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SMART FACTS

Training Curriculum
Overview

The SMART FACTS Training Curriculum is designed to provide SMART FACTS users (staff, subcontractors, partners, volunteers) with thorough training by using a combination of SMART FACTS Operations Manual, recordings, job aids, and other materials. The Training Curriculum and related resources are provided by the SMP Resource Center.  For questions about your training, contact your SMP director, who may in turn contact the SMP Resource Center as needed.

Instructions for Completing your SMART FACTS Training

To complete your SMART FACTS Training, take the following steps:
	Step
	Action

	1
	Print this curriculum and determine which topics you will complete.  

	2
	Schedule 2 – 3 hours to complete each training topic.  Some topics will take longer than others, depending on the length of the recording and how much time you need to review the related materials. 

Tip: Enter the date on p. 2-3 and put a reminder on your calendar!  

	3
	During your scheduled training time, use this curriculum as a checklist to complete each item on the list. 

To access the SMART FACTs training resources for each topic:

Step

Action

A
Go to the SMP Resource website:www.smpresource.org  

B
Click Resources for SMPs (left) and select SMART FACTS to access SMART FACTS resources, i.e.:

SMART FACTS Operations Manual 
Full SMART FACTS manual by chapter, including NEW appendices and other updates since May 2008
SMART FACTS Training 
Training recordings and job aids
C
Access each resource by clicking the link(s) that correspond with the desired training topic – print or save as desired. 

D
Access the recording by clicking the archive link for the training topic. Enter registration information and click Register. Wait for the recording to load on your computer – accept any prompts that appear to ‘install’ software.

Tips: You will need computer speakers or a headset. While viewing the recording; pause or rewind as needed.

E
Repeat steps A-C as needed to access your resources. 



	4
	Check each task off as you complete it (see pages 2-3).


SMART FACTS Data Entry Training  

The following training topics are available to all SMART FACTS users.  Please contact your SMP director to determine which topics will help you perform your work with the SMP.
	Training Topic
	Task 
	Date

	Topic 1: Getting Started with SMART FACTS 
	View Recorded Archive (45 minutes)
	

	
	* Job Aid: Getting Started in SMART FACTS 
* Supplemental Materials: SHIP/SMP Guidance * SMART FACTS Manual: Chapters 1 & 2; Appendices A, B, C & I  
	

	Topic 2: Simple Inquiries and One-on-One Counseling
	View Recorded Archive (45 minutes)
	  

	
	* Job Aid: Simple Inquiries/1-on-1 Counseling 
* SMART FACTS Tip Sheet: Outcome #11 – Number of Simple Inquiries Resolved
* SMART FACTS Manual: Chapter 3 (p. 1-6); Chapter 6 (p. 1-4, 19-21, 23-24), Appendix C
	 

	
	DATA ENTRY PRACTICE (data from your SMP)
	

	Topic 3: Group Education, Community Events, Media Airings
	View Recorded Archive (45 minutes)
	  

	
	* Job Aid: Outreach and Education 

* SMART FACTS Manual: Chapter 6, Appendix C  
	 

	
	DATA ENTRY PRACTICE (data from your SMP)
	

	Topic 4: Volunteer Tracking & Management
	View Recorded Archive (45 minutes)
	  

	
	Review written materials: 
* Job Aid: Volunteer Tracking and Management 
* SMART FACTS Manual: Ch. 5, Appendix C & G
	 

	
	DATA ENTRY PRACTICE (data from your SMP)
	

	Topic 5: Reviewing and editing your data (“My Work”)
	View Recorded Archive (45 minutes)
	  

	
	Review written materials: Job Aid: My Work 
	 

	
	Practice reviewing your data
	 

	Topic 6: Complex Issues, Basic Data Entry
	View Recorded Archive (1 hour)
	  

	
	Review written materials: 
* Job Aid: Complex Issues, Basic Data Entry 
* SMART FACTS Manual: Chapter 3, Appendix C 
	 

	
	DATA ENTRY PRACTICE (data from your SMP)
	

	Topic 7: Complex Issues, Referrals 
	View Recorded Archives (1 hour+)
	 

	
	Review written materials: 
* Job Aid: Complex Issues, Referrals
* Manual Ch. 4, Appendices C, D, E & F 
* SMART FACTS Training Page: link to Complex Issues & Referrals resources  
	 


SMART FACTS Site Manager Training 
The following training topics are intended for SMART FACTS Site Managers and Program Managers, who have access to additional functionality that is not available to all SMART FACTS users.  See the Site Administration Job Aid and/or your SMP director for details. 
	Training Topic
	Task 
	Date

	Topic 1: Site Administration 
	View Recorded Archive (1 hour)
	  

	
	Review written materials: 
* Job Aid: Site Administration
	 

	
	Practice reviewing site admin functions
	 

	Topic 2: Reporting Basics
	View Recorded Archive (50 minutes)
	  

	
	Review written materials: 
* Job Aid: Reports Basics 

* SMART FACTS Manual Chapter 7
	 

	
	Practice viewing reports for your SMP
	 

	Topic 3: Reviewing and Troubleshooting 

OIG Report Data 

(OIG Reports 

Training Page) 
	View Recorded Archives (2-4 hours)
* OIG Report Checklist, Part 1 & 2 
* OIG Reports Webinar (most recent one)

* Microsoft Excel & SMART FACTS Reports 
	

	
	Review written materials: 

* Data Accuracy Checklist

* Data Analysis Worksheet

* SMART FACTS Training Page: link to OIG Reports Training Recordings and materials (OIG Reports Training Page) 
	

	
	Practice reviewing your SMP’s OIG Report data
	


Optional SMART FACTS Training

The following topics are not required for the OIG Report, and may used as desired by each SMP for their own tracking and/or reporting purposes.  Please contact your SMP Director to see if and how these options are used in your state.
	Partnership Development & Dissemination Activities
	* View Recorded Archive (1 hour 30 minutes)
	 

	
	Review written materials:

* Job Aid: Partnership Development & Dissemination Activities
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