 (
In
structions for Updating Disaster Programs in
 
ServicePoint
 - 2011
)

All Staff who will be updating information in the ServicePoint database should have this document in their disaster manual and also in the case with the laptop designated for disaster use.

	Title
	Name 
	Home Phone
	Cell Phone

	Director, NC 2-1-1
	Marti Morris
	704-867-2435
	704-996-0422

	United Way Director
	
	
	

	UW Disaster Coord
	
	
	

	County Em. Manager
	
	
	

	Emerg. Ops. Center
	
	
	

	Red Cross Coordinator
	
	
	

	Salvation Army Coord.
	
	
	

	Other
	
	
	

	Other
	
	
	

	Other
	
	
	



 (
1
)
 (
Open Internet Explorer and navigate to
:
https://sp5.servicept.com/sp5_nc211
You will be provided with a login ID and password for logging into the system.
) 
 (
2
)
 (
Now 
choose “Admin” on the left hand margin
)


 (
3
) (
Now click on “Admin Providers”
)
 (
Search on the Term “Disaster and your county name, e.g. Disaster Davidson.  A list of programs should appear
Click on 
the pencil next to one of the following programs to be edited:
*Disaster – Shelters – 
CountyName
*Disaster – 
Food 
– 
CountyName
 
*Disaster – 
Clothing
 – 
CountyName
) (
4
)

 (
The name of the program you are editing is now at the top of the page.
Scroll down until you see the “Description” field
) (
5
)


 (
Enter 
all
 
information into the “Description” field.  All shelters should be listed in the same description field.  Do not break them out into separate programs.
When adding information please begin with the date / time and your name.  For example
7-1-10; 7:00 p.m. Marti Morris – Red Cross Shelter has been opened at Smith Elementary, 123 Main Street.  
Accepting pets.
) (
6
)


 (
Scroll to the bottom 
of the page and click on “Save and Exit”
) (
7
)



Thank you for helping NC 2-1-1 to serve our communities in times of disaster.  Please call Marti Morris at 704-996-0422 with any questions.
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