
	

You can find and launch courses by viewing the offerings in the Course Catalog.  

Course Catalog
You are welcome to view the course catalog and take any course that you find of interest.  

To view all courses, go to Learning Center in the left side menu bar, and click Course Catalog.  

Search the Catalog
Leave the Search Text box blank to find all  available courses.

     •     Click the Search button  

Launching a Course
To view information about a 
course, click the blue Information 
icon   to read a description.

To start a course, just click the 
underlined course title. This will 
open the course in a new win-
dow, and automatically add it to 
your Learning Plan and Homep-
age.  You may exit the course at 
any time. 

	

My Homepage
My Homepage is the page that 
appears each time you login 
to your account. It is located 
within the “My Workspace” tab 
on the left side menu bar.

Online Courses box will display 
any course you have recently 
begun, but did not finish.  If 
you leave and come back 
before finishing a course, you 
can launch it again from your 
Homepage.

Finding and Launching Courses

My Learning Plan
The Learning Plan is the main page for accessing all of your course work. It is located in the “My Work-
space” tab on the left side menu bar. 

From this page, you can click the course name to open the course.

For more information about a course before you begin it, click the blue information icon        .  A pop-up 
window will appear showing a course description, average completion time, as well as other information.
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Completing a Course
•	 Once you have launched a 

course, click on the lesson 
name to start the course. 
You will need your speak-
ers on and the volume 
turned up.  

•	 Next, to see the whole 
screen, click on the Maxi-
mize button in the top 
right hand corner of your 
screen. 

•	 Then, click the eyeball icon  
to hide the side menu 
and fit the course con-

tent to your web browser 
screen.  This way you won’t 
have to use your scroll bars 
to see the whole course 
window.    
 
 
 
 
 
 
 
 
 
 
 
 

Completing a Course

•	 Listen to the audio on each page.  You can pause, 
rewind or restart the audio using the playback 
control bar just below the forward/back naviga-
tion buttons.  

•	 Read and complete all activities on each page.  
There is often an action for you to take before 
you advance to the next screen. 

•	 When you have finished viewing the page, and 
completed the activities, click the right arrow 
button to go to the next page.  (You may also 
view a previous page by clicking the left arrow.)

•	 Take the Post-Lesson Check:  After the Conclu-
sion of the module, there will be a series of  
questions.  Answer each question using the    
information contained in the course.  Click Next 
to advance to the next question. 

•	 Retake or Submit Score: 

•	 Retake:  After you have taken the Post-Lesson 
Check, you will be taken to a verification 
screen where your score will be displayed. If 
you did not achieve a passing score of 70% or 
higher, you can go back and retake the test 
by clicking on the Lesson Map and navigat-
ing back to the course.  Print the verification 
screen to help you see which topics you need 
to review before testing again. 

•	 Submit Score:  If you achieved a passing 
score, you can print this page, then click to 
submit your score to LMS.   After submitting, 
the screen will go blank.  When it does, you 
can close the course window. 
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Helpful Course Tips
The navigation and icons within each lesson are the same throughout all of the MOCACFP courses. Look for Job 
Aids and Bonus Material within each module to expand your learning experience. 

	

Printing the Transcript
You can print a copy of your     
Transcript by clicking “Print         
Version”  just beneath the word   
Transcript.

To print your certificate of 
completion:

•	 Click the down arrow in the  
Action menu

•	 Select “Certificate”

•	 Click Go

•	 Your Certificate will appear in 
a pop-up window  

•	 Print to your desktop printer

My Transcript and Certificate
The Transcript page records all of your coursework. It is located in the “My Workspace” tab on the left side menu 
bar. You will be able to see the start and completion dates for each course. You can print your entire Transcript and 
individual course certificates from this page.

Printing your Certificate
The drop down Action Menu to the right of your course listing is what you will use to print your 
certificate, view a particular attempt of the course, or cancel enrollment from a course.   

Printable Job Aids and Bonus Material:

Whenever you see a “Job Aid” symbol, click it to access printable job aids.

Job aids will pull up a printable PDF file of a job aid related to the topic being discussed.  

When you see a “Bonus Material” file folder, you can click it to access brief additional lesson material that 
will expand on a particular topic.  

Course Navigation Menu:
You can access a Lesson Map, Resources, Home, 
and Help sections anytime by using the links at 
the top of the course page.  

The Lesson Map will show a list of the pages in 
the course.  

The Resources link will provide a printable 
script of the lesson, helpful websites, and all of 
the printable job aids contained in the lesson. 
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