
GUIDE For ACA Online Students 
 
Introduction 
 
Please print this Guide so that you can refer to it at the same time as taking notice of what is being displayed 
on the screen. 
 
Appraisal Course Associates makes use of this course management system to support online courses and 
related resources and activities. The service is accessible from any browser and is handled with the same 
techniques used to manage other web pages. You can access Moodle from any computer with Internet 
access. 
 
This guide is designed to give students all the information they need to get up and running on this new 
system. 
 
Note that the actual appearance on screen is governed by settings on your own computer and as a result 
what you see may be slightly different from that shown in the examples. Plus, we design the views from time 
to time, so, again, what you see may differ slightly from the below. 
 
Entering the ACA Courses server 
 

To access the ACA Courses server type the ACA Courses URL (http://74.220.219.62/~apprais9/lms/) into 

your Internet browser. You will be taken here: 
 

 
 
If you are already registered: 
 
In the Figure 1 Login box in the upper right, enter the username and password with which you registered with 
this website and then click the Login button to gain access to the ACA Course(s) to which you are enrolled.  
 



Once logged in, you will notice your user name in the upper right corner. Example: 
 

 
 
Clicking on the “Logout” link in the above will cause you to exit the course. 
 
Don’t have a username and password yet? 
 
If you are not registered with the website yet, you need to open a New Account by clicking on the  “Create 
new account” link in the left hand Login box. 
 
Complete the form that appears including your chosen username and password that appears and then 
“submit” the form.  
 
A system confirmation email will be sent to you containing a link. Click on the link to confirm your registration. 
When the registration confirmation page appears, click on the “Courses” button at the bottom to be taken to a 
list of all ACA courses currently being offered. 
 
Did not receive the system confirmation email? Check your spam folder. If not there, email us at 
info@appraisalcourseassociates.com and ask to be manually confirmed. We will reply once done. 
 
Once confirmed and logged back in, select the course in which you would like to enroll.  
 
You will then be taken to a Payment page where you can pay via PayPal or a major credit card.  
 
If you have already paid ACA by some other means, you will manually enroll you in your course. 
 
Once enrolled in your course the following will appear listing the courses in which you are enrolled under “My 
Courses” followed by other “Available Courses”. 
 
 

 



Accessing your course 
 
Under My Courses, click on the name of the course you wish to open. You are already enrolled in this 
course, so a screen similar to the following will appear showing the course outline. The course title is shown 
on the top of the screen. 

 

 
 
Using this course 
 
All course elements are visible on this main page. The course is set up with three columns. The main central 
column, called the Topic outline, is the primary content area and contains links to the various elements that 
your instructor has posted as part of the course. These may include plain text or HTML documents, links for 
downloading videos, Word, Excel and PowerPoint files, images, and even links to web pages at other 
locations on the Internet.  
 
If you are attempting to view a MS Word, Excel or PowerPoint documents, you will need to have these 
software applications installed on your computer. If you do not have Microsoft Office installed on your 
computer you can download free viewers from the Microsoft website:  
http://office.microsoft.com/en-gb/downloads/office-online-file-converters-and-viewers-HA001044981.aspx. 
 
If you are viewing a .pdf file, you will need Adobe Acrobat Reader Software. If you do not have the Reader 
installed on your computer, you can download it for free from the Adobe website http://get.adobe.com/reader/. 
 
Basic navigation - the Breadcrumbs trail 
 
The best way to navigate is through the internal navigation bar, also called the “Breadcrumbs trail,” which is 
positioned below the course title and which shows your position in the course. 
 

 
 



In the above breadcrumbs: 
 

• Home: Clicking on this will take you to the home page screen which displays the courses in which 
you are enrolled. 
 

• 2014-2015CompleteCourse: This is the shortened name for this course. Clicking on it will take you 
to the course’s home page. 
 

• Lesson 1 Quiz: This is the page that you are currently in. It will vary depending on where you are in 
the course. 

 
The above is only one example of how the breadcrumb Navigation bar may appear. Keep an eye on this as 
you navigate around the course, you will notice that it changes to reflect your current position. 
 
Caution: 
 
It is possible to navigate between pages by using the navigation buttons on your web browser (e.g., the back 
and forward arrows), but this is not recommended. You will obtain more consistent results by using the 
navigation options within the website and course pages. 
 
Activity Completion Check Boxes 
 
Keep track of where you are in the course by checking off each activity once it has been completed: 
 

 
 
 
Logging out 
 
To protect your privacy, be sure to log out of the Course Management System when you are finished. Simply 
closing the browser will usually log you out, but to make sure click the logout link located at the top-right of 
the course home page. This is especially important if you are using this software on a public machine such as 
at a library or an Internet cafe. 

 


