New Customer Information
Welcome to the PerforMax3 Learning Solution.  This document will guide you through the steps needed to successfully launch your customized training on the web.  In addition to this guide document, there are several supporting documents and websites to help with this process.
Selection

1.  Select the lessons that you want to use.
· If your facility has purchased/received the MHS-VA or Navy 40 Lesson Package, you are able to purchase lessons in addition.  However, the 40 Lesson Package will remain in tact.
· View course catalog on-line:  http://www.performax3.com/Cust_Course_Cat07.pdf
· Provide PerforMax3 with a list of lessons that you want to use for training. (See 1st page of the Lesson Modification Sheet)
2.  Decide if the lessons will be customized for your facility.  If no, go to Step 5.
Customization
* Please note that all other aspects of the process can continue while customization is going on.
3.  Assign Reviewers 

· Assign Subject Matter Experts (SMEs) to each lesson that you want reviewed.  If you want to have more than one SME review a lesson, please make sure that only one sheet is filled out per lesson.
· Use the first page of the Lesson Modification sheet to capture SME name, e-mail, and telephone number.
· Set a DEADLINE for review completion and let PeforMax3 know deadline—one to two weeks should be sufficient.
· Send e-mail to SMEs with information about customization process.
· Designate a local coordinator who will gather SME comments and send to PerforMax.  Coordinator is responsible for making sure SMEs stick to deadline and that suggested changes are appropriate for your facility.
· Allow PerforMax3 to contact the SMEs for clarification if necessary.
· Initial review of lessons on wbt site:  http://wbt.performax3.com/maxtraxV35/
4a.  PerforMax3 Customize Lessons
· After receiving SME comments, PerforMax3 will customize the lessons and post to your new website for secondary review—this lets us know that all changes have been done correctly.
· Set a DEADLINE for secondary review.
· Assign someone to review and sign off on customization process.
4b. Customer Customize Lessons

· For customers who plan to use the AuthorMax content authoring system and will be customizing their own lessons, PerforMax3 will provide you with the original ToolBook lessons for customization and a site to download the ToolBook certificate.

Max Trax 
5.  Roster  
· Provide Max Trax with an initial database to load into MaxTrax that includes all employees in your organization who need training. 

· Take care to think about how employees are categorized and how this will affect the delivery of training and later the compliance reporting.  

· Decide what kind of login and password you want.
· PerforMax3 will input the initial list of employees, but upkeep of this information will be the responsibility of the system administrator at your facility.
6.  Create Courses

· Decide what courses will be assigned for training purposes e.g. Annual Renewable Training, Clinical, Human Resources.
· You can use the PerforMax3 Course Catalog organization found on our website as a guide:  http://www.performax3.com/onlinecourses.asp#catalog 
· Decide which lessons will go inside which courses.  For example, the Blood Borne Pathogens lesson would go into the Clinical Course while the Telephone Etiquette lesson would go into the Human Resources Course.
7.  Assign Training

· You will need to decide what employees will get what training. This can be done by employee groups within your organization.  For example:  all employee groups will get the ART Course, but only groups with direct patient contact would get the Clinic Course.
· In MaxTrax, employee/student groups are called “Classes”.  You will need to identify a list of Classes for the purposes of assigning training.  

· Identify which Class (employee/student group) will be assigned to each Course.

· Provide PerforMax3 with the Class/Course map of training.
· PerforMax3 will link the employees to the training for initial set up, but upkeep of assigning training will be the responsibility of the MaxTrax administrator at your facility.

8.  Administrative Decisions
· You will need to decide who will be the administrator for MaxTrax and make sure this person understands how to upkeep the employee information in MaxTrax and how to upkeep training assignments.
· You will need to decide if you will have supervisors responsible for tracking smaller subsets of employee training.  

· Provide PerforMax3 with a list of supervisors and the employees under them.  PerforMax3 will link the employees to the supervisor.

· It is the administrator’s job to make sure that the supervisors are aware of their function and understand how to access information in MaxTrax.
· The MaxTrax administrator will give a final review on MaxTrax set up and employee training assignment. 

9.  Implementation

· Establish a “roll out” schedule for assigning training to Supervisors, Administrators, SMEs, etc. first so that you can test the system design and function.

· Conduct initial training with the sub groups mentioned above.

· Obtain feedback on the process and make adjustments as necessary.

· Implement training across facility to all employees.

· Gather compliance data and feedback and make additional changes as necessary.

· Administering training and gathering compliance data is an ongoing process that can continually be improved upon.
10.  Local Maintenance
· At some point we will switch the HelpDesk information number from a PerforMax3 number to a local number.  This allows you to understand and respond to the needs of your employees.
· The MaxTrax Administrator will need to understand the process to input new employees, mark employees as inactive, and generate compliance reports.

· The MaxTrax administrator will need to understand how to update employee organization code, change employee “class” designation in MaxTrax for training purposes, and keep supervisor/employee lists updated.
11.  PerforMax3 Support& Maintenance and Ongoing Training
· We strive to keep our customers happy and will be available to answer any questions you may have.

· In order to provide continuous/ongoing training for our customers, we have several informational articles and webinars to assist you in all aspects of MaxTrax implementation.  Visit our resource library at: http://resources.performax3.com/quick_start 
· If there is something that we can do to improve our process, don’t hesitate to let us know!

12.  Congratulations!

· If you’ve followed the above steps and stayed on track with the calendar milestones you should have a functioning web site with on-line training for your employees!  

Helpful Information

SME Review Website:  http://wbt.performax3.com/maxtraxV35/
Resource Website:  http://resources.performax3.com/quick_start
Demo Website:  http://oceanus.performax3.com  (currently under construction)
PerforMax3 Website:  http://www.performax3.com
