Findings Integrated Templates – FIT for Reps Release 12.0 (March 2011)
1. Before proceeding, ensure that your computer meets the following hardware/software requirements:  Microsoft Office Word and Access (version 2007 or later), a 500 megahertz processor or higher, 256 megabytes of Random Access Memory, and Windows XP with Service Pack 3 or later operating system. (This application will likely not work properly on Linux or Mac operating systems.) NOTE: The included screen shots were made using Word 2007 and will look slightly different with Office 2010.
2. Download the FIT for Representative zip install file from the Social Security Administration (SSA) website located at http://www.socialsecurity.gov/appeals/fit/. 
3. Double-click the zip file that you downloaded. 
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4. WinZip opens on your screen. Click the Extract button to start the install. (See below)
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5. The Extract screen opens the selection of where the files should be loaded on your laptop. Select the C:\ directory. Then click the Extract button, which will load the FIT files on your computer. (See below)
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NOTE: If you don’t have WinZip and use the Windows unzip utility, please ensure that the unzipped files are located in the C:\HA\ directory.

6. To verify the files successfully installed, open Microsoft Word.

NOTE: Steps 7-13 update the Macro Security settings in Word and modify the Word Startup path. These setting are set once during the initial setup and not changed again.
7. Click the Office Button in the Word main menu bar and then click Word Options. (See below)
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8. Click on the Trust Center on the left menu. Then click on the Trust Center Settings button. (See highlighted area below)
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9. After the Trust Center screen appears click on the Enable all macros setting and click the Trust access to the VBA project object model checkbox. (See below)
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10. Go back to the Word Options screen and select Advanced on the left menu. Scroll down and select File Locations.
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11. On the File Locations Tab, click on Startup in the list of locations and then click the Modify button. (See below).
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12. Change the directory location by clicking the down arrow on the right side of the “Look in:” box and then navigate to c:\Ha\Oha_CPMS\Startup. 
Click “OK” on the bottom right of your screen to accept this location.
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13. After clicking “OK”, c:\Ha\Oha_CPMS\Startup will appear as the  new “Startup” directory. (See below)
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14. Click “OK” and close Word to save the settings you just made.
15. To use the FIT templates – Reopen Word.
NOTE: If upon re-entering Word you are prompted with a Security Warning similar to the one displayed below, select the option to Enable Macros.
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16. Click on File, New SSA Doc.
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17. You are now able to access the DGS Main menu. 
18. To access the FIT decisional templates--Click on the "+" sign in front of the Decisions subfolder.
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19. Double clicking on the FIT Fully Favorable Decision template will generate a series of DGS forms for you to complete. The forms are smart enabled, meaning that some forms will be hidden and only appear based on information already provided to the fields that are entered. Once the forms are completed and the “Done” button is pressed, the decision will be generated. There are edit checks for incorrect data. If any edits exist, they will need to be corrected before the decision can be generated. Below is a sample screenshot of the forms that need to be filled out. Note: You must complete each page of the user forms sequentially because subsequent pages are determined based on the selections of the first several pages. In other words, you must complete information about Steps 1 & 2 before proceeding with subsequent steps of the sequential evaluation.
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Select Word Options





Select “Trust Center Settings”
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