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Introduction 
 

 Use URL   https://smartt.doemass.org  for homepage access to 
SMARTT1, SMARTT2+, Cognos, Request Access, and ABE Directory. 

 

 Note:  Typing a SMARTT2 logon information on this screen will result in a 
logon failure message.  Click on SMARTT2 first to access that logon screen. 

 

 

SMARTT 1 Users Only 

SMARTT 2 Users click here before typing userID and password. 

 If you don’t use SMARTT1 to enter volunteer information, set 
https://smartt.doemass.org/smartt2  as your SMARTT homepage.   

 

 
 

 Monitor Resolution:  Set monitor resolution to 1024 X 768. (See Appendix for 
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Instructions for Changing Monitor Resolution.)  This is not a requirement, but a 
strong recommendation. All pages are designed at this resolution. If you use a 
larger resolution such as 800 X 600 then you will need to use the scroll bars to 
view the entire page. 

 
 Access Levels:  The four levels of access, Agency Coordinator, Project 

Coordinator, Site Coordinator, and Site User, determine users access to 
viewing and editing information.  All Quick Guide instructions can be used at the 
Agency Coordinator access level.  Project and Site Coordinators can use most of 
the instructions.  The Agency Coordinator should approve access levels.  Speak 
with your regional tech person for access level recommendations for staff.  

 
 Menu Screens:  Left side menu choices change when you are in different 

sections.  Select Main Menu from any screen to get back to the original menu.  
Logoff is available from any screen. 

 
 Help buttons appear on some screens, but they are not activated in all sections 

yet. Help is available on student screens. 
 
 

 Navigating within screens: 
o To move through any screen use tab to go from field to field. 

 
o Note:  Don’t use the enter key to navigate.  It acts as save on some 

screens, and as cancel on others. 
 

o On student, staff, and volunteer screens, the information tabs are View and 
Edit.  They look like index cards.  Click on the tab to have one “card” 
appear in front of the other.  Edit must be closed in each section before 
another section of that screen can be edited.   

 
o Look for SAVE button on screens.  Usually it is at the bottom of a screen, 

but sometimes it’s at the top of a section.   Be sure to save regularly. There 
are warnings if you have an open edit tab in a screen and try to move to 
another section on that screen.  In some cases, it is possible to move from 
one menu area to another without being warned.  Also, data is not 
automatically saved if you are “timed out.”  The system times out if you 
have not saved any information within 30 minutes. 

 
o Run the mouse over an item to highlight it.  Click once to select from most 

links. 
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Section 1  Set View 
 
For multiple site programs, “set view” to the correct project and site. 
 

 Click on Set View. 
 
 
 
 
 
 
 
 

 
 
 

 Select a project and a
 
 
 
 
 
 
 
 
 
 
 

 
 

 Note the change from
 Project, and Site.  Cl
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 site from the drop down lists. 

 Current Agency, Project, and Site to New Agency,  
ick Save. 
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 The Current Project name will appear on staff screens.  

 
Staff Search - Project: A New Project 

 
 

 The Current Site name will appear at the top of student screens. 
 

Student Search - Site: SMARTT/Eunice's Test site 
 

 Note:  If you don’t see information you’re looking for in a particular screen,  
click on set view in left menu screen to see if you’re in the correct site.   
Students and classes are site specific, while staff and volunteers are agency  
specific.  The top of the student screen indicates the site, but the class screen  
currently does not indicate the site you are in. 
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Section 2  Class Completion 
 

 Select Post-Planning Class Completion from left Main Menu. 
 

 Click Complete Class. 
 

 Check Beginning and Ending dates, Days of Week, Class Type, Levels,  
Weeks Per Year, Level, Start Time, Focus, and Start Time. Most fields in the 
first box are automatically populated from the Approved Program Plan.  If 
there’s a problem, contact your program specialist. 

 
 Select Language, Subject, and Instructional Method from the drop down  

 lists. 
 

 
       

 Type Funded Hours for each month in the Funded Hours column.  Use tabs  
to move to next month.  The Total will be calculated as the monthly hours are 
entered.  

 

Can’t enter 28 hours.  Only 24 
calendar hours available this month. 

 

 
 Click Save.
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 If the Total hours don’t match the Funded Hours in Class Plan an error  

 message will pop up. 
 

 
 

 
 A green dot indicates that the class is Complete.  Go on to complete each  

 class.  

 
 

 Note: Once the class schedule is set from this screen, it cannot be accessed from 
this screen again.  Go to Main Menu, Classes to edit daily schedules once they 
have been completed. 

 

 Note: Click Help ( ? ) for more information. 
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Section 3  Agency/Project/Site  
3.1 Agency:    

This is the grant recipient information section.  
 

 Only the agency coordinator access level allows for editing agency  
 information. 

 
 Agency Information and Benefits can be edited from this screen. 

 
 Agency Grants and Current Projects cannot be edited here.  Use the Current  

Projects link to edit projects from this screen.  Grant amounts cannot be edited 
since all grant information comes from the approved program plan. 

 
 All access levels can use Search to view any DOE funded Agencies from this 

  site.  List All in the left menu will return all funded agencies.   
 

 Use the Category drop down to narrow the search:  

 
 The list columns can be sorted or swapped and the lists can be printed, or  

exported to EXCEL or Microsoft Word from here. See Student Search 6.1a 
for tips on using lists. 

3.2 Project:   
All projects within the agency and statewide are viewable here. 

 

 Current Project Information can be edited from this screen.   
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 User Defined Fields (UDFs) can be added here.  Be sure to define the answer 
format from the value drop-down.  Check Required only if you want that option. 

 

Select answer 
format. 

 
 Project Grants and Sites are view-only on this screen.  There are links to Sites 

and Site Coordinators from this screen. 
 

 Project Roles can be edited by clicking on Project Roles in left menu, then edit. 
 

 
 

 Check the box next to name to be removed.  Click on the name of person to be 
added.  Multiple names are allowed for each role. Click Finished. 

 

 

Check box to remove. 

Click on the row. The name will 
appear in the box above. 
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3.3 Site:  
 Site information for current site can be edited in this section. 
 

 Click on Site in left Main Menu.  All Current Site fields except Agency and  
 Project can be edited. 

 
 List All gives searchable, view only screens for all DOE funded sites. 

 
 Three Assessment Reports are available here.  Note: The assessment report 

may load slowly for large sites, during which time the screen shows 0% 
completed, and Done appears in the Explorer status bar.  Don’t click again; 
just wait.  

 
 The name link on the Assessment Reports goes directly to the student’s  

 assessment screen.  See Student Section 6.7  for more on assessments. 
 

 Site Rollover appears in the left menu screen on June 15th.  See  
Section 11 Site Rollover. Select Site Rollover in left menu.    Students who 
are not enrolled in classes, or whose goal, assessment, or attendance 
information has not been updated recently are listed. Classes with no 
enrollment are also listed.  There are direct links from this screen to the 
students and classes listed. Once the information has been checked and 
updated as necessary, check the Certification box in the Signature 
Verification box at the bottom of the screen.  Be sure to have the Program 
Coordinator’s OK before requesting rollover. 

 
 Note:  Checking the Rollover Signature Verification is a request for Rollover.  

When DOE is ready to rollover the site to the new FY, you will receive e-mail 
notification, and will see the next FY on the main menu screen after you login.  

   
 Reminder:  Rollover is Site specific.  Set view to each site individually and 

request rollover for each. 
 

 
 
 

 
 
Rev: 10/26/03 3 



 

 

Note signature verification. 
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Section 4  Staff 
 

4.1  Staff Search: 
 

 Click on Staff in left Main Menu. 
 

 For a list of all current staff click List Current in left menu, or Search at the  
 bottom of the screen.   
 

 Note: See Student Search section 6.1.a for tips on using search lists. 
 

 Use Status drop down to filter for All or Exited staff. 
 

 Use Last Name drop downs to search for specific names (Equal to), or for  
 groups of staff names that End with, or Contain certain letters. 
 

 
 

 Click on the row of the staff member to view or edit information.   
 

 Note:  Right click on the staff name to go directly to a specific information 
section. 

 
 

 

Right click on row for quick links. 

1 
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 Reminder: When editing information only one panel can be open at one time. 

Click on Cancel, Reset, or Save edited information before going to the next 
screen. 

 
 

                 
 
 

4.2  Adding Staff: 
 

 Click on Staff on the Main Menu, and then Add Staff on the left menu.  If  
the staff is a new hire and you know he hasn’t worked at any other funded 
agency, complete the registration form.  All red dot items are required. All 
panel tabs must be opened before Save Intake can be selected.  

 
 If the staff person has worked at another agency, or if you’re not sure, use the  

look up button and select a project or All Agencies (within SMARTT).  
Some fields will be populated, but all panel tabs must be opened and required 
fields completed before Save Intake can be selected. 

 

 
 

 Click on Reset at the bottom of any screen to clear the fields in that screen.  Reset 
will not delete the information on the other panels. 

2

Can’t open Edit Contact Info 
because Edit Basic Info is open. 
 

Go to View, then click Edit tab 
on another screen. 

 
 
Rev: 10/26/03 



 
 Note:  There are no red dots on salary tab panels 3, 4, and 5, but you must 

complete at least one salary field before you can save.   
 

 Click Save Intake at the top of the screen, or at the bottom of Scheduling panel. 

 

Close the error popup and click 
salary tab 3, 4 or 5.   
See 4.3 Staff Salary below. 

 
 Note:  For cities with multiple zip codes, skip City and State and just type in the 

zip code if you know it.  City and State will fill in more quickly.  
 

4.3 Staff Salary: 
 

 Click on Salary tab 3, 4 or 5 for new staff registration, or on Staff Salary  
 from left menu, or on right clicked Salary from Current Staff list.  
 

 If salary information was previously entered, click Edit tab to change. 

3 
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4.4 Add Role:   
Use this screen to change or to add additional staff roles, or to add roles from other 
funding. 

 

 If salary information was not previously entered, click Add Role above the 
appropriate screen. 

 

 
 

4.5 Exiting Staff: 
 

 Click Exit Staff from left staff menu. 
 

 Check information on Exit Staff Verification screen and make changes if  
 necessary. 
 

 Check Certify box, type Exit Date, and select Exit Reason from drop down  
 list, and then click Save. 
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Section 5 Classes 

5.1 Class Search:  
Classes in current site can be edited in this section. 

 
 Click on Classes in left menu, then click List Current in new left menu for  

 all classes. Or, use drop down fields for specific classes. 
 

 Click Set View to select classes from other sites. 
 

 Note: Hide Menu is available here and on other screens to increase the  
viewable area. 

 

 

5.2 Class List:  
Classes in current site can be edited in this section. 

 
 Click on the Class Code link, not the teacher’s name, to access the class  

information. 
 

 Note:  This is a good screen to check for class enrollment availability.  
 

 Note:  If Lead Teacher is blank and Needs Teacher is in the Comments  
Column in red, you will need to assign a teacher before enrolling students 
(See Quick Guide Section 5.5 below), but you can continue editing other class 
information first.  

 
 Reminder: If a class shows Unfunded Filled slots when there are Funded  

Available slots (see class 101 above), click on the class Code, then click 
Enrollments in left menu, then change the funding of Unfunded to Funded 
slots. The funded slot is available the day after a funded student is exited. 
Look at the date column for the exited students to find the earliest date 
available. See Quick Guide Enrollment section 5.8. Only funded seats are 
credited towards attendance percentages.  
 

 Return to Search in left menu to redefine the search filters. 

 
 
 

 
Rev: 10/26/03 1



 
5.3 View / Edit Class Information:  

All class information can be edited. 
 

 Notes: These screens are not formatted as View and Edit tabbed index cards.  
Save is at the bottom of these edit screens.  When you click on Edit in the 
lower sections (Instructors, In-class Assistants, Udfs) you are returned to 
the top of the screen and must scroll down or use top tabs to the edit section.   

 

 Click on Edit Schedule to change Daily or Monthly Class Schedule.   
Schedules can be edited as long as the new hours match the approved funded 
class hours.  (i.e., a 204 hour class cannot be changed to 100 hours from this 
screen.)  But this is the place to go to adjust for make-up snow days in 
different months. (Take 3 hours from Feb. and add them to April) 

5.4   Assign Instructor to a Class: 
 

 Click Edit Instructors to add or remove instructors.  More than one instructor  
can be assigned to a class.  Hours and days the instructors are assigned to the 
class can be modified here. 

 
 You may get multiple red error messages about missing or incorrect salary  

information at instructor lookup, but the teacher can still be assigned to a 
class. Click on the teacher name in Class Instructor Lookup (the row will 
turn yellow), close the popup window, and then click Save. 

 
 

 Note: Click on the Instructor Name to fix errors noted. However, work in  
 classes can continue without fixing the salary or teaching time errors. 
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5.5   Assign In-class Assistant to a Class: 
 

 Click on Edit In-Class Assistants.  Follow same procedures as for Assigning 
  Instructor to Class (Quick Guide 5.5 above). 

 
 Note: In-class assistants will appear on attendance screens.  Assistants are  

usually volunteers and the attendance entered is linked to the volunteer 
screens. 

5.6   Edit User Defined Fields: 
 

 Udfs cannot be added here, but values can be edited.   

5.7   Edit Class Enrollments: 
 

 Select Enrollment from left menu. Click on Edit Class Enrollment: 
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 Type a few letters of student’s last name in Last Name box and hit Enter key.  

Or, click on Lookup for a list of all eligible students.  Students will not show 
up if they are registered in the same scheduled class, or if their registration 
date is after the last day of the class schedule. 

 

Check for slot availability. 
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 You can also narrow the search by Primary Assessment level (PA) or Class 
Service Type.  See arrows above. 

 
 Students who are already enrolled are highlighted.  Click on the name row to 

select a student.  The row will be highlighted and the student’s name will show up 
in class list.  Click Close Window. 

 
 Note: You can copy an entire class roster by typing Class Code in Class Roster 

Lookup.  This is a short cut for enrolling companion classes, i.e., GED Reading, 
GED Math class.  

 
 Edit Enrollment Date.  The enrollment date defaults to the first day of class, or 

the day the student registered, whichever is soonest.  Click on Enrollment Date 
box to type in new date.  Do this if a student was registered in the program, but 
didn’t enter this class until later in the year. 
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 Select slot funding by clicking on the drop down square in Slot Funding column.  

Be sure to pick funded slots first before filling unfunded slots. Click on the Slot 
Funding row.  The popup disappears and the funding information is selected.  
Click Save at the bottom of the enrollment list. 

 

  
 

 Note:  Non-Rates based classes can have unlimited enrollments. 
 

 Note:  Funding all available slots each month is very important for reporting 
purposes.  If a student is attending, but is not enrolled in an available funded slot, 
attendance percentages will be impacted.  You can change Unfunded to Funded 
slots as those slots become available when funded students leave. Contact your 
SABES Regional Tech with any questions about this feature. 
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5.8  View / Edit Class Attendance:  
 

 Select Attendance from left menu. View entered attendance for Current  
 students, Exited students, and In-Class Assistants. 
 

 Click Edit Class Attendance to enter attendance records for current students. 
Type in attended hours.  Full hours and up to two decimal places can be 
entered for each month. 

 
 Attendance cannot be entered for students with missing information such as  

missing primary assessment or primary goal.  Click on student’s name to 
complete required information. 

 

 
 

 The monthly-attended hours must be equal to or less than the monthly planned  
hours. An error message will give the scheduled hours.  The error message 
can be closed and ignored by clicking OK, but it will appear again at Save. 
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Error message from above at Save: 
 

 
 

 
 Note:  Excused Hours is optional.  It can be viewed and edited when the radio 

button Display Excused Hours is selected. 
 

 Note: Use the tab key to move down rows for all students in one month, and then 
up to the top of the next month’s column, or use the mouse to move to a specific 
box.  Don’t use Enter key as it functions as Save on this screen. 

 
 Reminder:  Don’t forget to Save your work in this screen.  If you’ve entered 

multiple attendance figures for a large class and move to another screen without 
saving, there is no warning to ask if you want to save.  It’s also easy to get timed 
out and lose work if you’re called away from the SMARTT screen. 

 
 Reminder: Attendance cannot be entered unless student primary assessments and 

goals are set for the current FY.  
 

 Do not type 0 in the attendance block if a student does not attend in a particular 
month.   It will be a placeholder and will block that slot from enrollment 
availability for the month. See Quick Guide Enrollment Section 5.8. 
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5.9  Monthly Attendance Form: 
 

 Select Monthly Attendance Form from left Class Menu. 
   

 Select Hide Menu, click radio buttons for Excused Hours and Student  
 Phone Numbers, and use drop down to select Month. 
 

 
 

 To print, select Page Set Up from Internet Explorer File Menu.  Set  
orientation to Landscape.  Select Print Preview from Internet Explorer File 
Menu and adjust for your printer as necessary.  The attendance form should fit 
on 8 ½ X 11 paper.  

 
 

5.10  Delete Class Enrollments and Attendance: 
 

 Note: This is only available for Rates-Based Classes. 
 

 Select Delete Enrollment and Attendance in left side class menu screen. 
 

 Read the very serious Warning before clicking Delete All Enrollments.  
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Section 6 Students 

6.1 Student Search: 
 

 Click on Student Search from the left menu.  
 

 To search for an individual student, type in the first few letters of the last  
name, or the full last name with drop down for Equal to, or by last letter with 
drop down for Ends with.  It will not search by first name.  

 
 Select Current, Exited, or All from the Status drop down.   

 
 Hit Enter key or Search button.  Note: For large programs a search for All  

students with no other filters may take a few minutes to appear, during which 
time the screen will be blank. 

 

 
 

 A student list will show up.  Click on the name or right click on the row to go  
 to link for that student’s information screens. 
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 6.2 Student Lists:  
 

 Select Students from left menu.  Select All, Current, or Exited from the  
status drop down.  Click Search.  *Short cut: select List Current from left 
student menu.  

 
 
 
 
 
 
 
 
 

 To hide columns, select the field to hide and click the right arrow.  Column is  
no longer visible.  Use this feature to print lists of just names and phone 
numbers, for instance. 
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 To sort columns click on the column header. *This will not work with lists  
longer than 300 students.  Export to Excel to use longer lists.  

 To rearrange the order of the columns select column header and drag to new  
position. 

 Use the Excel, Word, or Print icons to export any lists generated on this 
screen.  

 
 

6/03 
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 Use the double down arrow icon to expand the viewable list on the screen to  
 cut down on scrolling. 

 

 Note:  Click the help icon, ?, for limited assistance in the student sections. 
 

6.3  Adding a Student: 
 

 Select Students from Main Menu, then Add Student.   
 

 All fields with red dots are required and all screens must be opened before an  
intake can be saved.  Be sure you have access to all required information 
before beginning intake.   

 

 

Look up button. 

 
 The Lookup button can be used if the student is waitlisted, is an exited 

student, or is a referral from another agency or a Career Center.  Type the last 
name of the student and click on the lookup icon. If the student is on the list, click 
on the name and edit the information that appears. Required fields have changed 
over the years, so some information may be missing. NOTE: the lookup button 
will not check for current students. 

 

Look up button 

 
 

 If you don’t use the lookup, a popup window appears when tab is hit after the last 
name is entered if there are similar names in the current or exited database.  Click 
on the name row in the Potential Duplicate Students list to update information 
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and to avoid entering duplicate students.  
 

 
 

 Remember:  The Lookup button is for waitlist, exited students, and referrals from 
other programs.  The Duplicate Student feature automatically searches for 
current and exited students. 

 
 Error messages will pop up if required fields are left blank.  The messages can be 

ignored by clicking Close on the Error List Window and then Next, so you can 
continue moving through the screens.  However, the intake cannot be saved until 
all required fields are filled in.  You will get the total error list at the end with 
some direct links to the missing fields. 

 

 
 

 Don’t click Reset unless you want to clear all fields and start over. 
 

 After all fields are complete, click Save Student at top of any tab or at the bottom 
of the last tab screen. 

 
 After Save, the student information screen will show up.  You can scroll or use 

the  
buttons at the top of the screen to view or edit information entered. The 
disabilities and accommodations is not viewable in the student information 
screen. It is listed on its own screen and you can find the link on the left-hand 
menu. Note: Only one edit screen can be opened at a time.  You must save 
information on one tab screen before editing another.  

4  
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 Hints:   

o Capital letters are saved only for one letter each in first and last names.  So 
Maria DePina is Maria Depina. Leaving a space (De Pina) will not work 
either. You don’t need to use upper case letters in student names at all, 
since it defaults to first letter capitalized at save.  

o On Contact screen, skip city and state and enter Zip Code for faster entry.  
If you type in a city with more than one zip code, you have to wait for the 
list to appear and choose from there.  

o Don’t type hyphens in phone numbers. It defaults to correct format. 
o Month of employment doesn’t have to be 01, 02 format.  One number will 

take. 
o Take care in entering correct name spellings and street addresses, as 

mailing labels can be generated from this database. City will default to 
first letter capital and will check for correct spelling, but street names will 
save exactly as typed.   

o If the student changes his name it can be edited on the Basic Information 
screen. The name that appears in the contact info panel is for 
informational purposes only and does not get "updated visually" when you 
change the student's name in the basic info panel, but since the name has 
been updated in the database, this panel will show the updated name the 
next time you load the student information page or go to the edit part of 
the contact info panel.  

o If you get an odd error message, screen print it or copy part of the text, 
and send it to your regional tech.  This message appeared when the student 
name was too long, but the error message didn’t help: 

 

 
 

 

6.4 Student Edit User Defined Fields:    
UDFs are set at the project level.   

 
 Click Students in left Main Menu, and then search for specific student. 

 
 At Student Information Screen, click on UDF tab or scroll down to UDF  

 panel.  Click Edit. 
 

 Type text or number, as indicated in the middle columns, in the text boxes.  
 Click Save at the bottom of the panel. 
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Type answers to the UDF 
questions (Field) in the 
text boxes. (Values)  

 
 Note:  UDFs can be defined as required or not required.  If the field has a red 

dot it must be completed before Save. 

6.5 Student Information: 
 

 Click Students on the Main Menu and then Student Search.  Search for the 
student. Click on the student name row to get to the information page. 

 
 Note: For smaller programs it might be faster to click List Current, rather 

than Student Search on the Student menu. 
 

 To get to specific information sections, scroll down or use the tabs at the top 
of the page. 

 

 
 

 Click on the Edit tab to change any student information.  Click Save or 
Cancel before trying to edit another section. 

 
6.6 Student Disabilities and Accommodations: 
 

 Click on Disabilities & Accommodations on the left student menu.   
 

 To edit either panel, click Edit, make changes, then click Save. 
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6.7 Assessments: 
 

 At student screen, select Assessments from left menu. 
 

 Click on the edit tab for the appropriate assessment area, and select Add.  
Type the date, select test name, test level, and result.  Language defaults to 
English, but can be changed by using the drop down. Select Save after 
entering all assessments in one area. Note: See DOE ACLS website for latest 
assessment policies.  
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 A primary assessment area must be selected for each student. An assessment  

 must be entered first.  Then check the box next to Primary Area.    
 

 Note: There is no error message on this page to warn that primary area has not  
been selected.  If you don’t check the box at this time, you will be reminded at 
the class attendance screen since you won’t be able to enter attendance for the 
student.   
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 Multiple assessments in multiple areas can be entered, but in the primary  

area error messages will appear if assessment date intervals do not comply 
with ACLS Assessment Policy.   Tests cannot be administered within 2 
months of each other.  

 

               
 

 Reminder:  Primary Assessment Area cannot be changed during the fiscal  
year once it has been selected.  Contact your regional tech if you mistakenly 
selected the incorrect primary assessment area.  

 

6.8 Student Goals: 
 

 At student screen, click on Goals in the left Menu. 
 
 

 Click Edit to add goals. 

 
 

 Click on a section row to expand the section. 
 

 Click on a goal row.  It will be highlighted.  Click again and it will disappear  
 from the Goals for selection box and appear in the Selected Goals box. 
 

 
 

Rev: 10/26/03 
8 



 

Scroll mouse over to 
highlight. 
Click to move it to the 
bottom box. 

 
 Continue selecting goals by scrolling down in the first box to each of the goals 

in Section A, B, and C. 
 

 
 

 
 Select Short or Long term for each goal. Click once for Long, click again to 

change it to Short.  
 

 Type Date Set in each box, and check Primary goal. 
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 Note: Save is in the middle of the screen between the Goals for Selection and 

Selected Goals boxes. 
 

If you selected this 
goal by mistake, click 
the bar above. 

9 

The goal is 
highlighted until S 
or L is selected. 



 

Save is here. 

 
 

 

6.9 Recording Goal Achievement: 
 

 At student screen, click on Goals, then click Edit. 
 

 Note: Any goals with an F in the third column are Follow up goals and 
cannot be edited on this screen.  They are automatically tracked using Social 
Security number, or are included in the Follow-up procedure. Goals followed by 
the letter “D” (Dependent upon assessments) are tracked by the assessment 
procedure and cannot be edited on this screen. The 4 dependent goals are: 
improve reading, improve writing, improve math, and communicate effectively in 
English (for LEP students). 

 
 

 
 

Follow up goal can’t be edited here. 

Assessment dependent goal can’t be edited here. 

 For any other goals, type in a Date Met, and then click Save (above the  
 selected goals box). 
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6.10 Exit Student: 
 

 Click Exit Student from any student menu.  A Student Exit Verification  
 screen comes up. 

 
 

 Note:  A blue list of all students shows up to the right of the menu column.   
 Click on names on this list for a quick link to the exit screens.  

 
 Verify all information on this screen.  Use links to edit any information. 

 
 Check Certify box, type an Exit Date, and select Exit Reason from drop  

 down list. 
 

 Click Save. 
 

6.11 Reintake a Student: 
 

 Click Students, then Student Search on left Main Menu.  
 

 Select Exited from the Status drop down list. Type in a name.  Or leave the  
fields blank for a list of all Exited students. Click Search at the bottom of the 
screen. 

   
 Click on the student row, or right click and select Reintake Student link. 

 
 Enter all required information and then click Save.   

 
 
 

 
 

Rev: 10/26/03 
11 



Section 7 Follow Up 

7.1 Follow Up Introduction: 
 

 See the most recent Goals Sheets to review goals that are designated as  
Follow Up. It can be found at the ACLS News 
https://www.doe.mass.edu/acls/news.html SMARTT News  
https://www.doe.mass.edu/acls/mailings/02June/goals_frm.doc   

 
 If a student has provided a SS#, three of the Follow Up goals are tracked by  

data matching.  (You can’t enter any completion information for these.)  
Educational gain goals (Improve Reading, Writing, Math, or 
Communicate Effectively in English) are updated automatically when 
assessments are recorded. (You can’t enter any dates for these goals either.) 
Completion dates for the rest of the Follow Up Required goals and all the 
other goals can be entered. 

 
 
 
 
 
 

The screen below is a student screen, not a Follow up screen.  
Goals must be set here first.  See Quick Guide 6.8, 6.9 Students 

 

Date met for Follow up (F) 
goals can’t be entered at 
student goal screen. Go to 
Follow up at Main Menu. 

Date met for educational 
gain (D) goals can’t be 
entered. It’s determined by 
assessment. See 
https://www.doe.mass.edu/a
cls/news/2003    

 Note: Percentage of goal completion is a critical indicator of program  
 effectiveness.  It is important to enter accurate and timely data into the  
 SMARTT system.   

 
 Reminder: Documentation of Goals Completion is required.  Although you  

don’t enter documentation into the SMARTT system, setting a completion 
date is an indication that the required documentation has been obtained.  See 
DOE ACLS policies or PAWG reports at 
https://www.doe.mass.edu/acls/pawg  for details on goal setting and 
documentation.
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7.2 Follow Up 
 

 Click Follow Up in the left Main Menu.  
 

 Note:  The date under Notes, B is 18 months prior to current date.  Programs 
 are required to follow students for 18 months after they exit the program. 
 

 
 

7.3 Follow Up Search 
 For specific students, use drop downs to select Last Name (starts with, ends 

with, or contains), and to choose specific Follow Up Goals.  Click radio button 
for Service type and Follow-up Goal Status. 

 
 For general searching don’t change any filters and click Search.  This will 

generate a list of all students who should be contacted (follow up goals due). See 
Quick Guide  6.1a  for tips on sorting and using lists. 

 
 Click on a student’s name.  The follow up screen will appear.  A list of all 

students who matched the search criteria will show on the left.  Use the links to 
move quickly through the list for data entry. 

 

Red students are exited.

7.4 Entering Follow Up Data 
 

 Click on the student’s name on the follow-up list. 
 

 Click on Edit tab on Contacts panel.  Then click Add.  A contact date must  
 be added before you can edit anything on Goals panel.  
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 Type Contact Date, choose Contact Type from drop down list, select Yes or  
No from Successful? drop down.  Comments can be entered here, but are not 
required.  

 
 Note: A YES for successful means that the student has been contacted,  

whether or not a goal is reported as met. Choose NO if you tried but could not 
contact the student. 

 
 Click Save. 

 
 Click Edit on Goals panel.  Select Contact Date from drop down. (Only  

 successful contact dates are available.)  Type Date Met.  
 

 
 

 Click Save. 
 

 Note:  The Date Met must be on or before the contact date selected, but must 
be within the current fiscal year.  If a student reports he completed a goal in 
the previous FY, you can’t use that date.  Use a current FY date.   

7.5 Follow up Coordinated with Student’s Goal Screen 
 

 Click on Students on Main Menu.  Search for the student for whom you just 
completed follow up. 

 
 Click on goals on the left menu.  

 
 The date entered in the Follow Up screen will appear in the Date Met  

 column. 
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Section 8   Referrals to Career Centers 
 

 Click Referrals to Career Center from left menu on student information  
 screen. 
  

 Click Edit. 
 

 Use drop down to select Career Center and Referred By.   
 

 
 

 Note: Referred On defaults to current date. 
 

 Click Save. 
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Section 9   Site Assessment Reports  

9.1  Assessment Report (Primary Set): 
 

 Note:  See DOE ACLS Assessment Policy for information about assessment  
 requirements. 

 
 Click Site, then Assessment Report (Primary Set) from Main Menu. 

 

 
 

 To update a student’s assessments, click on the student’s name for a link  
to his assessment screen. 
 

 Note:  This is a useful report for scheduling student assessments.  Click on the  
header row for Approx. Next Test Date to sort by date or primary assessment  
area to sort by assessment area.  It can be exported to Excel for more detailed 
sorting by clicking the Excel icon (green X). 

9.2  Assessment Report (Primary Not Set): 
 

 Click Site, then Assessment Report (Primary Not Set) from Main Menu. 
 

 Click on the students’ names on this list to chose a primary area for each. 
 

 Note:  Attendance can’t be entered unless the primary assessment area is set. 

9.3  Assessment Report (Other): 
 

 Click Site, then Assessment Report (Other) from Main Menu. 
 To update a student’s assessments, click on the student’s name for a link to his  

 assessment screen.   
 Click on the students’ names on this list to chose a primary area for each.  
 Note:  Attendance can’t be entered unless the primary assessment area is set.
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Section 10   Waiting List 
 

10.1 Add a Contact to Wait List: 
 

 Click Wait List on the Main Menu.  The screen will be blank.  Click Add on  
 left menu.  

 

 
 

 Currently, the waitlist is not formatted as tabbed panels.  Scroll down to see  
 all fields and to Save at the bottom. 

 
 Note: There are some Required and some Optional fields.  The required  

 fields are in green font, not red dotted.   

                       

Scroll to the end of 
Optional Input to Save. 
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10.2  View and Edit the Wait List: 
 

 Click on Wait List from Main Menu.  Then click List on left menu. 
 

 Students who are currently on the Wait List will be listed.  Click on the  
   student’s name to update any information.   

 
 You cannot register a student from this screen.  Go to Students, Add Student  

   to take students from Wait List into a site (see Quick Guide Section 6.3). 
 

 Note: Use the Show drop down list to see students who have been Removed  
  or Intaken from the Wait List. 

 

 
 

 Note:  Columns can be sorted and the lists can be printed from this screen. 
  There are links to Excel from this screen.    

 
 Hint:  Click Hide Menu to view entire rows. 

 

 

10.3    Remove a Name from the Wait List: 
 Click Edit Wait List on any List screen. 

 
 Enter the Date Removed and click Save.   

 

 
 Note:  Do not use this feature for students who are registering at a site, use it  

 only for students who are no longer interested in waiting for services.     
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Section 11   Site Rollover 
 

 Is only available on or after June 15th of each fiscal year. 
 

 Click Site in the left Main Menu.  Then click Site Rollover in the left menu. 
 

 Check and update as necessary the information listed in the reports.  Students  
who are not enrolled in classes, or whose goal, assessment, or attendance 
information has not been updated recently are listed. Classes with no 
enrollment are also listed.  There are direct links from this screen to the 
students and classes listed.  

 
 Check the boxes next to each student name in the Inactive Student 

Assessment list.  Note: The check marks will only be saved once you’ve 
completed the entire request for rollover process.  Don’t bother clicking any 
check boxes until you have finished verifying and editing all other 
information. 

 
 Check the Certification box in the Signature Verification box at the bottom  

of the screen.  Be sure to have the Program Coordinator’s OK before 
requesting rollover. 

 
 Note:  Checking the Rollover Signature Verification is a request for Rollover.  

When DOE is ready to rollover the site to the new FY, you will receive e-mail 
notification, and will see the next FY on the main menu screen after you login.  
   

 Reminder:  Rollover is Site specific.  You have to Set View to each site and  
 request rollover for each. 
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Review and correct information for 
these students.  
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Note signature verification. 
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