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MAX Portal Training
URL:https://max.omb.gov
Agenda: 
MAX A-11 User will be able to:
1. Register for a MAX User Id
2. Create/Change your password
3. Navigate the MAX portal
4. Request access to MAX applications
5. Contact MAX Administrator

6. Update your profile

7. Access the MAX Federal Community

8. Accessing reports 

9. Download/Configure MAX A-11 software

10. How to contact MAX Support
Registering for a MAX Account:

All new users must register for a MAX User Id. Go to the MAX Homepage at max.omb.gov and click on the “Register Here” tab:
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New User Registration

Please fil out the Application Request form below and select the Submit button. Your email address will be
validated. Once approved. you will receive a confirmation email containing a link to activate your account and

Home | UserHome | Training | FAQ | ContactUs | MAX Administrators | Directory | MyProfile | Password | Logout

further instructions will be provided on how to complete the registration process

*indicates required field

Contractor? []

“First Name:

“Last Name:

“Email Address:

“Confirm Email;

!
|

Selecta Department/Agency

‘Component (bureau, office, other):| v

Organization:

“State:

(0000003000

Fax Number:

Please check the communities and/or applications needed. If you are requesting to be a MAX administrator.
please call (202) 395-6860 and check the box "As Admin " MAX administrators have been designated by either
their agency o their OMB examiners as MAX administrators for an application or group. MAX administrators vl
be able to approve ids, activate ids, delete ids, and grant access to data for their users

All MAX users are registered for the MAX Federal Community:
MAX Federal Community

Please check the communities you would like to receive notification of activities and

Ext:

Dane.





Enter information (The *red asterisks indicate required fields) on the registration page. If you have a .com or .org e-mail domain, contact the MAX Support Team (202-395-6860). 

To request access to any of the MAX applications, scroll to the area just above the comments section and click on the words “click here” to view a selection of available MAX applications.
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If you need access to MAX data collection applications, please click here for a listing
of available applications.
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Upon completion of the form, select the “Submit” button at the bottom of the page.  Once your information has been validated, you will receive an automated email response with instructions for completing your registration.  After your account has been established, you will be sent an email with instructions on how to create a password.
NOTE: MAX registration applications are retained in the system for a short period of time. Be sure to complete your registration as soon as possible.
Create a password:
Your MAX login id is your entire e-mail address.  If your e-mail has changed, please notify the MAX Support Team. 
Change/Forgot MAX Password:
If you forget your password or need to change it, click on the “ Password” tab on the right hand side of the MAX homepage. Type in your e-mail address and click on the “Submit” button.
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* An automated e-mail is immediately sent to the email address you provided. The e-mail contains a link that will take you to the homepage to reset your password.

Note: 
Passwords must be 8 characters minimum including an uppercase, lowercase, special character and a number. 

Logging in to the MAX Homepage:

Log in to the MAX portal with your username and password or using you HSPD-12 card:
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Home | Training | FAQ | ContactUs | MAX Administrators | Redister Here | Password

Login with your Login with your
MAX User ID and password HSPD-12 PIV or DoD CAC Card

User D

Your registered email address

Login with your

Password PIV or CAC

Forqot or change vour password?

Whatis this?
Login with Password

Please make sure your card is plugged into the reader

Ifyou do not have a MAX ID, please redister for one here.

WARNING: This system contains U.S. Government Data. Unauthorized use of t

system is prohibited.
This computer system, including all related equipment, networks, and network devices (specifically including Intemet
access) are provided only for authorized US. Govemment use. U.S. Govermment computer systems may be monitored
for all lawful purposes. including to ensure that their use is authorized, for management of the system, to faciltate.
protection against unauthorized access, and to verify security procedures, sunivability, and operational security.
Monitoring includes active attacks by authorized U.S. Government entities to test or verify the security of this system
During monitaring, information may be examined. recorded, copied and used for authorized purposes. Al information,
including personal information, placed or sent over this system may be monitored

Use of this computer system, authorized o unauthorized, constitutes consent to monitoring of this system. Unauthorized
use may subject you to criminal prosecution. Evidence of unauthorized use collected during monitoring may be used for
‘administrative, criminal, o other adverse action. Use of this system constitutes consent to monitoring for these purposes

Use of this system implies understanding of these terms and conditions

Note - Per our personal privacy policy. no personal information will be collected on this site beyond that provided by you
when you registered for a MAX User ID.
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Requesting Access to MAX Applications

The User Homepage is divided into three different sections: Collaboration Groups, Communities, and MAX Applications. To view your applications, click on the “MAX Applications” tab. To request access to MAX A-11 or any other application, click “Modify my applications”. 
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Featured links:

> Go to the MAX Federal Community Dashboard
> Go to the Office of Management and Budget Home Space

Collaboration Groups Communities | MAX Applications |
My MAX Applications [ Modify My Applications ]
1 o Administration Priorities Tracker
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To gain access to an application, select it from the New Applications list by clicking on the “Add or Add as Admin” button. 
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New Applications:

After you have made a request for access to one of the new applications, please notify your MAX
administrator of your request. To find your MAX administrators, select "MAX Administrators" menu
option on the MAX Homepage.
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MAX Administrators

To view a listing of MAX administrators, click on the “MAX administrators” on the MAX Portal. Select your agency and bureau.
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Find MAX Administrators

Select the agency and click on the Find MAX Administrators button to view the MAX administrators
for the selected agency.

Agency: Department of the Interior 1
Bureau: <All Bureaus> 3
Application: | \AX A-11 Data Entry Application 4

[ Find MAX Administrators ]

/ Trusted sites #,200%




. If you are inquiring about the status of an application request, please contact the individuals listed.
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MAX Administrators for Department of the Interior

Application MAX Administrator

MAX A-11 Data Entry Johnson, Michele phone: (202) 208-6670

Application michele_a_johnson@ios.doi.gov fax: (202) 208-3911
Labatte, Nancy phone: (703) 358-2563 1
nancy_Labatte@fws.gov fax: (703) 358-1997
McGovern, Thomas phone: (703)-487-5373
tom_mcgovern@doioig.gov fax: (703)-487-5215
Moy, J Agyadm phone: (202) 395-6934
jmoy@eopds.eop.gov fax: (202) 395-5080

Find MAX Administrators

Select the agency and click on the Find MAX Administrators button to view the MAX administrators
for the selected agency.
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MAX Profile

You can update your personal information through your MAX profile. You must be logged in to the homepage. Then click on the “My Profile” tab from the menu.
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Click on the “Update Profile” button to update your existing information.
You can change your first name, telephone number, and work address.  All other requests should be e-mailed to maxsupport@omb.eop.gov. Remember to click on “Change Profile” button to save your changes.

MAX Federal Community

To access the MAX Federal Community, click on “Go to the MAX Federal Community Dashboard” under Featured Links.
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You will be taken the MAX Federal Community Dashboard. Here you can use the search feature in the top right hand corner to locate budget reports.
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Welcome to the MAX Federal Community!

® Click on the Agency, Government-wide Community, or Cross-Community Information you are interested in.
(You can make any community your personal Homepage by editing your Preferences and choosing a new "Site Homepage.")
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Downloading MAX A-11

Log in to the MAX portal. At the User Home page, click the MAX Applications tab. Under My MAX Applications, locate and click on MAX A-11 Data Entry.
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At the following page you will be taken to the MAX A-11 Homepage.  On the menu bar, select the “Software” link as shown below,
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1. The MAX A-11 data entry program version 9.4.0 is now available for download from the
MAX A-11 intemet homepage (https-//max omb govimaxportal). This version will be used
for preparation of the President's FY 2010 Budget of the United States Govemment and
has been updated to reflect new Circular A-11 changes (June, 2008). Training data.
(TR2010) is available for testing purposes. We encourage you to test this new version and
report any problems you encounter.

2. The MAX Homepage (https://max omb govimaxportl) is available with information on
MAX applications,. budget requirements. and production and training schedule. You can
also register for a MAX id, create a password. and login to your account via the

homepage.




When the Software link is selected, the following section of the page is displayed:
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Under the heading MAX A-11 Software, select the option for MAX A-11 Program (FY20XX)

1. Select:  “MAX A-11 Program"

· You are given the choice to “ Run” or “Save”.   

· Select “SAVE”.  
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2. Save the application file to a location on your hard drive.  

· Install the application to a drive where you have WRITE access. 
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3. Select “Run”.
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Creating or Changing the Icon
1. After saving the file (win_de.exe) to the hard drive, create an icon on your desktop. Right-click on your desktop ( select New ( Shortcut
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2. Locate the executable you downloaded.
[image: image20.png]Create Shortcut

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses,

Type the location of the iem:

Click Next o cantinue.

P





[image: image21.png]This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses,

Type the location of the iem:

Click Next o cantinue. y

Browse For Folder

Select the target of the shortcut below:

@ 3 3% Floppy (4:)

) < Local Disk (C

) 2 DVDICO-RW Drive (01)

) 52 Farley-Cahil K on DsiHomedriomt (F:)
) 52 contract on sfombO1’ (G:)

) 32 imddeta on sfombO1’ (H:)

) 32 oadata on 'sfomb0t (1)

) 22 allmb on ‘dssharedriomb'(0)

i 52 omb_ntt on'sfomb0t’ ()

e oo o

<Back. Next >





· This icon represents what you should see on your desktop. 
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4.  Double-click the icon to start the remainder of the installation of the program.  Follow the instructions below to install MAX on the system.
Do you receive this message?  
5.  Click the OK button as shown in the example above.
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You will be presented with the PC-MAX Configuration Screen
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If you do not receive this screen automatically, click the “Options” and “Configuration” tabs on menu at the top left of the screen.

On the PC-MAX Configuration screen, type the path name in the box.
C:\MAXDE\SYSTEM

         C:\MAXDE\USER

         C:\MAXDE\DATA
6.  Verify the System, User, and Data folder locations and select the “Save” button.  You will receive this message:
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Select “Yes” to begin logging on to the OMB Host machine. 
7. Enter your User ID (email address) and password when prompted. The system will go through a configuration log. It will get new updates and download tables according to the access you were granted.
8. Select “OMB Host” and “Download”. 
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This will give you the account selection screen. 
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Do you need help?
MAX Support Team

Tel: 202-395-6860

Fax: 202-395-5080

Email: maxsupport@omb.eop.gov
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