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What is SMART?

= SMART is a web based action and item tracking system.

= SMART can be used to track many different types of data.

= The data is categorized by activities. Each category contains multiple data
elements known as items.

What is a Category?

= A category is a group of related items.

= Each category has at least one item associated with it. An item type provides the
ability to further categorize the item.

= Everyone should have rights to see at least one category.

= Rights to add, edit and view items in a category can be restricted. If some items
are not being displayed, user rights may be restricted.

= Two more categories can be associated with each other. When this occurs, one
category is considered the master category and the others are sub categories. Each
item in a sub category must be associated with an item in the master category.

What is an Iltem?

= Anitem is a single record within a category.

= Each item must be associated with a only category.

= The rights to a specific item in a category may be limited.

» Rights to add, edit, schedule, assign, delete, resolve and close an item can be
restricted. If you are attempting to perform an action and do not see the
appropriate link or field, the right to perform that action has been limited.

Master - Sub Item relationship

= Some category groups provide a master - sub item relationship. In this
relationship a master item contains high level information and the sub items
contain detailed information.

= A master item can have 0, 1, or many sub-items associated with it.

= Each sub-item must be associated with only one master item.
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Accessing SMART

Access the SMART system from the following web address:

https://chip.ch.doe.gov/smart

A SMART - Microsolt Intermet Explorer

| Be Edt Wew Fawces Took b

| wpack « = - @[ A Qoearch (GiFavorkes Preda (F| D D = [ i

.]mﬁi I{I httprs: fjichip. ch.doe. govismart fsecura/Dachboard. gpa

| HOME

SMART

Yau aré not logged in, and do not have the permissions required 1o
browse calegories as a guesl

To browse categones first [ogin

Usemamea |uu|:|-:|-:|k|-:l

Password |

Gontact Adminigtratorg
. =
& vone [ [ [5 [@ Trusted stes v

Enter your Outlook username and your Outlook password to log into the system.
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Browsing a Category

To browse a project, click on the name of the project on the home page or click on the

browse project link in the menu bar.

-ioix]
| B Edt yow Favorkes Tock Help E
| smpack - = - @[] | Dseach [RiFavortes Grede o3 | B S S H D 8L !
]ﬂ#m |€|H:ps:ﬂdm.&.dne.gm‘fmtlmue!ﬁad‘bnad.wa j ‘-}Gq |
SMART
afigur 14 h I
Il:abegnr,-: Sample Project (sF) Saved FILErS (Create New | Manags Fillar)
el Srnart Admin You have no saved fers at the moment. Create new ifers,
Reports: Open fems |
Filter Mirms: Open Hems: Assigned To Me (Displaying 2 o3
) ELk i i Eﬂm"l'd'““ﬁ”’ E] ss1:2 This also needs to be completed
- Mg Area ﬁmh.ut;aﬂl'_! 9 5571 TaskMesads Done
. Bagorad by me ¥ 583 Test3
Category : Sample Sub-Task 557 Open Hems: In PIOGress (Diplaying 1 of 1)
Leadd: Srran Admin % 5P3 Test3
Reports: Qpen Hems |
Filter Rems: Beparted ltarns | Walches
- BLL - Egpolvad mesnth
- Qubtlanding - iy teeyedly
« Mo dire g = Updabed veos iy
+ Agpigned {o ma = Ml [ Lt}
- Ragpoded by me
Contact Flil‘ﬂlﬂ"'k .!iri ﬂ
3] [ [ |5 @ Trusted stes .
3
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The main page for the project provides a number of services. Each service is described

below.
A Browese Category - SMART - Microsolt Inbernet Explorer =10 =|
| e Edt ow Favorkes Tooks Heb E
| spack - = - @ [3) 4| Doearch [mifaveetes reds 3| G- S H D 5 |
_IJ‘#W|‘B_'|huDs.'J'J'dln.d.dne.w\'fmtlmcue!ﬁwscﬁmt.m?d-I.CIMD j o0 |
BROWSE CATECORY
1-|Categories : Sample Project jkey cr) I
2. [Catenory Lead: Sroat Admin ] 5. |Preset Filters
— - ALl - Resohad recenhy
3. | ] Greate 5 new fem in cateqory Sarmpde Projec | ,&h';,,].!,- ing . e N:Imrgnlt -
. - Mo Area - Updaled racenthy
Reports: - Asslgned to me - Mostimportant
Open lteme - Eepored by ma
4. |pivision 6. |Category Summary
(wth apen (bems in aash division) 1?1_ Q ol 1
ACO 2 & InProgress 5
M 1 f, Beopened i
folels 2 & Resohved ]
oM 4 ¥ Closed 0
EMD 1
Mo Diision 2 7. |Open items
By Assigned
Chriztine Pallini 1
Raobi@El Camennn 2
SmarAdmin 3 —
Wicki Pelersan i
13 5 5 e u]
|
&) Dure I |5 @ Trusted stes Y

1. Category Name | ldentifies the category that is currently being browsed.

2. Category Lead | Identifies the lead person for this category and provide a link to

send this person an email message.

3. Create New Provides a link to create a new item that is associated with the
Item current category. For more information on creating a new item

see the creating a new item section.

4. Divison/ Area Provides a overview of the number of open items associated with
Listing each division or area. If a division/area is clicked, a list of the

items will appear. This example shows item open for a division;

however, a category may have both divisions and areas.

5. Preset Filters Provides links to a group of predefined filters (queries). Clicking

on one of the links will display a listing of all items that match the

specified criteria.

6. Category Provides an overview of the number of items associated with each

Summary status. If a status is clicked, a list of the items with that status will
appear.

7. Open Items Provides an overview of all open items sorted by person that they

are currently assigned to. If an assignee is clicked, a list of items
assigned to that person will appear.

4
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Creating a New Item

To create a new item click on "Create New Item"

o/

| He Edt vew Faworkes Iock Heb -
| dmBock - = - D [ | Dsewch [ElFevodes rveds 5S-G (B O 4 |
| Agdress [ hinps: fchip.ch dos, gov/smartjsacure Dashbosd, Jipa =] e .
HOME
Cordigyes wour Caghbagid
Category | Samphe Project (57 Sawid Filbirs (Creats Mew | Manage Filtem)
Lead: Sroar Agmin You e o Saved filbers a1 the moment Craate néw fllers
Reports: Open Hems |
Filter Merms: Open Bems: Asskgmed To Me  (Displaying 3 of 3)
- ALL - Bggolvgd recantty
. din A pp—” =] 5512 This also needs to be completed
- Mo frea - Wpdatad racqntly [ 5511 | Task Needs Done
- Egpignad fo me - Mgt impadant
- Fperad by me 553 |Testa
Category : Sample Sub-Task (557) Open Bems: In PrOgress  isplaying 1 of 1)
Lead: Srnarl Admin X sPa Test3
Reports: Open Hems |
Filtes Mers: Repored herms | Walthes
=ALL = Bagal 1ecan
- Qulstanging  Added raganty
= Mo direa = Updgted recenthy
- Agpigned o me = Mg im) padant
- BEapedgd by M
Contact Administrators =l
2 | 5 [ Trusted shes y

Choose Category that the item will be added to and the Item type. Click Next

4 Create Them - SMART - Microsoft Internet Explorer =10 =|

| Be Edt Mew Fgeites Took bep B
ok - > - @ 3 A Qrewh Girovortes @reds BB @ & B & |
| Adeess [ ] o ichep.ch, dos. gov/smart fsecure[Craatelssusidefauk spa x| oo |

. CREATE MEW ITEM

Create Iltem
Step 1 of 2: Choose the category and dem fype..

*Calegon | Sample Project 'I
T e Typet |Sample =| (0

Cankac Adminigtrgbors

5
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The entry screen will appear and the form fields will need to be entered. Note that the
fields that are displayed will differ based on the category and item type that is item being
created.

A} Create Ibem - SMART - Microsolt Inbernet Explorer = [=] S

| Be Edt Wew Favortes Took Hep E
depack » = - Q) (1] 3| Dyseacch [EFavodes Fmeds 3 B S = ] oA

Agddress |¢_'Ihm:rs:frcl'-n.<h.d:¢.w.rmt$setue.ﬂ:-ute]m-]sp-a ﬂ G0 |

CREATE MEW ITEM

Create ltem

Step 2 of 2: Enter the defails of the itern...
Calegory. Sample Projec
Itern Typa: 43 Sample

* Summany. |

Assign To! [ Autornatic - =l

Diision: |Mong -
AL
CR

Bl
oce =]

Itern Recabved From |

Dascription: j

Cancel

Contact Admensgtrabors

| KX

£ Dore [ 5 [ Trusted sies

When entering a new item the following field types may exist:

1. Text Field - Allows for any text entry with a limit of 255 characters

2. Drop Down List - Provides a predetermined list of values from which one can be
chosen.

3. Select List - Provides a predetermined list of values from which multiple items can
be chosen by holding down the shift key.

4. Date Field - Allows a date to be entered. The calendar next to the field may be used to
select a date or a date may be enter in the format of MM/DD/YYYY.

5. Text Area - Allows for an unlimited amount of text to be entered.

Note that required fields are marked with an asterisk.
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Adding a Sub-Iltem

Adding a Sub-Item is similar to create a new master item. To create a new sub-item you
can click "Create New Item" as shown above or click Add a Sub-Item inside of the
master item.

A [#5P-3] Test 3 - SMART - Microsoft Internet Explorer =10 x|
| Be Edt Wew Favortes Took Hep [ = |
| wgock ~ & - @D (3] Y| Qewch (slFevores Grreds P/ 5h- I ] B i |
| gdress [ hetps: ichip.ch.dos.govismartfbrowss) -3 I ee |

Hw m :::ttd:si‘:':td 05 AW Updabted: OTHAZ040 1025 Al Dus: DS2003
Type: 5 Sample
Stalus: & InProgress Category: Sample Project
Assignes: Christing Pellini Divizion: ACQ
Reporter: Chrigling Pellini
RCO Groups: ACQ - SPD
Rvailable Workflow Actions  Mtem Receed "
CResobe Rem From:
OStop Prograss
Operations lesting
C1 Al & Sub-ttesn 10 this Actvity | a .
O fsshn this iterm
o j 1o Hhi: iam There are no camments yet on this item

O attach picture io this iterm

O Cgmment on this ierm

O pedete this em

D Edit this item

D5 & Reminder on Bis Aem —
5 Send an E-Mail on tis item

Cwwatching:

‘fou are not watching this item.

Idateh it in he nndified nf rhannes — :I
] https: [fchup, ch.dos. g smant secure Createlssue def aulkt, fspand=10142 [ 5 [ Trusted skes .

In addition to choosing the category and item type a master item must be specified when
creating a sub-item.
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Viewing an Item

When viewing an item, the screen will look similar to the one below. The information
that has been entered will be displayed on the right hand side. Note that fields that are not
filled in will not be displayed. Any comments that have been added to this item will be
displayed on the lower right hand side of the page.

B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10] x|
| B ER vew Faveckes Toos tep [ = |
| bk » = - D[] A Disewch [SiFevorkes Ermeds (P |- S = =] ] QL _
| Aidress [E] hetps: fichin.ch.dos. povismart biowss/sP-4 2l @ |

| LIRTES TECORY FIMD TTEM CREATE MEW ITEM QUL

Waelcome to SMART!

SP4

— = Craated: 0THZ0S 0150 PM Updabed: 071204 0200 P Due: 0204

Types 5 Sample

Status: @ In Progress Categor:.r. Sample Project

Assignee: Fober Camennn Db oM

Reporter: Bobed Camernn

Povallabibe Workflow Actions Koy Type Status Due Date  Summary Assignee  Updated

[ Rsenbem Hem EEF E5T-1 Task Typs Pﬁmlgrﬁs 09/01/2004 Task Nead: Done  pallini Q7 /2972004

Elssr-z  TaskTypei B OPen  po/nz/2004 E‘;;::;‘l:;‘_f‘ B elling O7/12/2004

Operations

I Add a Sub-Rem to tis Actvity OM Groups: OM - OMC

C Aszinn this Bem Qo me) Received

. L1 Example Person

O attach fibe 10 this item Froem:

O Attach piclure ko this item

O Comament on this ifenm

O Delete this item Example Description

O it this itern

O St @ Reminder on his iem Al 1 Hi

O Send an E-Mad on this item Thera arg no carmments yat an this item. —
Crwratching:

You are nol walching this fem

Watch it to be notifed of changes <
] bone [ ][5 (@ Trusted stes .
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Switching between master and sub items

Given the relationship between master and sub items, a link to each sub item is displayed
in the within the master record. To view the details of the sub-item click on the key field

for the desired sub item.

| wBack - =

R [#5P-4] Welcome ta SMART - SMART - Microsalt Internet Explorer =10] x|

| B ER Vew Favorkes Took Help -
- D[ B Doesch [SFevortes eds P 5= S = 5] 1] §L

| Address [4) hetps: fchvo.ch.dos govismartibrowse/ P-4 x| oo

| IRV G TEGORY FIND ITEMS CREATE MEW ITEM QUL
e Details
Koy sp4 Welcome to SMART!
Craated: 0TN204 0150 PM Updated: 0720 0200 P Dys: 0RO

Tymes 5 Sample .

Status: & In Frograss Category: Sample Project

Assignee: Rober Cameron Disision: QM

Reporter: Rober Cameron

Pvailatibe Workfow Actions Koy Type sgtmus Due Date  Summary Assignee  Updated

& In
OR ) H Task Typs 2 Frogress 09/01/2004 Task Nead: Done pallne 07,29/ 2004
Elssr-z  TaskTypei @ OPEn  ng/nn/2004 E‘;;::;‘l:;__f‘ B elling O7/12/2004

Operations

Add 2 Sub-Rem o tis Acthily OM Groups: OM - OMC

C Aszinn this dem Qo me) Receive

. L 3 Example Persan

O attach fibe 10 this item Fromm:

O Attach picture 1o this Bem

O Comment on this idem

O Delete this item Example Description

O it this itern

O Set a Reminder on this item Al 1 Hi

O Send an E-Mail on this item There are no cormments yet an this item. |
ClWatching:

You are ol watching this lem

Watch it to be notified of changes o
] Dene 1 |5 6 Trusted skes r
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To return to the master item, click on the name of the item in the Links section.

A [#55T-1] Task Needs Done - SMART - Microsoft Internet Explorer =10 =|
| B ER vew Faveckes Toos tep [ = |
| Bk » = - D[] A Disewch [SiFevortes @rmeds (P |- S = =] ] @ _
| Adress [&] herps: fchip. ch.dos. gevismart browse/S5T-1 =l o= |

Task Meeds Done
Crasted; DTHI0S 0155 P Updated: Wesberday 0921 PM Dye: 000104

Category: Sample Sub-Task

L1 S5T-1

Ty 9 TaskType 2
Status: @ In Progress
Assignee: Christine Pefling

Reporter: Fober Cameron Team Links: Acthity to Sub.Hem
Hiﬂﬂgg LIHEi
This item acivily:
Anraillable Woarkfow Actions ] SP 4 Watcame to SMARTE l,
O Besobay Hem
O Stop Proqress
Priority: —~ Salect--
Operations
=] igh this Rem
Assion i Wie need ta complete this dependent task
1 fittach fibe to this item
O attach picture to this Bem Al Change Histon
Dﬂllﬂ!mﬂﬂ this flern There are no comments yet on this item
O Delete this item
1 Eglit this itern

O Limk this itern to another dem
O Set a Reminder on this item
O Send an E-Mad an this item

CIWatching:
Wiou ang notwatching this tem
BAfat el i b s mahEad af clannas

] [ [ [5 (@ Trusted skes

| KN

10
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Viewing the History of an Item

This application provides a complete history of all changes that have been made to an
item. The old value, the new value, the person that made the change and the date and time
of the change are all recorded. To view the history of an item, click "Change History".

R [#55T-1] Task Needs Done - SMART - Microsoft Internet Explorer =1o] x|
| Bl Edt Wew Favorkes Toos el -
| wpsk - = - D [2) | Qusesch [SiFevortes @imeds (P |- 5 =1 5] 1 d |
| Aeddress [ €] https: fchip,ch.doe. govismartfbrowse/S5T-1 7pagemhistory x| o= |
& | Puodils | Log Duf
Koy s5T1 Task r_*{ae.g_'.l_s .Duna . - y
Craated: OTHZ08 0150 P Updabed: Vesberday 059:21 PR Dua: 05900104
Ty 9 TaskType 2
Status: & In Progress Category: Sample Sub-Task
Assignes: Christing Palling
Reporter: Rober Camenon Rern Links: Acthiity to Sub-tem
Hgnggg Llhkﬁ
This item acivily:
Aosailable Workflow Actions o SP 4 Watcame to SMARTE i,
O Risabae i
O Stop Proqress
Priority: —~ Salect -
Operations
o ign Wis Mem
Sl Vie need o complete tis dependent task
£ Attach (ke to this item
;mm:;?hw :us item Al Comments
Comment on this item
) ' Change by Robed Carmenan orang 0159 Pa
O Delete this item
I Egil this itern o . e
) This i I
O Limk this itern to another dem Link his issue actiily SP-4 [ St |
OSeta R o
) UTIISIIDGH‘I Change by Christine Pelin poreens 0421 Py
O Send an E-Mail on this item
stalus Open|1] In Progress (3]
CIWatching:
Yo e ol weatching this fem :I
BAfatrds i b s mahEad af clannas
& [ |5 6 Trusted skes -
11
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Editing an Item

An item can be edited by clicking on the "Edit" link on the left hand side of the page
when viewing an item.

B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10] x|
| B ER vew Faveckes Toos tep [ = |
| wesck > - Q[ A | Qsesch (igrevores Frede 3| 5N D ) B ) |
| adress [] hatps: et ch.dos. povismart baowss/sP-4 =l o |

| LIRTES TECORY FIMD TTEM CREATE MEW ITEM QUL

Waelcome to SMART!

SP.4

P . Crasted: 07204 0150 PM Updabed: 07/1204 0200 Pul Due: D504

Ty 5 sample

Status: & In Prograss Category: Sample Project

Assignee: Fober Camennn Db oM

Reporter: Bobed Camernn

Povallabibe Workflow Actions Koy Type Status Due Date  Summary Assignee  Updated

[ Rsenbem Hem EEF E5T-1 Task Typs Pﬁmlgrﬁs 09/01/2004 Task Nead: Done  pallini Q7 /2972004
Elssr-z  TaskTypei B OPen  po/nz/2004 E‘;;::;‘l:;‘_f‘ B elling O7/12/2004

Operations

I Add a Sub-Rem to tis Actvity OM Groups: OM - OMC

C Aszinn this Bem Qo me) Received

1 H Mern Emmple Ferson
O attach fibe 10 this item Froem:
O Attach piclure ko this item

Example Description

O Set a Reminder on this iem AR 1 Hi

O Send an E-Mail on this item There are no comments yet an this item. |
Cratching:

‘You are ol watching tis fem

Watch it to be notifed of changes

] one [ [ [5 (@ Trusted skes

| K

12
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The screen below will allow all fields values of an item to be changed. Once the editing is
completed, a comment regarding the changes may be added, but is not required. Click
"Update" to process the changes.

AR Edsk Then Welcame bo SMART! [SP-4] - SMART - Micrasodt Internet Explorer o [=] S|
| He E# Wew Fawetes ook bep | @ |
| wback = = - @D E) 4| Dsearch [alFavoes Fveds P 5Y- G = & D @ .
| Address [4] itps-fchip.ch.dos. gavismartfsecure EdtIssue| def it fspaid= 1014 3isantypea1 7 =] e

Summany; Weltorme 1o SMARTY Edit [tem
K P4 g this form ba adit the fields of this iterm. You can optiona®y add & commant al the Sanme time explaining your changes
Type: 5 Sample ~Eummay. [welcome to SMARTI
Sius: Qpin
$ op Doz Draatir EE;BIM JiC |

Assigree: Chrisline Pelling

Reporter: Fober Cameron Agaign To IChrlS".lﬁE Pellin "I

OM Groups: IDM - OMC =

Hirmi

Recamed |E xample Parson
Froemi
Destripbn. [Example Descripeion |
Comment: (an oplional comment describing this update)
Updale ;l
commeant
.|
ST I.MI Lgirs -I
Viewabie By b
Update | Cancel

13
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Additional Editing Functions

When viewing an option many additional editing options are available. The additional
functionality is described below:

A [#5P-4] Welcome to SMARTE - SMART - Microsoft Internet Explorer —10o] x|
| Be ER Wew Favortes Took Help E
| etk + = - D [ A Doeoch (GFovorkes Giineds (B3| - B = 1= ) _
| Agdress [£] rrtps: ichp. ch.dos.govimmirt fbrowss P4 7pagemeorments =| #e
SUAT g« R ;&
Hem Details
Kiy: sp.a Welcome to SMART!
Created: OFAML0G 0158 PM Updafed: Today 1058 AM Due- CREE045

Tyme: 5 Sample .

Status & InProgress Category: Sarmple Project

Assignee: Christine Pellin Division: oM

Reporter: Robed Camenn

Rvailable Workilow Actions Eey Type Status Due Date  Summary Assignee Updated
:u 1 T ss71-3 Task Type 2 ai:;:re“ 0970142004 ‘I'a.-sk Needs Done  pellini O7429/2004

TSR P 2 E]ssrz  TaskTyps1 B OREN  po/z/2004 gz'f:;l,'ggl:mdg o pallini 07/12/2004

Oper ations OM Groups: OM - OMC

O Add a Sub-Bem to this Acvity | 3 porn Recaied
T — Brample Person

O Attach fide to this item

1 Attach phclure bo this dem

O Comament on this item Exarmiple Description

O Dalete this fem |5

O il thig itern an Chanipe History

O Set a Remindear on this item There ane no comments yat on hig iem [
O Send an E-Madl on this fem

1wt hing -

LR ST |
] | D) @ Trusted shes v

1. Resolve, Close, Allows change of the status of an item to Resolved, Closed, or
Reopen Item Reopened. The label of this functionality will change based on

the current status. For example, if the current status is

resolved, the label would read Close Item. See Resolving an

Issue for more information.

2. Start, Stop Allows a change of the status to an item. Start Progress will
Progress change the status to In Progress. Stop Progress will change the

status to Open. The label of this functionality will change

based on the current status.

3. Add a Sub-Item Allows the addition of a new Sub-Item which will

automatically be associated with this master record. See

Creating a New Item for more information

4. Assign Allows the person identified as the assignee to be changed.
See Assigning an Item for more information.
5. Delete Allows an item to be deleted. It will be permanently removed

from the database.

14
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Adding a Comment

SMART provides the ability to add comments to an individual item. To add a comment,
click "Comment" on the left -hand side of the page when viewing an item.

B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10] x|
| Bl Rt Wew Favorkes Tooks belp -
| wbeck - = - D (2] 4| Disearch [E)Favorkes @Meds (P | - O I =] 0] & |
| agidress [{€] hetps: ichip.ch. doe. gov]smartfbrowse/5P-4 2] ¢ |
Koy sp.4 Welcome to $HARTI .
Created: O 12040153 PM Updated: Today 11:05 A0 Bue: CRU2E04

Types 5 Sample )

Stoms: 4 I Progress Category: Sample Project

Assignee: Christing Pellinl Division: el

Reporter: Roberd Carngnon

Aol Workdlowe Act Eey Type il::tu: Due Date  Summary Asgsignee Updated

| . & I

OR ﬁ-} S57-1 Task Type 2 Progress 09012004 Task Needs Done pellini OFF29/2004

O Stop Prsmess Elssrz  TaskTypen B OPen  og/n2/2004 ;:'f:;.';:,:{;ffdi o pellini 07/12/2004
Operations OM Groups: OM - OMC

C dd 2 SubeHem to this Aty ftem Recehed)

O A5 in tis fem " Exampla Person

) Attach file 1o this Bem

S Attach Meiure bo this Rem

[ 1 Comment on this e I Example Description

O Delate this dem

CIEelit this itern Al Channe History

O 5et a Remindar on this iem There are no comrments yal on this iem E
i 5end an E-Mail on this Rem

CIatching:

fou are nod watching this dem =
& [ |15 (@ Trusted skes p
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When "Comment" is clicked, the following screen will appear. Once the comment has

been entered, click "Add".

‘3 Add Comment - SMART - Microsoft Internet Explorer

| Be ER Vew Fawotes ook pep
| wmsk - o - QD[ A | Qoewch [HFowres Grieds (P D B = 0 il

=10 x|

| Addrase |21 rerpa:fehip. ch.dos. goviomartjoscure AddCoenmantidaf sl _jspaTidm10143

) SN - 1 « ”R ¢ fb

o ow |

Item Details
Summany: weicome 1o smarm | +dd Comment
e Sp.4 Lise this form fo add a commant to this fem
Types % Sample Comment
Status: & InProgress
Assignee: Chrigting Pellin
Reporter; Roberd Cameron
WE'waglf |AEII Users j
Cancel I
1 L’_I
] Done [ [5 [ Trusted stes 7
16
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Attaching a File

SMART provides the ability to attach files to an item. To attach a file, click "Attach file".

B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10l x|
| B G vew Faverkes Tooks Hep B
| wetek - - @ [2) O | Dseoch GiFevorkes Prede P B I EH D @

| agidress [{€] hetps: ichip.ch. doe. gov]smartfbrowse/5P-4 2] ew

Kinge
Types % Sample

Welcome to SMART!

Created: OFAZ04 0158 PR Updated: Today 11

15 A Due: CRUZE04

Status: & In Frogress Category: Sample Project

Assignes: Christing Pellinl Division: OM

Reporter: Robed Carngron

Avall e Workilow Actions Eey Type Status Due Date  Summary Asgsignee Updated

OR 1 ﬁ-} S5T-1 Task Type 2 a?;l;'m“ 09012004 Task Needs Done pellini OFF29/2004

O Stop Prsmess Elsstz  TaskType1 P OPEN  os/z/2004 ;:if::::,:{ﬁdi o pellini 07/12/2004

Operations OM Groups: OM - OMC

O fld & Sub-Rem to this Activity {tem Recehetl

O Assign his flem Erom: Exampla Parson

FEEM ta this item I

) Attach phciure to this fem

O Comment on this itermn Exarple Description

O Delate this Bem

CIEelit this itern Al Channe History

O5et a Reminder on this item There are no comrments yet on this iem E

£ Send an E-Mail on this fem

C'¥atching:

i e R -
& [ |15 (@ Trusted skes p

17
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When "Attach file" is clicked, the following screen will appear. To select a file click the

Browse button. A windows file selection box will open. Navigate to the file, select it and
click open.

A3 Attach Fibe - SMART - Microsoft Inbernet Explorer

| Be Bt Vew Faoites ook Hep
| wepsck - = - 2] | Disearch (fFavortes Peds (P | B S = [ &

| Agdress [£] hrerps: fehip. ch.dos. gov/smartfsseure AttachFiatdef st jspatidm10143 x| wee

Summany: weicome o smarm | ceach File
Kene Sp.q Lise this form fo aftach a file bo this ilem. Yiou can also explain whalt the file is for using a commeant
Tyme: 43 sample Atachment. | Browse,..
Slatus: ;t Ifi F‘ru.gfess Thee maamum file uplodd see & 500 b, Plesse Zipg files lager Ban this
Assignee: Chrigling Pelling
Reporter; Roberd Carmeron Comment: (an optional comment descnbing this update)
Update

commant

Comment

Viewable |Al| Uszers j

By

Aftach I Cancel

Contact Adminigirators

1| | L’LI
H&] oane

[ |5 (@ Trusted skes v

Note that the file size is limited to 5 MB per file. There is not a limit to the number of
files that can be attached.

18
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Assigning an Item

When clicking "Assign" the following screen will appear. The new assignee must be

specified.

R
| B g wew Faveckes Tok beb [ = |
| wpsk - & - @[ A Qsearch [EFevortes Pmeds P |- DA 0 i |
| Agdress [&] herps: fehip.ch.dos. gov/smartfsseure hssignlssus|def sl_jspatide10143 =l o= |

SM T g 1y

Summany: Welcome 1o SMART! | 351gN Item
e Sp.q Lising this form you can assign this ibem to anathar develapar.
fer? IR e Poi

To:

Status: B InProgress
Assignes: Chrigling Pellini
Reporter; Robed Carmenn Comimient: (an optional carmment descrbing this updati)

Update
comment:

Comenent
Viewable | Al Users =l
By,

[Fodin] caen |

Cantacd ﬁﬂﬁ'l g !lr"ﬂri

¥ o

[@)owe [ [ ]5 [@ Trusted skes Y

Choose an Assign To Person and add a comment (optional) and Click Assign. To exit
with out saving, click Cancel.
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Resolving and Closing an Item

Once the Resolve Item or Close Item function has been pressed, the following screen will
appear.

10l
| B Edt vew Favotes Took beb -
| weck - = - D [2] 4| Disearch [ElFavorkes @tMeds (P | L O =] 0] & _
| Agdress [£] hrerps: fehip. eh.dos. gov/smartfuscure Rrasohvalssustdef sl jspatidm 1014 30ackions1 =l o= |

Resolve Item

Summiany: Weltome o SMART!
e Sp.q Resalving an iterm indicates that the developers ane satisfied the item is finished.

Type: % Sample

Ifyou have perrizsion to close items, you can optionally resabve & close the ilam at the same time.
Status: & InProgress

-

Assignee: Christing Pelling esiution [Canceied Bl
: Rober Carneron .
Reporier: B Crino rrael -

(Select the areas that this Sem iz actualty fooed ind
Assign To! | Christing Pellini =
Comment: (an oplional commend descrbing this updale)

pdate
camment

Comment
Wiewable |AI1 Users j

By
I Resob | Resolve and Close | Caﬂcall

Choose a Resolution, an Area (optional), an Assign To person (person that completed the
work) and add a comment (optional). Click Resolve or Resolve and Close.
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Sending an Email

SMART provides the ability to send an email message containing a link to an item to
others that have the ability to see that item. To send an email message, click "Send an

Email™
B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10l x|
| B ER vew Faverkes Tooks Hep B
| wbeck - = - D (2] 4| Diseorch [E)Favorkes @Meds (P | I O =] 1) & |
| s [ @] butps: ichip.ch. o, govlsmartforowss /-4 =l o= |
Koy sp.4 wacw.".l? to sﬂﬂ:RTl - .
. ﬁ samgle Created: 072049 0158 PM Updafed: Today 0138 PM Dus: 02804
Stoms: 4 I Progress Category: Sample Project
Assignes: Christing Pellinl Division: OM
Reporter: Robed Carngron
Avall e Workilow Actions Eey Type Status Due Date  Summary Asgsignee Updated
OR 1 ﬁ-} S5T-1 Task Type 2 &:;;'m“ 09012004 Task Needs Done pellini OFF29/2004
O Stop Prsmess Elsstz  TaskType1 S OPEN  o9/02/2004 ;:if::::,:{ﬁdi ' pelini 07/12/2004
Operations OM Groups: OM - OMC
£ fhrdd 2 Sashy e to this Activity Mears Focehood
O Asigin tis fem iy Exampla Person
O Attach Tl 1o this item
O Attach pcture to this dem
C Comment on this itern Exarple Description
O Delate this dem
CIEdi this itern Al Channe History
O Set a Beminder on this item There are A0 commments yat on this iem .
1 Send an E-Mail on this dem
Clatching:
bty frnidl =l
& [ [ |5 6 Trusted skes A
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When "Send an Email™ is clicked, the following screen will appear. Select the

recipient(s). To select multiple people, hold down the Ctrl key and click the desired
names. The subject can be changed and a message may be added. Once Send is pressed,
the email message is sent immediately. A copy of the message will be sent to the person

sending the message.

-}ﬁ}mur Send E-Mail - Microsolt Intermet Explorer

! Chiigting Pelini@ch dog gow Alan Handwerker@ch doe gov

Message Information

Angela Harvey@ch.dos.gov
Anibal Taboas@ch doe.gow
Barbara ShelbyEch doe.gov
Bewverly Wilson@ch doe.goy
Carson Meah @ch.doe.gow

Subject: |Smert Link to SF-4

Send | Cancal |

SCMS Rev. 1.2/AS_Exh11.pdf
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Setting a Reminder

SMART provides the ability to set a reminder based on the due date of an item. To add a
reminder click "Set a Reminder". Note that a reminder cannot be set for an item that does
not have a due date specified.

B [#5P-4] Welcome to SMART! - SMART - Microsoft Internet Explorer =10] x|
| Bl Edt Wew Favorkes Tooks Help -
| wbeck - = - D (2] 4| Diseorch [E)Favorkes @Meds (P | I O =] 1) & |
| Adress [ ] hieps: fehip. ch. dos. gov/smart forowss P-4 =l o= |
Koy sp.4 Welcome to $HARTI N .
Created: OFA204 0158 PM Updated: Today 01:38 PM Due: 02804

Types 5 Sample )

Stoms: 4 I Progress Category: Sample Project

Assignee: Christing Pellinl Division: OM

Reporter: Rober Carmeron

Aol Workdlowe Act Eey Type Site;tu: Due Date  Summary Asgsignee Updated

- . n

OR ﬁ-} S57-1 Task Type 2 Prograss 09012004 Task Needs Done pellini OFF29/2004

O Stop Prsmess Elssrz  TaskTypen P OPen  og/n2/2004 ;:'f:;.';:,:{;ffdi ' pelini 07/12/2004
Operations OM Groups: OM - OMC

O A & Sab-Hem to this Activity {tem Recehel

O Asigin tis fem " Exampla Person

) Attach file 1o this Bem

) Attach Meiure to this Rem

O Comament on this iterm Example Description

O Delate this dem

CIEelit this itern Al Channe History

=] minder on this item Thene ang no comments ‘,'E[ on this ilem .
i 5end an E-Mail on this Rem

CIfatching:

ou are mol 'l'l‘&b‘.‘hlﬂl] thig lem :I
& [ [ |5 6 Trusted skes A
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When "Set a Reminder" is clicked the following screen will appear. If previous reminders

have been set, they will be displayed. To add a new reminder click Add.

3 SR T Notification - Microsoft Internet Explorer

=101 x|

Item Key: SP-4 Due Date: DSCE004

Reminders
Elc |Send To Days Notice |5tatus |Dat9 Crezated [Date Sent
Mo Reminders Have Bean Sat

Add Close |

When "Add" is clicked the following screen will appear. By default, the email address
enter will be the person that is currently logged in and the Days Notice is 7; both can be

changed. The Days Notice indicates the number of days before the due date that the

message will be sent. Once complete, click OK and the reminder will be saved.

ﬁ SHMAR T Notification - Microzoft Internet Explorer

=10l x|

Item Infermation
Status: |Pending
Item Key: sP-4 Due Date: IW
Motification Infermation
Email: |l_,"h||51|ne Fellini@ch doe.gov Days Hotice: |7
(8].4 I Cancal
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Navigating Search Results

When any search or preset filter is executed, the following screen will appear. This screen
contains a number of different options.

R Item Navigator - SMART - Microsolt Internet Explorer =10 x|
Be ot Vew Fgeorkes Took Heb K

| webock - > - D () | Qsewch (aiFowetes @eds B3| 5 B = D as

] Address rﬂ ittpes: [ Tchip.ch. doe. gorfemartfsecureTssushlavigator jspatmodes show :J fc’ﬁl}

Ussr: Chrigting Paline

Ty rowsc catecrRy DI CREATE NEW ITES QuIE
Filter:
= EE Item Mavigator
fou ang CumEntly UEing @ niw, unginsd Seanch
O S if a5 @ filter Displaying items 1 to 7 of 7 malching Bems .
Current ieue 5 § OBulk Change: all 7 iSgrmis
<< View & Hide | Wiew > | 3"3*‘997'33 O Coningure your Berm Mai
Categony. | All categories 'I:‘é 7
Salastion Jubsenatically rlosds page T mu’ Summary Assignes Reporter Status Res Created Upsdatesd D“I
% srs  TEST Wicki Patesen  Vidd Petemen ) s Progies UNRESOLVED G780 002704 07 |
Text Search '{J P2 kkkk Emad Admin Hirts Win a sk i Raagened UNRESOLVED O7/20M04 072004 06,
CQuery. | 42 % 5P TestBemn Roben Cameion Robat Camarss 4B s Peogiem UNRESOLVED 072304 072304 07,
Query Fields. ¥ symmary ¥ Description Welcarme
O Fommants % ska o Chrigting Pallini  Robart Camarss @ s Progrers UNRESOLVED OTA204 070004 |00
men SMART
Mi=m Atiritaies 5 sra Testl Chrgting Pallisi  Chigting Pellint | @ s Progress UNRESOLVED OTH204 071204 |0
Rem Tyme: [Risk A | % =Rz IT;:!E'* Smad Admin  Chiisting Fallini o Opan UNRESOLVED O7A2M04 OTHZOD4 |07,
Decision et
Comacime j '{J SF-1  TestBeam | Smad Admin Smat Admin !I s Peagiess UNRESOLVED 07204 | DFHZOG
Reported By I”“"TT'L'
&
Assignee. [Any User -
l— -
o = ol
| [ [5 [@ Trusted stes I
1. View Allows you to view the results of a defined filter
2. Edit Allows you to view and edit the criteria in the currently displayed filter.
A filter can be edited following the same rules for creating a new filter.
3. New Allows you to create a new blank filter. See creating a custom filter for

more information

4. Manage | Allows you to run, delete and change the filters that have been saved.

5. Printable | Changes the view of the page to be more printer friendly. It removes the

page headings

6. Excel Opens an displays the filtered data in an Excel spreadsheet which will

allow the data to be saved and analyzed.

7. Navigator | Presents the results of filter in a grid format The results can be sorted by
Grid clicking on the title of the column. When the column name is clicked

once, the results will be sorted in descending order, clicking twice will

sort the results in ascending order
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Using Quick Search

Quick Search is a feature that allows a search to be performed from any screen in the
application. To perform a quick search, enter an item key, word or pharse into the Quick
Search box located in the upper right hand corner and press the Enter key.

; SMART - Microsoft Internet Explorer ,:l.g_lﬁl
| B ER Vew Favorkes Toos Hel E
| sk - = - Q) (1] Y| Dhsearch [SjFavorkes @Mede F | - O S (= L A |
| Agddress [ rerps: ifehip, ch.dos. gov/smartjseeure/Dashbosed, jspa =] fe |
| HOME | BROY
5!""‘!" Fowi E!Ehhiil!
Calegorny  Sample Project (a9 Savied Fillers (Craste New | Manage Filtern)
Lead: Smar Admin ‘You have no saved filers at the moment. Create new filters
Reports: Open Bems |
Filler Heimns: Open terms: Assigned To Me  (Diplaying & of &)
. + Beolved regantts
.EI.LE_ danding ;mln_-uﬂl'_: =] 5512 This also needs lo be completed
+ Hp Arsa + Updated vecentty T 3571 TaskMeeds Done
- Agigngd b ma - Mot isportand
- Bapored by ma 5 EP4  ‘Welcome o SMART!
S gP3 Test3
Calegory : Sample Sul-Task (55T)
Lead: Smart Admin Open tams: In Progress  (Csplaying 2 of 3)
Reports: Open Rems | 19 55T TaskMesds Done
Filter Hems: 5 =g Weltome 1o SMART
ALL » Rapolvsd rggwntly
- yitanding - fuddad sncanthy 5 sea Test3
- He Aiga - Epdated mcenthy
- Aggign - Mgt imporkan
_%ﬂ“—'iu‘ T Repared barns | Walthes
Contac Administrators ;I
& [ [ |5 [ Trusted skes i

Three different types of searches occur within Quick Search

= |fan item key is entered and the item exists, you will be directed to the viewing
page for that item.

= |f the name of an item type is entered, all items with that item type will be
displayed.

= Otherwise, the application will search the summary and description field and for
the specified word or phrase and return all items
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Creating a Custom Search

To create a new custom search, click on "Find Items".

2} SMART - Microsoft Internet Explorer ;Iﬂlﬁl
| Be Edt Yew Favorites Took  Heb -
_]@hdcv-bv-ﬂ'_f:.']ﬁ-ﬂm;ﬂsmgmu;ﬁf;ij'gjﬂﬂ |
|| Peddress €] itps:iichip.ch.doe.govjsmast jsecureiDashbosrd fops =] e |
SNM A R 1
Pl BROWSE CATECORY | EIND ITEMS EM QUICK SEARL
h T iy
Categorny : Sample Project (5F) Sawed Filters (Create Mew | Manage Fitus)
Lead: Srmar Admin ‘fiou have no saved fiters a1 the moment Creale new fifers
Reports: Qpen Hems |
Filer Hems: Open items: Assigned To Me (Displaying 4 of €
. - Bagpolued secenty
A - Baniless snoutl ] 5512 This also needs o be completad
- Mo Aras i - Eu.d.:;w.uﬁl_t T 5571 TaskMeads Done
- Baported by m ¥ 24 Welcome to SMART)
¥ 2R3 Test3
Categorny : Sample Sub.Task (s57)
Lead: Srmart Admin Open lbams: in Progress  (Displaying 3 of 3)
Repaorts: Qpen Hems | T 8811 TaskMeads Done
Fier tems: % zpa  Welcome 1o SMART
o BLL = R b [ 1 t
- Dittandis - fdded ragan O ze3 Test3
g Ag - Updaled cacaatly
- tF-ul m - Mgt impedant
- Rtpark m Bepored fems | Walthes
ot et ddminicteatnes — ;I
) |5 @ Trusted skes y
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When "Find Items" is clicked the following screen will appear. You will then be able to
fill out the desired fields located on the left-hand side of the page.

R Item Navigator - SMART - Microsoft Internet Explorer

=10] =|
JEiaEdthmlmktbb -
| wsck - = - D (2 Y| Qisewch [GlFmoites Preda F| - D = [ 3 |
|| Peddress [ €] tps:ijchip.ch.doe.govfsmantsecurelssuetisvigator fspaimodemshontcrestetiewstrus =] e |

EIMD ITEMS

tem Mavigator
Tou do not I:I.IrrE'I'ﬂl'g' have a search or filker selactied

he e Navigalor allows you 1o browse all the items in the systern, Filters allow you to

. prmit the items thal you see,
<< View & Hide | Wiew => |

Catagory [WE[ % Lsing the panel on e lef, you can creale and edil new iflers

Sebechion aulomatically reloads page

Text Search
Query. | M ]
Query Fields: [ Summary ¥ Description
™ Comments
Hem Atributes
tbern Type: [Any EI
Moteworthy Practice
Concemn =

Feported By | Any User vl

| &
ASSIGNEE | Any Liger 'I
| &
Statue Dao e | —— :I
|&] Done |5 [ Trusted skes 5

The fields located on the left-hand side allow a specific category and values for different
item attributes to be specified. The attributes include the item type, the assignee, the
status, the due date and a text search of the summary and description. If a specific project
and item type are chosen, the associated custom fields can be searched.

Once the fields are specified, click the View button and the results will be displayed.
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Saving Search Criteria

Once a search has been executed, it can be saved. To save a filter, click the Save button
located on the left-hand side of the screen.

A Item Navigator - SMART - Microsoft Internet Explorer _Ig EI
| Be Edt Vew Favorites Took  Heb -
| sk - 5 - D () | Qsewch alFavertes Pieda (P3| - Dl & [ 0 |
|| Adress [ €] betps:iichip.ch.doe.govfsmantjsecurejIssueNavigator.fopa? | oo |
Ugai: Chigtine Pallis
ME BROWSE CATEGORY WML 8 CREATE MEW ITE
Filter: WView Edit Hew Manage o =
Item Mavigator
LWL arE cormently using & new, ungaved search,
S afilter Displaying items 1 to 2 of 2 matching tems
Current View: m
i £ Bulk Change: a1 2 [t
<< View & Hide | View>> | Browser | Erntable | Excel | XML (0 O Confiure your ftem —
Category. [Sample Project =] 55
Salection automatically celoads page T Key i Summary Assignes Reporier Status Rexs Criated Updated
Waltcome
Category Dhasions ¥ spg (o Christine Pellini Foben Cameron @ In Progiess| UNAESOLVED O7THZ04 | 07/E004
Conby awailable if there is a single category seleobed) SHARTI
In Divisions Any ﬂ \'3 grz  |Test3 Christing Pallini Christise Palliai El In Progiess UHRESOLVED O7HZ04 07204
Mo Divizion
ACQ ;|
Text Search
Query | m
QueryFields: B symmary P Description
™ comments
Herm Atributes
ltern Type: [Any EI
Motewarthy Practice
Concem = =
al | L[_I
|&] Done [ 8 @ Trusted stes P
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When "Save" is clicked the following screen will appear. Enter a name and a description
(optional) for the filter and click Save As.

A Save Current Filter - SMART - Microsoft Internet Explorer :lmﬁl
| B R yew Faetss ook beb BE
| pack - = - D[ | Qewch GiFavorkes Pmeda (P - D= 5 0 _
|| Address [ €] betps:iichip.ch.dos govfsmantjsscurejSavensFiteridef ot fepa | e |

e, Chiigline Pallisd [

ME IROWSE CATEGORY
Fier: View Edit Mew Manage -
Save Current Filter
YU are currently using a new,
unsaved search, Save the cument fitter with a given narme and description,
Summany HyauTe unsung a5 o whal the cument iler is, you can view ils summary in the et hand nadgation.
O Category: Samgple Project Mame: |My assignents for sample project
O Assign Ta: peling _
O Sarted bng ey dascending Description: =]
..
e Save ag | Cancel
Contack Adminigtrators
- —_——
|&] Done |5 [ Trusted skes W

To access a saved filter, click "Manage" located on the left-hand side.
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