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SESSION SETUP INSTRUCTIONS FOR eLEARNING MULTI-RATER PROFILES 

 
Log in to tracommax.com 
 
To add a new Session, go to the Sessions tab on the toolbar and select Add Session:  
 

 
 
Choose the correct client for your session: 

 
 

https://www.tracommax.com/
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Choose the correct product for your session, then click Submit. 

 
 
Session Details: 

• Session Name: Enter the name of your session. It should reflect the training materials or team as needed (for example, SOCIAL STYLE 
Certification). The Session Name will appear on emails, to-do lists, and profile reports. 

• Due Date: The Due Date is the date by which all tasks should be completed. After this date, no further invitations, reminders, or any 
other emails will be sent out of the MAX system. Ideally, all work for the session is completed before this date.  
**Learners should begin completing tasks well BEFORE the Due Date.  

• Session Administrator: This will default to the Client Administrator who is logged in and setting up the session. 
• Session Facilitator: The Session Facilitator is an individual who may have limited access to the session, to monitor progress, 

download and print reports. This person may NOT be an Administrator in the MAX system.  

Review the settings for your Session, then click Save.  
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Session Setup: 
To complete setting up the session, the Administrator will need to complete the list of “Start Now” items as shown. 
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Invitations: (Learners are the participants in the training session; Raters are the individuals invited by the learners to provide feedback) 
 
LEARNER INVITATION DELIVERY -  

• Immediately upon Session Activation (or when a new learner is enrolled in an Active Session). This is typically the best option for 
Learners. Invitations will NOT be sent after the Session Due Date. 

• Send on a specific date – choose a date AFTER session activation to send all Learner invitations. 
• Do not send Learner invitations via MAX (they will be handled outside of the system) – the administrator would be responsible for 

sending the learners invitations, instructions, and the link to TRACOM Learning (tracomlearning.com) 

RATER INVITATION DELIVERY –  
• Immediately each time a Learner invites a rater. This is typically the best option for Multi-Rater sessions. Invitations will NOT be sent 

after the Session Due Date. 
• Send on a specific date – choose a date AFTER session activation and after Learners have been invited.  Raters invited after this date 

will receive their invitation immediately. 
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LEARNER INVITATIONS: 
You may choose to use the standard Subject Line and Invitation text for all invitations, and certain session details will populate automatically 
in the invitations.  

• For learners, details such as Session Name, Due Date, TRACOM Learning link, and Session Admin name and email address are 
included in the invitation body and may not be changed. You may change the entire subject of the emails and/or add custom text to 
appear above the standard text of the email invitations.   

**It is often helpful to add session specifics to the custom text of the invitations, such as Report Generation Date or classroom details (see 
example below). 
 

 

  



 

 
© The TRACOM Corporation – Self-Study eLearning Multi-Rater Session Setup       7 | P a g e  

RATER INVITATIONS: 
You may choose to use the standard Subject Line and Invitation text for all invitations, and certain session details will populate automatically 
in the invitations.  

• For Raters, the name of the Learner requesting feedback will populate in the standard subject line of the email. It is recommended to 
use this default subject line. You may add custom text to appear above the standard text of the rater email invitations. 

 
When finished, click Save As Complete. 
 

 
 
Sample invitations sent from the system: 
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Reminders:  
Reminders will be sent out to all Learners AND Raters with outstanding tasks to complete. 

• REMINDER DELIVERY: Choose the frequency that MAX will send Reminders – from 0 to every 5 days. A selection of ‘0’ will prevent 
reminders from being sent from MAX.  This setting may be changed during an active session as needed. Reminders will NOT be sent 
after the Session Due Date.  

• REMINDER EMAIL TEXT: You may choose to use the standard Subject Line and Reminder text for all reminders, and certain session 
details will populate automatically in the email.  However, keep in mind that the reminder goes to BOTH learners and raters, so any 
customization must be generic enough to apply to both groups.  

 
When finished, click Save As Complete. 
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Learner Reports: 
 
REPORT NORM: 
The report norm for the session will default to the product setting for your organization and should most likely remain this default.  To learn 
more about TRACOM’s international norms, go to tracom.com/about-us/global-capability/international-norms 
 
 
REPORT AVAILABLE TO LEARNERS: Learners will be able to download and view their profile reports at tracomlearning.com according to 
these settings. The report will be available through TRACOM Learning on the Reports tab.  
 
3 availability options:  

• Immediately upon generation – Reports will be available for Learners to download at TRACOM Learning as soon as the report 
generates. 

• The day after the Due date – Generated reports will be available for Learners to download at TRACOM Learning one day after the Due 
Date.  

• On a specific date – Generated reports will be available for Learners to download at TRACOM Learning at midnight Mountain Time on 
this date.  

(OPTIONAL) MATERIALS AVAILABLE TO LEARNERS:   If your organization has rights to electronically download participant materials, this 
section will be visible on the Learner Reports screen.  If enabled, you will have the option to check materials you want to provide to Learners 
through tracomlearning.com. Check the box beside the materials that will be used in the training. If you’d like to view the materials, click the 
view button to the right of the material name.  
 
2 availability options:  

• Match Learner Report Availability – the materials will be available to download at the same time the profile report is made available 
to the Learner, per above setting.  

• On a specific date – you may choose which day the materials are available to the Learners.  

**The materials will be available through TRACOM Learning on the Reports tab. 

 
 

https://tracom.com/about-us/global-capability/international-norms
https://www.tracomlearning.com/
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REPORT GENERATION & NOTIFICATION 
 
3 Report Generation Periods: 

• Initial Report Generation – The default initial report generation date is 5 days before the Session Due Date, but may be changed at 
setup or during an active session. This setting may be changed only BEFORE reports generate. This initial period allows for the most 
data collection and we recommend at least 3 weeks lead time from session activation to Session Due Date.  When the Report Date is 
reached, profiles will generate at 6 pm Mountain Time for all Learners with Sufficient Data (at least 3 completed rater surveys).  Click 
boxes to notify Admin, Learner or Facilitator when reports generate.  

• Additional Reports: Pre-Session – This is the time period AFTER the Initial Report Generation Date but BEFORE the Session Due Date. 
All reports during this time period will generate immediately when a learner receives Sufficient Data (3 completed rater surveys).  
You may select to notify the Learner, Admin or Facilitator when reports generate during this period as well. 

• Late Reports: Post-Session – This is the final period to generate profile reports for any Learner without sufficient data.  This period 
lasts for 30 days AFTER the Session Due Date and will generate reports immediately when a Learner receives Sufficient Data (3 
completed rater surveys).   You may select to notify the Learner, Admin or Facilitator when reports generate during this period as 
well. 

 

When finished, click Save As Complete at the top of the screen. 
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Session Reports: 
SESSION STATUS REPORTS – The system will send periodic updates to the administrator, facilitators, or any other individual specified in 
this section. These reports show the progress of each learner in the session.   

• Check the box next to the individual you want to receive status reports. 
• Select the frequency to send Session Status Reports. This can be changed before AND after session activation. 
• During the last week before the Due Date, you may increase the frequency. 

When finished, click Save As Complete. 
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Learner Enrollment:  
In this final section, you’ll add the participants’ names and email addresses into the system. 
AVAILABLE QUANTITY – You will need to have 1 profile for each learner in your session. If you need to purchase more profiles, please 
contact your TRACOM Sales Representative). 
LEARNERS ENROLLED: Use one of these 2 options to enroll your learners – either Manual Entry or Excel Upload. 
 

 
 
Click Add via Manual Entry to add each learner individually. 

• Enter the email address and name of the learner, then click Add Learner Now.  
• If the learner’s email address is already in the MAX system, you may select it from the dropdown list that appears and the First Name 

and Last Name will populate automatically. 
• Email Language, Report Language, and Report Norm will default to the session settings, but may be changed for each individual 

during enrollment if needed. 
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Click Add via Excel Upload to upload multiple learners at the same time. 
 

 
 

 
 

 
 
• Use the Learner Enrollment Form provided by TRACOM.  
• Populate the Excel file with all Learner data and save the file in “.xls” format.  Note that only Email Address, First Name and Last name 

are required. 
• Browse your computer to choose the Excel file, then click Upload. 
• Review the Learner List, click Save. 
• Learners will be enrolled in the Session.  

https://www.socialstyletraining.com/portal/assets/MAXSessionSetup/Learner%20Enrollment%20Standard%20Version.xls
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Learner Enrollment Screen: 
• Shows learner names and email addresses. 
• Shows Norm, Email Language, Data Status (Not Started, Started, Sufficient Data, Generated) and Report Status (Sample, Generated, 

Downloaded) for each Learner enrolled. 
• Learners may be added, removed, or moved from this screen.  

 

When finished, click Return to Session Snapshot 
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Activate Session:  
Return to the Session Snapshot to review the session Settings. If all looks complete and accurate, click Activate Session to start the session 
workflows. 

 
 
Your Session Setup is now complete and the Session Status is Active. 
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ADDITIONAL INFORMATION TO ASSIST AFTER SESSION ACTIVATION 
 
Scheduled Tasks and To Dos: 
 
After the Session is activated, you may view the Scheduled System Tasks and Completed System Tasks for the session.  
This includes Invitations Sent, Reminders Sent and scheduled, Session Status Reports Sent and schedule, and Report Generation timing.  
 
To view this list, click the Scheduled Tasks and To Dos button on the Session Snapshot: 

 
 
View all Scheduled and Completed Tasks for the session. If you update any settings which generate scheduled tasks, this list will be updated 
automatically. 
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Session Reports:  
 
Once the session is set up and activated, you may access the Session Reports at any time to check Learner completion status. 
 
Log in to MAX, and go to Sessions >> Manage Session.  Then select the session, using the filtering mechanisms at the top of the screen if 
needed.  From the Session Snapshot, click the Go to Reports button from either the Learner Reports or  Session Reports sections: 
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Click the button for the report which you would like to access: 
 

 
 
**Please note : Composite Reports will not contain learner data until after the reports have generated.  
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MAX Help Portal: 
 
TRACOM has created a resource for MAX Administrators that may be accessed at any time by clicking the Need Help? link on any MAX 
screen: 
 

 
 
Here you will find access to Training videos, User Support guidance, assistance for Session Setup and Management, System Email samples, 
Client Management guidance, and a MAX Glossary.  
 

 
 
For further support or information, please use the MAX Help portal or contact support@tracom.com 

mailto:support@tracom.com
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