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Max’s Toolbox™

Introduction
What is Max’s Toolbox 3?
Max’s Toolbox 3 is an early childhood interface
to Microsoft® Office suitable for children in grades K
through 5. The flexibility of the programs makes
them suitable for teaching children of all
capabilities.
The suite of three products—MaxWrite for Microsoft®
Word, MaxShow for PowerPoint®, and MaxCount for
Excel—gives teachers a platform for incorporating
technology across a wide range of subjects and
lesson plans.
Max’s Toolbox 3 sits within the Microsoft® Office
environment and uses child-friendly lessons and
features to give young students productive and
creative ways to learn skills they will use throughout
their school years and beyond. Since all the
documents created with Max’s Toolbox 3 are actually
Microsoft® Office documents, they can be shared
with anyone who has Microsoft® Office.

MaxWrite has easy-to-use icons and special tools
that make it fun and easy for students to express
themselves on the printed page. MaxWrite also
includes easy-to-use templates for invitations,
cards, and letters.
MaxShow encourages children to create fun,
powerful presentations with their own sounds
and pictures.
MaxCount gives young students an easy, attractive
way to learn about numbers, charts, and graphs.
Max’s Toolbox 3 contains creativity and management
tools not available in Microsoft® Office.


MaxPaint is a fun and engaging drawing program
that works easily with all three programs.



MaxRecorder is a customized audio recording
and creativity tool built into MaxShow.

In addition, Max’s Toolbox 3 includes a set of
powerful Management Tools that allow teachers to
customize features and content for the needs of each
student.

System Requirements
The following system requirements are mandatory
for Max’s Toolbox 3:
 Microsoft®
Microsoft®
Microsoft®
 Microsoft®

Windows® XP SP 2 with 512Mb RAM or
Windows® Vista with 1Gb RAM or
Windows® 7 with 1Gb RAM
Office 2007 o Microsoft® Office 2010

Checking your version of Office
If you are not sure what version of Office you have,
follow the steps below.
1.

Launch Microsoft® Word.

2.

From the Help menu, choose About Microsoft®
Office Word.

The following systems requirements are the
recommended minimum for Max’s Toolbox 3:
 Intel Pentium III 500Mhz or higher for Windows XP
SP 2
 Intel Pentium III 800Mhz or higher for Windows
Vista
 1 gigahertz (GHz) processor or higher for Windows
7
 Minimum 1000 x 600 and 24 bit color
 CD-Rom Drive
 Windows Media Player for Insert Movie feature
 Sound card and speakers for text to speech
feature
 Microphone for recording feature
 380Mb Available Hard Disk Space for Complete
Installation.

Note: If you’re using Office 2007, click the Office
Button. Then, click the Word Options button. In the
Resources section, click the About button
If you’re using Office 2010, click the File tab, and
choose the Help option.
3.

Look for the version number at the top of the
About Microsoft Office Word dialog box.

In the example below, the user has Office 2007 SP1.
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Management Tools Overview
Max’s Toolbox 3 provides a suite of tools that allows
teachers and administrators to manage the program's
features and content to suit the needs of each
student.
With the Management Tools, you can:


Turn application features on and off for
individual students and/or groups (classes)



Identify personal folders where students
can save their work, making it easier for
students to locate their documents



Give or deny access to printers



Distribute documents and activities to
individual students or groups of students

These tools are primarily designed for schools
with computer networks, but stand-alone computers
can take advantage of them as well. To find the
Management Tools, go to Start, Programs, Max’s
Toolbox 3, Tools. Below is a brief description of
each.
For specifics on how to use the Management Tools,
please refer to the sections that follow.

Configuration Tools
 Users & Groups Wizard
 PC Setup Tool
 Logon Setup Tool
 Users & Groups Tool

These five tools are used to create,
maintain, and configure how
students log into Max’s Toolbox 3
and which features of the program
are available to them.

 Configure Options Tool

Administration Tools (See Administration Guide)
Distribution Wizard

This tool enables teachers or
administrators to automatically
distribute Microsoft® Office files
(Word, PowerPoint and Excel) to
selected groups and/or individual
students.

Content Wizard

This tool enables teachers or
administrators to automatically
distribute additional content such as
templates, clipart, backgrounds,
stamps, sounds, and movies to
selected groups and/or individual
students.

AddIns Reset

If Microsoft® Office performs an
illegal operation and the application
does not exit properly, the add in
may become unavailable. Use this
tool to quickly reset the add in.

Support Tool

This tool displays important system
information that may be helpful if
you need to contact technical
support.
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Setting Configuration Options

Configuring Max’s Toolbox for
Standard Users

Overview
Max’s Toolbox 3 allows you to configure your school
site to meet your specific requirements.
Max’s Toolbox 3 has two classifications for logging
on:


Standard logon (default)



Group logon

Max’s Toolbox 3 is configured with Standard user
logon by default.
When using the Standard method, you set up the
options for Max’s Toolbox 3 on each PC.
The Configure Options provide the ability to
configure:


Application Features – allows you to engage
or disengage features in the Max’s Toolbox 3
applications.



Content Availability – allows you to
designate what content is available to users.

The following table compares the functionality
available in the two logon methods.
Features

Standard

Group

Individual logon for each
student – saves work to
unique student folders







Printers – allows you to set up the printers
that can be used with Max’s Toolbox 3.

Group logon for classes,
years or school - saves work
to unique student folders
within designated groups







Save Locations – allows you to set default
save locations for documents, personal
clipart and personal sounds.

Configuration Options set on
a network location





Add work files to designated
groups and or individual
students





Add new content such as
templates, activities,
clipart and stamps





While the Standard logon method can be set up to
save student files on a network location in unique
student folders if each student has their own logon,
it would be more advantageous to use the Group
logon method which provides the ability for teachers
to distribute Microsoft® Office documents that they
may create for lessons.

To configure options, select Start, Programs, Max’s
Toolbox 3, Tools, Configure Options. The Configure
Options dialog box is displayed.
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Application features
MaxWrite, MaxShow and MaxCount have features that
can be engaged or disengaged. For example, your
computers may not have a microphone and you may
wish to disengage the MaxRecorder feature. When a
feature is disengaged, the associated toolbar button
will not appear in Max’s Toolbox 3.
1.

Click the Application Features tab.

Max’s Toolbox™
2.

Select the Content Type from the drop down
list.

3.

You can select or deselect individual check
boxes (such as Boats) or entire categories of
content (such as Backgrounds).

Printers
If you have several printers available, you may want
to specify a default printer for Max’s Toolbox 3.
A default printer will be automatically added when
Max’s Toolbox 3 is installed, if one is available.
To add a printer

2.

To disengage a feature, deselect the appropriate
check box.

3.

To engage a feature, select the appropriate
check box.

Content Availability

1.

Click the Printers tab.

2.

Click the Add button. The Configure Printer
dialog box is displayed.

3.

Give the printer a Display Name that will appear
in Max’s Toolbox 3 e.g., Color Printer.

4.

Select the printer Location from the drop down
list. This will show all available local printers
and network printers.

5.

Select the Default? check box if you want this
printer to be the default printer.

6.

Make sure the Enabled check box is selected if
you want this printer to be enabled and visible
within Max’s Toolbox 3.

7.

(Optional) Add an image to the printer that will
appear in Max’s Toolbox 3. Click the Browse
button. The Select Image Location dialog box is
displayed.

MaxWrite, MaxShow and MaxCount have content that
can be engaged or disengaged. For example, you may
not want students to be able to use certain
categories of backgrounds in MaxPaint. When a
content folder is disengaged, the associated content
will not appear in Max’s Toolbox 3.
1.

Click the Content Availability tab.
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To edit a printer

8.

Select a picture file and then click the Open
button.

9.

The Configure Printer dialog box will now display
the image in the preview pane.

1.

Click the Printers tab.

2.

Select a printer and click the Edit button. The
Configure Printer dialog box is displayed.

3.

Edit the details of the printer.

4.

Click the OK button.

10. Click the OK button.
11. The printer will now appear in the printers list.

To remove a printer
1.

Click the Printers tab.

2.

Select a printer and click the Remove button.
The printer will be removed from the printers
list.

3.

Click the OK button.
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Save locations
By default, the Max’s Toolbox 3 Work Location (for user
documents), Personal Clipart Location, and Personal
Sounds Location all point to the My Documents folder
on the local PC.
The Save Locations tab allows you to edit or verify
these defaults.
You can use wildcards to set unique save locations
for each student. Wildcards adopt the settings
already established elsewhere in a user's Windows
account or in the Users & Groups Tool. The available
wildcards are:
%MY_DOCUMENTS%—specifies the default My
Documents folder.
%LOGON_NAME%—specifies the Windows logon name
used to log onto the PC or Network.

3.

Select the desired network folder and click OK.
This folder becomes the root folder where all
Max’s Toolbox 3 files will be saved.

4.

Place the cursor at the end of the root folder
name you have specified and add any wildcards
you want to use to create subfolders unique
to each student.

%GROUP_NAME%—specifies the group name of a
particular user created using the Users & Groups
Tool.

For example,
\\admin(servername)\classfiles(rootfolder)
\%LOGON_NAME%\Work\

%USER_NAME%—specifies the user name of a
particular user created using the Users & Groups
Tool.
1.

Thus, if Alex logged into Max’s Toolbox 3, his
documents will be saved to

Click the Save Locations tab.

\\admin\classfiles\Alex\Work\.

2.

Click the Browse button in the Work Location
section. The following dialog box is displayed.

5.

Click the Browse button in the Personal Clipart
Location section.

6.

Select the desired network folder and click OK.
This folder becomes the root folder for all
Personal Clipart.

7.

Use wildcards to create user folders as in Step 4
above.

8.

Click the Browse button in the Personal Sounds
Location section.

9.

Select the desired network folder and click OK.
This folder becomes the root folder for all
Personal Sounds.

10. Use wildcards to create user folders as in Step 4
above.
11. Click the Browse button in the Activities
section.
12. Select the desired folder and click OK. This
folder becomes the folder for all Activities.
13. Click the OK button once you have finished
configuring your save locations.
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Configuring Max’s Toolbox for Group Users
The Max’s Toolbox 3 group logon method allows you
to:

Step 1

Decide the Group Logon Method that you
will use in your school.

Step 2

Run the Users & Groups Wizard to create
all Max’s Toolbox 3 configuration files on
a central server.

Step 3

Visit each PC in each room and run the PC
Setup Tool to point to the relevant room
file you have created in Step 2 above.



Configure Max’s Toolbox 3 to work with your
school’s Windows logon method.



Configure options at Global, Group, and/or
User levels.



Distribute Microsoft® Office documents.

Step 1: Decide the Group Logon Method



Add additional content such as templates,
clipart, and stamps.

There are two Group Logon methods to choose from
in Max’s Toolbox 3. Your choice of method depends
on what you want to get out of the program and
what Windows login options are available. Each
method has its own unique advantages, which are
described below:

Before you start, you will need:





Max’s Toolbox 3 installed on all client PCs
Read/write access to a central server
location where you store all the Max’s
Toolbox 3 configuration files
A list of all rooms (labs) which contain PCs
that will run Max’s Toolbox 3
A list of all class groups and names for all
students within each class group



The unique advantage of this method is
that it allows the use of the Distribution
Wizard to distribute files to your users.

You can run the setup tools described below from
any PC where Max’s Toolbox 3 is installed and where
you have read/write access to the central server
which will store your school’s configuration files.

In this method, if a teacher specifies a
default group using the Logon Setup tool,
students log into Max’s Toolbox by selecting
their name from a list of users in their
group. If no default group has been
selected, students must select their group
and then their name before using Max’s
Toolbox.

What Is a Room?
In the Max’s Toolbox 3 group logon method, a room is
a collection of PCs that will be used by the members
of a specific group (usually a class) at any given
time. In order for a user to successfully log on, Max’s
Toolbox 3 must know what group the user belongs to.
The purpose of assigning a PC to a room is to identify
the default group of users that will be logging in. In
the case of a classroom setting, the default group is
likely to remain the same. In the case of a computer
lab, the teacher will be able to change the default
group for the entire lab as different classes use the
lab during the day. You will be asked to provide a list
of rooms during the Users & Groups Wizard.

3 Steps to Set Up Max’s Toolbox 3 Group Logon

Method A: This method uses Max’s Toolbox
3 defined Groups and Users. If your
students do not have individual Windows
logon accounts, this is the method for you.



Method B: This method uses Max’s Toolbox
3 defined Groups and Windows defined
Users. Method B can only be used if your
students have individual Windows logon
accounts.
The unique advantage of this method is
that, if a teacher has specified a default
group using the Logon Setup tool, users will
be automatically logged into Keys as the
program launches. If no default group has
been selected, a logon dialog appears and
students must select first their group and
then their name before using Max’s Toolbox.
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Step 2: Users & Groups Wizard
The Users & Groups Wizard guides the administrator
through the steps for the different configuration
methods to quickly configure Max’s Toolbox 3 for a
School or Site. It is used to create the Groups, Users
and Rooms for Max’s Toolbox 3.

Max’s Toolbox™
4. Click the Browse button. The following dialog
box is displayed.

1. Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Wizard. The following dialog box
is displayed.

5. Select a folder for the Max’s Toolbox 3
configuration files.
6. Click the OK button.
7. Click the Next button.
8. If the specified folder exists, the following
dialog box will be displayed.
2. Select the method you want to setup.
3. Click the Next button. The following dialog box is
displayed.

If the specified folder does not exist, the
following dialog box will be displayed.
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Specify Global Options
1. Click the OK button to continue. The following
dialog box is displayed.

Alternatively, if you are using a Windows
Environment where your Windows Logon Name is
the share name of your home directory on the
network, you can use the wildcard
%LOGON_NAME%\ to point to your home
directory.
For example
\\servername\%LOGON_NAME%\Work\.
Again, the available wildcards are:

2. Specify an administrator password for the Max’s
Toolbox 3 Tools.
If you choose not to enter a password, the default
password ―admin” will be maintained.



%MY_DOCUMENTS% - specifies the default
My Documents folder which is generally
located on the local PC.



%LOGON_NAME%—specifies the Windows
logon name used to log onto the PC or
Network.



%GROUP_NAME% - specifies the group
name of a particular user created using
the Max’s Toolbox 3 Users & Group
Wizard.



%USER_NAME% - specifies the user name
of a particular user created using the
Max’s Toolbox 3 Users & Group Wizard.

3. Click the Browse button next to the Work field.
The following dialog box is displayed.

6. Click the Browse button next to the Personal
Clipart field.
7. Use wildcards to create the group folder and user
folders.
8. Click the Browse button next to the Personal
Sounds field.
9. Use wildcards to create the group folder and user
folders.
10. Click the Next button.
4. Select the desired network folder and click OK.
This folder becomes the root folder for all
student work files.
5. Use wildcards to create the group folder and user
folders.
Here is an example of a Method A work location:
\\servername\rootfolder\%GROUP_NAME%\%USER_
NAME%\work\
Here is an example of a Method B work location:
\\servername\rootfolder\%GROUP_NAME%\%LOGO
N_NAME%\work\
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Specify Groups
A Group is a class group (e.g., a grade level or a
teacher’s name). You can configure application
features, content availability, printers, and save
locations at the group level.

3.

Select a CSV File.

4.

Click the Open button.

5.

Click the Next button.

Specify Users
1.

Enter a Group Name in the text box, e.g.,
Kindergarten.

2.

Click the Add button.

3.

Repeat steps 1-2 until all groups are entered.

A User is a student (e.g., Alex). Users are added to
specific groups.
Method A only

Import Groups
Alternatively, you can import groups into the Users &
Groups Wizard from CSV files.
NOTE: Create the CSV File using Microsoft®
Excel with column A containing the Group Names and
Column B containing the Windows Accounts. When
saving the document select the Save As Type to be
CSV
(Comma Delimited) (.*csv).
1.

2.

Click the Import button. The following dialog
box is displayed.

Click the OK button to continue or the Cancel
button to return to the previous dialog box.

1.

Select a Group to add users to.

2.

Enter a User Name in the text box (e.g., Alex).

3.

Click the Add button.

4.

Repeat steps 1-3 until all users are entered.
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Import Users

Method B only

Alternatively, you can import users into the Users &
Groups Wizard from CSV files.
NOTE: Create the CSV File using Microsoft® Excel
with column A containing the User Names. You will
need one CSV File for each group to which you want
to add users. When saving the document select the
Save As Type to be CSV (Comma Delimited) (.*csv).
1.

2.

Click the Import button. The following dialog
box is displayed.

Click the OK button to continue or the Cancel
button to return to the previous dialog box.

1.

Select a Group to add users to.

2.

Enter a User Name in the text box (e.g., Alex).

3.

Enter a Windows Account.

4.

Click the Add button.

5.

Repeat steps 1-4 until all users are entered.

Import Users
Alternatively, you can import users into the Users &
Groups Wizard from CSV files.
NOTE: Create the CSV File using Microsoft® Excel
with column A containing the User Names and
column B containing the Windows Accounts. You will
need one CSV File for each group to which you want
to add users. When saving the document select the
Save As Type to be CSV (Comma Delimited) (.*csv).

3.

Select a CSV File.

4.

Click the Open button.

5.

Continue importing users for each group
following the previous steps until all users are
entered.

1.

Click the Import button. The following dialog
box is displayed.

2.

Click the OK button to continue or the Cancel
button to return to the previous dialog box.
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Confirm and Finalize

3.

Select a CSV File.

4.

Click the Open button.

5.

Continue importing users for each group,
following the previous steps until all users
are entered.

6.

Click the Next button.

1.

Confirm the Users & Groups Wizard details, and
then click the Finish button. You can click the
Back button to modify any of the details.

2.

The following dialog box will appear and display
the progress of the Users & Groups Wizard.

3.

Click the Close button to exit the Users &
Groups Wizard. The following dialog box is
displayed.

4.

Follow the steps in the dialog to finish
configuring Max’s Toolbox 3.

Specify Rooms
Method B only
1.

Enter a Room Name in the text box.

2.

Leave the Default Group field blank (unless a
specific class uses this room) and click the Add
button.

3.

Repeat steps 1-2 until all rooms are added.
NOTE: If more than one group (class) uses a
room the teacher will need to run the Logon
Setup Tool to set the default group each time
a new class uses the room.

Method A only
1.

Enter a Room Name in the text box.

2.

Leave the Default Group field blank (unless a
specific class uses this room) and click the Add
button.

3.

Repeat steps 1-2 until all rooms are added.
NOTE: This scenario allows for any other method
of Windows logon. If you do not specify a Default
Group, all possible groups will be displayed.
Students will need to select the group they
belong to and then select their name. At the
beginning of each class, the teacher can set the
Default Group to be the current group of
students using the Logon Setup Tool to bypass
the list of possible groups being displayed.

4.

Click the Next button.

Max’s Toolbox™
Step 3: Assign Computers to Rooms Using the PC
Setup Tool
When the Users & Groups Wizard is finished, you will
need to run the PC Setup Tool on each computer that
will use Max’s Toolbox 3. The PC Setup Tool will
assign the computer to a room. Follow these steps at
each computer:

1. Select Start, Programs, Max’s Toolbox 3, Tools,
PC Setup. The following dialog box is displayed.

2. Type the administrator password (by default this
is admin) and click OK. The following dialog box
is displayed.

3. Click the Browse button. The following dialog
box is displayed.

4. Select the base folder location for the Max’s
Toolbox 3 configuration files and navigate to the
Rooms folder.
5. Select the appropriate Room File (e.g., Room
1.xml).
6. Click the Open button.
7. The Logon Location field will now reflect the
selected Room File.

8. Click the OK button.
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You can reassign a PC to a different room at any time
by running the PC Setup Tool again.
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These changes can be made at 3 levels:


Global - where options are defined for the
whole school or site



Group - where options are defined for a
class of students (e.g., 1st Grade)



User - where options are defined for an
individual student (e.g., Alex Groom)

The Logon Setup Tool
The Logon Setup Tool sets the default group for a
room. This is necessary when multiple classes will be
using the same room. The tool only needs to be run
from one computer in each room. If Max’s Toolbox 3
is used in a computer lab where multiple groups use
the lab during the day, the Logon Setup Tool will
need to be run once before each group uses Max’s
Toolbox 3.
1. Select Start, Programs, Max’s Toolbox 3, Tools,
Logon Setup. The following dialog box is
displayed.

2. Type the administrator password (by default this
is admin) and click OK. The following dialog box
is displayed.

Options set at the User level supersede those set at
the Group level, and options set at the Group level
supersede those set at the Global level.

Application Features
MaxWrite, MaxShow, and MaxCount have features
that can be turned on or off. For example, your
computer may not have a microphone and you may
wish to turn off the MaxRecorder feature. When a
feature is turned off, the associated toolbar button
will not appear in Max’s Toolbox.
Features that are turned off at the Global level
cannot be turned on at the Group or User level.
Features that are turned off at the Group level
cannot be turned on at the User level.
To change the Max’s Toolbox 3 application features:
1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool. The following dialog box is
displayed.

2.

Select Global, a group, or an individual student.

3.

Click the Edit button.

4.

Click the Configure or Configure Options
button.

3. Select a Default Group for the current session.
4. Click the OK button to close the Logon Setup
dialog box.

The Users & Groups Tool
NOTE: The Users & Groups Tool is different than the
Users & Groups Wizard that was used to configure
Max’s Toolbox in the previous section.
Once Max’s Toolbox has been configured for the
group logon method, the Users & Groups Tool can be
used to:



Turn applications features on and off



Change content availability



Make printers available or unavailable



Change save locations
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5.

Click the Application Features tab.

6.

To turn off a feature, deselect the appropriate
check box.

7.

To turn on a feature, select the appropriate
check box.

8.

Click OK.

6.

Select a Content Type from the drop-down list.

7.

Deselect the root check box (to turn off the
entire content directory) or individual check
boxes (to turn off individual groups of content).

Printers
If you have several printers available, you may want
to specify a default printer for Max’s Toolbox.

Content Availability

At the Global level you can specify all available
printers to be used in Max’s Toolbox.

MaxWrite, MaxShow, and MaxCount have content
that can be turned on or off. For example, you may
not want students to use space backgrounds in
MaxPaint. When a content folder is turned off, the
associated content will not appear in Max’s Toolbox.

At the Group level you can specify additional
printers, a different default printer, or disable
Global printers for that particular Group and its
users.

At the Global level you can turn off an entire content
type folder.

Printers added at the Global level will be available
for all Users and Groups unless disabled at the Global
or Group level.

At the Group or User level you can turn off an entire
content type folder or content sub-folders.
Content turned off at the Global level cannot be
turned on at the Group or User level. Content turned
off at the Group level cannot be turned on at the
User level.

A default printer will be automatically added when
Max’s Toolbox is installed, if one is available.

To add a printer
1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool.

1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool.

2.

Select Global, a group, or an individual student.

3.

Click the Edit button.

2.

Select Global, a group, or an individual student.

4.

3.

Click the Edit button.

Click the Configure or Configure Options
button.

4.

Click the Configure or Configure Options
button.

5.

Click the Printers tab.

5.

Click the Content Availability tab.
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NOTE: The selected picture should be in a
location accessible to all users of Max’s Toolbox.
If the picture is moved, it will not be visible in
the program.
13. The Configure Printer dialog box will now display
the image in the preview pane.

6.

Click the Add button. The following dialog box is
displayed.

7.

Give the printer a Display Name that will appear
in Max’s Toolbox (e.g., HP Laser Jet).

8.

Select the printer Location from the drop-down
list. This will show all available local printers
and network printers.

9.

Select the Default? check box if you want this
printer to be the default printer for Max’s
Toolbox.

14. Click the OK button. The printer now appears in
the printers list.

To edit a printer
1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool.

2.

Select Global, a group, or an individual student.

3.

Click the Edit button.

4.

Click the Configure or Configure Options
button.

5.

Click the Printers tab.

6.

Select a printer and click the Edit button.
The following dialog box is displayed.

7.

Edit the details of the printer.

8.

Click the OK button.

10. Make sure the Enabled check box is selected
if you want this printer to be visible within Max’s
Toolbox.
11. (Optional) To add an image to the printer that
will appear in Max’s Toolbox, click the Browse
button. The following dialog box is displayed.

12. Select a picture file and click the Open button.

Max’s Toolbox™
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To remove a printer
1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool.

2.

Select Global, a group, or an individual student.

3.

Click the Edit button.

4.

Click the Configure or Configure Options
button.

5.

Click the Printers tab.

6. Click the Browse button in the Work Location
section. The following dialog box is displayed.

6.

Select a printer and click the Remove button.
The printer will be removed from the list.

Adjusting Save Locations
The Max’s Toolbox save locations are originally set
using the Users & Groups Wizard. You can modify the
save locations using the Users & Groups Tool.
The save locations can be set at the Global, Group,
or User level. We recommend setting the save
location at the Global level as this will only need to
be done once.
Use the following steps to set the save locations at
the Global level:

1. Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool.

2. Select the Global level.
3. Click the Edit button.
4. Click the Configure button.
5. Click the Save Locations tab.
The Save Locations tab allows you to set file
locations for work (student documents), personal
clipart, personal sounds, and activities.

7. Select the desired network folder and click OK.
This folder becomes the root folder for all Max’s
Toolbox documents.

8. Place the cursor at the end of the root folder
name you specified and add wildcards that will
create sub-folders unique to each student. For
example:
\\servername\rootfolder\%GROUP_NAME%\%USER
_NAME%\Work\.
In this example, if Alex in Kindergarten has
logged into Max’s Toolbox, his documents will be
saved to:
\\servername\rootfolder\Kindergarten
\Alex\Work
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The following wildcards are available:
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17. Click the OK button once you have finished
configuring the save locations.

%MY_DOCUMENTS% - specifies the default My
Documents folder.
%LOGON_NAME% - specifies the Windows logon
name used to log onto the computer.

Maintaining Users & Groups

%GROUP_NAME% - specifies the group name of
a particular user created within Max’s Toolbox.

The Users & Groups Tool can be used to edit the
Max’s Toolbox users and groups created by the Users
& Groups Wizard.

%USER_NAME% - specifies the user name of a
particular user created within Max’s Toolbox.

1. Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool. The following dialog box is

displayed.
2. Type the administrator password and click OK.
The following dialog box is displayed.

9. Click the Browse button in the Personal Clipart
Location section.

10. Select the desired network folder and click OK.
This folder becomes the root folder for all
Personal Clipart.

11. Place the cursor at the end of the root folder
name you specified and add wildcards that will
create sub-folders unique to each student.
Generally this will be the same path used in the
Work Location, for example
\\servername\rootfolder\%GROUP_NAME%\%USER
_NAME%\Personal Clipart\.

12. Click the Browse button in the Personal Sounds
Location section.

13. Select the desired network folder and click OK.
This folder becomes the root folder for all
Personal Sounds.

14. Place the cursor at the end of the root folder
name you specified and add wildcards that will
create sub-folders unique to each student.
Generally this will be the same path used in the
Work Location, for example
\\servername\rootfolder\%GROUP_NAME%\%USER
_NAME%\Personal Sounds\.

15. Click the Browse button in the Activities
section.

16. Select the desired folder and click OK. This
folder becomes the folder for all Activities.

Adding Groups
A Group is a class group, e.g., a grade level or a
teacher’s name. You can configure application
features, content availability, printers, and save
locations at the group level.
Groups can be added one at a time or all at once via
the Global Configuration dialog.
Adding Multiple Groups
1.

Select the Global level and click the Edit button
or right-click the Global level and select Edit.
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The following dialog box is displayed.

2.

Enter a Group Name in the text box, e.g.,
Kindergarten.

3.

Click the Add button.

4.

Repeat steps 2-3 until all groups are entered.

5.

Click the OK button when done.

To add a single group
1. Select the Global level and click the Add button
or right-click the Global level and select Add
Group. The following dialog box is displayed.

4. Select a picture file and click the Open button.
NOTE: The selected picture should be in a
location accessible to all users of Max’s Toolbox.
If the picture is moved, it will not be visible in
the program.
5. Click OK.

To remove a single group
1. Right-click the Group level and select Remove
Group, or select the Group level and click the
Remove button.
NOTE: Removing a group will remove all users within
that group as well.

2. In the Name field, enter the Group Name (e.g.,
Kindergarten).
3. (Optional) To add an image for the group that will
appear in the Max’s Toolbox Logon dialog, click
the Browse button. The following dialog box is
displayed.
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Add Users to Site
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The following dialog box is displayed.

A User is a student (e.g., Alex). A user belongs to
one group. You can configure application features,
content availability, and save locations at the User
level.
Users can be added one at a time or all at once via
the Configure Group dialog.
1.

Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool if you are not already in
the User & Groups Tool.

3.

Enter a User Name in the text box (e.g., Alex).

4.

Click the Add button.

5.

Repeat steps 3-4 until all users are added.

6.

Click the OK button when done.

Method B only
Do the following two steps for all users in each
group.
7.

Right-click the User icon and select Edit User.

8.

In the Windows Account field, type the relevant
Windows Account name for the user.

Method A only
Leave the Windows Account field blank.

To add multiple users
1.

Select the group you wish to add users to.

2.

Right-click the Group level and select Edit
Group, or select the Group level and click the
Edit button.

To add a single user
1. Right-click the Group level and select Add User, or
select the Group level and click the Add button.
The following dialog box is displayed.

2. Enter the User Name (e.g., Alex).
3. (Optional) To add an image for the user that will
appear in the Max’s Toolbox Logon Form, click
the Browse button. The following dialog box is
displayed.

Max’s Toolbox™

Modifying Configuration Options 21

4. Select a picture file and click the Open button.
NOTE: The selected picture should be in a
location accessible to all users of Max’s Toolbox.
If the picture is moved, it will not be visible in
the program.

5. Click the OK button.

3. Select the Global level and click the Edit button,
or right-click the Global level and select Edit.

The following dialog box is displayed.

To remove a single user
1. Right-click the User icon and select Remove
User, or select the User icon and click the
Remove button.

Changing the Administrator Password
1. Select Start, Programs, Max’s Toolbox 3, Tools,
Users & Groups Tool. The following dialog box is
displayed.

4. Click the Change Administrator Password button.
The following dialog box is displayed.

2. Type the administrator password and click OK.
The following dialog box is displayed.

5. Type the current password, the new password,
and the new password again.
6. Click OK.

