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CHAPTER 2: Launching SMART FACTS

Chapter 2 provides SMART FACTS “housekeeping” information. To successfully access the

SMART FACTS web-site and use all of its features, you will need to ensure the compatibility
of your computer and its settings, have a username and password, maintain accurate SMP

contact information, allow pop-ups, and download a reports viewing software called Crystal
Reports. To ensure confidentiality, you will also need to log off the SMART FACTS web-site
when you finish your work.

Computer Compatibility

SMART FACTS can be launched from any computer that meets ALL of these requirements:

Has an Internet connection.

Has the Internet Explorer browser, version 6.0 or higher (SMART FACTS may not be
compatible with other browsers, such as Firefox).

Is NOT a Macintosh. If you ONLY have access to a Macintosh computer, contact
Social Solutions technical support (see chapter 1) to see if accommodations can be
made.

The first time you use SMART FACTS from a given computer, you will need to complete the
following when prompted:

¢

¢

Allow “pop-ups” from the SMART FACTS site.

Run Active X Controls in order to view all necessary screens. The process is usually
simple and can be completed by following the on-line prompts.

Conduct a one-time download of “crystal reports” viewing software. Again, follow
the on-line prompts. If you have trouble, your agency may have security rules that
will require you to get clearance from your IT department before downloading this
software.

If you have problems with pop-ups, Active X Controls, or Crystal Reports viewer, you
can access Social Solutions on-line guidance by clicking on Support from the bottom
right corner of your screen (you must already be logged on to SMART FACTS to
access this link). OR, you can refer to the “Troubleshooting Crystal Reports”
document in the Appendix of this manual. OR, you can contact Social Solutions
directly by phone or e-mail (see Chapter 1).
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Logqing On
1. Use this internet address to reach the log on page: www.smartfacts.orqg

2. Enter your Username and Password (If you don’t have one, see “NOTE” box below).

ﬁ'Bearing Point Enterprise: Login - Windows Internet Explorer

@‘f - I@https:,l’,l’secure.etosoftware.com,l’bearingpoint,l’login.asp j % (X IYahoc
| File Edt View Favorites Tools Help
J IYAdobe - Y_’ - g'l j| Searchweb [~ | &7 B @v| Cimywen - B Answers ~ (IMal ~ g
f.? *‘1"3? @Bearing Faoint Enterprise: Login | | J i;'} T [
, M Contact Us
It's OK that welcome to
the browser E OSO ARE client login:
address
changes
when you Username:
reach the log -
. = Passwords are now case sensitive New! °
In page. As partof our effort to make ETO mare secure, we're
now making passwords case sensitive. Ifyou're having
. issues logding in, you can ask your Site Administrator
You ﬁ n to resetyour password.
SMART -
FACTS Select Your Site : - = New Record Efforts Screen
. ISMF“ Maryland Working Template j Please click here far additional details.
Trouble logging in? R °
GO W, Forgot Your Password?

NOTE: Each SMP Director/Coordinator is a site administrator and should provide other
SMP staff with usernames and passwords. SMP staff Site administrators can also restrict
access to certain SMART FACTS features, such as reports, for example. If you are a new
SMP Director/Coordinator and don’t know your username or password, contact Social
Solutions (see chapter 1).

3. Choose your SMP location from the Select Your Site drop down menu. To access
the drop down menu (and all drop down menus within SMART FACTS), click on the
triangular arrow on the right side of the data entry field.

New! ot
Password. Our offices will be closed on Thursday, 11422 and
|"""" Friday, 11523 for the Thanksgiving haoliday. YWe

apologize far any inconvenience.

Select Your Site

|SMP Maryland Working Template j
Trouble logging in?

Forgot Your Password?

for Regional Fall Training
te Administrators can take advantage of our
coming hands-on regional training. Find out about o

)
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4. Once your site is selected, click on the green arrow beside Go.

5. If this box appears next, click on Yes.

Security Information : 5[

rir“l Thiz page containz both secure and nonsecure
?. iterns.

Do pou want ta dizplay the nonzecure items?

Yes Mo tare [nfa

Selecting a Program

You must select the appropriate Program from the Change Program list of choices before
you begin your work. There are three choices:

» Issues and Inquiries
» Outreach and Education

» Volunteer Tracking and Management

To Change the program:

1. Begin by clicking on the Change Program button (circled).

1A QEDPBE-SH-HIA

WARE® AR U R

ward - SMP Maryland Working Template: Issues and Inquirie
ick Search Q Q

weithin IParticipant;I in |Issues and Inquiies =| & GO

R (©) =

Edit Page | "]

A ETT ;
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2. Select either Issues and Inquiries, Outreach and Education, or Volunteer
Tracking and Management from the list. The subsequent chapters of this manual
explain these programs in detail.

e
ETOSOFTWARE®

Welcome lowa SMP - [0yyges
lssues and Inquires

m @ e tls Outreach and Education

Ny | Volunteer Tlal:lclng aru:l Manageme
|Errter Search Termis) = . n ssues and Inguirie:
© propram vome

3. When you have made your selection, it will be highlighted in blue (Issues and Inquiries
in the example below). Click on Go.

ETOSOFTWARE® /

Welcome lowa SMP % a SWP: | lssues and Inguiries
Izsues and Inguires
m @ Lluick Searcrymepmpsn Eduu:atu:un

|Errter Search Termis) in | l=sues and Inguirie:

Updating SMP Contact Information

IT IS VERY IMPORTANT to enter the contact information for your SMP into SMART
FACTS. This information populates letters, forms, and reports throughout the system.
The instructions below explain how to update and enter your SMP contact information.
It is also very important that each SMP have ONLY ONE SMP Contact Information entry
within SMART FACTS. Usually SMP Contact Information will have already been entered
in SMART FACTS and will simply need to be updated periodically.

1. Make sure you are in the Outreach and Education Program of SMART FACTS.

2. If you are not, click on Change Program.
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3. Select Outreach and Education.

4. On the right side of the page is a menu of options which will be referred to
throughout this manual as the navigation bar (circled below).

ise - Windows Internet Explorer =121 x|
Jsecure etosoftware, comfindex, asp j |E| |z| I\"ahoo! Search |EE|
sorites Tools  Help

- £v| j| searchweb |- | & E- @~ | Cgmyweb ~ EJ dnswers ~ COMail ~ g Movies ~ Cphews - bed
int Enterprise | | J - - - | b Page + (O Tods v
P e e e e )
IARE® FRX e e e —
rator - SMP Maryland Working Template: Outreach and Education ©eHANGE PROGRAM Tuesday, Sep. 25, 2007

N Mossage

@ ADD CxREPORT / QUERY & ADD STANDARD REPORT & ADD DROP-DOWN LINK

6. Select the Outreach Planning sub-topic.

 Simple Inquiry/Outreach

CQutreach Planning
Inquiry/Cutreach Tracker

L) My
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7. The following screen will appear.

In the example below, the SMP Contact Info has
already been entered. This is evident because a name J
and date appears in the “Date Completed (staff)”
column.

If no SMP
To make changes, click on Update. Contact Info

appears, skip to
the Entering
New SMP
Contact Info
section later in
this chapter.

Er:f ﬁ? & | Bearing Point Enterprise

ETOSOFTWARE® A&

Welcome Site Administrator - SMP Maryland Working Template: Qutreach and Edud\gti

® © Now ossagero

% ADD FEATURE

« ADD CxREPORT / QUERY « ADD STANDARD REPOR @ ADD DROP-DOWN LINK

1 J

Date C

Assessment Name

Identifier (staff)
1. SMP Contact Info 11/30/2006 O REVIEW (& UPDATE 3 PRINT O DELETE
(Maisie Howard)
12/21/20086
2. Statewide - _’;. / @ PRINT D DELETE

8. The following screen will appear. Make changes as needed to your SMP contact
information in the fields provided. Notice that the name requested is the name of
the person who is primarily responsible for managing complex issues (complaints).

Review Assessment for Outreach and Education on [[EE| ENEE| TR | |~ Simple InquirylOutreach

Outreach Planning
Inguiry/QOutreach Tracker

SMP Contact Info

A-1. SMP Contact Person (Responsible for Complaints MaNggement:

ISociaI Solutiens Account Rep

A-2. SMP Organization:

ISociaI Saolutions

A-3. SMP Site Name (e.g. Iowa SMP):

IBaItimore Social Sclutions

A-4. Address:

|24DD Boston Street

A-5. Apt/Suite Number:

i) |

d by Social Solutions, Inc. All rights reserved. } Suppc
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9. Use the Scroll Bar to access remaining fields and continue updating SMP contact
information.

- — Simple Inquwry mv. h
QOutreach Planning
Inquiry/Outreach Tracker

Review Assessment for Outreach and Education on [ITE| [E3Ea| ETEE|

SMP Contact Info

Section A.

A-1. SMP Contact Person (Responsible for Complaints Management:

ISociaI Seclutiens Account Rep

A-2. SMP Organization:

|Sacial Salutions

A-3. SMFP Site Name (e.g. lowa SMP):

IBaItimore Social Solutions

A-4. Address:

|24DD Boston Street

10. When you are done, click on Submit (NOT Save Draft).

|z1z24

A-9. SMP Phone Number:

|410-555-1z12

A-10. SMP Fax Number:

|a10-722-3381

A-11. SMP Email Addre=s:

Isupport@socialsolutions.com

[" Schedule Follow-up Alert to show up on your To-De list
e Follagw-up Alertto show up on Other Staff's To-Do list

< @ SUBMIT SAV

11. The following message will appear. Click on OK.

¥B5cript: Assessment Response Successfui[___ il

[ ]
\.._!) Your Assessment Information was SUEMITTELD,

Ik
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12. You will be given a chance to review your work by reading the summary that
appears. You can also select Edit or Continue.

B e
ETOSOFTWARE® AR

Welzcome Site Administrator - SMP Maryland Working Template: Qutreach and Education ©cHANGE PROGRAM

®

«# ADD CxREPORT / QUERY  «» ADD STANDARD REPORT <« ADD DROP-DOWN LIN

Review Assessment Information for Outreach and Education on 11/30/2006

@ EDIT & CONTINUE

SMP Contact Info

A-1. SMP Contact Person (Responsible for Complaints Management:

Social Solutions Account Rep

A-2. SMP Organization:

Social Solutions

A-3. SMP Site Name (e.g. Iowa SMP):

Baltimore Social Solutions

A-4. Address:

2400 Boston Street

@ SocialSolutions  ® 2001-2007 Developed by Social Solutions, Inc. Al rights reserved.
A. Choosing Edit will take you back to step #7 on the previous page.
B. Choosing Continue will take you back to the screen shown in step #6.

C. If you are satisfied with your data entry, continue to other areas of SMART
FACTS or log off.

Entering New SMP Contact Information

SMP Contact Information is used to populate letters in SMART FACTS, such as the
Complex Issues referral cover letter. Remember also that only ONE entry can be made.
It is not necessary to have all SMP staff or branch offices entered into this area of SMART
FACTS. If SMP Contact Information has never been entered into SMART FACTS, do the
following:

1. Make sure you are in the Outreach and Education Program of SMART FACTS.
2. If you are not, click on Change Program.

3. Select Outreach and Education.
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4. From the right side navigation bar, select Simple Inquiry/Outreach.

>

5. Select the Outreach Planning sub-topic.

 Simple Inquiry/C zach

CQutreach Planning
Inquiry/Cutreach Tracker

6. Click on Take New Assessment.

[Maisie Howard)
. 6/15/2006
3. Statewide Outreach Flan MASTER -- /15/ M5 SIS0
(Chuck Salmond)
. 10/12/2007
4, Statewide Qutreach Plan MASTER -- _'{_ 2/ O REVIEW
\\ [Maisie Howard)
@’ TAKE NEW ASSESSMENT
w' BUILD NEW ASSESSMENT

7. Select SMP Contact Info MASTER.

ake Assessment For Outreach and Education

Select Assessment @ I --5elect-- ;I

i--Select--

— SMP Contact Info MASTER
Statewide Outreach Plan
Statewide Outreach Plan MASTER
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8. Click on Continue

ake Assessment For Outreach and Education

Select Assessment : [N CI=RU T ==

9. Complete the necessary fields as explained in the Updating SMP Contact
Information section of this chapter.

Logaing Off SMART FACTS

When you are through with your work, remember to Log Off the system. This protects
the confidentiality of your data and reduces the burden on the software. The Log Off
button is available from nearly every screen in SMART FACTS. It is not available when

reports are open; if that is the case, you must first close the report to log off SMART
FACTS.

1. Click on Log Off in the upper right corner of the screen.

Zf'Bearing Point Enterprise - Windows Internet Explorer

@: - |g https://secure. etosoftware, com/index. asp j F X IYahoo! Search
| File Edt View Favertes Tools  Help
J IYAdobe ~ Y_’ v gvl j| Searchwieb |+ | o E- @~ | Cfmyweb - EJanswers » (IMail » p Movies = Ehews -

ﬂ? g & | Bearing Point Enterprise | | J @ B - @ = l._:‘ln,page o (:; Toc

-
ETOSOFTWARE® A& urvceonr |
. -~ Iy Accour

Welcome Site Administrator - SMP Maryland Working Template: Outreach and Education © cHanae PRoGRAM uesd@
) (D New Message(s) | My Favorites

@ ADD FEATURE « ADD CxREPORT / QUERY « ADD STANDARD REPORT @ ADD DROP-DOWN LINK

Review Assessment Information for Outreach and Education on 11/30/2006 Ll | ~ Simple InquirylOutrea

Outreach Planning
& EDIT & CONTINUE Inquiry/Outreach Tracker

SMP Contact Info

2. A dialogue box will appear, giving you a chance to change your mind.

3. Click on OK to log off.
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