
 

Self-Enrollment for Moodle 

 

You can access Moodle one of two ways.  

1. CoSA (cosaweb/) is the City of San Antonio’s intranet page. Hover over My Work and 
go down to Career Training and then across select Moodle Online Registration & 
Training as seen on the slide below.   

2. If you are off site, go to learning.sanantonio.gov to access the Moodle site. 

 

 



 

3. Go to the left side under City Employee Login click on blue box that reads Login with 
City Email.  

 

4. Username will be your complete city email  
(ex. firstname.lastname @sanantonio.gov) and computer network password you use to 
log into your computer.  *Some employees may have a number in their email*  
 

 

 

 

 



 

5. Click on Find Courses and enter the course in the search courses box that you would 
like to enroll in.  

 

6. Enter in the desired course with the date to ensure you are enrolling into the correct 
course. Example: December 5, 2019 Intermediate Excel Level II.  
 

 

 

 

 

 



 

7. On the Home Page Course Catalog shows the courses that are being offered. Please 
note registration is only open on a 90 day rolling period. 

 
 

8.  Click to enter in this course as this will enroll you in the desired course.  Notice the 
message about having your manager’s approval to attend this course.  

 

 

 

 

 

 



 

9.  Self-enrollment message will be emailed as a confirmation. This will include 
directions on how to navigate in the course and where to look for the class location. 
When you enroll in the class, be sure to note the class date in your Outlook calendar as 
this is the only notification you will receive. 

 

 

 

 

 



 

 

10. Course welcome tab-this provides overall layout of course and shows how 
employees will navigate through the course.  

 

 

 

 

 

 



 

11. Introduction tab provides a summary of the course. What are the objectives and any 
prerequisites of the course. This ensures that the employees will feel comfortable with 
the content in this course. 

 

12. Registration Form- where employees will click on the Alamo Colleges Registration 
form to download and bring to class. This form is required from Alamo Colleges. This 
helps ACCD to register employees in their system. Employees will also gain access to 
ACCD resources (online software and the use of some campus facilities-gym, library) the 
employee must obtain ACCD ID and Banner ID.  These are created when filling out the 
registration form.   

 

 



 

13. Class Pre-Work Tab - has pre-work that has been provided by the instructor.  This 

will include questions to think about and answer about the course topic. Employees 

should be ready to discuss these in class.    

 

  14. Class Location (Maps)- this tab will have the time, address, building number, room 
number and map as well as parking information of where this course will be held.  

 

 

 

 



 

15. Post training evaluation-this tab will allow employees complete the evaluation to 

provide feedback on the course.  

 

16. Completion Certificate-this tab is used to obtain a course certificate.  The employee 
will be able to generate a course certificate when the employee completes the course 
evaluation.  Employees will receive a certificate from ACCD, but one can be generated 
here too if needed.  This section will be locked down until the employee completes an 
evaluation.  

 

 

 



 

17. Un-enroll from a course-it is suggested you un-enroll yourself out of a course if 
conflicts occur in your schedule.  Please un-enroll yourself to allow other employees the 
opportunity to register.  
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