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Accessing SWITS

Using Your Browser to
Access SWITS

Browser: SWITS requires Microsoft Internet
Explorer 6.0 or higher. To access SWITS,
backspace over the address in the address line,
and type the following URL provided by your
SWITS coordinator in the address Line of your
browser, and hit the enter key.

Security Alert: To protect your data, SWITS is
located on a secure site. To access the secure
site, click Yes.

Warning Message Box: After clicking Yes in the
Security Alert Box, you will be warned that you
must be authorized to use the site. Click Go if you
are authorized. If you have a User ID and a
Password you are authorized to enter.

Browser Window Message: When you enter
SWITS, it opens a new browser window. Your
browser has a built in rule to ask if you would like
to close the current browser window. Click Yes.
If you click No, your current browser window will
remain open, and you will not be able to access
SWITS.
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Irformation you exchange with this ste cannat be viewed or
changed by others. However, there is a prablem with the site’s
security certificate

& The security certficate was issued by a company you have
not chosen to trust. View the certificate to determine whether
you want o trust the certifying authority.
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Accessing SWITS

ldentity Management

User ID: SWITS requires each user to enter their
ID. The user ID may follow a convention such as
the first letter of the first name, and the last name,
or it may be random. You should have received
an ID from your SWITS Administrator. If you have
not received your User ID, contact your SWITS
Administrator. After entering your User ID, hit tab
to enter your password or mouse click inside the
Password box.

Password: To manage your identity, a password
has been assigned to you. As you type itin, you
will see small circles for each character. This is to
prohibit someone from seeing your password and
using it to pose as you to access the system. After
entering your password, click Go.

PIN: After Clicking Go next to the password, you
will be asked for your PIN. To manage your
identity, a Personal Identification Number (PIN)
has been assigned to you. It will be lengthy and
will not appear to follow any convention. This is to
prohibit someone from being able to guess your
PIN, and access the system as you.

After entering your PIN, click Go.

Note: Once you are in SWITS, you will be asked
to change your originally assigned password and
PIN, but be sure to make it something that nobody
will be able to guess. Do not use proper names or
any PIN or password that you have used in the
past for any other system.
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Accessing SWITS

Change Facility

You will notice some important changes when
you access the Change Facility screen. Your
browser toolbar has been modified to eliminate
the forward and back buttons. This is done to
protect the integrity of the data entered. See the
Basic Elements training guide for more
information on navigation.

Facility: SWITS requires each user to have a
access to a Facility for their session. Most users
will be associated with one Agency, but may be
associated with many Facilities.

The facility you select defines the boundaries
within which you can work within this session. All
facilities under your agency are listed in the New
Facility list and you are asked to pick one for this
specific session. Only the facilities that you are
authorized to access will show up in this list.
Everything you do (with the exception of client
search) with a client record would be within the
limits of this facility that you select.

Change Facility: Inthe Change Facility screen,

Current Agency, Current Facility and New
Agency will be grayed out. This means they are
read-only. Use the drop-down box next to New
Facility to select the Facility for the session.
Click Go. You will enter the SWITS Home
screen.

Note: You may use Cancel and go to the menu
on the left. However, you will not be able to
access any client records until you have picked a
facility.
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{r) There are currently 2 people on this facility’s waitlist.
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Accessing SWITS

Current Agency Westat Demo Agency
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Accessing SWITS

Creating a Shortcut
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Some browsers allow you to create a shortcut
which will save time in completing the login
process. To create a shortcut, go to the login

page.
o
Right-click in the open area. Select Create e

Shortcut from the menu.

You will be told that the shortcut will be added to Back _ o
your desktop. Click OK. <« Right Click in the open area
You will see it on your desktop. T
Optional. Right click on the icon. Select Rename. et Al A shorteut to the current page will be placed on your desktop.
. elec
You may rename the icon to SWITS.
OK l [ Cancel l
Create Shortcut <—
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View Source
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Export to Microsoft Excel

Properties




