Fiscal Health Monitoring System
Entity Tile Functions
Job Aid

1. At the Main Menu - Select Entity Tile

Entity

The Entity page displays

2. Select the Entity (Town or City) on the left side

25 CTFHMS

. Entlty

Town of ABC

TR
i

The Entity Contact page displays

3. Go to the list of Entity Contacts

Entity Contact
First Middle Last Additional
MName Name Mame Title Status Primary Phone Extension Mabile Email Info

& John Smith Finance Director Active Yes &60-099-9990 TESTTESTE@TOWNORARC GOV

Report

Totak

4

*Note: Only a primary user has access to add entity contacts
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Creating a New User:

1. Click + in the top right-hand corner of the Entity Contact table

The Entity Contact Edit page displays

Entity Contact Edit X
r L
First Name Middle Name Last Mame
rC tactT Frats Primary Flag
ontact Title
: m n-Active Yes o No
r _ - _ ~
Lontact Fhone Lontact Ce
Y o e Extension B
Contact Email *
Additional Info
e
FHMS Read FHRS Witz STARS
° Yes. Mo ez o No ez o No
Cancel E

*Note: Red markers indicate required fields

2. Enter Information on the form

*Notes: - FHMS Read — “Yes” gives the contact access to read all data entered in FHMS
(The system will default user credentials to FHMS Read only)
- FHMS Write — “Yes” gives the contact access to enter data in FHMS (but only the primary user
has access to certify the data)
- STARS — “Yes” gives the contact access to the STARS database

Issued 5/21/21 Page 2 of 4




Fiscal Health Monitoring System
Entity Tile Functions
Job Aid

3. Click

The Entity Contact page displays

Entity Contact is added

Editing Active User:

1. Clickthe & to the left of the contact name to edit

The Entity Contact Edit page will display

Entity Contact Edit
First Name Middle Nam Last Mamne
Jahn vlieeis ams Smith
riZ:':a:'. Title Status * Primary Flag
Finance Director m n-Active O ves No
r _ - _
Lontact Fhone Lo
% g60.999.9099 ERTER By
Contact Email *
EETESTTEST@TOWNOFABC.GOV
Additional Info
“
FHMS Read FHMS Write STARS
o Yes Mo o Yes Mo O Yes No
Cancel Apply Changes

*Note: Red markers indicate required fields

2. Enter the Entity Contact changes

*Notes: - Email addresses cannot be changed
- FHMS Read — “Yes” gives the contact access to read all data entered in FHMS
- FHMS Write — “Yes” gives the contact access to enter data in FHMS (but only the primary user
(Town Administrator) has access to certify the data)
- STARS — “Yes” gives the contact access to the STARS database
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The Entity Contact page displays

Entity Contact is added

To get back to the main screen:

Click at the top left corner of the page

The Main Menu will display
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