Housing and Community Services

‘ Wel I 333 Texas Street, Shreveport, LA. 71101
Wellsky.com | 1.855.WELLSKY

s Well

COMMUNITY SERVICES
(SERVICEPOINT)

FORGOT PASSWORD

USER/SYSTEM ADMINISTRATOR
DOCUMENTATION

© 2019 WellSky Corporation. All Rights Reserved.

ServicePoint™ and the ServicePoint™ logo are trademarks of WellSky Corporation. All other brand or product names are trademarks or
registered trademarks of their respective holders.

All agency and client names depicted herein are completely fictitious. No association with any real organization or persons is intended
or should be inferred.

WellSky
Housing and Community Services
333 Texas Street, Suite 300
Shreveport, LA 71101
Corporate: (855) WELLSKY
Toll Free: (844) 213-8780
Direct: (318) 213-8780
Fax: (318) 213-8784
http://www.wellsky.com

Forgot Password Documentation Page 1 2019.05.01



Housing and Community Services

/‘ We" ey 333 Texas Street, Shreveport, LA. 71101
: ) Wellsky.com | 1.855.WELLSKY

FORGOT PASSWORD

USERS ARE ABLE TO RESET THE PASSWORD IN THE EVENT IT HAS BEEN FORGOTTEN. THIS IS A “SELF-SERVICE” TOOL AND
DOES NOT REQUIRE THE ASSISTANCE OF THE AGENCY’S SYSTEM ADMINISTRATOR. THIS GUIDE CAN BE USED AS A
COMPANION DOCUMENT TO DEMONSTRATE THE FULL PROCESS AND WHAT STEPS TO EXPECT.

*Please Note — For a user to take advantage of this process, an active and accessible email address will need to be saved
in the User Base tab of the staff member’s profile. This will need to be completed by either the end user or a System
Administrator prior to the reset. (This functionality is not valid for Cp5Admin users or SyncPoint users on your site).

To add an email address to a User Profile please do the following:
A. The user can click on the sprocket next to the user's name on the upper right hand corner of the screen.
» SERVICE i Adam Test Sub 2 &

SP5 Demo Site Mode
& Adam's Test Subordinate 2

May 01,2018

fw Home > Home Page Dashboard Type here for Giobal Search

Last Viewed Favorites - -
System News (11) ’ Follow Up List (0)
Home
ClientPoint Date Headline Client ID Type Date Time Remaining
” 04/17/2019 Testing the news format
ResourcePoint
It int 09/30/2014 HMIS Data Dictionary Changes
Re: ) 08/09/2013 Downtime
/15/2 s
Admin 05/15/2013 |Link:
- 09/13/2011 AHAR Data Collection Starts 10/31/2011
01/01/2011 HMIS 2011 Training Schedule
View All View All
» Customize Home Page Dashboard
B. Enter avalid email address for the user and click Save & Exit.
SrKviILE . o
S Ly eone 2
SP5 Demo Site Name Adam Test Sub 2 (1764) JErier Data As
Adam's Test Subordin Title =
A User Name adamsub2 |
Hore > Horme Pag [N PIE—— — 0
Last Viewed  Favorites Role Case Manager 11 =
e
Home E-mai F—
CllentPoint Telephone o o
ResourcePoint
prerer
ShelterPoint oo
Rey 4 Allow User to tab to Goal inks within Assessments
Admin
Change Password Save Save & Ext Exit
Logout —
BI/ST/2511 HNTE 2011 TralRing SchedUie

View All View All

»  Customize Home Page Dashboard
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Resetting the Password

Users can reset their password if it has been forgotten. If a User requires a password reset, follow the steps on the screen and in this
guide to gain access to the database.

1. Click the Forgot Password Link.

<> SERVICEpoint’

sp5-rcs-51268

User Name || |

Password | I

eon | -

Forgot Password

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved

2. The screen will refresh, and “verification” screen will appear. Type in the User Name that is used to log into Community
Services (ServicePoint) and click Send to send a link to the associated email address.

Forgot Password

To reset your password, please enter your
username below. A password reset email will
then be sent to the email address associated
with the username entered.

User Name |

Forgot Password

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved

Forgot Password Documentation Page 3 2019.05.01



Housing and Community Services
‘ Wel ISky 333 Texas Street, Shreveport, LA. 71101

Wellsky.com | 1.855.WELLSKY

3. Once complete, a confirmation message will appear at the bottom of the screen. Please note that the email link will expire
after 15 minutes if not used and a new link will need to be requested. If no email is received, contact your System
Administrator. If a user clicks on an expired password reset link in their email it will take them to the Community Services
(ServicePoint) login screen versus the password reset screen.

Forgot Password

A password reset email will be sent to the
email address associated with the username
entered. Please click the link within the email
to reset your password. The link will expire
after 15 minutes. If you do not receive an
email, contact your System Admin.

Forgot Password

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved

4. Next, check the associated email inbox for a message from DoNotReply@bowmansystems.com. The email should have the
verbiage, “ServicePoint Email Password Reset” with the date and time in the subject line.

Depending upon your email client, it will either show text or a hyperlink. Click or copy and paste the link provided into a
browser to reset your password.

ServicePoint Email Password Reset Tue Apr 30 15:40:32 CDT 2019

DoNotReply@bowmansystems.com

Sarah Graham ¥

Community Services Password Reset Notification

https://qa-sp5-apache.bowmansystems.net/sp5-rcs-51268/com.bowmansystems.sp5.core.ServicePoin|
/?Authorization="7fcec1d5f410113f544fdfcf209fbd98de7400c3

*Note — this email could be in a SPAM/JUNK folder depending on the user’s email rules. Check these folders if the email is
not in the default INBOX and there is a valid email address in the user’s profile.
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5. The browser window will open and depending on the speed of your browser you may see a "Validating Token" message.

<2» SERVICEpoint’

Connecting your community.

sp5-rcs-51268

Forgot Password

Validating Token...

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved

6. The user will see a Reset Password Screen. Type in the new password in the first line and then type the same password a
SECOND time to make sure the characters match. As the characters are typed, they will be represented with “black dots”.
Click Save to change to the new password. This will return the user to Community Services (ServicePoint) and they will use
the new password the next time they log into Community Services (ServicePoint).

*Note - Keep in mind the minimum requirements of at least one uppercase letter, one lowercase letter, one number and

one symbol. Please note these are new password requirements and may be different than those used prior to this
password reset.

<2» SERVICEpoint’

Connecting your community.

sp5-rcs-51268

Reset Password
Please enter a new password in both spaces
with at least one uppercase letter, one
lowercase letter, one number, and one
symbol.

Password | |

Password | |

Save -

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved
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7. The user will receive the following error when selecting a new password if the minimum password requirement is not met.

<2» SERVICEpoint’

Connecting your community.

sp5-rcs-51268

Message from webpage X

Password must contain at least one uppercase letter, one
! lowercase letter, one number, and one symbol.

System use requires your compliance
with the terms and conditions

©1999-2019 Bowman Systems L.L.C.
All Rights Reserved
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