
                                         Learning Management System 

  
 

Page 1 

 

Reference Guide – System Manager Features 

Log on to the LMS at: www.hvacls.com 

 If you forget your login information, email info@hvacls.com. 

On the Home Page: 

• Instructor-Led Classes: Live training offered by HVACLS. 
• Learning Paths: Series of courses selected to address a set of skills, etc. 
• Assigned Courses: Courses you have been assigned.  (Only shows up if you 

have been assigned courses.) 
• Available eLearning Courses: All online (eLearning) courses are located here, 

organized into categories. 
• Incomplete Courses:  Courses you have started but not completed. 
• My Course Catalog: Courses you have added to your catalog.  Only populates 

when you actually choose to add a course to it. 
o To add a course to your Catalog:  On a course description page, on the 

right of the page you will see an option to “Add to My Course Catalog.” 
• HVAC Professional Assessments: 360 Professional Assessments plus the 

HVACLS Technical Needs Assessment.  When these are completed, a list of 
Recommended Courses is generated. 

• Completed Training: Courses/Learning Paths/Tests you have completed are 
listed in this section.  Note:  Go here to print completion certificates. 

 

System Manager Features 

The following features are available only to managers within the system.   

To access system administrative tools, click on Site Administration in the upper right of the 
home page. 

 

  



                                         Learning Management System 

  
 

Page 2 

 

Administrative Sections: 

• LMS Dashboard: Statistics on usage. 
o Main Stats 
o Current Users – Who’s online right now (anyone in the LMS) 
o Popular Courses – Most popular recent courses; can adjust the timeframe. 

 
• Users: Where you access information on the users in your location. 

 
 

o To enter a single user’s profile, select the checkbox by the name 
and then “Work With” OR double-click the name. 

o You can also select multiple users to Work With (for example, to 
assign courses to multiple people at once). 

o From within a user profile, there are several user utilities you can 
use. 
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• Classes:  In this area, you can register yourself or other users for instructor-led 
training. 

• Assign:  Assign training to employees in your location(s). 
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• Reports: 2 sets of reports available –  

o A la carte Reports 

       

o Custom Reports 

 

These reports can be 
exported to Excel.


