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This document is to visually assist students/ learners with using our 

online learning platform, Moodle.  

 

www.mycccollege.org 
  
 

This document covers the following topics in detail: 
 
 

Signing up 
Signing in 

Finding a course 
Starting a course 

Completing assignments 
Submitting assignments 

Completing a quiz 
Checking your grades 

Certificates 
 
 
 

For more information, please visit www.londoncactuscollege.com/elearning 
 

Contact Admin if there is anything you don’t fully understand. 

 

file:///C:/Users/ostathers/Desktop/www.mycccollege.org
http://www.londoncactuscollege.com/elearning
mailto:mailtoostathers@mycccollege.org?cc=Office@mycccollege.org&subject=E-Learning%20issues
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Signing up 

Signing up is simple and can be done manually. Head to http://www.mycccollege.org/ and 
select ‘Create an Account’. 

 
 
 
 
 
 
 
 
 

 
Fill in all the boxes (including the drop menus market below!) with the relevant information, 

take extra care in ensuring anything with a (*) isn’t left blank! 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

An alternative way to sign up is through accessing a course without prior logging in! 
 
 
  
  

http://www.mycccollege.org/
http://www.mycccollege.org/login/signup.php
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Signing in 

Signing in with your pre-made account details can be achieved using many different 
methods throughout the Moodle site. 

 
1. From the homepage – This box is readily available on the right hand side. 

 
 
 
 
 
 

Tip: 
Forgotten your password? 

Click ‘Lost password! 
 Can’t remember your 

username? No problem!  

Use your email address! 
 
 
 
 

2. From any page – This bar is permanently positioned at the very top of your browser, 
no matter where you are within Moodle - simply click ‘Log in’. 

 
 
 
 
 
 
 

3. From a course – When you attempt to access a course without already being logged 
in, you will be promoted to do so before being permitted to continue. 

 
 

 
 
 
 
 
 

http://www.mycccollege.org/login/forgot_password.php
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Finding a course 

Finding courses can be achieved in a couple of different ways; the first is simplest – using 
the box on the homepage, click ‘All Courses’ (STEP 1) and follow the course you intend to 

take (STEP 2). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you know the name of the course you are looking for, you can type it into the search box 

provided on most pages throughout Moodle. 
 
 
 
 
  

Note: This will likely change as more courses get added. 

STEP 1 

STEP 2 
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Accessing a course 

There are a variety of ways to access courses ranging from enrolment keys to one-off 
payments. If you are undertaking a class-based course (or if your course costs are being 

covered externally) it is likely you will be issued an enrolment key. After you have selected 
your course (STEP 1) will be presented with enrolment options. 

 
 
 
 

 

 If you already have a PayPal account, choose ‘Pay with my PayPal account’. 

 If you don’t have PayPal, choose ‘Pay with a debit or credit card’. 
  

STEP 1 

Tip: If you are issued an 
Enrolment Key, input it here 

and ignore STEP 2. 

STEP 2 
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Starting a course 

Starting from the Introduction to each course/ unit (STEP 1), work your way through all the 
documentation within each section; downloading and reading and completing the activities 
provided (if applicable). Once this is complete, you can proceed with the rest of the course 

using either of the methods below (STEP 2).  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

STEP 1 

STEP 2 

STEP 2 

OR 
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Completing assignments 

When you click on an activity it may ask if you would like to open it or save it. Choose ‘save’ 
and ensure you save it somewhere that you can find later. A good example would be to 
create a new folder on your desktop named ‘Care Certificate’ if this happens to be the 

course you are undertaking. 
 

 
Tip: Do this by right-clicking on your 

desktop: 
 

 
 
 
Once you have opened & saved an activity, open it from where you saved it and answer any 

questions within the document. Some courses will have a workbook, these contain 
important information to assist you with the activity book – it is recommended you save 

these in the same folder! 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

When you have completed your assignment, make sure to save it! 
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Submitting assignments 

When you have finished an activity book, you can submit it digitally using the ‘Activity 
Submission’ button beneath the Activity you have completed. Selecting this will give you the 

opportunity to ‘Add Submission’ (STEP 1). 
 
 

 
 
 

 
 

 
 
 
 
 
 

 

 
 

After clicking this, you will be presented with a box in which you can add your completed file 
(STEP 2). There are two ways to achieve this: 

1. Click the blue arrow and select ‘Upload a file’ from the new menu (STEP 3).  
2. Simply drag-and-drop the completed file onto the blue arrow (STEP 2). 

  

STEP 2 STEP 1 

STEP 3 
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Completing a quiz 

Some courses will require you to complete a quiz (test). Undertaking these tests is simple 
and usually means grading is instant, depending on the content. In some courses, 

completion of a quiz will trigger the unlock a certificate which you can retrieve. Select the 
quiz you wish to undertake (STEP 1) and select ‘Attempt quiz now’ (STEP 2) to get started. 

 
 

 
 

 
 
 
 
 

 
Tip: Take note of the information displayed under the certificate (if applicable) as it specifies 

what you need to accomplish in order to unlock it (“Not available unless…”). 
 
 

 

Once a quiz is completed you 
may be able to review your 
results (depending on the 
course) in order to see what you 
got right and wrong. Some 
quizzes may allow you to 
attempt them multiple times in 
order to reach the grade you 
require. 
  

STEP 1 

STEP 2 
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Checking your grades 

After you have completed every part/ unit/ section within your chosen course, you’re done! 
It is now up to your assessor to mark the work (excluding most quizzes). 

 
When you have submitted a piece of work, you will be presented with a ‘Submission Status’ 
screen. You can access this any time from the relevant ‘Activity Submission’ link you used to 

submit the work originally.  
 

The status will update once an assessor has graded it (see below). 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

 

You can see an overview of all your submissions/ grades by using one of the methods below: 

  

2 

1 
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Certificates 

Certificates will be issued to you upon successful 
and satisfactory completion of a course. It will be 

issued by your tutor/ assessor in most cases and can 
be delivered in different ways depending on the 

circumstances – email, post, or physically awarded 
to you on the premises.  

 
Some courses may take longer than others to process (especially the certificates from 

external awarding bodies), but if you feel it has been too long please feel free to contact 
your tutor/ assessor to request an update. 

 
Contact Admin if you have any further issues. 

 

Additional support 

Interactive videos have been created to answer our most frequently asked questions. You 
can find these on our website: 

 

www.londoncactuscollege.com/videos 
 
 

Alternatively, you can contact us using any of the methods below: 
 

Email us: 
londoncactus@mycccollege.org 

 
Call us: 

+44 (0)208 381 1838 
 

Visit us: 
London Cactus College 

1st Floor, 22 Deanery Road 
Stratford 
E15 4LP 

mailto:ostathers@mycccollege.org?cc=Office@mycccollege.org&subject=E-learning%20Certificate%20Enquiry
http://www.londoncactuscollege.com/videos
mailto:londoncactus@mycccollege.org

