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Purchasing: CompTIA Store 
CompTIA Store Website Link: 

1. Once in the CompTIA Store, you will select 
“Training” to navigate to the Products page.

2. Once on the Products page, you will select 
the filters of either Self-Paced Study (for 
individual learners, or if reporting and 
oversight features are not needed) or 
Instructor-Led Study (specifically designed 
to be utilized in a classroom environment).

3. Once the Filters have been selected, the 
proper products will appear as shown here.

2

3

https://store.comptia.org/
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Fulfillment: Organization License 

• Every Organization License (specific for Instructor
Led format) purchase will result in the creation of a
classroom with 2 Instructor Access Keys

• Instructor Access Keys give access to learning
materials and reporting ONLY for the students within
the classroom

• Access Keys are sent automatically within a few hours
of purchase
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Fulfillment: Individual License 
• Every purchase will result in the creation of

standalone “Learner” Access Keys

• These Access Keys can be distributed to individual
learners, NO link between learners will be possible
within the Individual License format
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The “Admin” Experience 
• Note:  There is NO true Admin experience within 

CertMaster Practice, however someone at the 
organization will be responsible for distributing the 
Access Keys to both the Instructors and Students.  This 
is where an Admin type person can come into play at the 
organization level.

• Each Organization License will come with (2) Instructor 
Access Keys

• More Instructor access keys will be available by request 
to Sales Operations (salesops@comptia.org) if needed 
and the appropriate number of Student Access Keys.

Example of the Access Key file that will come with ALL 
Organization License purchases.  Customer will be 
responsible for distribution of ALL Access Keys 
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New Users: Registration and Redemption 
of Access Keys 
Registration Page Link: 

• New Users:  MUST register and create an account and will
also be able to enter and redeem their access key during
that process.

• This registration link is reserved for NEW USERS ONLY
and will result in error if the user already exists in the
system (please see Existing Users information if the user
already has an account).

https://www.comptia.org/training/certmaster-practice/product-registration
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Existing Users: Login Page 
Login Page Link: 

• Upon login, users will be able to see their 
registered and available courses.  Please refer 
to the Student/Learner Experience or Instructor 
Experience pages for more information.

https://www.comptia.org/training/certmaster-practice/login
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New and Existing Users: Help Page 
and Resources 

Help Page Link: 

• This page is used to contain Help articles for
CertMaster Practice (and other products).

• This can be accessed by choosing “Support” from
the lower left of the screen while logged into the
CertMaster Practice platform (see below).

https://www.comptia.org/help/comptia-certmaster
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The Instructor 
Experience: Courses Tab 

• The Instructor and Learner will 
have generally the same user 
experience within the CertMaster 
Practice platform.  The “Courses” 
tab will only appear for the 
Instructor as it fits into the multiple 
tab structure as shown here. 
Please refer to the Student/
Learner Experience page for 
comparison.
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The Instructor 
Experience: Learning 
Tab 

• The Learning tab will be specific
to the Instructor view, which is 
a slight difference in the user
experience versus the
Student/Learner view.  This will
navigate the Instructor through
the course that has been
selected from the Courses tab.
The following options (Instructor
AND Learner) will appear once
the unique lesson has been
completed the first time through:

o Smart Refresh – Will
revisit only the questions
that were answered
incorrectly. See
following page(s) for
more information

o Refresh – Will revisit ALL questions within 
the given lesson.  See following page(s) for 
more information.

o Review – Will “review” ALL questions within 
a given lesson and provide a summary and 
feedback for each (see example here).  See 
following page(s) for more information.
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The Instructor/Learner 
Experience: Smart Refresh 

• This feature will become available once the 
Learner has completed a lesson(s). This will be 
available in the “modules” section (shown in 
step 1 below), or also within the Learning tab 
for Instructors. The Smart Refresh feature will 
provide the learner an opportunity to revisit and 
re-attempt the questions that were answered 
incorrectly the first time through the lesson.  
The Smart Refresh will automatically only 
circle back to those questions.  Should a more 
comprehensive retake of the lesson be 
needed, the learner can choose the Refresh 
option instead, please see the next page for 
details.

2

3
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1

The Instructor/Learner 
Experience: Refresh 

• This feature will become available once the 
Learner has completed a lesson(s). This will 
be available in the “modules” section (shown 
in step 1 below), or also within the Learning 
tab for Instructors. The Refresh feature will 
provide the Learner an opportunity to revisit 
and re-attempt ALL questions within a given 
lesson.  Should a more focused retake of 
the lesson be needed (incorrect questions), 
the Learner can choose the Smart Refresh 
option instead, please see the previous 
page for details.

2

3
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1

The Instructor/Learner 
Experience: Review 

• This feature will become available once the 
Learner has completed a lesson(s). This will 
be available in the “modules” section 
(shown in step 1 below), or also within the 
Learning tab for Instructors. The Review 
feature will provide the learner an 
opportunity to revisit ALL questions within a 
given lesson.  This will give an overview of 
how each attempt was answered and will 
display the correct answer within each 
question.  This option will ONLY become 
available once ALL questions within the 
given lesson have been answered correctly.

2
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The Instructor 
Experience: 
Reporting Tab: 
Report Home 

• The Reporting tab within
the CertMaster Practice
platform is only available
to those that have an
Instructor Role (redeemed
an instructor access key).
This is where all students
within a given classroom
(assigned at time of
purchase and linked
through the specific
access keys provided) will
be grouped together for
reporting purposes. The
Report Home section will
give a more general
overview of the class as a
whole.  For more information and detail on the 
Reporting features for CertMaster Practice, please 
refer to the CertMaster Practice Reporting Guide 
near the end of this document.
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The Instructor Experience: 
Reporting Tab: Course Summary 

• The Reporting tab within the CertMaster Practice 
platform is only available to those that have an 
Instructor Role (redeemed an instructor access 
key).  This is where all students within a given 
classroom (assigned at time of purchase and 
linked through the specific access keys provided) 
will be grouped together for reporting purposes. 
The Course Summary section will start to break 
down each specific lesson and review activity
(Refresh, Smart Refresh, Review) to give a more 
specific overview, while still viewing the class as a 
whole.  For more information and detail on the 
Reporting features for CertMaster Practice, please 
refer to the CertMaster Practice Reporting 
Guide near the end of this document.
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The Instructor Experience: 
Reporting Tab: Learner 
Progress 

• The Reporting tab within the CertMaster
Practice platform is only available to those
that have an Instructor Role (redeemed an Instructor 
access key).  This is where all
students within a given classroom (assigned
at time of purchase and linked through the specific 
access keys provided) will be
grouped together for reporting purposes.
The Learner Progress section will start to
break down each specific lesson and review activity 
(Refresh, Smart Refresh, Review) to
give a more specific overview, for each
specific learner.  For more information and
detail on the Reporting features for
CertMaster Practice, please refer to the CertMaster 
Practice Reporting Guide near the end of this 
document.



CertMaster Practice - Super User Manual 
 

17 

The Student/Learner Experience 
• The Instructor and Learner will have 

generally the same user experience within 
the CertMaster Practice platform. The 
“Courses” tab will only appear for the 
Instructor as it fits into the multiple tab 
structure as shown here.  For the Student/
Learner they will see the
“Change Course” dropdown menu if 
multiple courses exist.  Please refer to the 
Instructor Experience page for 
comparison.
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CertMaster Practice Reporting Guide 
• Please refer to the CertMaster Practice Reporting

Guide

o Provided in fulfillment email upon purchase

o Can be accessed via the Global Sales
OneDrive link here:

o For external customers, access at this LINK
(need to add location for external access)
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