Optimizing MaxTrax Course Management System
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MaxTrax Concepts
Overview
MaxTrax is a web-based application that provides and controls computer-based training throughout your organization.

It is very important that individuals responsible for MaxTrax implementation understand the purpose and usage of the following concepts:
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Lessons
[image: image4.png]Student Login

HealthEast Care System

Welcome to MaxTrax. Please log-on using your User Name and
Password.

Language English v
User Name fe

¥ Remember User Name

Password;

(submit

Forgot your user name or password? If so, enter your email address here
we will immediately email your user name and password to you,

Email Address:




Courses
[image: image5.png]OIIBIOIOIO)E)

Location

Display Options (Refesh )
I Fiter [Address 1~

W Grid Paging [10items per page

Edi Daiate Organization ddrazs 1 Addrass 2 ity

[_No - 021] [022 - 041] [044 - 072] [075 - 121] [122 - 135] [136 - 149] [151 - 183] [182 - 231] [238 - 249] [250 - 262]

Nurber of Recards: 175

@



Classes
[image: image6.jpg]


Students
[image: image7.jpg]


Assignments
[image: image8.png]Lessons

Display Option:

(Refresh

I Filter [Alert Currency Flag (Days) =T
W Grid Paging 12 items per page

Alet  Critical Scaled || Default Comments

Expiration Currancy Curranzy Mastary Complstion Laun s Time
Edit Delete Name Dazaiption Lezzon Lozation R S S R QTR et R et
©a4) (0=1)
This laszon includas 4|
Ulturs of information about 2
O T LR Sl Sty Since L -/PLS Verd/safofindes.mi A Normal
the rick of amarsin | ¥
Body This laszon includaz o
jachanics - infarmation about the
@ T i Soas et as /P Vera/backfindexim A Normal
Avatdance.  thay relste to Body v
Ehical , Thislessonincludes &
@ @ prasicss  [nformationaboutthe T oic verajathilindex.htmi WA Normal
@eing the 3T e v
Right Thing)
This laszon indludaz
i 2nd Life. jnform Stion about the
@ @ st e e, . /pLs varaffrefindex. bl WA Norral
Managementi Ly st to Fe v
National  This lesson includes 4|
Pationt information about the
@ T i coals 2005 National patient —~/PLSVera/zafalindasc html N/A Norral
5005 "7 $2fGk Goats. Following x|
patient  batiant Rights the
Rights for 0LS Vara/itefindax. bl /A Norrnsl
s f o 5 frtefindes bl W ]

RIEL e et =i et



Membership
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Login Info
Organization
Lessons
A lesson is the training content in web-ready format. Each lesson is represented by a single, unique record in the MaxTrax database that contains a title, description, some other data, and a pointer or reference to a physical address where the actual training content is located.  Use the Lesson Worksheet to define and capture your lesson information.

The lessons are the basic building block of any course of training. In the context of PerforMax3 courseware, lessons are individual toolbook files, editable using Toolbook Assistant/Instructor. The toolbook files are exported to dhtml/web-format. The export folders are loaded on a web server and linked to MaxTrax through the unique “lesson record.”
There are two steps to loading a lesson into MaxTrax:

1. Physically move the web ready training to the Web server, typically to a virtual directory called PLS.

2. Create a lesson in MaxTrax using the Add-Lesson transaction.  In this transaction, specify title, description, lesson location, and other lesson parameters
Sharable Content Objects

Lessons can be thought of as “sharable content objects” (SCOs) using the nomenclature of the e-learning community.  The purpose of using SCOs as lessons is that the content within a lesson should be reusable in other training.  To this end, a lesson should be short, concise and focused, covering a single topic.  You should never need to break a lesson into smaller pieces in order to reuse part of the content. 

Lessons that are designed as SCOs can be used multiple times as applies to various training courses.


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 in.  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.  The list of lessons associated with each course is stored in another table where there is one “membership” record for each associated lesson. Use the Course Worksheet to define and capture your lesson information.
You can build multiple courses that use some of the same lessons.  This is how you structure training for individuals with overlapping training requirements.   A lesson can be reused in many courses.  Courses cannot be contained within other courses.

Course Creation

Courses should be designed with a particular set of training requirements in mind.  Ensure that individuals to be assigned the course need each of the associated lessons contained within the lesson.  If some individuals need a partial list of the lessons, create a different course with a shorter list of lessons.  

A course is created in two parts:


1. 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.  
2. Add lessons to the course.

Adding Lessons
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.



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. Use the Class Worksheet to define and capture your lesson information.


Once a class has been created and populated with students, you will assign training to the class, one MaxTrax transaction per course.  Each class member will see the assigned training as if it was assigned to them individually.
The main advantage of using classes in MaxTrax is that it simplifies the process of designing and assigning training. For example, given a class of 100 individuals with the same training requirement, it takes one MaxTrax transaction to assign all 100 individuals a particular course.  Without using the classes feature, you would have to assign the course to each student individually for a total of 100 transactions.


You can use classes to group employees with similar training requirements.  One common practice is to create classes that mimic the organization since individuals within the same organizational unit usually need the same training.  It is always a good idea to create at least one class called “All Employees”.  Use this class whenever everyone in the organization needs to be assigned training.

Creating Classes
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.

Open Enrollment
Open enrollment is one of the parameters you will set when creating a course.  Any course created with open enrollment is automatically assigned to all students within the system.  Open enrollment bypasses the course assignment process.  One side effect of open enrollment is that it turns on the MaxTrax New Student Registration function on the login screen.  Open enrollment is not recommended.

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. Students are typically employees or any other personnel at your facility that need access to training material.  A unique record is created in MaxTrax when a student is added to the application. 
NOTE:  Care in the creation and maintenance of the student records is very important.


There are 17 fields associated with each student. MaxTrax controls 6 fields, 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.

Adding Students
The primary method for adding students to MaxTrax is through the add-student transaction, one transaction per student.  In these transactions you will provide data for each of the mandatory data fields and any or all of the end-user-defined fields.  
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.
Students can also “self register” using the New Student Registration Function; however this method is not recommended.



Assignments
Each student has a list of assigned training which is displayed when they login to MaxTrax under the My Courses option.  This list consists of all the courses assigned.  In the My Courses display, the Course Title is visible along with each of the Lesson Titles that make up the course.

Lessons are the building blocks of training courses and are not assigned directly to students as training.  Lessons must be incorporated into a course in order to be assigned as training.  If you want to assign a single lesson to a student, you can build a course to contain that lesson and then assign the course.

The Administrator assigns courses through the Assign Courses transaction. You can assign a course to an individual by selecting the individuals name from the list of registered students or you can assign a course to a class by selecting the predefined class name from a class name list.  Any student who is part of the class will automatically be assigned all courses assigned to the class.  

Membership
In MaxTrax individual data items are part of or belong within another container. Students are members of classes. Lessons are members of a course. A lesson can be a member of more than one course and students can be members of more than one class.

Depending on the context in which you are working, you add members through an “Assign” transaction. For example, if you assign students to a class using the “Assign Student to Class” transaction, then you add individuals to the class by checking the “Member” checkbox in the employee record.

Login Info
Login Info refers to a table in MaxTrax that stores alternative names for some of the data items in MaxTrax.  This allows you to customize the program to fit your organization. For example, there are 17 data items associated with each student record.  You can rename and re-purpose 11 of these items.  If you choose not to use e-mail as the primary key for each employee, you can re-purpose and rename this data item to be “Employee ID Number.”
In addition to the data field names stored with Login Info, there are other properties stored for each field.  These items include “validation expressions”, “prompts” and “tool tips.”  Validation expressions are used to test the format of data entered into MaxTrax. For example, SSN information can be tested for conformance to an expected format “nnn-nn-nnnn,” where “n” is a number. Prompts are used to instruct the student when a data entry does not meet the expected format. Tool tips are short phrases that appear as prompts when the student moves the mouse cursor over a data entry field.

Organization
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. 


An organization consists of a name and a description, maintained in a table in MaxTrax.  Each time an employee is added to MaxTrax, a dropdown list of defined organizations is displayed and used for assigning membership.

The organization field is usually used to represent some “organizational” affiliation of the employee.  For example, you might use “organization” to identify “cost center” or “unit number” or “squadron.” However you choose to use Organization, it is the only preset data field associated with employee data.   
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