Optimizing MaxTrax Course Management System

MaxTrax Quick Start for Administrators
Overview
MaxTrax is a web-based application. Your IT department will provide you a company specific web address or a link from your company’s website through which you will access MaxTrax.  Students and supervisors as well as Administrators will access the same web address.  Students enter MaxTrax to complete required lessons, Supervisors access MaxTrax to run reports, while Administrators use  MaxTrax to perform all administrative functions including reports.  MaxTrax is a database application, allowing you to search and sort data within the application.  

Functions of the Administrator  
As an Administrator, you will manage the training content for your company’s training program and the data generated upon an employee’s successful completion of required training.  
Your main administrative tasks include: 
· adding lessons, 
· building courses, 
· creating classes, 
· adding and maintaining students, 
· assigning training, and 
· running reports on training progress and compliance.

You may even author training.  
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As employees successfully complete training lessons and courses (successful completion means the employee met or exceeded the minimum mastery score on the training assessment), data is generated and stored in MaxTrax.  
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The PLS Directory

The PLS Directory is a virtual directory that exists on your company’s web server.  It contains folders that include files from which MaxTrax will link to lessons.

In order to add or update training content, exported training lessons (in the form of index.html files) must reside in the PLS directory on your company’s web server.  Lessons are created in an authoring system (such as ToolBook) then exported.  Each lesson’s export folder must then be copied to the PLS directory in order for the lesson to interface with MaxTrax. Once lesson export folders reside in the PLS directory, you can add those lessons to your company’s training portfolio.  Usually a training developer will be responsible for ensuring lesson export folders reside in the PLS directory; however, as an Administrator, you may assist with this task.

The Lessons page in MaxTrax includes a column titled, “Location,” which shows the physical path to the proper index.html file on the PLS in MaxTrax.  
[image: image31.png]e ®




MaxTrax Administration Options section provides you with the details for adding and/or updating training content.
Logging On
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Your company’s training department will provide you with a specific web server address or a link from your company website through which you will gain access to MaxTrax. To log on to the MaxTrax website, you must use Internet Explorer set so that “pop-ups” are not blocked.  If “pop-ups” are blocked, you will not be able to access the training.    

Your training department will also provide you with a specific User ID and password which allow you to log in as an administrator. 

Connect to the MaxTrax website by entering the provided web server address into the address bar of your web browser or by clicking the link from your company’s website.  The following screen will open on your web browser:
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Log on by entering your User ID and password.  Click the “Submit” button to access the Options screen.
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NOTE:  The Administration module has a 2-minute time-out. If you are not active in the module for 2 minutes, you will need return to the Student Login screen by clicking the exit button. Re-enter your password to regain access to the Administration module. 
MaxTrax Options Screen
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 As a Student, you have three options within MaxTrax:  My Courses, My Reports, and My Information.  You may access the lessons you are required to complete, verify lesson completion status, read a lesson description, generate reports of your personal progress, and change your personal/password information. 
As an Administrator, you have the additional capabilities of creating/adding/changing lessons, maintaining students, assigning training, and generating widescale status and compliance reports for your organization. You must also maintain the Administrator’s password and log out of the system.
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Navigation/Help Buttons

In the upper right hand corner of the MaxTrax screens, you will see the help buttons to assist you throughout your session.  
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Access the Help Screen
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Return to the Options Screen (subsequent pages)
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Exit MaxTrax via the Login screen
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Open an email message for the help desk.
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MaxTrax Administrators can manage their organization’s training system through buttons on the Administrator options screen.

Overview

From the Administrator screen you can create, add, edit and delete individual and multiple training components. Simply select a button:
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Add or Edit Lessons*
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Add or Edit Courses

[image: image3.jpg]



Create and Manage Classes
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Add or Edit Organizations*
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Edit Notifications*
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Edit Global Settings*
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Edit Validation and Login Settings*
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Edit Labels and Messages by Language*
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View and Email Logged In Students*
* Option is not available to those Administrators with “Supervisory Only” or “All Levels (Basic)” access. 

[image: image43.png]& Tracker.Net: Global Settings - Microsoft Internet Explorer

BE)

L Fle Edt Vew Favorites Toos Help

Q- O M@ G Pwr Forowm @ 2

B

- Address

&1 https//208.38. 172.22jmaxtraxv3/Administrator /LMSAdminiNot [V

090900009 E©
Global Settings

Language Settings

® 99

=1 Please click the email button or contact the help desk for support.

[Ishow 'Remember User Name' Box
[ store Encrypted Student Passwords

[Juse Tracker.Net version 2 Encryption
[Jshow 'Email User Name and Password' Box

Allow Custom Organization
[Force Students to Change Data Element

Retum Address for 'Email User Name and

Data Element that Students Must Change:

Languages to Display: plo @1 2 M3 [14 [Is Default Language: G O1 O2 O3 O4 Os
Culture for Language 0: [ on.Us v Culture for Language 3: |.FR [¥]
Culture for Language 1: | es-Mx [v Culture for Language 4: | [Choose] v
Culture for Language 2: | go-DE [v Culture for Language S: | [Choose] v

Other Global Settings

[pefault Open Enroliment Default Organization: | _None [v

Default 'For Credit' Default Lesson Mode: | Normal v

Exit URL (blank=default):

Student Message: [welcome to MaxTrax, your on-line

lcontent solution.

[maizktekcom

[a@b.com

SMTP Server Name:

Password' Box:
Desired My Courses' Interface:

TreeView

_None
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this administrative screen:
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All of the training components on the Administrator screen will access a similar screen with a variety of choices for editing and sorting; however, you may only edit columns with blue type headings. The other columns are controlled by MaxTrax. 
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Adding Records

All screens have an icon at the bottom that creates a new record to be filled out by the Adminsitrator. Some screens have additional information to be accessed. See the individual sections for details.
Making Changes to Records
To change a record in any component screen, simply click: 
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Edit key to open the edit screens for that row. Make your changes by entering data, check/uncheck at box or select settings from a drop down menu. After making your changes, you must select either 
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Update button to save changes, or


Cancel button to discard changes.

Sorting Screen Data
You can sort any available column in ascending ( [image: image11.png]


) or descending ( [image: image12.png]


) order. Move your cursor to the column heading and select. 

You may also use the Display Options to sort and manage the table view. 
Click the [image: image13.png]


symbol to show the Display Options box. If you wish to hide the Display Options, click the  [image: image14.png]


symbol. 


· Use the dropdown list of all column headings to select your sorting preference. 

· Enable Grid Paging to create a quick index along the bottom of the table to easily move through larger tables.

· Enter the number of rows per page you’d like to view.

· Click Refresh to activate display options.

The screen will refresh to display the table in your selected sort order with your number of rows per screen and paginated as desired.
Filtering

You can also filter your sort to show only those records that match a certain criteria. 
1. Select Filter. 

2. Drop down the list of headings to find the appropriate column. 

3. Enter Filtering Syntax in the adjacent field. (See syntax table below for details.) 

4. Click the Refresh button. 

Filtering Syntax

Use the following syntax when entering filters in the filter field.
	Types
	Examples

	General
If you are using an operator (other than LIKE) with a string filter, you must put the filter in quotes. You can specify string filters with or without quotes. Do NOT use apostrophes (single quotes).

In general, do not put numeric data in quotes.

You can enter your operators lower or upper case.

If not operator is specified, Tracker.Net will use LIKE as the default string operator and = as the default numeric operator.
	 

a*, "a*", > "a*"

42, > 0

Like a*, null 

	Wildcards
You can use both the * and ? wildcard characters. Use * as a multi-character wildcard and use ? to as a single character wildcard.
	 

a*, "a?"

	Operators 
The available operators are:

Standard comparison operators: =, <, >, <>

String operators: LIKE, NOT LIKE

Empty string: ""

Null operators ("NULL" specifies DBNull values, not empty strings): NULL, NOT NULL

To include both empty strings and DBNull values, leave the filter string blank.

To show only those values that are neither empty strings nor DBNull, type in the following (include brackets): <Not Empty>
	 

 

= 3, <> 7

Not Like "F*"

""

Null, not null

 

<not empty>
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  Add or Edit Students
A student is anyone who has been enrolled in MaxTrax either by a training administrator, through a batch interface or directly through the New Student Registration screen. 
This button displays all student information for management by the Administrator. The data may be organized by specified topic and displayed with limited lines per page as designated in the Display Options box.

There are 17 fields associated with each student.  MaxTrax uses 6 internally, leaving 11 available for use by the customer.  You have considerable flexibility in how you choose to use these end-user-defined fields.  Most of them can be renamed, formatted and edit checked per your specifications.  MaxTrax uses e-mail address and password as the primary key for identifying an individual along with organization, first name, and last name.

The primary method for adding students to MaxTrax is through the add-student transaction, one transaction per student.  Select the Add Student icon at the bottom of the table. A new record will appear. You will provide data for each of the mandatory data fields and any or all of the end-user-defined fields. Students can also “self register” using the New Student Registration Function however this method is not recommended.

Batch Processing

There are several options available for loading large numbers of students into MaxTrax without doing individual transactions.  PerforMax3 will build an initial database load file for you from a spreadsheet of student information.  In addition, a batch interface program is available to periodically add/update student information.

The Windows file system, or physical file path, resides on your company server and is the destination (output) of the export process.  The path must pre-exist on the server prior to exporting records.  Work with your IT department contact to ensure the correct path exists before you export records.  Training records will reside in that folder once they are exported.   


Add or Edit Lessons
NOTE:  To add or update training content, exported training lessons must reside in the PLS directory on the web server.  
The PLS directory stores training records in log files with the current/default file being PMaxWeb.log.  

To successfully export training records for use in your company training records database you must first set the export parameters:  export path, file name, type and file handling on.

Verify the export path. PLS installs with the default path:  d:\pmaxweb\p3export. If the path is incorrect, click the “Export Path” field and type the correct path. The “path” is the physical path to the data on the server disk storage not your PC. The path must pre-exist on the server prior to exporting records. Work with your IT department contact to ensure the correct path exists before you export records.  

Renaming a Log File

Select Log Maint from the MENU to access the Log File Maintenance screen:

NOTES
· If the feedback message states, “Your File has been renamed to PMAXyymmdd.LOG”, it means the renaming process was successful
· A message appearing next to the “Archive Log” button stating, “PMAXWEB.LOG has not been created. Can not Archive” means the PMaxWeb.log does not currently exist because you just archived and renamed it.  When new records are generated (an employee successfully completes a training module and a training record is generated and written to PMaxWeb.log), PMaxWeb.log will be created.

CAUTION:  Once you delete a log file, the training records in that file are gone; there is no way to recover that data.
Add or Edit Courses

A course is a collection or a “container” of lessons.  A course consists of a course title and description and a list of the lessons assigned to it.  There can be one or more lessons associated with each course. Each course is represented by a unique record in the MaxTrax database consisting of title, description and other parameters.  
This button displays all courses available for management by the Administrator. The data may be organized by specified topic and displayed with limited lines per page as designated in the Display Options box.


Use the Add-Course transaction to create a new course.  In this process you will provide a course title, description and a few other parameters.  
Adding lessons to a course is the second step to creating a course.  To add lessons to a course you will use the assign lesson to course transaction.  You will assign membership to each lesson that will belong to the course by selecting the lesson from a list of available lessons.

The lessons associated with a course will be listed in the order they were selected when the course was created.  You can alter this order by changing the lesson order.  Ordinarily a student can select and take any lesson from the course list by selecting the lesson title from the menu.  You can force the student to take the training in a particular order using the “sequenced” parameter.  This feature is useful with training material where the topics need to be taken in a particular in order to be meaningful.

Select the ( [image: image16.png]


) button in the course row of the grid to display the "Items associated with:" grid below the main grid. 

Use the buttons under the "Items associated with:" grid to access the following attributes:

· Associate Lessons with Course 

· Assign Classes to Course 

· Assign Organizations to Course 

· Assign Students to Course
You will be able to see, but not edit, the students are registered for the class by their membership in a class or by their organization.
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
 
Key Data Elements (found in the MaxTrax Course Help Screen)
	Column Name 
	Explanation 

	Body Text 
	This is the text of any notification emails. Whatever you enter here is appended to the default "Tracker Body" that you can set using the "Tracker_Notification_label" key on the Language Strings page. 

	Comments for Students
	This is optional information that can be requested by a particular lesson via the "cmi.comments_from_lms" SCORM call.

	Course Order
	This is the order in which the course is displayed to students. The orders do not need to be sequential. However, if two orders are the same, the actual order between them is unpredictable.

	Description 
	This description is displayed on various reports but it otherwise not used in the program. 

	For Credit
	This is a SCORM setting that may be used by an individual lesson via the "cmi.core.credit" (SCORM 1.2) or "cmi.credit" (SCORM 2004) call. The choices are "Credit," "No Credit," and "Use Global Value." This latter value means that the setting is dictated by the "Default 'For Credit'" setting on the Global Settings screen.

	Lesson Mode
	This is a SCORM setting that may be used by an individual lesson via the "cmi.core.lesson_mode" (SCORM 1.2) or "cmi.mode" (SCORM 2004) call. The choices are "Browse," "Normal," "Review," and "Use Global Value." This latter value means that the setting is dictated by the "Default Lesson Mode" setting on the Global Settings screen.

	Name 
	This is the name given to the course. 



	Notify Email List
	A comma-delimited list of email addresses to receive the notification message. Spaces between addresses are permitted but not required.

	Notify When Attempted
	Set this to true to have a notification email sent to the address(es) listed in the Notify Email List column whenever this particular course is attempted.

	Notify When Completed
	Set this to true to have a notification email sent to the address(es) listed in the Notify Email List column whenever this particular course is completed.  To have a notification email sent whenever any course is completed, use the Notification Settings screen.



	Open Enrollment
	This setting controls whether the course is available to all students or just to those who have been assigned to the course (either directly or via a Class or Organization). In addition to True or False, this setting can be "Use Global Value." This means that the setting is dictated by the "Default Open Enrollment" setting on the Global Settings screen. 

	Reply Email Address 
	This is the "reply to" email address used for any "Notify When Completed" emails sent for this course. 

	Required Completion Date
	This is an optional, hard-coded completion date that can be specified for a course. The effect of setting this date is that the course shows up with a "Must Be Completed By <date>" title before the completion date and "Past Due (<date>) after the completion date on the My Courses screen. It also causes the course to be flagged in some reports. You can edit the display text using the "MustBeCompletedBy" and "PastDue" keys on the Language Strings page. Note that all students using this course have the same Required Completion Date. It cannot be set uniquely per student.


 

Important Points about Building Courses
Since the PLS is not set up to allow you to manipulate the training records in any way, you will have to export the PLS logs to your company training records database.  You should work closely with your IT department contact to ensure log files generated by PLS are subsequently built into a company backup system because PLS does not have a backup system.
Once you create an archive file, you will not be able to create another archive that day – the archive function will be disabled.  If you want to create an additional archive, you need to rename the previously archived file.  
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  Create or Manage Classes 
The term “class” in MaxTrax refers to a group of students with the same training requirements.  By grouping individuals with like training requirements together in a class, the process of developing training courses and assigning courses is greatly simplified.  Each class is represented by a unique record in the MaxTrax database consisting of the class name, description and other parameters. Members of the class have student IDs.  Class membership is stored in another table where there is one membership record for each student. 
This button displays all class information for management by the Administrator. The data may be organized by specified topic and displayed with limited lines per page as designated in the Display Options box.


There are two parts to the process for creating a class.  

The first part is defining the class itself which is done using the add-class transaction.  You will provide a class name and descriptions along with a few other parameters.    

The second part of the process is adding students to the class as members. In this process, individual student names are selected from a list of all students to be members of the class.  

A student can be a member of one or more classes.  A student does not need to be a member of any class.  A student can be assigned training through class membership and also be assigned training directly.  Class membership does not preclude other means of assigning training.
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  Add a class with the Add Class button.  

  [image: image19.png]


   Display the "Items associated with:" grid to add or remove student or course assignments for a class.

Select the necessary "Items associated with:" to access to

· Assign Students to Class

· Associate Organizations with Class
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
Important Points about Creating Classes 
Exporting records creates a copy of the training records in the location defined by the “export path” and “export file” during the setup export process.  Exporting records does not eliminate training records from PLS – unlike the archive process.  The export file format is CSV (comma separated values) where the comma is a delimiter between data elements.  This format is readily imported into most databases and spreadsheets, for example, Access, Excel, Oracle, and SQL.  Exporting training records un-encrypts the data.  Exporting training records allows you to manipulate the data within your company training records database which means you can sort and search training records, run and print customized reports by employee, training module, date, etc.  
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  Add or Edit Organizations 
Organization is a special data item in MaxTrax used to group individuals for searching and sorting.  Each Student is associated with one organization or the default organization “_none.” Organizations must be defined prior to adding employees to MaxTrax. 

Note: Deleting an organization also deletes all students (and their data) who are members of that organization.
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Adds a new record to add a new organization
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   Displays a "Items associated with:" grid with access to: 


· Assign Courses to Organization screen,

· Assign Classes to Organization screen.
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
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Edit Notifications
You can notify users when various events occur. Note that notification is sent regardless of which course or lesson has the event. For notifications for particular classes, courses, or lessons, see their corresponding Administrator screens.
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
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Edit Global Settings
Global Settings configure interface aspects for all students and users.
 
Select the languages, or languages, you want to display. The graphics for language 0 are in the images_0 directory, the graphics for language 1 are in the image_1 directory, and so forth. Select the desired culture for each languages you choose, remembering that this the date and time display as well as the format of the calendar for setting report dates. 
The Default Language for new students must be one of the Languages to Display. 
Other Global Settings 
A compete description of the Global Settings and their applications can be found in the Help Screen on the Global Settings Screen.
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
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Edit Validation and Login Settings
Validation Settings

Validation settings control the message that is displayed when the user's entry does not meet the validation conditions. The Validation and Login Settings screen allows you to edit validation expressions, and verify that entries on the New Student Login , My Information, and Administrator Students screens are in the desired format. You can associate these settings with particular student data at the bottom of this screen.
Login Settings
The Login portion of the Validation and Login Settings screen allows you to specify what elements to request at login and display in reports as well as how they should be configured. You can change the title and the tooltip of data elements on the Language Strings screen.

Configuration Details
Access Help for detailed configuration information and specifications.
Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
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Edit Labels and Messages by Language
This screen allows the Administrator to edit any of the text, messages, or tooltips in Tracker.Net.


Check the corresponding number of the language you would like to display in the Languages to Display area. Then, select the language to display. For example, language 0 is English, 1 is Spanish, 2 is German, and 3 is French. 
You can edit the labels for each of these by changing the LanguageConstantValue_X_label key (which X is the language number).

Before you exit this screen, you must either Save Data or Cancel Changes using the buttons at the bottom of the screen.
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View and Email Logged In Students
View, enable login and email all students who are logged into the system. Note: The Global Setting Allow Students Multiple Simultaneous Sessions must be set to True. 
Select and deselect students as desired. Use the "Member" box to select groups of students at once. 

Enter any messages in the subject boxes. 

Select the necessary actions: Allow Selected Students to Log In, Send Email to Selected Students, and/or Display Notification to Selected Students.
Submit.
Locked out students may log in right away. Emails are sent immediately. Notification messages are shown the next time that student visits or refreshes a Tracker.Net page.
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