
GMetrix Administrator Course Quick Start Guide 
Thank you for purchasing a GMetrix license. This Quick Start Guide will get you through the necessary 
setup steps so that your students can begin taking their Courses right away. For more detailed information 
about all the features available to you, please consult the GMetrix Administrator’s Guide. For information 
about GMetrix practice exams, please consult those respective guides in the QuickStart section of the 
Administrator Panel home page. 

Step 1: Create Your Access Codes 
Access to GMetrix content is managed using Access Codes. The number of codes you can create depends on the 
license you purchased, although most codes can be redeemed by multiple students. To create your Access Codes, 
just follow the steps below. 

1. Log in to the GMetrix Administrator Panel at www.gmetrix.net/manage.
2. Click on the Access Codes tab in the Navigation Panel on the left side of the page.
3. Click on the green Create Codes button at the top of the page.

4. Click the to the right of the license you wish to use. 
5. Fill out the infromation requested by the Access Code Wizard. A few important notes about Access Code

creation:
a. Selecting Single User will create a number of access codes equal to the # of Students field that can

each be redeemed once, whereas Mutliple User will create one single code that can be redeemed by
that many students.

b. The Identifier is meant to help you identify your access code at a quick glance, so make it whatever will
be most helpful to you. It can be up to 8 characters and can only contain letters and numbers.

c. The # of Students field determines how many students can redeem your code, the # of Uses field
determines how many of the available courses each student can take. (Note: The # of Uses cannot be
more than the number of Courses assigned to the Access Code. Each course can only be started once,
but once started it will remain active until the student’s Access Code expires.)

d. Select which Courses you want to have available to your students.
6. Click Next and confirm your choices; that will generate your Access Code(s) for you. Feel free to write them

down or Export them to a spreadsheet if you like, though you can always find them later by returning to
the Access Codes page from step 2.

7. Distribute the Access Codes to your students. (These will be used in Step 2: Setting Up Student Accounts)

Step 2: Set Up Student Accounts 
Each student will need their own GMetrix account to access their Courses. There are several ways to go about this 
process, but in general the easiest is to have your students set up their own account by following these steps. 

1. In a web browser, navigate to the GMetrix Online Student Portal at www.gmetrix.net.
2. Click the Sign Up Now link below the login field and fill out the Student Registration Form.
3. Once registered, return to the Student Portal login page and sign in to the Portal.
4. In the top-right corner of the Student Portal, click the Redeem Code button.
5. Type or paste your Access Code into the field and click Redeem Code.

Note that once you redeem your Access Code it becomes bound to your account and does not need to be redeemed 
again in the future.  

http://www.gmetrix.net/manage
http://www.gmetrix.net/


Step 3: Beginning a Course 
Once you have redeemed an Access Code you can start taking Courses. Courses generally contain a combination of 

assessments, videos, exercise labs, and other supplemental material, divided into Sessions. You can see your 

progress in each Session at a glance by looking at the progress bar to the right of the Session title. To begin a new 

course, follow the steps below. 

1. Log in to the GMetrix Student Portal at www.gmetrix.net.

2. Select the Courses tab at the top of the page OR click on the My Courses tile.

3. In the Start a New Course tab, select the Course you wish to start from the available options. (Note: if you

have redeemed multiple Access Codes that contain courses, the available courses will be grouped by which

Access Code they are assigned to.)

Courses will automatically save your progress as you complete each item. To resume a course in progress, select the 

My Courses tab from the Courses section and click Resume. You can also see your overall progress through a Course 

at a glance from this page. 

Step 4: Install the GMetrix SMS Client (For Microsoft Office and Adobe CC)
Some Microsoft Office and Adobe CC Courses include in-app Exercises which require the corresponding application 
and GMetrix SMS to be installed on the computer. To download and install GMetrix SMS, please follow the steps 
below. 

1. Download the latest version of the GMetrix SMS client at www.gmetrix.net/download.
2. When prompted by your internet browser, select the Run option.
3. Follow the on-screen prompts in the GMetrix setup wizard to complete the installation process. Once

completed, you can launch the application.

Step 5: Viewing Student Course Progress 

The GMetrix system automatically tracks your students’ progress through their courses and saves the scores of any 

assessments they have submitted. While students can view their course progress and Assessment scores in the 

Activity Report tab of each course, you can also view your students’ course progress any time you like right in the 

GMetrix Administrator Panel.  

1. Log on to the Administrator Panel at www.gmetrix.net/manage.
2. Click on the Reports dropdown in the navigation panel to the left and select Create.
3. In the Course Details section, select Course Details Report.
4. Select the date range and Course you wish to report on (By default, the report will run for the last 30 days.)
5. You can also select a specific Student or Access Code you wish to report on.
6. Click Create Report.

The Course Details report is divided into Sessions the same way the actual course is. By selecting an item from a 

session you will see a breakdown of the current course progress for every student associated with your Testing 

Center, including Assessment and Exercise scores, and how much time a student has spent watching videos.  

That’s It! You’re Ready to Go! 

Congratulations! By following these easy steps your students are ready to access their Courses through the GMetrix 

system. Of course, these are just the essential steps. You have plenty of other useful tools and content available at 

your disposal. For more detailed information, please consult the GMetrix Administrator’s Guide. It has detailed steps 

and screenshots to help you get the most out of your GMetrix experience. And if you have any other questions that 

these guides can’t answer, please feel free to contact GMetrix Support. Our contact info is right at the bottom of 

this page.  

Contact GMetrix Support 
Phone: (801) 607-5475 

Email: support@gmetrix.com 

Hours: 8:00 AM – 6:00 PM Mountain Time, Monday – Friday 
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