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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 

– Ideas 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 

– Identified champions early and empowered them to explore 

implementation barriers 

 

 

 



RTI’s Stepwise Approach to Training 

Prime champion = primary trainer 

Serves in troubleshooting capacity Creates group training/videos Gives training to small groups 

Administrators 

Inera admin training 
Each admin =  

expert in an eXtyles function 
Admins create documentation 

Full staff 

Inera user training Small-group Q&A sessions 
Additional cheat-sheet  

docs created 

Pilot team  

Inera user training 
Web page creation 

 for internal use 
Auto-redact index 



Pilot Team: Inera User Training and Follow-Up 

Started with Inera User Training 

 

Trained about 8-10 staff members representing all areas of 

multimedia communications 

 editorial 

 production/layout 

 graphics  

 web  

 accessibility 

 

 

Communicated in meetings and Skype threads 

 Identified modifications to the templates 

 Identified additional training and documentation  

 Identified actions needed 

 

 

 

 

 

  



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 



Pilot Team Outcomes: Web Resources 



Pilot Team Outcomes: Auto-Redact Rule List 



Full Staff Rollout: Inera User Training 

Inera User Training 

 About 25 trainees 

 Classroom environment 

 More variables than we had anticipated 

 

 

 

 



Full Staff Rollout: RTI Staff Training  

 Brown bag lunches with users to answer questions.  

– 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 

 Identified staff to be eXtyles champion  

– a subset of these champions took Inera’s administrator training 

 Identified publication to pilot workflow 

– Need for custom Auto-Redact rules 

– Create a new template 

 



Inera Administrator Training 

 Identified 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 

 

 

 

 

 

 

 PubMed 
submission 

Quality 
control 
check 

XML 
conversion 

Editor runs 
eXtyles 



Other RTI Training Actions: Large-Group Training 



Other RTI Training Actions: Created More Custom Guides 



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 
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