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Overview  

Administrators  
Pearson CertPREP administrators (admins) are given tools to manage classes and 
instructors, including options to:  

• Add classes  
• Set class options  
• Assign and change instructors 
• View enrollments   
• Monitor license usage  
• Use all of the functions of an instructor such as  

o Manage learner enrollment  
o Email all enrolled learners  
o View a gradebook  
o Generate grade reports  

Guide structure   
This guide takes you through CertPREP Manager, the CertPREP course Instructor 
Dashboard, and the CertPREP course CCX Dashboard. The FAQs at the end address specific 
common questions and situations.  
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CertPREP Manager  

Access  
To access CertPREP Manager, you must first create a Pearson account and be registered as 
an Admin on the CertPREP portal by Pearson VUE staff.   

You can then access CertPREP Manager at  
https://certprepcourseware.pearson.com/institution-portal/dashboard  

You can access specific courses (and the features housed there) from within CertPREP 
Manager.  

Navigation 
Navigation is done primarily through the navigation pane on the left of the screen.  

 

This navigation pane can be collapsed and expanded as needed. Use the arrow at the top 
of the pane to collapse it and use the menu icon (three horizonal lines) to expand it.   

   

https://certprepcourseware.pearson.com/institution-portal/dashboard
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Within the detail screens, you may also see a back arrow at the top of the screen that will 
take you to the previous screen.  

 

Home page  
The Home page gives you an overview of your new student registrations and classes 
scheduled. As an admin, the numbers and classes apply to your whole institution. Admins 
also see an overview of license inventory and instructor assignment management 
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License inventory 
Admins can view how many licenses and which types of licenses their organization has on 
the License inventory page. The list of licenses describes the:  

• License pool (type) 
• Number of licenses purchased  
• Number of students enrolled using those licenses 
• Number of students pending enrollment with those licenses  
• Number of remaining licenses that can be used 

This list of licenses can be searched by license name or course name using the relevant 
drop-down lists and then selecting the Apply button. This list can also be sorted by the 
column headers using the arrows next to each heading.  
 

 

If you want to view details of which courses are included within a license pool, select the 
license pool name. This takes you to the License pool detail page with a list of courses 
covered by the license and number of students enrolled in each.  
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Additional licenses may be purchased by clicking the Buy a license button. 

Instructors  
View instructors  
Admins can access a list of the instructors in their organization on the Instructors page. 
This page gives you additional information for each instructor as well:  

• Instructor email 
• Number of courses taught 
• Time last seen in the system 

The list of instructors can be filtered by instructor name, email, and course. Enter your 
criteria and select the Apply button.  
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Add instructors to CertPREP  
You can add instructors on the Instructors page. However, the instructor must first go into 
Pearson’s identity service and create an account. 

Create an account  
1. Go to certprepcourseware.pearson.com.  

https://certprepcourseware.pearson.com/
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2. Select the Log in Here button.  

 
 

3. Select the Create an account link.  

 
 

4. Enter your information to create an account.  
NOTE: Some browsers will automatically fill in your email and password. You can 
delete these and enter something different if you choose.  
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5. Select the Create Account button.  

 
 
You will receive a prompt to check your email for a link to register your account.  

 
 

6. Find the registration email in your inbox.  
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7. Select the Verify button.  

 
 
You will receive confirmation that your account has been registered successful with a 
link to sign in.  
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Add an instructor  
After an instructor has created their Pearson account above:  

1. Go to the Instructors page in CertPREP Manager.  
2. Select the Add new Instructor button at the top of the page.  

 
3. Enter the instructor’s email, first name and last name exactly as it was entered for 

their Pearson account. This must match their Pearson account information.  

 

Add or change a class instructor  
To add or change a class instructor, you will need to use the Classes page above.  
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Students  
New students registered  
Like the homepage, the Students page shows the number of new students registered in all 
classes. This defaults to the timeline of this week; however, you can also view the new 
students registered in the last month and last quarter using the buttons above the number 
displayed.  

 

 

Student list  
The student list provides admins with a list of students in all of the institution’s classes. You 
can filter this list by one or more of the following criteria:  

• Student name  
• Student email  
• Course 
• Class  
• Exam ready  

To filter, select or enter your filter criteria and select the Apply button. 
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The list and search results can also be sorted using the arrows next to each column header.  
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Courses (primary) 
Admins can view a list of primary courses licensed across the organization on the Courses 
page. Information for each primary course includes:  

• Number of classes  
• Instructor status (ready or missing) 
• Number of students enrolled  
• Number of students invited  

This list of courses is filterable by course name using the Find a course list of courses and 
selecting the Apply button. The list can also be sorted by the different column headers 
using the arrows next to the headers.  
 

 
 

Add a class  
Admins can add a class to a course from the Courses page.  

1. Find the appropriate course in the list.  
2. Select the ellipsis (3 dots) icon to the right.  
3. Select the Add Class option.  

 
 

4. Enter the Class name and Start date at a minimum.  
If you know more information at this time, you can enter it now.   
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5. Select the Submit button.  

 
 

View course content 
You can view the details of a course in the ellipsis menu of the course.  

1. Find the appropriate course in the list.  
2. Select the ellipsis (3 dots) icon to the right.  
3. Select Course Details. This opens the course in CertPREP.  
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Classes  
Admins can view all classes for the organization on the Classes page.  

You can filter classes by Course and Instructor (if one is assigned). Select your criteria and 
then select the Apply button.  

You can also sort this list using the arrows next to the column headings.  

 

 

Edit a class  
To edit the details of an existing class:  

1. Find the class in the list.  
2. Select the ellipsis (3 dots) icon to the right of the class.  
3. Select Edit Class.  

 
4. Adjust the class details as needed.  

 



     Pearson VUE Proprietary | © 2024 Pearson Education, Inc. or its affiliate(s). All rights reserved. | Version 1.0 19 of 43 
 

5. Select the Submit button.  

  
 

Delete a class 
NOTE: Classes can only be deleted if no students have been enrolled in the class.  

To delete a class:  

1. Find the class in the list.  
2. Select the ellipsis (3 dots) icon to the right of the class.  
3. Select Delete Class option 

 

 

Add or change a class instructor  
To edit a class instructor:  

1. Find the class in the list.  
2. Select the ellipsis (3 dots) icon to the right of the class.  
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3. Select Manage Instructors.  

 

NOTE: Assigning an instructor does not necessarily mean that there will be an instructor-
led delivery. In situations where an institution is using CertPREP Manager to track  student 
progress, an “instructor” may be assigned to a class for monitoring purposes. 

View class content  
To view the class content: 

1. Find the class in the list.  
2. Select the ellipsis (3 dots) icon to the right of the class.  
3. Select View class content.  

 
 
This takes you to the CertPREP class.  
 

Enroll students 
To enroll students in a class:  

1. Find the class in the list.  
2. Select the class name to go to the Class Details page.  
3. Select the ellipsis (3 dots) icon above the student list.  
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4. Select Invite student to enroll.  

 
5. Enter the student’s email address in the enrollment pop-up. Multiple email 

addresses can be copy/pasted into the pop-up window. Email addresses should be 
separated by a comma. 

 
6. Select Send invite. A confirmation message will appear briefly in the lower left 

corner of your browser window.  

 
 
CertPREP sends an automatic enrollment email to learners when they are enrolled 
in the course. This is sent from donotreply@pearsonadvance.com. 

 

mailto:donotreply@pearsonadvance.com
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View students in class (class roster) 
To view a list of students enrolled in a class, select the name of the class. This takes you to 
the Class details page.  
 

 
 
Courseware Progress 
Courseware Progress is a visual representation of a student’s overall progress. 

Exam Ready  
Exam Ready currently indicates that the student has completed the content, NOT that they 
are ready to take the exam. To be truly exam-ready, we recommend that students 
complete further study through use of the practice test. The student should achieve a 90% 
in Certification Mode, twice consecutively, but not on the same day. The Exam Pass Pledge 
requires passing the practice exam in Certification Mode with a score of 90% or more twice 
in a 30-day period. In the future, the Exam Ready designation will provide a true indication 
of exam readiness. 

Class management options 
You can also access the options to manage instructors, view class content, edit class details, 
and invite students to enroll from this page using the buttons and ellipsis menu above the 
list of students. 
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Add a class 
To add a new class , you must use the Add Class feature on the primary courses, which can 
be accessed from the  

 

Back to top 
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CertPREP instructor tools 
A number of Instructor tools are found under the Instructor tab inside each individual 
course in CertPREP class tool.   

In the future, these tools will be accessible directly from CertPREP Manager 

How to access 

You can navigate to the Instructor tab in the CertPREP class tool by accessing a specific 
class from within CertPREP Manager.  

1. Go to the Classes section using the Navigation pane.  
2. Find the relevant class in the list.  
3. Select the class name to view its details and options. 
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4. In the Class details page, select the View class content button.  

 
This takes you to the class content in the CertPREP class tool.  

5. Select the Instructor tab to access the Instructor Dashboard. 

 

Instructor dashboard   
The Instructor Dashboard provides you with tools to manage your class before, during, and 
after the class start date.  

Course info  
The Course Info tab provides an overview of overall class enrollment and other basic class 
information.  

Modifications  
If you need to modify the class name or schedule, use the Classes > Edit a class feature in 
CertPREP Manager.    

Student admin  
The Student Admin tab allows you to manage learner enrollment status and view the 
gradebook and individual learner progress. 

View gradebook for enrolled learners   
The gradebook provides a view of all learners’ scores for all assignments and evaluations.  
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Score View  
Scores can be viewed as a percentage score or as an absolute score out of the total points 
possible. Use the Score View dropdown menu to select between the two options.  
 

 

Filtering  
Click the Edit Filters button to display the filter options on the left.  
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Assignment Types filters by a set of assignment types such as labs or quizzes.  

Assignment filters by a specific assignment, quiz, lab, etc.  
If you select a specific assignment, the Min Grade and Max Grade filters also become 
available. Once you enter the Min and Max Grade values, you must click Apply for that filter 
to be applied.  
 

 

Filters currently applied to your results will appear below the Edit Filters button.  
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View a specific learner’s enrollment status  
It is recommended to use the CertPREP Manager Classes > View students in a class feature 
for this information. However, you can also access it here.  

1. Enter the learner’s Pearson email address or username. 
2. Click View Enrollment Status.  

The learner’s enrollment status is displayed below the entry field.  

 

View a specific learner’s grades and progress  
1. Enter the learner’s Pearson email address or username.  
2. Click View Progress Page.  

 
This opens the Progress page and displays details of the learner’s progress and 
grades.  
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Adjust a learner’s grade for a specific problem (course question)  
You currently have two options for adjusting a learner’s grade for a specific problem: 

• Reset learner’s attempts to zero  
• Delete a learner’s answers and scores from the database   

NOTE: The Rescore and Override Score options are currently under construction and not 
functional at this time.   

There are two ways to make these adjustments: here on the student admin page and on a 
specific problem debug page. The student admin page is best for adjusting multiple 
learners. The specific problem debug page is best for adjusting a single learner. Choose the 
instructions best for your situation.  

Student Admin Page  
Best for adjusting multiple learners 
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1. Enter the location of the problem (question) in the course.  

 

To find the location of a problem in the course: 

a. Go to the Course tab.  
b. Go to the specific problem in the course.  
c. Click the Staff Debug Info button.  

 
The location line appears below the Actions section.  

 
2. Copy the entire problem location after the equal sign.  

(Highlight the text, right-click, and select Copy.)  
3. Return to the Instructor > Student Admin tab.  
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4. Paste the problem location into the “Location of problem in course” field. 
5. Enter the learners’ Pearson email addresses or usernames, separated by a comma. 

 
6. Select the override button that is appropriate for the situation.  
7. You will receive a confirmation pop-up message that the task has been started.  

 

Specific Problem Debug Page  
Best for adjusting a single learner 

1. Go to the Course tab.  
2. Go to the specific problem (question) in the course.  
3. Click the Staff Debug Info button.  

 
4. Click the link for the appropriate action at the top of the page.  
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5. A green confirmation message will appear if the action was successful.  
A red error message will appear if the action fails.  

 

Back to top 
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Email  
Automatic emails from the platform  
CertPREP sends an automatic enrollment email to learners when they are enrolled in the 
course. This is sent from donotreply@pearsonadvance.com.  

Email recipients  
You can use the email function within CertPREP to contact specific groups of people 
relevant to the class:  

• All Learners (everyone enrolled in the class 
• Staff and Administrators (only those labeled in the platform for the course) 

You will receive a confirmation message at the top of the page when your email is 
successfully sent.  

 

NOTE: You cannot cancel email messages after you send them. Before you send a message 
to a wide audience, consider sending the message to yourself first to make sure it displays 
as intended and all links/media function correctly.  

Tip: It is highly recommended that you include yourself in all emails sent for full 
transparency.  

Images  
Messages can include images, but the image must be saved in an accessible external 
website through a URL that you can link to in the Source field. Images cannot be uploaded 
or stored on the CertPREP platform.   

mailto:donotreply@pearsonadvance.com
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Restricted HTML Content  
The following HTML elements cannot be used in email messages: 

• iframe 
• svg 
• form 
• script  

Email History  
The Email Task History shows you the history of emails sent for the course.  

The Sent Email History shows basic information on the email sent and allows you to read 
the email by clicking on the subject line. The Email Task History provides additional 
technical details of the task behind the email.  

  

Special Exams  
Exams are taken through Pearson VUE, not through the CertPREP platform. Therefore, the 
Special Exams features are not utilized. 
 
Back to top 
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Course CCX Coach dashboard  
NOTE: The CCX Coach dashboard  provides access to features that are available in 
CertPREP Manager, which is where we recommend performing these tasks, or the feature 
will be moved to CertPREP Manager in the near future. In some cases, the feature is 
planned for deprecation. 

Enrollment  
Use the Enrollment tab allows instructors to enroll students into the class. However, we 
recommend using the CertPREP Manager Classes > Enroll students instructions for this 
task, as that feature will be fully supported.  

Schedule  
The Schedule tab allows you to set start dates and due dates at certain levels of content.  
You can also remove or re-add course content. This feature is not yet available in CertPREP 
Manager, so the instructions for use are included below. 

Set start dates  
The start dates default to the date the course was created in the platform for sections and 
subsections. You might want to customize these dates to follow your curriculum.  

To set a new start date:  

1. Go to the CCX Coach tab > Schedule tab.  
2. If needed, expand the unit to see the subsections.  
3. Click the start date for the appropriate section or subsection.  
4. Enter the new start date and time.  

Clicking the date field displays a calendar. The final selection displays in a YYYY-MM-
DD (year-month-day) format.  
The time is in a 24 hour format and based on the UTC time zone. 
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5. Click Set Date.  

 
6. Click Save changes on the right side.  

 

Set due dates  
Due dates are not set by default and are only available for subsections. To set a due date:  

1. Go to the CCX Coach tab > Schedule tab.  
2. If needed, expand the unit to see the subsections.  
3. Click Set date for the appropriate subsection.  
4. Enter the due date and time.  

Clicking the date field displays a calendar. The final selection displays in a YYYY-MM-
DD (year-month-day) format.  
The time is in a 24 hour format and based on the UTC time zone. 
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5. Click Set Date.  

 
6. Click Save changes on the right side.  

 
 

Remove class content  
Within a class, you can remove sections, subsections, or units within a subsection.  

To remove content:  

1. Go to the CCX Coach tab > Schedule tab.  
2. Fully expand the relevant section to see all levels of class content.  
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3. Click remove next to the content you want to remove from the class.  
Removing a section or subsection will remove all nested content underneath it.   

 

Re-add class content  
If you have removed class content, you can re-add all or part of it at any time.  
To re-add content:  

1. Go to the CCX Coach tab > Schedule tab.  
The “Schedule a Unit” box will appear on the right side if any content has been 
removed from the course.  

2. Select the level of granularity you want to add back into the course: section, 
subsection, or unit (within a subsection). Adding a section or subsection will include 
all nested content under it.  

3. The “Start Date” and “Due Date” fields are currently under construction. Use the 
instructions above for start date and due date instead.  



     Pearson VUE Proprietary | © 2024 Pearson Education, Inc. or its affiliate(s). All rights reserved. | Version 1.0 39 of 43 
 

4. Click Add All Units.   

 
5. Click Save changes.  
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Student admin (CCX Coach) 
The Student Admin tab provides a copy of the class gradebook. This information may also 
be accessed from the Student Admin section under the Instructor tab. 

 

View gradebook  
The View gradebook link provides a table view of all learners and the results of all class 
evaluations such as quizzes and labs. You can search for a specific learner to look at an 
individual’s results. 

 

Download student grades  
You can download a CSV file of student grades which you can then use as needed in Excel 
or other applications.  
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The file will download to your Internet browser’s default folder location and can be opened 
from there. Your browser may also have a pop-up that provides a more direct route to 
open the file.  

Grading policy  
The grading policy should not be altered. This feature is targeted for deprecation and will 
be replaced with options for course completion metrics and passing grade thresholds. 

Course name  
Instead of this function, use the Classes > Edit a class instructions in the CertPREP Manager 
section above please.  

Back to top 
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FAQs  
How do I add an instructor?  
To add an existing CertPREP instructor to a course, follow the steps in the Classes > Add or 
change an instructor section. 

To add a new instructor to CertPREP, the instructor must first create a Pearson identity 
account. Instructions on for both sets of steps are available in the Instructors > Add 
instructors to CertPREP section.  
 

How do I unenroll a learner?  
Contact your sales rep to unenroll the learner.  
NOTE: The license cannot be revoked or transferred if the learner has already access the 
labs or practice exams.  
 

What happens if I purchase seats for an existing title and a new version 
of that title is published?  
Students in existing classes are unaffected. The new course will be added to the license and 
the older version will be retired. New classes and enrollments can be created in the update 
primary course. 
  

May I exchange seats if I purchase for the wrong title?  
Absolutely. Contact your sales representative or CertPREP Support with the pertinent 
information to get seats moved to a new title.  
 
It is possible to purchase a full catalog license so that any seats purchased may be used 
against any course in the catalog. When courses are licensed this way, it is not necessary to 
know every learner's training need up front, and the catalog will be automatically updated 
with new course versions as they are released. Please contact your sales representative if 
you would prefer to purchase full catalog licenses. 
  

If I purchase seats and they are unused, can they be transferred to a 
new title if my needs change?  
Please contact your sales representative or CertPREP support if your seat inventory does 
not meet your current needs.   
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How do I add seats to my account/license?  
Contact your sales representative to purchase additional seats. Those seats will be added 
to your license at the conclusion of the sales transaction.  
  

I titled my class incorrectly. How do I change the title?  
Follow the steps in the Classes > Edit class instructions in the CertPREP Manager section 
above. 
  

How do I add staff to a class?  
Contact your sales rep via email with your class name, the class URL, and the email address 
of the staff member. The Pearson Team will add your staff member to the class.  
  

What is the difference between a CCX Coach and a staff member?  
CCX Coaches are administrators. They have access to Primary Courses, can create classes 
from those Primary Courses, and may access any Primary Course and class in the account. 
Staff access is restricted to the classes to which they are assigned.  
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