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1 What is ServiceTracker? 
ServiceTracker is a service that enables service coordinators to record activities and 
information about people they provide services to.  Detailed information about people 
can be captured as shown in the list below. 
 

·  Person details 
o Contact information 
o Phone numbers and email 
o Insurance information 
o Monthly finances 
o Activities of daily living 

·  Services performed 
o Type of service 
o Date of service 
o Time spent 
o Comments 

·  Contacts – an unlimited number of contacts, both people and facilities such as a 
pharmacy, can be associated with a person 

·  Medication – an unlimited number medications can be associated with the person 
 
ServiceTracker is a web application, which means it is accessible to you anywhere you 
have access to the Internet: your office, a library or Internet café. 
 
ServiceTracker is secure.  Sensitive data (e.g., social security number) in the database is 
encrypted.  This provides protection in the unlikely event that someone gains access to 
the database itself: they will not be able to retrieve the person’s social security number.  
Each subscriber has their own unique user id and password and no one else can see that 
subscriber’s data. 

2 How can ServiceTracker help me? 
ServiceTracker was developed with the aid of a service coordinator to help manage and 
quickly retrieve information about people receiving services and to provide a record of 
services performed. 
 
ServiceTracker provides reports that detail of services performed with statistics based on 
the number of people served, race, sex and age.  These reports have proven useful in 
demonstrating the need for services and in the development of proposals. 

3 Accessing ServiceTracker 
ServiceTracker can be accessed at the following web address: 
http://www.comitservices.com/st. 
 
This will display the welcome page that follows. 
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If you already have an account, click the “Go to Login Page” button.  If you need an 
account or additional information, clicking the “Request Information” link will create 
an email that you can send to comIT, LLC for information on obtaining an account. 
 
On the Login page (see below), you must enter your email address and password, which 
will be assigned by comIT, and click the “Login” button.   
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If you forget your password, you can click the “Forgot your password?” link to create 
an email to comIT, LLC to request that your password be reset.  Resetting the password 
will only be done with confirmation from the person who established the account 
originally using the original contact information. 
 

 
 
 

4 Configure ServiceTracker for your needs 
The first thing you will need to do as a new subscriber is to configure ServiceTracker for 
the communities you work with and the services you perform. 

4.1 Managing communities 
ServiceTracker requires you to define communities to group the people you provide 
services to.  These can be literal communities if you provide services for different 

Note 
The password is case sensitive.  Also the red asterisk (* ) means that field is 
required.  This is annotation is used elsewhere in ServiceTracker. 
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projects.  It can also be your way of organizing people within a single project such as 
elderly, home bound, etc. 
 
When people are added to ServiceTracker, they must be assigned to a community.  This 
means you need to establish your communities first. 
 
On most pages there will be a “Manage Communities” link, as shown on the People 
Search page below.  The first time you login to ServiceTracker, you will be notified that 
no communities exist. 
 

 
 

 
 
 
 

Note 
ServiceTracker will display “System Message” to confirm actions and to 
display information, warnings or errors. 
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Click the “Manage Communities” link, which will take you to the following page. 
 

 
 
This page will display the communities that have been defined.  Since you are a new user, 
there are no communities.  To add a community, click “Add Community” and you will 
see the following page. 
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Change the name of the community from “*Update Name*” to the name of the 
community you are adding, such as “Birmingham” and then click the “Save All 
Changes” button to save the community.  The resulting screen should look like the 
following. 
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A number of pages in ServiceTracker use a similar approach to add or edit entries.  Once 
the “table” above is populated, you will be able to use sort the table by clicking on a 
column name (above there is only one column called “Name”). 
 
No changes are saved until you click the “Save All Changes” button.  If you have made 
some changes, but decide that you do not want to keep them, clicking “Undo Changes” 
will restore the table to the last saved values. 

Warning 
Do not use the “Enter” key.  This will cause the page’s default action to be 
taken, such as “Add Community”.  Use the mouse to select your actions to be 
sure. 
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4.2 Managing services 
ServiceTracker requires you to define the type of services that you perform and want to 
track.  Most pages have a “Manage Services” link at the bottom that will display the 
following page to add or edit services to be tracked.  This page behaves the same way as 
the “Manage Communities” page. 
 
If you have not added services yet, clicking the “Manage Services” link will display the 
following page. 
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Clicking the “Add Service” button will add a new service with the name “*Update 
Name*”, as shown below. 
 

 
 
Change the Name to the desired service name (for example Case Management) and click 
the “Save All Changes” button. 
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This page will show all of the services, sorted alphabetically, you have defined.  Changes 
you make are only saved when you click the “Save All Changes” button.  Clicking the 
“Undo Changes” button will restore the table to the last saved values. 

4.3 Managing contact types 
ServiceTracker can keep track of “contacts” for a person.  Contacts may be a relative, a 
primary doctor, a pharmacy or any other person or company you need to track. 
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Before you can associate a contact with a person, you need to define one or more 
“contact types.”  This is done by clicking the “Manage Contact Types” link found at the 
bottom of most pages.  This will display the following page. 
 

 
 
Clicking the “Add Contact Type” button will create a new contact type with the name 
“*Update Name*”.  You need to edit the name and click the “Save All Changes” button 
to update that contact type name. 
 
This page will display all contact types that you have defined.  You can add new contact 
types and change the name of existing contacts on this web page.  Changes you make are 
only saved when you click the “Save All Changes” button.  Clicking the “Undo 
Changes” button will restore the table to the last saved values. 

5 Adding a person 
In an attempt to avoid entering a person more than once, you must perform a person 
search first.  The People Search page, shown below, is the first page you will see when 
you log in.  You can also get to this page by clicking the “People Search/Main” link at 
the bottom of most pages. 
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You must select the appropriate community that you have created previously (see section 
4.1).  You may optionally enter the person’s last name in the text field labeled “Last 
Name Starting With” or just the first few letters of the last name.  This feature will be 
handy to reduce the search results if you have a large number of people for a given 
community. 
 
Click the “Search” button and you will see a page like the following. 
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Since we have not entered anyone in the Birmingham community, ServiceTracker has no 
results to display.  Clicking the “Add Person” button will create a new person with the 
first name of “Newly Added” and the last name of “*Person*” as shown in the following 
figure. 
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Select this “person” by clicking the circle in the “Select” column.  You can now click the 
“Person Details” button to change the person’s name and edit the appropriate data.  
There are a large number of fields that can be entered for a person.  The following figure 
shows a portion of the “Person Details” page. 
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Notice the “System Messages” box reminds you that you should enter Race, Sex and 
Birth Date as these fields are used to compute statistics in certain reports.   
 
Change the person’s name and enter values into the other fields as appropriate.  The Birth 
Date must be entered as month/day/year as: 04/17/1962.  Once a Birth Date has been 
entered, ServiceTracker will compute the person’s age.  It will not, however, 
automatically select the Elderly checkbox. 
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ServiceTracker helps you prevent identity theft by hiding all but the last four digits of the 
SSN when the screen is first displayed.  To show the entire SSN, which is also the only 
way to edit it, click the “Show SSN” check box.  The SSN field then becomes editable.  
If a SSN has not been entered, “Not specified” will display as the SSN value.  Clicking 
the “Show SSN” check box again (removing the check) will display the SSN as ***-**-
NNNN, where NNNN are the last four digits of the SSN.  The saved SSN value is not 
changed, it is just shown differently.  Remember to click the “Save Changes” button to 
save the changes.  The “Undo Changes” will refresh the page with the last saved values. 
 
While it is extremely unlikely, if someone were to gain access to the ServiceTracker 
database, they still will not be able to read the SSN as it will be encrypted. 
 
Once a person has been selected on the Search Results page and you view that person’s 
details, contacts, etc., an additional set of navigation links will be shown near the bottom 
of the page labeled “Person Navigation.”  These links are described below: 
 

·  Person Details – This is the main person details page, which is shown above. 
·  More Details – Displays additional information about the person, including 

insurance information, finances and activities of daily living. 
·  Services Performed – Allows you to add, edit or view services that have been 

provided to this person. 
·  Contacts – Allows you to add, edit or view contacts that have been entered for this 

person. 
·  Medication – Allows you to add, edit or view medication that has been entered for 

this person. 
 
The “More Details” page is shown below.  Note that the person’s name is displayed at the 
top so you know whose information you are viewing or editing.  Also, if values have 
been entered in the “Monthly Finances” section, ServiceTracker will calculate the 
“Monthly Total ” value.   
 



 

ServiceTracker V1  Page 18 of 36 
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6 Search for a person 
Section 5 shows how to add a person, which requires you to perform a search first.   
 
You can get to the People Search page by clicking the “People Search/Main” link at the 
bottom of most pages.  Select a Community to search within and optionally enter the first 
few letters of the person’s last name (or the entire last name) and click the “Search” 
button. 
 
To see (or to make changes) the details for the desired person, select the person by 
clicking the circle in the “Select” column of the table by the correct person and click the 
“Person Details” button. 
 

7 Manage services performed for a person 
Once a person has been entered into the system, you can record information about 
services you have provided.  If you are on the “Person Details” page, you can click the 
“Services Performed” link at the bottom of the page to review existing services or add a 
new one.  You can also get to “Services Performed” page from the “Search Results” 
page.  Here you can select the person (clicking the circle in the “Select” column) and 
clicking the “Services” button.  Either way, you will see a page similar to the following. 
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The table will display any previously entered services, but since this is a new person, 
there are no services to display. 
 
Click the “Add Service” button to create a new service as shown in the following figure. 
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The first “service type” (alphabetically sorted) will be selected and the service date will 
default to today’s date.  You can change the “Service” column to any previously defined 
service type.  The “Date” must be in the MM/DD/CCYY date format.  The “Comment” 
field is optional.  You can also change the “Hours” and “Minutes” fields to reflect the 
amount of time you spent providing the service.  These values will be used in reports. 
 
Once you have made the appropriate changes, click the “Save All Changes” button to 
save those changes.  The screen will refresh and a System Message will indicate that the 
changes were successfully saved as in the following figure. 
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This same web page can be used to update previously entered services as needed.  Make 
any required changes in the fields in the table and click “Save All Changes.”   

8 Manage medication used by a person 
ServiceTracker allows you to record medication that a person uses.  The Medication page 
can be displayed by clicking the “Medication” link on screens related to a specific 
person.  You can also get to the Medication page from the Search Results page by 
selecting a person and clicking the “Medication” button.  The following figure shows the 
Medication page. 
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To add a medication for this person, click the “Add Medication” button.  This creates a 
new medication record for the specified person, which will need to be edited. 
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Change the “Name” field from “*Update Name*” to the name of the medication the 
person uses.  The “Dosage” field represents how often the person takes the medication.  
The “MG” field represents the milligrams of the dosage being taken.  The “Comment” 
field is an optional, free-form comment about the medication.  The “Verified” field is the 
date when the information was verified by you. 
 
After you make the appropriate changes, click the “Save Changes” button to save the 
information.  The screen will refresh and show a System Message indicating that the 
information was successfully saved as shown in the following figure. 
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9 Manage contacts for a person 
ServiceTracker allows you to add contacts for a person.  The types of contacts allowed is 
defined by the “Contact Types” you have already specified (see section 4.3). 
 
The “Contact List” page can be accessed by clicking “Contacts” link from pages that are 
specific to a given person.  You can also get to this page by selecting a person on the 
“Search Results” page and clicking the “Contacts” button. 
 
The following figure shows the Contact List page. 
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Clicking the “Add Contact” button will add a new contact with the name “New Contact” 
as shown below. 
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To edit the newly added contact’s data, click the circle in the “Select” column by the 
appropriate contact and click the “Contact Details” button.  This will display a details 
page that can be used to update the various fields associated with the contact as shown 
below. 
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Make the appropriate changes and click “Save Changes” to save the new information.  
The page will refresh to indicate the changes were successfully saved. 
 
Changes to existing contacts can be made by selecting the appropriate contact from the 
list and clicking the “Contact Details” button. 
 

10 Reports 
ServiceTracker provides reports that may be saved locally on your computer.  The reports 
are in Adobe PDF format.  If you do not have a PDF reader installed, you can get a free 
one from Adobe at http://www.adobe.com/products/acrobat/readstep2.html.  The number 
of report types is expected to grow as users contribute. 
 
The format and content of reports may change based on the customer feedback.  
Therefore, the samples shown below may differ from what is currently available in 
ServiceTracker. 
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10.1 Individual Person Services Report 
This report shows the services performed and time spent for a person and date range.  
The report can be requested from the “Search Results” page. 
 

 
 
After clicking “Services Report” on the Search Results page, the following page is 
displayed.   
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Here you will enter the start and end dates for the services report for this specific person.  
Notice the small calendar icon can be used to enter dates from a pop up calendar.  Also, 
the format of the date is show immediately below the fields where the dates are entered.  
After entering the dates, click the “Generate Report” button to display the report.  The 
report can be saved on your computer or printed.  You will need to use the browser’s 
back button to return to ServiceTracker. 
 

10.2 General Reports 
In the Main Navigation section of each page, located at the bottom of the page, is a 
General Reports link.  Clicking this link displays the following page for reports that are 
not specific to a person. 
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Currently there are two reports: Services By Date and Extract Addresses.   
 

10.2.1 Services By Date Report 
The first report will generate a report of all services performed for the specified date 
range, grouped by communities of the people receiving the services and by service within 
the community.  Statistics are shown for each community as well as overall at the end of 
the report. 
 
The following shows a portion of the first page of the report. 
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The next screen shot shows the summary page of the report containing statistics for all 
communities.  Similar data will be available for each community. 
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10.2.2 Extract Addresses 
ServiceTracker provides the ability to extract address information about people that is 
suitable for creating mailing labels.  Click the Extract Addresses button on the reports 
page to display the data in the browser windows.  It will look similar to the following 
screen shot.  Notice that there are some fields in addition to the address which can be 
used for sorting or filtering.   
 
To save this information on your computer, use the browser’s File menu and then Save 
As menu item.  Save the file to folder of your choice.  Important :  You must change the 
file name from “reports.jsp” to “address.csv”.  The file extension must be csv to be useful 
to Microsoft Excel (or compatible spreadsheet programs).  The “address” portion of the 
name can be anything to prefer. 


