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ServicePoint 5 Usage Notes
Web Addresses
Rural Arizona (Balance of State HMIS) - ServicePoint Version 5 LIVE Site
https://sp5.servicept.com/ruralaz

· Enter all program participants through this site

Username: ________________________


Password:  ________________________


· Password requirements:  8 – 16 characters and containing at least 2 numbers, forced to change passwords every 45 days

ServicePoint Version 5 TRAINING Site

https://sp5.servicept.com/ruralaz_training/

· Enter only fictional names on this site – NO real clients

Username: same as your ServicePoint version 4 username


Password: same as your ServicePoint version 4 password as of early May 2011

(not necessarily your current password)

PKI Security 

Every computer that will be used to access ServicePoint will need to have a PKI Security Certificate installed.  To download the certificate and find instructions on how to install, go to:


http://www.symmetricsolutions.com/ruralazhmis/pki.html


Quick Reference Guides

To download, view, and/or print the Quick Reference Guides, as well as other forms, go to:


http://www.symmetricsolutions.com/ruralazhmis/documents.html

Support and Help


Scott Rich




Don Logue

(800) 509-3077 or (541) 399-3191

(480) 203-8861





hmissupport@gmail.com


dlogue@symmetricsolutions.com
Emails or text messages are preferred over phone.  If you text us, make sure we have your cell number so we know who you are.

If you assistance in using ServicePoint, please do the following, in this order:

1. Consult the Quick Reference Guides for data entry help.

2. View the Help file in ServicePoint.

3. Ask another user in your office.

4. Consult the Data Entry Notes and Common Problems listed below.

5. Contact Don or Scott as described above. 

Symbols
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Data Entry Notes

· Data should be entered within two working days from program entry.  Program exits must be completed within two working days from exit.

· Enter all dates as mm/dd/yyyy.  You can use the pop-up calendar to select.

· Explain to participants to importance of signing the HMIS Client Acknowledgement Form.  Our funders require us to collect this information.  If participants absolutely refuse to sign, you must “close” their file using the lock symbols before entering a client into your program.

· As a general rule, do not use the trashcan for deleting information.  Most likely, data should be end-dated or changed through clicking on the pencil symbol to open an edit window.

Common Data-Entry Problems

· Creating duplicate client records by not searching for a client prior to creating a record for the individual

· Not entering all your clients

· Not selecting the correct Provider (program) - you must select the correct program and not leave it at the Agency level

· Not completing all data for the children and other household members

· Incorrect entry dates

· Forgetting to enter the service transactions and entering incorrect or incomplete service transactions

· Forgetting to Exit your clients out of a program
ServicePoint Usage Notes, 1

