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Get Started
Logging into MAX is simple!

e Go to www.MAX.gov
e Click

Login

Navigate the MAX Federal Community

@ MAX.cov HOMEPAGE s

Get data faster

MAX Analytics

Best in breed business intelligence, reporting tools, with
dynamic 3D charts and graphs

Click on the Agency, Government-Wide Community, or Cross-Agency
Collaboration you are interested in.

On the main dashboard, the links under Agency
communities lead to each agency’s space. The Gov-
ernment-Wide Communities also have their own
space. Each space can have its own administrators
and space-wide restrictions.

Watch a Page
This watch a page feature allows you to be notified
via e-mail when updates are made to that page.

i Favarites = Share | 4] Watchers (0)

[-4 Watch This Page

wwatch List

[-&; Stop Watching This Page Family

This page and all its sub-pages

Choose to watch the individual page, or the entire
page family. If you are watching a page, you'll see a
green checkmark appear on the ‘Watchers’ button.

[~g Watchers (1)~

Breadcrumb Line
The ‘Breadcrumb Line’ is a quick way to see exactly
where you are in the Community.

» COME  Home OMB-Onby (14)

Share

Use this link to direct people to pages within the
Community instead of using the URL in your web

browser.
arites = I Share | £

Manage Your Favorite Pages
You can ‘bookmark’ pages within the Community.

Hover over the ' FaYmtes™ hytton in the upper right-
hand corner of the page. Click on "Add This Page to
My Favorites."

B,Ctr) on Sep 14, 2012 at 02:58 PM ¥ |;| Edit @ Add ~ | 7 Favorites v

Filter. ~] Manage My Favorites 7 Add This Page to My Favorites

You can also remove and manage your favorites.
To go to your list of Community favorites, hover over
‘Favorites’ in the upper right-hand corner of the

page.

B,Ctr) on Sep 14, 2012 &t 02.58 PM ¥ [ Edit | @ Add~ | v Favorites ¥

Filter: =] Manage My Favorites {Z’ Remove This Page from My Favorites

MAX Directory

The Directory gives you access =
to contact information for all Help - Feedbac

Community users.

FIND PEOPLE
Find Users and Groups

Find MAX Administrators

Add a New Page
To create a new page in the Community: | oo+ Favortes:

CONTENT

1. Hover over ‘Add’ and click on ‘Child
Page’_ 7 Aftacnmen
(0 Comment
o Diagram
2. Enter in title and content in Rich Text 45w
and click on ‘Save’.
h
Select a page template to start from.
ViiliMarkup | Preview ke Rich Tex Default
Paragaph - B 7 U 4 A- |4 EBE | Insert~ =2 ¥ &l & |
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Add Content and Design Your Page

To add/change content on a page, click on = [ eat

Editing in ‘Rich Text’ provides an easy, Word-like
interface. Experienced users may edit in "Wiki
Markup’, which allows for more complicated page

formatting.
g Wiki Markup Preview

Restrict Content
All pages in the Community may be view and/or edit
restricted. ‘Permissions’ control who can view/edit a

page.

1. Hover over ‘Page Options’ and click on

‘Permissions’.
5 Favorites = Share [ Watchers [‘I}E

Edit | @ Addv

= Move H Editin Word . History
¥ Delete 4 Exportto Word [0 view Wik Markup

- Exportio PDF
&) Import from Word

* | Detailed Info
"= View in Hierarchy

2. Type in the individual(s) or group(s) you would
like to restrict the page to, and click on ‘Restrict’.

Note:

View restricting controls who can see a page.
Edit restricting controls who can edit and view a
page.

Page Restrictions

'@ Restrict viewing of this page Restrict editing of this page

8 Group Smith

Alan Smith(DOD)
Benjamin Smith(DOD)
Bemard Smith(DHS)
Cnetan Smith/NON)

To: Me & Person

@ No view restrictions are defined for this page

& No edit restrictions are defined for this page

Add Attachments

This feature allows you to add files as attachments
to your page.

1. Hover over ‘Add’ and click on

‘AttaCh ment’ . () Add~ | 1 Favorites
i . CONTENT
2. Click on ‘Browse’ to find the docu- =) childPage
ment on your computer.
+&w Diagram

3. Click on ‘Upload'.

# Blog

Direct Editing

You can edit any Microsoft file attached to a Com-
munity page just as you would edit documents on a
network drive.

1. Click on the name of the attachment. From the
drop-down, click on ‘Edit’.

2. When you are done editing, click ‘Save’, not
‘Save As’. The updated file will be the most re-
cent version of the document on the Community.
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Comment on a Page
This feature allows you to comment on any page
and start comment threads.

@ Add v | 15 Favorites
1. Hover over ‘Add’ and click on CONTENT
‘Comment’. 3 chidPage
& Attachment
. .
2. Enter comment into the box and click = beaem
on ‘Post’. 45 Blog

Help Section

Our comprehensive Help Section provides several
helpful links with all MAX applications, User Guides
and Training.

Home » Find » Help » Feedback

Welcome to the MAX.gov Help Home Page

@ Have 2 Question? Read our FAQs or ask your own

© Leam about MAX Groups and Request the Creation of one

© Read about Software Upgrades and New Community Features

If you are unable to find an answer to your ques-
tion in the Help Section, please send an email to
maxsupport@omb.eop.gov.




