt, depending on what you select for the “Single Course page displays” setting in Chairman’s 
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Academy> Settings > Course Settings:

 

Admin users always see the full content. 

Categorizing your course 
Optionally assign the course to one or more course categories. You can select any existing ones, or 

click the Add New Course Category link to add a new one. 

 

Setting course prerequisite 
If you want learners to take another course before taking this one, you can choose a Course 

Prerequisite. 

 

Learners will be unable to start taking your course until they complete the prerequisite. 

Setting course as featured 

You can tick the Feature this course box to mark a course as featured, so it displays under Featured 

Courses on the Course Archive page and the Course Component widget. 

 

http://docs.woocommerce.com/wp-content/uploads/2014/06/course-content-setting.png
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Adding course image 
You can optionally add a featured image to a course. The image displays on the Course Archive page 

and Single Course page, depending on your settings in Chairman’s Academy > Settings > Course 

Settings. 

  

 

Adding course video 
You can optionally add a video to your Course page by adding the video embed code (from YouTube, 

Vimeo, etc.) in the Course Video field: 

  

 

This video displays for both users who are taking the course and those who are not. 

If you don’t want to display this video to users who are not taking the course, you can embed the 

video in the main page content instead of using the Course Video field, and make sure you have 

“Single Course Page displays” set to “Course Excerpt” in Chairman’s Academy> Settings > Course 

Settings. 

Disabling email notifications 
There is a Course Notifications panel in the course edit screen, which gives you the option to disable 

all email notifications for that course only. 
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This option overrides the global email options in Chairman’s Academy> Settings. 

  

2.12 Adding Modules 

Chairman’s Academy Modules Overview 
Chairman’s Academy Modules adds an additional level of organization to your Chairman’s Academy 

content between Courses and Lessons. A Course can contain any number of Modules, and each 

Lesson can be assigned to a single Module within that Course. 

Note: Modules are only provided for organizational purposes; they don’t contain any content other 

than an optional text description. 

Adding Modules 
To add a Module: 

1. Go to Courses > Modules. 

2. Under Add New Module, give the Module a Name. 

3. Under Course(s), search for and select one or more Courses that will use this Module. 

If you prefer, you can leave the Course(s) field blank and assign modules to courses later from the 

course edit screen. 
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Note: Modules can be used by multiple Courses. e.g., you may have a piano course and a guitar 

course, both of which use the Basics module. The Module is a container for a group of lessons in 

each course, so the lessons in the Module are unique to each course. 

Adding Modules from within a Course 
Alternatively, you can add Modules from within a Course Edit page when creating/editing a Course. 

1. Go to Courses > All Courses. 

2. Click Add New, or edit an existing Course. You will see a Modules panel in the sidebar. 

3. Select any existing Modules you want to add to this Course. 

4. And/or click Add New Module, enter a Module name, and click the Add New 

Module button. 
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Assigning Lessons to Modules 
Once you have added some Modules to a Course, you can then assign each of the Course’s Lessons 

to any of the Modules used in that Course. 

To assign a Lesson to a Module: 

1. Go to Lessons > All Lessons, and edit the Lesson in question. You will see a new Lesson 

Module panel in the sidebar, listing all the Modules available in this Course. 

2. Select the Module you want to assign this Lesson to. 

3. Update the Lesson. 

  

 

Ordering Modules 
By default, any modules you add to a course will be displayed in alphabetical order. To reorder your 

Modules, go to Courses > Order Modules, select the course you want to edit, and simply drag and 

drop the modules into your desired order and click save. 
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Module Display 
If a Course contains Modules, they will be displayed on the Single Course page, under the Modules 

heading, with each Module displaying a link to the Single Module page, and a list of links to the 

Lessons within that Module. 

  

 

After a user has completed one or more of the lessons in a module, they will see an ‘In progress’ 

indicator for that module on the Module page, and the Course page. 

After a user has completed all the lessons in a module, they will see a ‘Completed’ indicator for that 

module on the Module page and the Course page. 

Any Lessons not assigned to Modules will be displayed below, under the Other Lessons heading. 
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2.13 Course Administration 
Now that you have set up your course, you will want to add learners to it. If you have not already 

added learners to the account, after logging in and reaching the admin dashboard, on the left-side 

menu click on Users and Add Users. Scroll down to Add New User and input a username, email 

address and password which will be sent to that email address. Then choose that user's role, which 

in this case is student. 

 

Once you have learners set up in your account, go to the left-side menu and click on Courses and 

select the course you would like to manage.  

When you arrive at the course page, scroll down to the bottom and click on Manage Learners. This 

will bring you to the Learning Management page for this course. To add learners to the course, go to 

the Add Learner to Course and type in the name of whichever learner you would like to add and 

click on the Add to (course title) button. 

2.14 Analysis 
There are three core areas of Analysis: Overview, Courses and Lessons. The three areas are deeply 

connected and output information depending on whether you are viewing an individual learner’s 

data or a particular course or lesson. 

Overview 
This page shows a general overview of your site’s learners and stats. From this page you can export 

the data for learners and drill down into each learner’s profile. 

Learner Profile Page 
The learner’s profile page shows a list courses they are taking, as well as status. You can drill down 

further into the learner’s progress by clicking the course title. This loads a list of lessons in the 

course, showing the progress and grades for each lesson. You can also click to view all learners 

taking the course and each individual lesson. 
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Courses 
Similar to the Overview page, this page shows a general overview of courses on your site and course-

centric stats for learners. From this page you can export data for your courses and drill down into a 

specific course’s information. 

Once you have drilled down into a course information page, you can see a list of lessons in the 

course and the option to switch to a list of learners taking the course. Much like the learner’s profile, 

you can click the individual lesson page and see which learners are taking the lesson. 

Lessons 
Much like the Overview and Courses pages, this shows a general overview of lessons on your site 

and lesson-centric stats for learners. From this page you can export data for your lessons and drill 

down into a specific lesson’s information. 

You can drill down into a specific lesson’s information page, which shows a list of learners taking the 

lesson. 

Each area of Analysis is designed to seamlessly link to each other, so you are able to click through to 

a learner’s profile wherever their name appear. The same is true for courses and lessons. You can 

also filter every data table displayed, usually searching the first column of the tables for matches. 

2.15 Grading Quizzes 
Chairman's Academy allows teachers to manually grade a Lesson. To access this area, go to 

Chairman's Academy > Grading. 

On the Grading page, you are presented with a table containing any ungraded quizzes that have 

been submitted for manual grading. 

 

The grading table displays: 

 Learner’s name 

 Which course and lesson for which they submitted a quiz 

 Date and time of submission 

 Grading status (Ungraded, Graded, In Progress) 
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 Learner’s grade for that quiz 

 Button for grading the quiz or reviewing an existing grade 

Filtering Quizzes 
You can use links at the top of the grading page to display all submitted quizzes, or only those that 

are graded, ungraded or in progress. 

 

You can also select a specific course and lesson if you only want to grade quizzes for a single lesson 

at a time. After selecting a course and lesson, click the ‘Reset Filter’ button to display all quizzes 

again. 

 

If you want to grade quizzes for a specific learner, you can use the search box to search for users. 

After searching for a user, you need to clear the search box and submit an empty search to display 

all users again. 
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Grading a Quiz 
To grade a quiz, click the ‘Grade quiz’ button on the quiz you want to grade. If you already graded 

the quiz, the button displays ‘Review Grade’ instead. 

The Quiz answers are loaded, along with any existing auto-graded questions. From here you can 

manually grade each Questions answer, and assign a grade to the whole Quiz. 

You also have access to two extra features: 

 Add notes to answers. You can use this to provide feedback to learners about why they 

received the grade. 

 Assign a specific grade to the answer. When creating quizzes, you can specify a total grade 

that each question is worth. When grading, you can specify a grade that is no more than the 

question’s total grade. 

When a learner views their graded quiz, they see which questions they got right/wrong as well as 

their grade per question and their total grade for the entire quiz. They can also view answer notes 

that were entered. 

 

2.15 Adding certificates to courses 
To add certificates that your Learners can receive upon successfully completing courses, log in and 

when you arrive at the admin dashboard, on the left-side menu click on Certificates and then click 

on Add New Certificate Template. There you can lay out a standard template for certificates for 

some or all of your courses. When you are finished, click on Publish. 

To add that certificate to a course, go to the left-side menu and click on Courses and then click on 

the course you would like to add the certificate to. When you get to the course edit page, scroll 

down to Certificate Template and choose the one you want for this course. Then scroll up to 

the Publish box and click Update to save your changes. 
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2.16 Customizing your LMS 
Administrators and managers easily edit their LMS site with our Visual Composer tool. In the top left 

corner of the admin dashboard, click on your site name and then click Visit Site.  

The click Edit with Visual Composer. Use this tool to create new content areas and move content 

around on the page. Save your changes by clicking Update. 

2.17 Support 
If you are having technical issues or questions with the site, please contact 

support@chairmansacademy.com. 

3. Tutorials for teachers 
 

3.1 Logging in 
To login to your Chairman’s Academy account, please use the username and password emailed to 

you. If you are unsure what those are, please contact your account administrator or manager. 

3.2 Building your first course 

Adding a new course 
Once you have assigned roles, the next important task is to build a course. To do this, go to the same 

left-side menu and click on Courses and then click on Add New. 

This will bring up the Add New Course page. If you are using The Learning Studio, you will have the 

option to sell this course. 

 

Enter a title for the new course and in the large text body below put an outline of what the course 

covers. Below that you will see the Course Media and Course Video boxes where you can add 

images, documents and videos for the course, although remember that media and videos for specific 

lessons within the course will be added later on when you add a lesson to the course. When you've 

mailto:support@chairmansacademy.com
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completed that scroll down to input a course lessons. Scroll back up to add a category for the course 

in the Course Categories box. When you are done, click on the Publish button in the Publish box. 

3.3 Adding course content 
To add a lesson to the course, scroll down to Course Lessons and click on "Please add some" link. 

This will bring you to the Add New Lesson page.  

 

Input the lesson title in the first field, then input text describing the lesson in the large text field 

below that. Below that you can upload any images or files in the Lesson Media box.  

Then scroll down to the Lesson Information box, where you can input the amount of time the lesson 

will take, the level of difficulty and any video you would like to embed for the lesson. On the right 

side click on Lesson Course and add the lesson to the course you just created. When you are done, 

click on the Publish button in the Publish box. 

 Now that you have saved the lesson, you can add a quiz to it and quiz questions. Scroll down to the 

Quiz Settings box to set up the lesson's quiz settings, and then scroll down to Quiz Questions to add 

questions. To save your work go back up to the Publish box and click on Publish. 

 3.4 Content hierarchy 
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Courses and Lessons 
The main content hierarchy in Chairman's Academy is Courses > Lessons 

A course is a collection of lessons. 

Each course can contain any number of lessons. 

Each lesson can belong to a single course. 

Users register for a course can access that course’s lessons. 

Courses can also be organized into Course Categories. A course can belong to any number of 

categories. 

See Adding Courses and Adding Lessons for more information. 

Modules 
Chairman’s Academy includes Modules by default, adding another level of organization between 

Courses and Lessons. 
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This enables you to group lessons into Modules, creating a hierarchy of Courses > Modules > 

Lessons. 

A module is used only to organize lessons within a course, similar to a category. It doesn’t contain 

any content, other than an optional description. 

A module can be used in any number of courses. 

Within a course, each lesson can only belong to a single module. 

Quizzes 
Each lesson can optionally contain a single quiz to test your students’ learning. 

Each lesson can only have one quiz, and a quiz can only belong to a single lesson. 

Questions 
Quizzes are made up of a list of questions. A quiz can contain any number of questions, and each 

question can be used in any number of quizzes.  

The following chart shows the behavior of Chairman’s Academy quizzes when the various settings 

are enabled/disabled: 
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Note that answer feedback is only displayed if you: 

3. Pass the quiz; or 

4. The ‘reset quiz’ button is disabled. 

3.5 Question Bank 
Questions can be added independently of quizzes, so questions can be reused in multiple quizzes, 

and a quiz can contain randomly selected questions from any question category. 

Adding Questions to the Question Bank 
To add a question to the question bank, go to Questions > Add New. 
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To add a question: 

6. Enter your question in the Question field. 

7. Select the question type from the dropdown. 

8. Enter the relevant answer(s) – exact options depend on the question type you selected. 

9. Enter the total grade for the question – this can be a numerical value greater than or equal 

to zero. 

10. Select Add Question to complete that question and add another if you like. 

Zero-grade questions 
Questions can be assigned a grade value of zero. 

Questions with no grade are skipped during auto-grading, so you can include open-ended questions 

in an auto-graded quiz. 

Question Types 
You can choose from the following question type dropdown when adding a question to a quiz: 

 Multiple Choice 

 True/False 

 Gap Fill 

 Multi Line 

 Single Line 

 File Upload 

You can add more than one correct answer for a multiple choice question. 
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If you add more than one correct answer, the learner is able to select multiple answers when 

viewing the question, and they need to select all correct answers to receive a correct score. 

Question Categories 
You can also assign your question to a question category to make it easier to add relevant questions 

to each quiz. 

You can select an existing question category, or add a new question category, in the Question 

Categories panel. 

 

You can also view all question categories and add new categories via Questions > Categories 

Adding media to a Question 
You can upload a media file to any question. 

Images, audio files and video files are displayed inline within the question. 

Any other type of file is displayed as a link. 

The media item’s Title and Description, if present, is displayed below the media. 

By default, images in questions use the Medium size setting, as defined in Settings > Media.  
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Adding Auto Answer Feedback 
You can add Answer Feedback to any questions that are auto-graded, i.e., Multiple Choice and 

True/False. 

 

This feedback is shown to learners after they submit a quiz that is set to automatic grading. 

If the quiz is set to manual grading, you are able to customize the answer feedback when grading the 

quiz. 

3.6 Selling Courses 

Selling courses 
By default Chairman’s Academy enables the ability to link a course to a product. This allows a user to 

purchase a course on your site. If a course is linked to a product, the course’s lesson content will 

only be viewable to users who purchased the course. If lessons contain video content, you need to 

use a video hosting service to prevent your videos from being accessed directly. 

Turning off ecommerce functionality 
Ecommerce functionality is optional and can be switched off if you don’t want to sell courses.   

Linking a product to a course 
To link a product to a Chairman's Academy Course Then: 

5. Go to: Products > Add Product 

6. Add product details, and then select the checkbox for the Virtual product to remove 

shipping information from checkout and save. 

7. Go to Lessons > All Courses and Edit the course you want to attach to your new product. 

8. Select Update to save. 

3.7 Ordering Course and Lessons 
You can manually change the display order of courses and lessons. 

Changing Course Order 
To change the order in which your courses are displayed, go to Lessons > Order Courses. 

Drag and drop the courses into the desired order, and then click Save Course Order. 

This will display your courses in the order specified in Courses > Order Courses. 
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Changing Lesson Order 
To change the order of lessons displayed within a course, go to Lessons > Order Lessons, select a 

course, and click Select. 

Drag and drop lessons into the desired order, and click Save Lesson Order. 

If your course is divided into modules, you can only reorder lessons within each module. If you want 

to move a lesson into a different module, you need to edit that lesson and select a different module 

for it. 

3.8 Duplicating Courses and Lessons 
You can duplicate courses and lessons with a single click. 

4. Go to: Lessons > All Lessons. 

5. Hover over a lesson to see a Duplicate link. 

6. Click. A duplicate of the lesson (including quiz questions) is created and saved as a draft so 

you can edit before publishing. 

The same applies to Courses. 

3. Go to: Lessons > All Courses. 

4. Hover and select from options to duplicate the course, or the course and all lessons within 

the course. 

3.9 Adding Lessons 

Adding a Lesson 
To add a lesson, go to Lessons > Add New. 

Enter a title for your lesson. 

 

Adding Lesson Content 

Enter your lesson content in the main content area. 
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Enter a brief description of the lesson in the Excerpt field: 

 

This is displayed beneath the lesson title on the single course page. If you don’t enter an excerpt, 

then only the lesson title is shown. 

Adding Lesson Information 
You can optionally enter information to tell learners more about the lesson. You can add the length 

of the lesson in minutes, and the complexity (Easy, Standard or Hard). 

You can also enter a video embed code to embed a video in your lesson. 

 

Assigning a Lesson to a Course 
In the Lesson Course panel, select which course your lesson will belong to. 

If you haven’t created the course yet, you can click Add New Course to create a course when your 

lesson is saved. 

 

Setting a Lesson Prerequisite 
If you want learners to complete each lesson before they progress to the next, you can select 

a Lesson Prerequisite: 
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If learners visit this lesson before completing the prerequisite lesson, they will see a message like 

this: 

 

Enabling Lesson Preview 
When editing a lesson, you can enable the Lesson Preview option: 

  

 

This allows the lesson content to be viewed by anyone, without having purchased or registered, 

giving you a way to offer a free sample of your course content. 

If your course contains preview lessons, it displays a message as shown in the course archive page: 

  

 

The course page itself also indicates which lessons can be previewed: 

  



© 2007-2016 BGBC Management, LLC | All Rights Reserved  Page 42 

 

 

Note: If the course is not a paid course, it says Preview instead of Free Preview 

And the lesson page also displays a message with a link to sign up for/purchase the course: 

If you are logged in as admin, or already taking the course, you won’t see the preview messages. 

They are only shown to users who are not currently taking the course. 

Adding Lesson Tags 
You can assign tags to lessons in the same way as you can with regular posts. 

Adding a Quiz to your Lesson 
See Adding Quizzes for information on adding a quiz to a lesson. 

If you don’t add a quiz to a lesson, the lesson automatically displays the “Complete Lesson” button, 

allowing learners to mark the lesson complete without taking a quiz. 

3.10 Adding Quizzes 
Adding a Quiz to a Lesson 

When adding a lesson, a Quiz Questions panel says there is no quiz for this lesson. 

To add a quiz, click the Add button to begin. 
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Adding Questions to a Quiz 
To add questions to a quiz in the Edit Lesson screen, choose from three methods of adding 

questions: New Question, Existing Questions and Category Questions 

New Question 
Use this option to add a new question directly to a quiz. 

You may also select a Question Category for the new question, and any new question you add is 

added to the Question Bank so you can reuse it on other quizzes. 

  

 

See Question Bank for more information on how to add new questions. 

Existing Questions 
This option allows you to select one or more existing questions from the Question Bank and insert 

them in your quiz. 

You can search for a question, or filter by question type and question categories, and questions that 

have/haven’t already been used in a quiz. 
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The panel displays 10 questions per page. Note: Selections are not preserved between pages, so you 

must select and add questions from one page before moving to the next. 

Category Questions 
This option provides full Question Bank functionality, allowing you to insert a random selection of 

questions from any question category. 

Select a category and a number of questions to display, and click Add Questions. 

  

 

Questions appear as a single entry in your question list. 

You can add multiple groups of category questions if you want to include questions from more than 

one category in the same quiz. 
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You can also use a mixture of Category Questions and Existing Questions if you want to use 

randomly selected questions, and you have certain questions that need to be included in the quiz 

each time. 

 

Note: Using the Existing Questions and Category Questions options, it is technically possible to add 

multiple instances of the same question, but no questions are duplicated on the frontend of your 

site. 

File Uploads 
Students can upload files for quiz questions. This gives students the ability to create artwork, 

documents, video or other types of files as part of a test or to submit as homework. 

Removing Questions from a Quiz 
To remove a question or group of questions from a quiz, click ‘Remove’ next to the question or 

group of questions. 

Note: Removing a question from a quiz doesn’t delete it from the Question Bank. To delete a 

question, you need to go to Questions > All Questions and click the ‘Trash’ link on the question you 

want to delete. 

Quiz Settings 
Once you’ve added questions to your quiz, you can customize settings for the quiz in the Quiz 

Settings panel: 

  

 

Pass required to complete lesson 

Learners need to achieve a specified pass mark before the lesson is completed. 

If this is not ticked, the pass mark is automatically set to 0, and the learner can complete the lesson 

without passing the quiz. 

Quiz passmark percentage  
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The score needed to pass this quiz. This setting is only visible if “Pass required” is ticked. 

Number of questions to show  

You can optionally choose to limit how many of this quiz’s questions are displayed each time the 

quiz is taken. 

Note: You can also reset all quizzes to display all questions by going to Chairman’s Academy > 

Updates and running the ‘Set all quizzes to show all questions’ update. 

Randomize question order 
Displays the quizzes questions in different order each time. 

Grade quiz automatically 
If your quiz contains only multiple choice, gap fill* or true/false questions, you can have it graded 

automatically as soon as the learner submits the quiz. This also displays any answer feedback for 

each question. See Question Bank for more information. 

Allow user to retake the quiz 
This adds a ‘Reset Quiz’ button below the quiz, so learners can take the quiz again if needed. 

When auto-grading a gap-fill question, the case and leading/trailing spaces are ignored. For example, 

the following question accepts both “silver” and “Silver” as the correct answer, and also ignores any 

spaces before and after the given answer. 

 

If there is more than one possible answer, or you want to account for common spelling mistakes, 

you can also add the correct answer as a regular expression. 

The most common use for this would simply be listing all possible correct answers (separated by a 

pipe “|”) e.g.: 
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3.11 Adding Courses 

Adding a course 
To add a Course, go to Courses > All Courses and click Add New. 

Enter a title for your course. 

  

 

Adding course content 
Enter the content for your course page in the main content area. 

  

 

This content should describe the course, and explain what learners can expect to learn if they take 

your course. This can contain any type of content you like, including images, videos and HTML. 

Enter a brief description of your course in the Excerpt field (text only). 

 

Note: When a prospective learner visits your course page, they either see the full content or only the 

excerpt, depending on what you select for the “Single Course page displays” setting in Chairman’s 
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Academy> Settings > Course Settings:

 

Admin users always see the full content. 

Categorizing your course 
Optionally assign the course to one or more course categories. You can select any existing ones, or 

click the Add New Course Category link to add a new one. 

 

Setting course prerequisite 
If you want learners to take another course before taking this one, you can choose a Course 

Prerequisite. 

 

Learners will be unable to start taking your course until they complete the prerequisite. 

Setting course as featured 

You can tick the Feature this course box to mark a course as featured, so it displays under Featured 

Courses on the Course Archive page and the Course Component widget. 

 

Adding course image 
You can optionally add a featured image to a course. The image displays on the Course Archive page 

and Single Course page, depending on your settings in Chairman’s Academy > Settings > Course 

Settings. 

  

http://docs.woocommerce.com/wp-content/uploads/2014/06/course-content-setting.png
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Adding course video 
You can optionally add a video to your Course page by adding the video embed code (from YouTube, 

Vimeo, etc.) in the Course Video field: 

  

 

This video displays for both users who are taking the course and those who are not. 

If you don’t want to display this video to users who are not taking the course, you can embed the 

video in the main page content instead of using the Course Video field, and make sure you have 

“Single Course Page displays” set to “Course Excerpt” in Chairman’s Academy> Settings > Course 

Settings. 

Disabling email notifications 
There is a Course Notifications panel in the course edit screen, which gives you the option to disable 

all email notifications for that course only. 

This option overrides the global email options in Chairman’s Academy> Settings. 
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3.12 Adding Modules 

Chairman’s Academy Modules Overview 
Chairman’s Academy Modules adds an additional level of organization to your Chairman’s Academy 

content between Courses and Lessons. A Course can contain any number of Modules, and each 

Lesson can be assigned to a single Module within that Course. 

Note: Modules are only provided for organizational purposes; they don’t contain any content other 

than an optional text description. 

Adding Modules 
To add a Module: 

4. Go to Courses > Modules. 

5. Under Add New Module, give the Module a Name. 

6. Under Course(s), search for and select one or more Courses that will use this Module. 

If you prefer, you can leave the Course(s) field blank and assign modules to courses later from the 

course edit screen. 
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Note: Modules can be used by multiple Courses. e.g., you may have a piano course and a guitar 

course, both of which use the Basics module. The Module is a container for a group of lessons in 

each course, so the lessons in the Module are unique to each course. 

Adding Modules from within a Course 
Alternatively, you can add Modules from within a Course Edit page when creating/editing a Course. 

5. Go to Courses > All Courses. 

6. Click Add New, or edit an existing Course. You will see a Modules panel in the sidebar. 

7. Select any existing Modules you want to add to this Course. 

8. And/or click Add New Module, enter a Module name, and click the Add New 

Module button. 
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Assigning Lessons to Modules 
Once you have added some Modules to a Course, you can then assign each of the Course’s Lessons 

to any of the Modules used in that Course. 

To assign a Lesson to a Module: 

4. Go to Lessons > All Lessons, and edit the Lesson in question. You will see a new Lesson 

Module panel in the sidebar, listing all the Modules available in this Course. 

5. Select the Module you want to assign this Lesson to. 

6. Update the Lesson. 

  

 

Ordering Modules 
By default, any modules you add to a course will be displayed in alphabetical order. To reorder your 

Modules, go to Courses > Order Modules, select the course you want to edit, and simply drag and 

drop the modules into your desired order and click save. 
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Module Display 
If a Course contains Modules, they will be displayed on the Single Course page, under the Modules 

heading, with each Module displaying a link to the Single Module page, and a list of links to the 

Lessons within that Module. 

  

 

After a user has completed one or more of the lessons in a module, they will see an ‘In progress’ 

indicator for that module on the Module page, and the Course page. 

After a user has completed all the lessons in a module, they will see a ‘Completed’ indicator for that 

module on the Module page and the Course page. 

Any Lessons not assigned to Modules will be displayed below, under the Other Lessons heading. 
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3.13 Analysis 
There are three core areas of Analysis: Overview, Courses and Lessons. The three areas are deeply 

connected and output information depending on whether you are viewing an individual learner’s 

data or a particular course or lesson. 

Overview 
This page shows a general overview of your site’s learners and stats. From this page you can export 

the data for learners and drill down into each learner’s profile. 

Learner Profile Page 
The learner’s profile page shows a list courses they are taking, as well as status. You can drill down 

further into the learner’s progress by clicking the course title. This loads a list of lessons in the 

course, showing the progress and grades for each lesson. You can also click to view all learners 

taking the course and each individual lesson. 

Courses 
Similar to the Overview page, this page shows a general overview of courses on your site and course-

centric stats for learners. From this page you can export data for your courses and drill down into a 

specific course’s information. 

Once you have drilled down into a course information page, you can see a list of lessons in the 

course and the option to switch to a list of learners taking the course. Much like the learner’s profile, 

you can click the individual lesson page and see which learners are taking the lesson. 

Lessons 
Much like the Overview and Courses pages, this shows a general overview of lessons on your site 

and lesson-centric stats for learners. From this page you can export data for your lessons and drill 

down into a specific lesson’s information. 

You can drill down into a specific lesson’s information page, which shows a list of learners taking the 

lesson. 

Each area of Analysis is designed to seamlessly link to each other, so you are able to click through to 

a learner’s profile wherever their name appear. The same is true for courses and lessons. You can 

also filter every data table displayed, usually searching the first column of the tables for matches. 

3.14 Grading Quizzes 
Chairman's Academy allows teachers to manually grade a Lesson. To access this area, go to 

Chairman's Academy > Grading. 

On the Grading page, you are presented with a table containing any ungraded quizzes that have 

been submitted for manual grading. 
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The grading table displays: 

 Learner’s name 

 Which course and lesson for which they submitted a quiz 

 Date and time of submission 

 Grading status (Ungraded, Graded, In Progress) 

 Learner’s grade for that quiz 

 Button for grading the quiz or reviewing an existing grade 

Filtering Quizzes 
You can use links at the top of the grading page to display all submitted quizzes, or only those that 

are graded, ungraded or in progress. 

 

You can also select a specific course and lesson if you only want to grade quizzes for a single lesson 

at a time. After selecting a course and lesson, click the ‘Reset Filter’ button to display all quizzes 
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again. 

 

If you want to grade quizzes for a specific learner, you can use the search box to search for users. 

After searching for a user, you need to clear the search box and submit an empty search to display 

all users again. 

 

Grading a Quiz 
To grade a quiz, click the ‘Grade quiz’ button on the quiz you want to grade. If you already graded 

the quiz, the button displays ‘Review Grade’ instead. 

The Quiz answers are loaded, along with any existing auto-graded questions. From here you can 

manually grade each Questions answer, and assign a grade to the whole Quiz. 

You also have access to two extra features: 

 Add notes to answers. You can use this to provide feedback to learners about why they 

received the grade. 

 Assign a specific grade to the answer. When creating quizzes, you can specify a total grade 

that each question is worth. When grading, you can specify a grade that is no more than the 

question’s total grade. 

When a learner views their graded quiz, they see which questions they got right/wrong as well as 

their grade per question and their total grade for the entire quiz. They can also view answer notes 

that were entered. 
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4. Guide for students  
 

4.1 Gaining access 
To login, go to the LMS url, then click login in the top navigation bar. Depending on how the LMS site 

has been customized, the login may look different or be in a different location. Click on login and use 

the username and password provided to you via email.

 

4.2 Overview 
Now scroll down and you will see your learning menu, which includes Courses, My Courses, Lessons 

and Messages (this may differ based on LMS site customization). 

 

Clicking on Courses will take you to an overview of all the courses available on this LMS. If you want 

to start taking a course, just click on the course then click the Start taking this course button. 

Clicking on My Courses will take you to an overview of all the courses you are currently enrolled in 

and that you have completed. You can then access all the courses you are enrolled in and access 
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their lessons, quizzes and other content. You can also view the certificates and results for courses 

you have completed in this section. 

Clicking on Lessons will take you to a list of the latest lessons offered in the LMS. These will include 

lessons for courses you have not already signed up for.  

Clicking on Messages will take you to a list of the messages you have sent to or received from the 

LMS teachers. 

5. Optimizing your LMS  
 

5.1 LMS Optimization Overview 
To help optimize your LMS and assist with setting it up, Chairman’s Academy offers extra services. 

These include LMS Configuration Services, Custom Course Development, Learning Strategy Services 

and Marketing Services. If you are interested in any of these services, please go to 

http://chairmansacademy.com/build-my-courses-full-service/ 

5.2 LMS Configuration Services 
Would you like help uploading the courses and users? Do you find the LMS setup process a bit 

overwhelming? We can upload your courses and content as well as create the online quizzes and 

LMS site for you. Our LMS Optimization services can handle: 

 Course/Lesson Import 

 User Import 

 Exam/Quiz Creation 

 Course Structure Development 

 Site Customization 

 Store Setup (Studio) 

5.3 Custom Course Development 
Not sure how to best put together a teaching course or don’t have the course content ready to go? 

Confused on how to create a sharp-looking certificate? We can work with you to create courses. Our 

LMS Optimization services can help with: 

 Design 

 Content Creation 

 Consulting 

 Training Videos 

 

5.4 Learning Strategy Services 
Would you like a high-level overview of how to create a successful LMS? We can assist you in putting 

together a strategy that will work for your LMS. Our LMS Optimization services can provide: 

 Training  

 Content Creation Strategy  

 Learning Strategy 

http://chairmansacademy.com/build-my-courses-full-service/
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5.5 Marketing Services 
So you have created a wonderful LMS, but you don’t have any students? We can use the marketing 

automation software Infusionsoft to help you get the word out. Our LMS Optimization services can 

create and manage: 

 Email Campaigns 

 Setting up a Customer Relationship Management (CRM) System for your LMS 

These additional services are available through our creative and marketing team. Feel free to go to  

http://chairmansacademy.com/contact/ if you would like to contact us. 
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