
 1: Create a user name Individual1

 2: Create a password Any password

 3: Re-type password Re-type password

 5: re-enter work email address

 4: enter work email address me@work.org

 me@work.org

 6: enter your first name

 7: enter your last name

 *Please use your work         
  name, this will be used to   
  create your HMIS account

 There is no need to complete this section.

 8: Clicking the Save button at the bottom of the page will create your     
 account, enroll you in the courses, and log you in to the training system.

 My first name

 My last name

 After logging in to the training system you will be connected to your start page.
 1: Agency staff members who collect or handle client information are required to complete ACHMIS Privacy and Security.
 2: Staff members who will be entering client data into the ACHMIS database are also required to complete ACHMIS Software.
 * ACHMIS Privacy and Security is the prerequisite course and must be completed prior taking to ACHMIS Software.

 Click on the course to be taken to the Course Home page.



 

 In the left hand column of the Course Home page are all the sections of   
 the course. Start at the top and work your way down the list. The GREEN   
 checkmark is a quiz that you must take and pass before moving on to the   
 next section.

 You can move backwards and forward through the       
 course sections by clicking the arrows in the top    
 and bottom right hand corners.

 Before moving on to the next section of the course, you must take and  pass a 
 quiz. To pass, you must get 75% of the quiz questions correct.  You have 3    
 attempts to pass. If you fail the 3rd attempt, you have to re-do the section.

 Click the Begin button to start the quiz.


