
 
ACA General Web Course Information 

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

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”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.acainternational.org/
mailto:membership@acainternational.org


Then, click on “Access ACAs Learning Management System (LMS).” This will direct you to 
Campus ACA’s Learning Management System (LMS).  

 
 
The first time you enter ACA’s learning management system, you will be greeted with 
the following message:  
 
 

You can close out by clicking the “x” in the upper right-
hand corner.  

 
 
 
 
 
 
 
 
Web Course Policies 
ACA has developed the following set of policies with regard to our Web courses: 
  

 Web courses will be available 24 hours a day, 7 days a week. You will have 6 
months to complete the Web course from the day it was assigned. 



 You can access the Web course as many times as you would like within that 6-
month period. 

 If you do not complete the Web course within 6 months, you must purchase a 
new Web course.  

 
How to open a Web course 

 

 Under “My Current Activities” you should see the Web course title.  Click on the 
title of the Web course. 

 
 
 
 
 
 
 
After clicking on the title, the following page will appear.  You will need to click on both 
links for your Web course to appear.   
 
When you have clicked on the second link the Web course will appear in a new pop up 
window.  This is where you will begin the Web course.  Please note that you may have 
to allow your pop-up blocker to allow pop-up windows from this site or the course may 
not appear. 
 

 
 
Printing your Certificate 
Once you have completed the Web course, you will be able to print your certificate of 
completion 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 courses and/or exams. 

 If you have fully completed the Web course, it will say “Satisfied and Completed” 
and it will show a printer icon underneath the “Cert” column. 

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

 
 
 



 

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

 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! 

 
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 
 

mailto:parris@acainternational.org
mailto:campusaca@acainternational.org

