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__________________________________________________________________________________________________________________ 
GET STARTED 
Welcome to Let’s Work Smart! 
 

Portal link: ​ https://portal.letsworksmart.com/  

Using the url above, all users will be able to log into any of the modules under LWS. Enter your username 
and temporary password to log into the portal. 
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_________________________________________________________________________________________________________________ 
FORGOT USERNAME 
Enter the LWS portal link below into your browser: 
https://portal.letsworksmart.com/  
 
Click “Forgot Username”. 
 
The user will be taken to a screen and will be asked to enter 
the email address assigned to the account. 
 

After the email address is entered and submitted, users will 
receive an email with the username. 
 

The user can now use the username to log into the portal. 
 
 
 

_________________________________________________________________________________________________________________ 
FORGOT PASSWORD 
Enter the LWS portal link below into your browser: 
https://portal.letsworksmart.com/  
 
Click “Forgot Password”. 
 
The user will be taken to a screen and will be asked to enter 
the username assigned to the account. 
 
After the username is entered and submitted, users will 
receive an email with the information to reset the password. 
The user should click the reset password link in the email. 
 
The user will be taken to a different screen and will be asked 
to enter a new password and reenter the new password. 
 
The user is now ready to enter the LWS portal. 
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_________________________________________________________________________________________________________________ 
HOMEPAGE DASHBOARD 

 
1.   ​Submissions Widget​: Quick overview of submissions with a due date within the next 2 weeks. Users 

can click the “Submissions” header and view the submissions module. The user can click the name of 
each submission to view and submit the requested requirements/documents. 

2.   ​Announcements Widget​: Quick overview of announcements. Users can click the “Announcements” 
header to view the announcements module. The user can click the name of each announcement to view 
the details. 

3.   ​Submission Document Status Widget​: Quick overview of the submission status of the documents by 
the users/schools. It will show items up to 30 days out. Users can click the graph or the series to view 
the submissions for that category. 

4.   ​Notifications Widget​: Quick overview of new comments from the district administrator view and to 
respond to the comments. 

5.   ​Calendar​: Interactive calendar for users/schools to plan their time to meet due dates. 
6.   ​Help​: Users can access user manuals and help resources. 
7.   ​Profile​: The user will be able to change their password, make changes to the profile and logout of the 

portal. 
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The following buttons are located on the far left-hand side of the LWS homepage: 
 

 
8.   ​Homepage Button​: The user can go back to the homepage/dashboard by clicking on the homepage 

button. 
9.   ​Submission Module​: This module will allow the user to view all of the submissions that they are 

assigned.  
10. ​Project Management Module​: One or more submissions can be linked to a project or multiple projects. 

Users can review submissions based on projects.  
11. ​Notification Module​: Comments sent by the district for any submission can be viewed right here in the 

notification module on the dashboard. 
12. ​District Submissions and Announcements Updates Module​: Users will receive weekly updates from 

the district by a set date and time. The updates will include submissions and announcements that are 
due for the school. These updates are customized and users will only see the updates that they are 
accountable for.  

 
__________________________________________________________________________________________________________________ 
MULTIPLE SCHOOL ACCESS  

 
 
Only users that have access to multiple schools will 
be able to view this feature. Users can click on the 
drop-down menu to choose the school they would like 
to work from. Once the school is selected, the portal 
view is changed to the selected school’s mode. 
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__________________________________________________________________________________________________________________ 

USER ACCOUNT  
CHANGE PASSWORD 

 
 
 
 
 
 
 
 
 
 
 
 
 

To change the password for your account: 
1. Hover over the top-right corner and click on the name. 
2. From the drop-down menu, click change password. 
3. The user will be allowed to change their password on the next screen. 

 
UPDATE PROFILE 
 
 
 
 
 
 
 
 
 
 
 
 
To modify your user profile: 

1. Hover over the top-right corner and 
click on the name.  

2. From the drop-down menu, click on the 
profile button. 

3. The user will be allowed to add/modify 
the  information on the new screen. 

All content is Copyright © Let’s Work Smart, LLC. All rights reserved. ​8 



  
 

                              Let’s Work Smart Process Guide 
 
SUBSCRIBE TO INSTITUTE INSIGHTS 
By turning on this feature, the user will start receiving 
the Institute Insights, which is a weekly district 
submission and announcements update newsletter 
delivered via email. Users can turn this feature on or off. 
 
SUBSCRIBE TO ALERTS 
By turning on this feature, the user will start receiving 
alerts from the district for submissions. Users can turn 
this feature on or off. 
 
 
LOGOUT 
To logout of the portal: 

1. Hover over the top-right corner and click on the name. 
2. From the drop-down menu, click on the logout button. 
3. The user will be logged out of the session. 
4. The user will have to log in again to begin a new session. 

_____________________________________________________________________________________________________________ 
GLOSSARY 
LWS ROLES OVERVIEW 

 
ICON DESCRIPTION 
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Name  Description 

User Admin  School-level access limited to the departments assigned by the Admin. This role will be 
able to create users. All School Leaders/Principals are automatically assigned this role 
by the Institute. 

User  School-level access limited to the departments assigned by the Admin.  

Name  Description 

 
New submission notification. 

 
High priority submission notification. 

 
Low priority submission notification. 

 
Overdue submission notification. 
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USER SUBMISSION STATUS 
A submission can have one or more documents and/or smart form requirements that the user needs to 
submit. The user status will show the overall status of the requirement.  
 
 
 
 
 
 
  

 
DOCUMENT SUBMISSION STATUS 
The status of a single document that is requested for the submission.  
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Name  Description 

Pending  The user/school has not submitted any documents/evidence. 

In Progress  The user/school has not submitted all of the requested documents/evidence. 

Review  The user/school has submitted the requested documents/evidence and is ready for review. 

Denied  The documents/evidence has been reviewed and is denied for re-submission. 

Approved  The documents/evidence has been reviewed and is approved. 

Exempt  As needed, the district can set a document requirement as exempt.  

Name  Description 

Pending  The user/school has not submitted any documents/evidence. 

Review  The user/school has submitted the requested documents/evidence and is ready for review. 

Denied  The documents/evidence has been reviewed and is denied for re-submission. 

Approved  The documents/evidence has been reviewed and is approved. 

Exempt  As needed, the district can set a document requirement as exempt.  
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SUBMISSION MODULE TERMINOLOGY 

  
1. Date ​when the user has to submit the evidence requested in the submission/requirement. 
2. The user will identify which ​department ​requested the submission/requirement. 
3. Submissions are categorized as high, medium, or low ​priority ​depending on the importance and urgency.  
4. Refer to the ​User Submission Status​ in the glossary. 
5. The administrator can create ​tags ​under which a submission can be categorized. 
6. The administrator’s ​expectation ​on what the user/school needs to submit to meet the requirement. 
7. Additional information​ about the submission. The administrator can also provide more guidance about 

the submission.  
8. Title ​of the requirement provided by the administrator. 
9. Date ​when the user has to submit the evidence requested in the submission/requirement. 
10. Acceptable file type​ provided by the administrator (word, excel, pdf, image, all) 
11. Status of the document (Pending, Denied, Review, and Approved) Refer to ​document submission status 

table in the glossary. 
12. Upload file​: Users can upload the evidence using the upload file feature. Once uploaded, the user will 

see that 100% of the file is uploaded with a “Done” symbol. 
13. History​: Users can upload evidence any number of times until the set due date. Users can access the 

previous documents submitted using the history icon. 
14. Sample documents​ provided by the administrator to assist the school/user for reference/guidance. 
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_________________________________________________________________________________________________________________ 
SUBMISSION MODULE 
The Let’s Work Smart system uses UTC time zone for all dates which is a standard time zone to support 
clients from various time zones like eastern, central, pacific etc. The cut off for submissions deadlines are 
midnight UTC which means it’s ​7pm on the date that it is due​.  
 
There are four ways to submit the evidence for the submissions: 

1.   ​Submission widget​ (Homepage/Dashboard) 
2.   ​Submission module​ (Sidebar) 
3.   ​Submission document status widget​ (Homepage/Dashboard) 
4.   ​Project management​ (Sidebar) 

 
SUBMIT FROM THE SUBMISSIONS WIDGET  

Click any task/submission from the dashboard/homepage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The user will be taken to the actual submission page. The user will be able to see more details about the 
requirements for the submission. 

 
Users can use the “Submit Document” button to upload the evidence requested. 
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SUBMIT FROM THE SUBMISSION MODULE 
 

Click the “Submission” icon on the sidebar. 
 
 
 
 
 
 
 
The user will be taken to the submission module and will see a list of all submissions that are assigned to 
their role/department. 

1. Users can​ change dates​ to extend their search criteria. 
2.   Users can ​export the search criteria​ of submissions to a spreadsheet. 
3.   Users can modify the search criteria using the ​filters ​provided. 
4.   To ​review more details/provide more evidence for each submission​, the user should click the “Details” 

button. The user will be taken to the actual submission page. The user will be able to see more details 
about the requirements for the submission. Users can then use the “Submit Document” button to upload 
the evidence requested. 

 

All content is Copyright © Let’s Work Smart, LLC. All rights reserved. ​13 



  
 

                              Let’s Work Smart Process Guide 

 
SUBMIT FROM THE SUBMISSION DOCUMENT STATUS WIDGET 
Click on the “Pending” section of the graph or the 
listed series, or the listed series, which is 
color-coordinated according to the status of the 
submission.   
 
Note: The user can also click any pending portion of 
the graph to review other status reports (Pending, 
Review, Denied, and Approved).  
 
 
 
The user will be taken to the page below. The user will see all of the Pending submissions. The user can 
modify the search criteria using the filters provided, as shown below. 

 
After clicking the “Details” button, the user will be taken to the submission page and will be able to see more 
details about the requirements for the submission. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Users can use the “Submit Document” button to upload the evidence requested. 
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SUBMIT FROM PROJECT MANAGEMENT 
Click the “Project Management” icon from the 
sidebar on the homepage. 
 
 
 
 
 
 
 
The user will be taken to the “Project Management” page. The user will see a list of all projects that the 
administrator has assigned to the school/user. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   The user can modify the search criteria using the ​filters ​provided. 
2.   Click the “Details” button. The user will be taken to the project page. The user can ​review more details 

of the project including all the submissions assigned to that project.  

Users can use the “Submit Documents” button to upload the evidence requested. 
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__________________________________________________________________________________________________________________ 
SMART FORMS 
Smart forms feature allows the school district to collect surveys from schools. Once the user is on the 
“Submission” page, the user will see the section where they can complete the requested questions. 
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__________________________________________________________________________________________________________________ 
ANNOUNCEMENTS 
The user has two options for reviewing announcements.  
 
REVIEW ANNOUNCEMENTS FROM DASHBOARD WIDGET 

Click on “Announcements” from the dashboard.  

 
The user will then be taken to the “Announcements” page.  

 
The user will see more details about the announcement once they click on the “Details” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The user can click the “Close” button to go back to the announcement page. 
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REVIEW ANNOUNCEMENTS FROM ANNOUNCEMENTS MODULE 
From the homepage, click the “Announcements” icon on the sidebar. Users will then be 
taken to the “Announcements” page, where they can see all of the announcements from 
the departments they are responsible for. 
 

 
 
 
 
 
 
 
 
 
 

1.   Users can ​change dates​ to extend their search criteria. 
2.   Users can ​export the search criteria of submissions​ to a spreadsheet. 
3.   The user can modify the search criteria using the ​filters ​provided. 
4.   Click the “Details” button. The user will be taken to the individual announcement page. The user can 

review more details​ of the announcement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The user can click the “Close” button to go back to the “Announcements” page. 
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__________________________________________________________________________________________________________________ 
COMMENTS 
Use the “Comment” button on the submission page to provide quick updates or seek information about a 
particular submission. 

 

 
After the user clicks the “Comments” button, a 
pop-up window will open for the user to send 
comments. 
 
Users can send comments from the pop- up  
window. 
 
The user can close the comment box by  
clicking the “X” button on the top-right of the  
comment box. 
 
The user can see the title of the submission on the 
header of the comment box. 
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__________________________________________________________________________________________________________________ 
NOTIFICATIONS 
The LWS system allows users to review new comments for any submission through the “Notification” 
Dashboard Widget. 

1.   Click on the “Submission” icon to​ review the submission​ from which the comment was initiated. 
2.   Click the “View Comments” icon to ​review the comment history and respond to the latest comment​. 
3.   The user needs to click on the check box, indicating that the user has read the comment in order to 
remove it from the notification widget​. 

 
 
 
 
 
 
 

 
 
 
__________________________________________________________________________________________________________________ 
INSTITUTE INSIGHTS 
Users will receive weekly updates from the district by a set date and time (Institute Insights). The 
updates will include submissions and announcements that are due for the school within the next 30 
days. These updates are customized and users will only see the updates that they are accountable 
for. The User can click on the “Institute Insights” icon on the sidebar to see the history of the updates sent 
each week. 

 

All content is Copyright © Let’s Work Smart, LLC. All rights reserved. ​20 



  
 

                              Let’s Work Smart Process Guide 

__________________________________________________________________________________________________________________ 
SUBMISSIONS ANALYSIS REPORTS 

Users can access several interactive reports that will provide submissions 
status of the requirements. Users can access these reports under the 
“Submission Module”. Users can view the following reports: Risk Analysis, 
Submission Overview, Document Overview, and Status Report.  
 
RISK ANALYSIS OVERVIEW 
Each of the “Risk Analysis” reports presented in this tab can be filtered by Departments or Tags. There are 
four reports that can be viewed in this section: 

1. Overdue-Late-Missed​: This report shows what percentage of the user’s school’s submissions are 
overdue, were late, or were missed. It also compares the school’s percentages to the other schools in 
this district. 

2. Departments​: This report allows the user to compare their school’s performance on a departmental 
basis. The report allows the user to see how many of each of the following indicators applies to 
submissions done by a particular department: Total Submissions, Submitted on Time, Submitted Late, 
Missed, and Exempt.  
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3. Tags​: This report allows the user to compare their school’s performance by tag. The report allows the 

user to see how many of each of the following indicators applies to submissions done with a particular 
tag: Total Submissions, Submitted on Time, Submitted Late, Missed, and Exempt.  

 
4. Overall Counts​: This report allows the user to get a record of the specific counts of each parameter 

listed above for their school. 
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SUBMISSION OVERVIEW 
Users will be able to review the status of their requirements for 
their role while using the “Submission Overview” feature. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Users can use the drop-down menu to view the status of the submissions for the selected ​department​. 
2.   Users can use the drop-down menu to view the status of each submission based on the selected ​tags​. 
3.   Users can customize ​dates ​for the submission they would like to view. 
4.   The user can ​download evidence ​submitted for the entire department using the download document 

feature. Note: This button is only active when only one department is selected. 
5.   Users can click on the ​status ​and a pop-up menu will open with the submissions that are listed for that 

status. 
6.   Users can click any portion of the graph and a pop-up menu will open with the submissions that are 

listed for that ​status​. 
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DOCUMENT OVERVIEW 
The user will be able to view selected or overall list of 
documents submitted while using the “Document Overview” 
feature. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Users can use the drop-down menu to view the documents for each submission for the selected 
department​. 

2.   Users can use the drop-down menu to view the documents for each submission based on the selected 
tags​. 

3.   Users can use the ​document status​ drop-down menu to view the documents for the selected status 
(All, Pending, Review, Denied, Approved and Exempt) 

4.   Users can customize ​dates ​for the documents they would like to view. 
5.   Users can use the ​“Export to Excel”​ button to export the selected information to an Excel spreadsheet. 
6.   Users can modify the search criteria using the ​filters ​provided. 
7.   Users can use the “Details” button to ​view the submission​. The user will be redirected to the actual 

submission page. 
8.   Users can view the ​document submitted for the requirement ​by clicking on the document link. 
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STATUS REPORT 
The user will be able to view and print the submission status based on 
the selected options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Users can use the drop-down menu to view the report for the selected ​department​. 
2.   Users can use the drop-down menu to view the report for the selected ​tags​. 
3.   Users can customize ​dates ​for the report they would like to view.  
Note: Users can print or download the report to the computer. 
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__________________________________________________________________________________________________________________ 
CALENDAR 
The calendar feature allows users to allocate their time wisely on items that need their attention. The 
calendar view provides submissions and announcements with due dates by departments and tags. This will 
allow the schools to review items in a timely, consistent, and predictable manner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Users can view the drop-down menu to ​view either submissions or announcements​. If nothing is 
selected, the user can see both submissions and announcements. Submissions and announcements 
have different color-codes to make it easier for the user. 

2.   Users can view announcements and/or submissions based on the ​departments ​selected using the 
drop-down menu. 

3.   Users can view announcements and/or submissions based on ​tags ​selected using the drop-down menu. 
4.   The user can use the “Save Preferences” button to ​save the search criteria​. Once saved, the user will 

first view the calendar based on the saved preference. 
5.   Users can use the ​“Export to Excel”​ button to export the selected information to an Excel spreadsheet. 
6.   Users can select the ​time frame​ they would like to view the calendar as (day, week, work week, month, 

or agenda).  
7.   The user can click on each submission or announcement on the calendar and the user will be redirected 

to that particular submission or announcement to ​view full details​. 
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__________________________________________________________________________________________________________________ 
ADMINISTRATION 
ADD NEW USER 
It is the responsibility of the School Leader to add new personnel from their school into 
the Let’s Work Smart database. The steps for adding a new user to the school are as 
follows: 

1. Click on the gear icon on the toolbar on the right side of the dashboard. Then, 
select the “Users” button.  

2. Select the “Add User” button on the upper right-hand side. 
3. Fill out the new user’s information in the “User Info” tab.  

a. The username should be the ​user’s email address​.  
b. Fields for middle name, gender, and description are optional.  

 

4. (Optional) Enter the new user’s address in the “Address” tab.  

5. Select any departments that the new user 
needs access to in the “Departments” tab.  
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__________________________________________________________________________________________________________________ 
SCHOOLS PROFILE 
VIEW AND EDIT SCHOOL CONTACTS 
To view the contacts for your school: 

1. Click on the gear icon for settings.  
2. From the drop-down menu, click “Schools Profile”​. 
3. Once the profile has loaded, click the “Contacts” tab in the 

upper left-hand corner.  
4. From this page, you can view or edit the 

contacts listed for your school.  
5. To edit, you click on each box for the role 

you desire. You must fill out the first name, 
last name, email, and phone number in 
order to save the contact.  

6. School contacts must be updated by the 
Institute deadline annually. School contacts 
should also be updated throughout the year 
if any changes to personnel occur. 
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VIEW AND EDIT SCHOOL BOARD MEMBER CONTACTS 
To view the Board Member contacts for your school: 

1. Click on the gear icon for settings.  
2. From the drop-down menu, click “Schools Profile”​. 
3. Once the profile has loaded, click the “Board” tab in the 

upper left-hand corner.  
4. From this page, you can view or edit the Board Member 

contacts listed for your school. 
5. To edit, you click on each box for the role you desire. You 

must fill out the first name, last name, email, 
and phone number in order to save the 
contact.  

6. Board contacts must be updated by the 
Institute deadline annually. Board contacts 
should also be updated throughout the year if 
any changes to personnel occur. 

 
 
 
 

 
 
 
 
 

-END OF PROCESS GUIDE- 
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