SHVAC

LEARNING SOLUTIONS" Learning Management System

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:

e Instructor-Led Classes: Live training offered by HVACLS.

e Learning Paths: Series of courses selected to address a set of skills, etc.

e Assigned Courses: Courses you have been assigned. (Only shows up if you
have been assigned courses.)

o Available eLearning Courses: All online (eLearning) courses are located here,
organized into categories.

e Incomplete Courses: Courses you have started but not completed.

e My Course Catalog: Courses you have added to your catalog. Only populates
when you actually choose to add a course to it.

0 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.”

e HVAC Professional Assessments: 360 Professional Assessments plus the
HVACLS Technical Needs Assessment. When these are completed, a list of
Recommended Courses is generated.

e 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.
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SHVAC

Online and Onsite

LEARNING SOLUTIONS"

Learning Management System

Administrative Sections:

e LMS Dashboard: Statistics on usage.
0 Main Stats
0 Current Users — Who's online right now (anyone in the LMS)
0 Popular Courses — Most popular recent courses; can adjust the timeframe.

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

A Company Users

Dashboard
Users

Filter Users By

[] Usert, PartsFlus
[ user2, PartsPlus

anager, PartsPlus anager MANA artsPlus
M PartsFl LFPM MANAGER PartsFl

LPPUser USER
LPPUser2 USER

Clascec DCtr/CostCtr: || ALL w
Messages CustType/Seqg:|| ALL L
Assign Last Name: b
Repolts Search For:|| Last Name hs Searc_lh
3 active users
’Wl | Show Inactive
[] Name User ID Rights DCtr/CostChr CustType/Seg

- DEMO LOCATION Lennox Parts Plus (LII)
PartsPlus - DEMO LOCATION Lennox Parts Plus (LII)
PartsPlus - DEMO LOCATION Lennox Parts Plus (LII)

Work With | | Show Inactive

Leeign User

Email User

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

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

From within a user profile, there are several user utilities you can

use.

User Utilities

Manage User Files

Uzer Completed Training
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Online and Onsite

LEARNING SOLUTIONS" Learning Management SVStem

o Classes: In this area, you can register yourself or other users for instructor-led
training.

e Assign: Assign training to employees in your location(s).

A Assign Content

Dashboard

Usars select what you want to assign:

Classes

Messages @Courses

Assign

Reports Select the courses you want to assign:

10 Skills For Better Telephone Communication ~
1001 Ways To Energize Crganizations

1001 Ways To Reward Employees

2007 Sam Award Technician Exam

2008 Sam Award Installer Exam

2008 Sam Award Technician Exam

21lst Century Leadership - Inside Secrets of Top Leaders

21st Century Sales (Live Presentation) - Fart 1

21st Century Sales (Live Presentation) - Part 2

4 Steps To Managing &Anyone b

oup of items,
= notin 2 group.

A Assign Courses

Dashb d H
ashboar Complex Selling
Users
Classes Start Over | Choose a different course
Messages
Assign Select who you want to assign:
R ®users O DCtr/Costctrs O
CustType/Segs
Filter Users

Quick Assign:

Available Users (2): Assigned Users (1):

Manager, FartsFlus e Uszerl, PartsPlus

UserZ, PartsFlus

Opticns

Assigning completed successfully!

Available Users (2) | As=zigned Users (1) | Completed Users (0)

[] Name Date Assigned Date Completed

There are currently no completed users for the selected courses.
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LEARNING SOLUTIONS

Reports: 2 sets of reports available —

o A lacarte Reports

A la carte Reports | Saved Reports | Custom Reports

Select what you would like to see on the report
Lz=zigned Courses Completed Classes

Completed Courses Completed Files

Az=igned Curricula Completed Learning Paths

Completed Curricula Course Evaluations

Incomplete Courses Completed Recemmended

OOO0o0o0OnO
OooOoOono

Courses
Test Results
0 Custom Reports
() General
The general report will allow you to view completed courses for users.
) Detailed

The detailed report will allow you to view completed courses, incomplete courses, as well as
section guestion answers.

() Statistics
The statistical report will allow you to view statistical data for the zelected users.
() Course

The course report will allow you to select a specific course and view the users that have completed
or started it.

() Course Status Report

The course status report will allow you to select multiple courses and view each users status for
those courzes in an Excel spreadsheet.

() Course Detailed Status Report

The course detailed status report will allow you to select multiple courses and view each users
status and detailed information for those courses in an Excel spreadsheet.

() Course Evaluation

The course evaluation report will allow you to select a specific course and view the results of the
evaluation.

) Curriculum

The curriculum repert will allow you to select a specific curriculum and view the users that have
completed or started it.

) class

a user and view the classes they have completed.

() Files
The files report will allow you to select a file and view the users that have completed it, or select a
user and view the files they have completed.

() Test Results By Course

The test results by course report will allow vou to select a course and view the users that have
taken that test.

() Test Results By User
The test results by user report will allow you to select a user and view the tests they have taken.
() Assessment Usage

The assessment usage report allows you to view the status of the number of assessments
distributed and completed, and the reports produced for each participant.

C) Assessment Group Report

The assessment group report allows you to view the average item and category scores of
; )

The class report will allow you to select a class and view the users that have completed it, or select

These reports can be
exported to Excel.

et the-setected-orots

() Export Detailed Reports

format.

Exporting the detailed reportz will allow you to select a database table and export it in Excel or TXT

| Generate Report I

Copyright € 2010, Total Training Metwork, Inc, All Richts Reserved, Privacy Palicy LMS Version 6.3

Page 4




