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The Association of Credit
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ACA General Exam Information

Thank you for purchasing an exam through Campus ACA! Below are some basic
instructions for using ACA International’s Learning Management System to take your
exam.

Logging in
Go to the following web address:

https://www.acainternational.org

Log in using your Username/E-mail and Password. If you do not know your Username/E-
mail and/or Password, please contact ACA’s membership department at (952) 928-8000,
Ext. 141 or membership@acainternational.org.

Once you are logged in, select the “My ACA” link directly beside your name (which
appears in the upper right hand corner of the page). On the next page, click on the link
entitled “Learning Management System (LMS) Courses”.
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Then, click on “Access ACAs Learning Management System (LMS).” This will direct you to
Campus ACA’s Learning Management System (LMS).
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The first time you enter ACA’s learning management system, you will be greeted with
the following message:

@ Welcome to Campus ACA Online

Welcome to Campus ACA Online, an
offering of ACA International, the . 1. . .
Association of Credit & Collection You can close out by clicking the “x” in the upper right-

Professionals.
hand corner.

With this system you will be able to take
courses and exams online at your own
pace to help improve your collection,
compliance and operational efforts.

If you have any questions, e-mail
campusaca@acainternational org

We hope you enjoy your learming
experiencel

Campus ACA




Exam Policies
ACA has developed the following set of policies with regard to our online exams:

e This exam is closed-book. You may not look up any answers in reference
materials for ACA manuals while taking the exam.

e The exam tests knowledge as instructed through ACA curriculum and manuals. It
is assumed that candidates have studied the entire curriculum as presented in
the accompanying participant manuals. Please answer all questions accordingly.

e Answer every question. Unanswered questions are marked as incorrect. If you
are unsure of an answer, select the best answer and move on.

e Do not spend too much time on any one question. Select the best answer you
can and move on.

e Exam questions are randomized, and may be changed at any time, based upon
current interpretation of the law.

e Test candidates are required to acknowledge acceptance of the Honor Pledge
prior to commencing an exam.

e Violation of the Honor Pledge will result in immediate expulsion from the
Certificate program and, based upon applicable Ethics Committee
investigation, could result in penalty up to and including individual and/or
company expulsion from Association membership.

e ACA does NOT provide answers to questions missed on an exam. You will
receive a list of objective numbers that correlate to any missed questions, with
reference to course or study materials.

e Tests will be available 24 hours a day, 7 days a week. You will have 6 months to
complete the exam from the day it was assigned.

e You will only be allowed one try to take an assigned exam. If failed, you may
retake the exam upon re-application.

e If you do not complete the exam within 6 months or fail the first attempt, you
must purchase a new exam.

e You will have a set time limit of 2 hours for taking your exam. You will see a

timer O j— - 59 . 25 at the top of the page while you take the test that counts
down how much time you have left. It is very uncommon for someone to need
more than two hours for an exam.

o The timer will show how long you have spent on the test so far.

o A Pause button may appear on the page which will allow you to pause
the timer if you want to take a break from the test. You can restart the
timer by clicking Unpause. You may pause and unpause the timer only
once and the pause cannot exceed 5 minutes. When the total allowed
pause time has elapsed, the timer resumes automatically and cannot be
paused again.

o Atimer warning will be displayed when there are 30 minutes remaining.



How to open a test

e Under “My Current Activities” you should see your exam title. Click on the title
of the exam.

& My Current Activities [ View il
Class name Type Start Date End date -~ Status Action
—> Exam100 v Mot Started

After clicking on the title, the following page will appear. You will need to click on both
links for your exam to appear. NOTE: DO NOT CLICK ON THESE LINKS UNTIL YOU ARE
READY TO START AND COMPLETE YOUR EXAM.

When you have clicked on the second link the following screen will appear. There is a
weldome area followed by your first question. This isAvhere you will begin taking the

fTrain-the-Tra [Train-the-Trainer Specialist Exgm TSP Exam
= Trainghe-Trainer Specialist Exam 01:59:47
=i 585 Exam Information
- ObjectID: 118200
Test mode For credit
Total points for test: 60
Number to be done: 60
Will be auto corrected
Welcome!

The Train-the-Trainer (TYP) Exam is made up of 60 items. which are based on &
Telephone Collectors' Teghniques. and the TSP Program and facilitation skills lez

You will have two hours to cgmplete this exam with a 5 minute pause allowed one time di
one sitting. You will need tgfacheive 85% on the exam to obtain your TSP designation. Yt
you will not be allowed to refenter the exam without a re-application

To achieve the highest scofe possible, itis recommended that you invest in ongeing indiv
contact outside sources wiile taking this exam and you must adhere to the Honor Pledge

Please see the Exam Infogmation sheet that was e-mailed to you for more detailed instrur
If you have any technical dffficulties or gquestions, please contact Desiree Parris at (952) 9
Thank you & good luck!

Campus ACA Staff

Question 1 of 60

Answering test questions

The types of questions that appear in ACA’s LMS may include any or all of the following:
e Multiple choice, one answer
e Boolean (true/false; yes/no)

Once you start a test, you should go through all the questions.



Questions in a test will be displayed one at a time. When you answer a question it

. . . Next
automatically moves to the next question. You may click on Next to move to the

. . . . . . . Previous
following question (which will skip the question you are on) or Previous
move to the previous question.
. For review L
You may also mark questions for For Review : This will flag the current

guestion for your review prior to your exam being submitted, whether answered or not,
and move to the next question.

You can check the status of your questions by clicking on “Status”. When you do that
the following screen will appear.

@ Test review - Microsoft Internet Explorer provided by ACA Internati... @@é]

|:_’é http://Ims.acainternational.org/topclass/topclass.dli?Conn-w '-.‘-;Si.iefi’:—.l3’3—[| ) |

Information -
Test mode: For credit
Title: TSP Exam

Time remaining: 01:57:24

m

MNumber of questions:
Question Status

1 Answered
[
2 Answered

3

If a question is marked “For review” it i not in its final form. However, if you get to the
end and hit submit that is how the quegtion will be answered. When you get to the end
of your exam, be sure to click on the “[for Review” icon and double-check all of your “For
Review” answers to be sure they are if final form. NOTE: ONCE YOU CLICK SUBMIT
THERE IS NO GOING BACK. THOSE ARE YOUR FINAL ANSWERS.

. . ] bmit
The answers you select are not sent to ACA’s LMS until you click Submit .You'll
see this button at the end of the lasf question in the test.

You can change any answer you haje selected at any time before you submit the test.
Once submitted, you will not be allowed to re-enter the test. To jump to a question,
you just click on the “Answered” or “For Review” link in the “Status” screen.



IMPORTANT NOTES:

e Before submitting an exam, be sure to click the “Status” or “For

complete any unanswered questions. If questiong marked “f

unanswered at the time of submission, those q
incorrect.

iTrain-the-Trainer Specialist Exam (Train-the-Trainer Specialist Exam /TSP Exam

|5 _ Train-the-Trainer Specialist Exam 01:54:57
Question 60 of 60

i TSP Exam

' True
'False

There is only one right answer and you will only score points for that answer only.

e When you get to the last question, please note that your answer to the final
question will not appear in the test review popup screen as your answer has not
actually been submitted, it has only been selected on the webpage. Only when
you click “Submit” is the answer to the final question submitted. However, it will
be too late at that point to review your answers. The final question will always
appear as unanswered in the test review view. To work around this, review your
test answers before answering the final question. Then answer the final
guestion, make sure it is your final answer and then click submit to submit all of

your answers.

How to answer a Boolean question

Boolean questions are Yes/No or True/False questions. You can select only one answer.
1. The question displays the options with radio buttons. Click the button beside

your selection.

®
o

. . Next
2. To move to the next question, click Next .

or

If you have reached the end of the test, click Submit

How to answer a multiple choice (one answer) question
You can select only one answer.

Submit

view” icon to
review” are left
destions wilf be scored as




1. The question displays the options with radio buttons. Click the button beside
your selection.

OC®00

Next

2. To move to the next question, click Next
or

Submit

If you have reached the end of the test, click Submit

Scoring of Your Exam
ACA’s LMS exams are autocorrected.

When you submit an exam, ACA’s LMS checks what you have scored and then returns
the results to you immediately. Results are displayed as a percentage for each category
of questions in the exam. Individual questions/answers are not available for review.

Resubmissions of the same assigned exam will not be allowed. If you do not complete
the exam within 6 months or fail the first attempt, you must purchase a new exam.

Viewing Your Exam Results
When you submit your exam, ACA’s LMS displays the Your Submissions page

immediately.

Test results returned to you will provide the total score and details of how you've scored
in each category (see print screen below).

You are logged in as 3101498 (Student )

oo
[Train-the-Trainer Specialist Exam [Train-the-Trainer Specialist Exam /TSP Exam o
=l Train-the-Trainer Specialist Exam
i TSP Exam Print
4
Infofmation
Stajus: Reviewed
Usgrname: 3101498
Teqt mode For credit
Supmitted. 3/24/2011 4:29:.03 pm
Tofel points for test: 21 outof 60
Cqfrected by Autocorrect 3/24/2011 4:29:03 pm

Clgss: Train-the-Trainer Specialist (TSP) Exam

Pdol Title Percentage of correctness
Dfinitions 33%
Cpmmunicating with Consumers 0%
Tird Party Communications 29%

1

NOTE: If you wish to print your results you will need to do it now. This screen is only
available to you this one time. You will need to print your results immediately following
your exam!



Printing your Certificate

If you pass the exam, you will be able to print your certificate automatically by following
these directions:

On the “Home” page of ACA’s LMS, in the “My Training History” section, you will
see a list of your completed exams.

If you failed the exam, it will just say “Completed

e If you pass the exam, it will say “Satisfied ang’Completed” and it will show a
printer icon underneath the “Cert” colu

. Campus ACA

£t Home i My Current Activities = viewal
My Learning Class name Type #art Date End date - St¥s Action

My Dashboard HNo records found

My Current Activities

My Training History [~] 2 My Training Histd (2 print v (5 View ai
My Reports Title Date ~ Type  Stalus PDUs “ert
Collaboration Train-the-Trainer Specialist (TSP) Exam 3/24/2011 4:29 pm B Completed
Catalog Credit & Collection Compliance Officer Exam 312412011 11:45 am B satisfiedand Completed 0
" . [ {s L
‘E; My Preferences IACC Certified Commercial Collector Exam 3/24/2011 8:26 am v Completed
Professional Collection Specialist (PCS) Exam 3/23/2011 1:19 pm Ea‘ Satisfied and Completed 1]
] Logout
[ ]

To print your certificate click on this printer icon. The following message will
appear:

Your report is being generated.

¢ You will receive your report via email when it is ready.
You can run other reports or navigate away from this
Screen.

e Next, under the “Collaboration” tab, click on “Mail”.

Campus ACA

L4 pMail
My Learning I'd New folder [ Delete all = Edit
Collaboraf >n 1[5 Mailbox

Announceme A pesignation Certificate No Expiry
ail
Catalog = Designation Certificate No Expiry

= Designation Cert Mo Expiry

£ My Preferences

£ Logout

e In this area you will see an e-mail which will have an attachment of your

certificate contained within in it. You can open that attachment and print your
certificate!



How to re-take a test
If you do not complete the exam within 6 months or fail the first attempt, you must
purchase a new exam through ACA.

Contact Information
If you have any questions or technical difficulties, please contact Desiree Parris at (952)
928-8000, Ext. 148 or parris@acainternational.org for assistance.

Thank you & good luck!

The Campus ACA Staff
campusaca@acainternational.org
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