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What We Will Share Today

Different ways we approached training and documentation

— User guides focusing on popular functions that cause problems
for staff
— ldeas for reaching off-site staff

— Training of different-size groups

How we positioned staff members to help with eXtyles rollout
- Designated different staff into “experts” in certain functions of
eXtyles

— ldentified champions early and empowered them to explore
iImplementation barriers



RTI's Stepwise Approach to Training

Inera user training

Web page creation
for internal use

Auto-redact index

Inera user training

Small-group Q&A sessions

Additional cheat-sheet
docs created

Inera admin training

A 4

Administrators

Each admin =
expert in an eXtyles function

Admins create documentation

Prime champion = primary trainer

Serves in troubleshooting capacity

Creates group training/videos

Gives training to small groups




Pilot Team: Inera User Training and Follow-Up
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Pilot Team: Prep for Full-Staff Inera Training

« Drafted process diagram
« Developed resource web page for staff

 Created an auto-redact rule list that
users could refer to

 Had a 10-day email countdown to
training, focusing on one element of
eXtyles per day




Original Process Diagram
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Pilot Team Outcomes:; Web Resources

M C S The MCS Staff Website

Multimedia Communication Services

Home Operations Groups MCS Staff Social Events

eXtyles

eXtyles Resources

Getting Started
o eXtyles User Guide (pdf)
o Training Preparation (pdf)
o Enabling Macros (pdf)
o Examples of the eXtyles Steps (pdf)

o eXtyles Features Matrix (docx)

Best Practices and Procedures for Using Some eXtyles Features
o Refresher Training Video (May 2017)

o Reference Training Video

o Reference Tools (pdf)

o Process Diagram (pdf)

o Finding and Replacing Styles (pdf)

o Heading Numbering (pdf)

o Maintaining Tracked Changes (pdf)
o Handling References (pdf)

o Handling Reference Tags (pdf)

o Auto-Redact Rules (xisx)

External eXtyles Links
o eXtyles Homepage

o aXtvles FAMD and Sunnnrt




Pilot Team Outcomes: Auto-Redact Rule List
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Full Staff Rollout: Inera User Training

= // Inera User Training
" -_\ = About 25 trainees
y . Classroom environment
= More variables than we had anticipated




Full Staff Rollout: RTI Staff Training

/) = Brown bag lunches with users to answer questions.

7 — Mostly face to face, but some users called in on phone line

— A couple of pilot team members were available to answer questions
— We would use the screen-sharing interface

= Added a few RTI created custom user guides added to the
Internal eXtyles webpage.




Staff Rollout: Outcomes

= |dentified staff to be eXtyles champion

— a subset of these champions took Inera’s administrator training
= |dentified publication to pilot workflow

-~ Need for custom Auto-Redact rules

— Create a new template




Inera Administrator Training

= |dentified champions from each field

Editor (Auto-Redact)

Doc prep (Word templates)

Web (XML/coding)

Graphic designer (XML/coding/InDesign templates)



Inera Administrator Training: Outcomes

= /). » Customized publication
=% = New workflow and associated documentation

Editor runs XML Quality PubMed

control

" submission

eXtyles conversion




Other RTI Training Actions: Large-Group Training
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Other RTI Training Actions: Created More Custom Guides

Using eXtyles to Check References
Introduction

The eXtyles system provides a set of powerful formatting and editing tools. In ideal cases, we can run
each tool on a document. However, this is not always possible. Even when you cannot use all the tools,
there are some that can be used on their own that will make your job easier. This guide provides
describes three of the Advanced Processing commands in eXtyles to check a list of references and gives
general instructions on how to use them. The three commands are Bibliographic References, PubMed
Reference Correction, and CrossRef Reference Correction.

Reference Commands

Bibliographic References will format your reference list in APA style. It works best with journal articles
and books/book chapters, but it will also try to clean up other types of references.

This command tags references by type and applies character styles to the parts (elements) of the
references it recognizes.

The reference type tag shows up before and after each reference. The tags are:

e jrn Journal article o gl Legal case or statute
e bok Book e ths Thesis or dissertation
e edb Edited book or chapter e other Other

e conf Conference proceeding e unknown Unrecognized

o eref Website

The elements (e.g., author surname, author first name, article name, volume) of the references are
assigned different character styles in Word. They can be recognized by the colors of shading assigned to
each element. For references that eXtyles does not recognize, less information will be shaded. The



Other RTI Training Actions: Small-Group Training

‘*-- Mix of new users and refresher training
| 2 or 3 people
Led by staff champion

Focus on specific details, issues users are experiencing




RTI International
delivering the promise of science ERTI

for glOba|900d INTERNATIONAL

Marceline Murawski mmurawski@rti.org
Nathan Yates nyates@rti.org



