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Putting Course Materials in Place in Docebo 
Log into Web Services  
Click Sign In on the black bar at top of your webpage. If black bar isn’t in place on all pages, go to 
https://www.arealahec.org/sign-in  

 

Enter your MyAHEC login credentials in the sign-in form that displays. If you do not have a MyAHEC 
account, click Create Account. If you click Forgot Password, a link to change your password will be sent 
to the email you gave when you set up your account. You must use that emailed link within 24 hours or 
it will expire. 

 

https://www.arealahec.org/sign-in
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On the dashboard that displays, click the Courses and Events Catalog icon. 

 

 

After Entering Your Course OR If Course was in CASCE Already 
After saving your course/event, the following confirmation will display. Click Open to open the course in 
Docebo. Use the open at the TOP of the page every time! Note: If you do NOT see the Open link, click 
Edit and then click Save.  Then you should see the Open link. 
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The page that displays will allow you to add training materials to the course. Click the button with three 
dots at top right of the page. 
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Click Training Material to add instructional content. 

The drop-down Training Material list allows you to select the kind of content you want to add to your 
course. Click on your selection. In this example, video is selected. 
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In the page that displays, select the Video Source: Click the radio button at left of Upload file or the one 
at left of Embed video URL. Docebo will allow you to embed only three types of video: YouTube, Vimeo, 
or Wistia. 

 

Technical notes: 
Docebo’s video player will take any video and either scale it down or up to fit within the window as best 
it can. The size of our player window is approximately 1,110x624. It is recommended that you do not 
upload any super small videos as scaling up could cause some pixelation. The 1,110x624 window size is a 
16:9 aspect ratio just like 1920x1080 so it does scale down just fine. Publish in a size closer to the 
1,110x624 so the end video file is smaller, which will help with load time and buffering. 

The video formats Docebo supports are: 3GP, AAC, AVI, FLV, MP4, WMV and MPEG-2. If not already an 
MP4, Docebo will automatically convert other file types to MP4. 
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This example selects to upload a video. 

• Enter a Title for it.  
• Select to allow users to move the video playhead or not. 
• You can add a description for your own information if you wish. 
• Click the green Upload File button. 
• Your File Explorer will display. Navigate to the file you want to upload and select it: 

 
• When the green progress bar indicates that your file is 100% uploaded, click the green Save 

Changes button at bottom right of the page. 

 



 

Page 7 of 15 
https://adminliveunc-
my.sharepoint.com/personal/alangley_ad_unc_edu/Documents/AHEC_Project_Docs/Generic set up 
course.docx 

If instead you select to Embed a video URL, you must enter the URL in the box provided. Click the green 
Save Changes button at bottom right of the page. 

 

 



 

Page 8 of 15 
https://adminliveunc-
my.sharepoint.com/personal/alangley_ad_unc_edu/Documents/AHEC_Project_Docs/Generic set up 
course.docx 

After adding this video as a Training Material, this page will display it, as shown below. You can add 
more by selecting from the green drop-down Training Materials list. 
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Obtaining Reports in Docebo 
Reports 
Docebo will deliver reports on the users and courses in your site. Course level reports give data on 
course usage and training material activities in a specific course. On report pages text and date filters are 
provided to help locate the element of interest. 

 

 

Course Level Reports 
How to Access Course Level Reports 

Log into Web Services.  Enter your course by clicking Open. At the right click on the three lines to get to 
Course Settings. 

 

Then choose the Reports Menu.  

When the Course Report page opens, it appears as shown below. A graphical summary of course use 
displays in the top section of the page. In the lower section, three interactive tabs display additional 
information: User Statistics, Training Material Statistics, and Learner Assignments. By default, User 
Statistics information is displayed first. Note that status terms (In progress, Not yet started) are color-
coded. Not shown here, Completed status is colored green. 
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User Statistics. As shown in the preceding illustration, the User Statistics tab lists course users and a 
summary of their course use. 

Export. Use the “Export As” box to download this report. Select a file format and click the 
download icon. Exported as an Excel file, the report appears as shown below. 

 

Drill Down. Click on a username to display a detailed report of this user’s activities in the course 
(illustration follows). The user’s status toward completion and score relative to each training 
material are shown. Note that the status graphics are color-coded, as they were on the user 
summary page. Beware! Each status can be reset to “not yet started” by clicking the red “X,” 
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and each score value can be edited. Click on a score to manually assign a value. (Because of 
space constraints, a small Timeline section is not shown in this User Details page illustration.) 
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When exported as an Excel file, this specific user report appears as shown below. 

 

Drill Down More. At this point, having selected a specific user report for a course, you can drill 
down further by clicking on a training material in the list. For a quiz, the quiz page is displayed, 
along with question scores and overall score for this user, as shown below. (Additional 
information may display for SCORM objects, depending on the settings.) 

 

For an unscored material, an access log is displayed, as shown below. 
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Training Material Statistics. The Training Material Statistics tab displays a graphical summary of training 
materials use, as shown in the following illustration. For each training material a bar graphic summarizes 
user completions, and an average score is shown. A zero is displayed for unscored training materials. 

 

Export. Use the “Export As” box to download this report. Select a file format and click the 
download icon. An exported Excel file appears as shown below. 

 

Drill Down. Click a training material to display a report of its use. For most training materials, 
each user is listed, along with their first/last use dates, completion dates, and their completion 
status (illustration follows). When exported as an Excel file, the same information appears in a 
spreadsheet. 
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However, for a quiz, the questions, question scores, and overall scores for all users are given, as 
shown in the following illustration. Details are displayed in a row for each user, with a column 
for each quiz question. When exported as an Excel file, the same information appears in a 
spreadsheet. 

 

For a survey, a summary of responses is displayed. Likert scale responses and free-text 
responses are shown in the following illustration. 

 

Exported as an Excel file, the survey response summary appears as shown below. 
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Learner Assignments. The third tab, Learning Assignments, displays an area where an instructor views 
and grades assignments submitted by students, either in an email-type form or as an attachment. An 
assignment is a training material that can be added to a course, just like a video or a quiz. Learner 
Assignments is not within the scope of this documentation. 
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