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The Course Home Page is your starting point for managing your course and learners. Here you can search for 

courses, create a course, or begin to manage the courses you have already created.

Let’s define the three different categories of courses you will see on this page: 

• Published courses: These courses are accessible to learners.

• Unpublished courses: These courses are not yet available to learners.

• Archived courses: These courses are still accessible to learners, but are no longer available for editing. 

Archiving is an organizational tool, allowing you and your learners to retain access to the historical content. 

Courses Home Page

Courses are a way to assign content to learners and to keep track of learner progress to your personalized goals. 

It’s through your course title and description that learners will first engage with your Cerego content. 

Steps: Create a Course1
2
3

1. Click on green “Create a Course” button
2. Write a course title. 
3. Once you have found a set you would like to add to your course, click on the checkbox next to the set title and icon. 
4. After you write a course title, the green “Create Course” button will become active. Clicking this button creates the 
course.
5. The newly created course will be unpublished until you go through the publishing process. You can find this course 
under the “unpublished” tab on the course Home page. 

Creating a Course

Here are a few guidelines regarding writing course titles and course descriptions: 

Course Title: Be specific and to-the-point. There is no need to mention instructor names or titles. Think of the 

course title like the headline to a newspaper article; you want to pull learners in and let them know exactly what 

they are studying. 

Pro Tip!

In addition to creating a course, there are two other functions you can perform from this page. You can select a course to 

manage by clicking directly on the bolded course title. Or you can click the checkbox or checkboxes for your courses, 

which offers you the option to archive, unpublish, publish, or delete a course. We will talk more about course publishing 

later in this guide. 
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Once you have created a course, you can manage assignments, instructors, and learners in this part of Cerego. 

You can also add content to the course and see how learners are progressing. Please note that newly created 

courses are unpublished, so you will find them under that tab.

Steps: Select a course to manage1
2
3

1. Find the course you want to manage under one of the three tabs: “published,” “unpublished,” and “archived.” You will 
also automatically be prompted to manage any new course you create.
2. Select the course by clicking directly on the bolded title of the course. 

Pro Tip!

After you create a course, it still needs learners and assignments before it’s eligible for publishing. You will find any new 

courses you create under the unpublished tab.

Pro Tip!

 If the Course Enrollment Link option is enabled under the “Admin” tab, you will see the option to “Share Course 

Enrollment Link” on this page. You can copy the link here and paste this active link into any type of correspondence. You 

can use this feature to extend personalized invitations to learners. For example, you can share the link via email, 

whiteboard, messaging, or on a printed course syllabus.

The first thing you will see when managing your courses is a page with several options and a toolbar running 

down the side. It is helpful to know that these options offer the same course management opportunities. For 

example, clicking “assignments” on the toolbar allows you to perform the same functions as clicking the green 

“assignments” button inside the page. If you have created a new course, you will see a visual guide to the 

process, tracking the progress you have made from creating a course, to adding assignments, to inviting learners, 

and, finally, to publishing the course.

From the summary page, you can click on tabs that will allow you to manage assignments, instructors, learners, 

and change some settings. You can also view analytics and generate or download reports. 

Course Summary

Managing Your Course

Course Description: In just two or three sentences, describe your course content and objectives, as well as your 

personal grading system for the Cerego curriculum. This step is optional but highly recommended. 
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In this section, you will see some definitions. With Cerego, you will be helping your learners build and retain new 

memories. Items allow the learner to study memories in an organized manner and sets organize collections of 

items.  

Course Assignments

You can assign content to your course by searching for sets that have already been created. If you need to create 

your own sets, you will need to shift gears and work under the Create tab. 

Terminology!

Memory: One piece of knowledge deemed important for your training. An example might be, “The capital of France is 
Paris.” 

Items: Help learners study, build, and retain one or many memories. Items vary (such as Instructional, Vocabulary, 
Associations, Passages, Regions, Sequences or Patterns) depending up on the best presentation of the learning content. 

Sets: Allows content creators to organize items. Think of these like a chapter in a book. Help learners study, build, and 
retain one or many memories. Items vary (such as Instructional, Vocabulary, Associations, Passages, Regions, Sequences 
or Patterns) depending up on the best presentation of the learning content.

Series:  Allows content creators to create a series of larger assignments, covering a group of related sets. 

Pro Tip"

Once you have defined what students need to be able to do, accomplish, or recall after completing a course, all of your 

content should be focused on those unique objectives. 

Steps: Add assignments to your course1
2
3

1. Click on the green “Add Assignments” box on the right of the screen. 

2. On this new page, under the “Find Sets” header, you can search for sets by title or author. You can search by different 
categories, including sets created by your organization, those personally authored by you, or sets from the public library.

3. Once you have found a set you would like to add to your course, click on the checkbox next to the set title and icon.

4. When the set is highlighted, scroll down and click on the green “Add Assignments” button. 
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When you add a set to your course, you will see the title of that set appear in the box below. Every set you add will 

become part of the learners’ scheduled training. 

To adjust or manage those assignments, you will need to click on the checkbox next to the set’s title. Once you 

do, you have the option to set a release date, manage your learning goal, or remove the set. You can select more 

than one set or even select them all. 

Set Release Date: 

This option allows you to set a release date for a set or sets. The content will not appear in learners’ library until 12 

a.m. on the day you select. By setting a release date, you have the ability to stagger the release of assignments, 

controlling the organization and pace of the learning process. 

Steps: Set release date1
2
3

1. Select the set within the assignment by clicking the checkbox next to the set title. 

2. Click on the green “Manage Release Date” button. 

3. Select the appropriate date from the calendar or type in the date. 

4. Click the green “save” button.

Manage Goal: 

Setting goals is an important part of learning within Cerego. There is a lot of research and planning that goes into 

our Learning Metrics. (You can click on that link to learn more.)

Here is the gist: The goals you define for each assignment will determine the level of mastery you can expect from 

the study. The Cerego default goal level is 1.5, which is an ideal goal for most content engagement. So if you do 

not set a goal, the Cerego system defaults to the 1.5 goal level. It typically takes 7 to 10 days for a learner to 

achieve this goal. 

Of course, more time spent with the content will increase mastery. The higher the goal level, the longer the 

learning will take and the longer the information will be retained. If you opt for a higher goal level, be sure to give 

students enough time to complete the training. 

As you adjust the goal level, you will notice that the other figures will automatically adjust for you. This is also true
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for the other customizable areas of this page. If you want learners to engage with material for 10 days, for 

example, your goal level will automatically adjust to 1.7. 

Setting a goal also allows you to monitor the learners’ progress to goal as part of your grading process. You will 

be able to track how each learner is engaging with the content. Progress to goal is the metric most instructors use 

to grade learners. 

You can select any goal level between 0.3 and 4.0. Once you click the “save” button, your goals are saved and 

tracked by the Cerego system.

Steps: Set a goal1
2
3

1. Select the set within the assignment by clicking the checkbox next to the set title. 

2. Click on the black “Manage Goal” button. 

3. Select your ideal goal level. 

4. Click the green “save” button.

Pro Tip!

Instructors might be tempted to increase the goal level, hoping to ensure superior mastery of the content. Unless the 

content requires more significant mastery and time investment, this might not be necessary. Keep in mind that learners 

will continue to be scheduled for content reviews long after they have met the initial goal. 

Remove assignment: 

Of course, you are also able to remove any assignments. When do you this, the sets you have added to the course 

will no longer be available to learners.
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Steps: Set release date1
2
3

1. Select the set within the assignment by clicking the checkbox next to the set title. 

2. Click on the red “remove” button. 

In this section, you can search for, invite, and remove instructors. 

Terminology!

An instructor is an individual added by the administrator or owner who can manage content assignments, learners, and 
goals. Instructors cannot, however, create or delete courses.

Steps: Add instructors by email1
2
3

1. Click on the green “Add Instructors” button on the top right side of the page. 

2. Enter email addresses for the individuals you would like to add. 

3. Instructors will get a custom email inviting them to join as instructors.

4. You can check the status of these invitations later. 

Managing Instructors
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Steps: Search for an instructor

1. Use the search box to find instructors by name or email address. 

1
2
3

Steps: Send or resend an email invitation to an instructor

1. Click on the checkbox next to the instructor’s name.

2. When the individual is highlighted, select “send invitation.” 

1
2
3

Steps: Remove an instructor

1. Select the checkbox next to the instructor’s name.

2. When the individual is highlighted, select “remove.”

1
2
3

Pro Tip!

There is no need to add the course creator to your instructor list. Whoever created the course is automatically added as 

an instructor. 
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In this section, you can add to, check the status of, and remove learners from your course. The learners you invite 

will receive an emailed invitation to the course. 

Terminology!

A learner is anyone you have invited to engage with your Cerego content. This individual’s progress will be tracked, 
based on the goals you set.

Steps: Add learners by email1
2
3

1. Click on the green “Add Learners” button on the top right side of the page. 

2. Enter email addresses for the individuals you would like to add. 

3. You can check the status of these invitations later. 

Managing Learners

Steps: Search for an instructor

1. Use the search box to find learners by name or email address. 

1
2
3
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Steps: Send or resend an email invitation to a learner or learners

1. Click on the checkbox next to the learner’s name or click the “select all” checkbox.

2. When the individuals are highlighted, select “send invitation.” 

1
2
3

Steps: Remove a learner

1. Select the checkbox next to the learner’s name.

2. When the individual is highlighted, select “remove.”

1
2
3

Pro Tip!

Remember, you can also add learners to the course using a Course Enrollment Link. Create this link by activating the 

option under the “Admin” tab and copying the link from your course Summary page. 

You can utilize this link anywhere you like, sharing it on whiteboard, via email, or in printed correspondence. 
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After you have added sets to your course, it’s time to publish it. When a course is published, all learners will have 

access to the content. It’s important to note courses must have assignments and learners before being eligible for 

publishing.  So if you have not completed these tasks, you will see a message preventing you from publishing your 

course. 

There are two ways to publish your course: 

Publishing Your Course

Steps: Publishing Your Course via the course Summary page1
2
3

1. If you are within an individual course summary page, you will see an icon in the top right hand corner that says “Course 

Status Unpublished.” Click on it. 

2. After you click, a dropdown menu will appear. Select the “Publish” icon.  

3. On the next screen, you will have the option to automatically invite any learners via email after you click publish. This is 

completely optional. You can always add learners and send out invitations later as well.  

4. Click on “confirm and publish.” 

Steps: Publishing Your Course via the course Home page

1. If you are on the course Home page, you will see three tabs organizing your published, unpublished, and archived courses. Select an 

“unpublished” course by clicking on the checkbox next to the course title. After the course is highlighted, you have the option to “publish” 

or “delete” the course. 

2. Click the green box with the word “publish” on it. 

3. On the next screen, you will have the option to automatically invite any learners via email after you click publish. This is completely 

optional. You can always add learners later as well. 

4. Click on “confirm and publish.” 

1
2
3
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The Analytics section has a lot of moving parts, but you will find it simple once you dig in. You will find two 

drop-down menus in this section: 

• Show: In this menu, you can select the sets and series you would like to view.

• For: In this menu, you can select an individual student or you can view analytic data for all students assigned to 

the course.

At the bottom of the Analytics graph, you will see a series of tabs. As you click on these, the graph will change. 

The information in the graph still corresponds to the selections you made in the drop-down menus above, the tabs 

change the type information you are able to view within the graphs themselves. 

Here is what you can view when you use these tabs: 

• Progress: This tab allows you to see how close the learner or learners are to meeting your goal for the 

assignment. You will see a visual representation of their progress to goal, as well as a clear representation of who 

is making progress and who needs to review.

• Last Seen: This tab plots learners on a timeline, so you can see the day each student viewed the material last. 

• Upcoming: This timeline focuses on who has upcoming training needs. 

• Difficulty: This chart plots how difficult the learner or learners are finding the material. Some learners might be 

sailing through, while others are finding the content more challenging. You can see all this visually under this tab.

• Study Time: Here you can view how long your learner or learners are spending with the content. 

Course Analytics

Pro Tip!

Use the analytics page for an overview of overall progress and individual learner progress. These visual representations 

can help you spot who is struggling or who has not kept up with their schedule quickly — without downloading a report. 
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This is the place to come for data. You can generate, save, and download reports that cover how learners are 

engaging with your content. 

You will find two drop-down menus in this section: 

• Show: In this drop-down menu, you can select the sets and series you would like to view. You also have the 

option to view all of them at once.  

• Run: In this drop-down menu, you can select what type of report you would like to generate. Your options 

include set progress, daily set/series study time, and content insights.

You can also adjust the time frame you would like to view within the report. 

Course Reports

Steps: Generate a Report

1. Select the parameters of data you would like within the report.

2. Click on the orange “Generate” button. 

1
2
3

Steps: Access Saved Reports

1. Click on “Saved Reports.”

1
2
3



If you need any guidance or tips, just reach out. 

We’re always happy to help! 

The Cerego Team
support@cerego.com


