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Family Portal Recap 2 — Logging in and
Navigation of Tabs (Employee Guide)

Introduction

The following document walks you through how to login to the Family Portal as well
as how to navigate the various tabs and what you will find within them. Please adjust
the points as needed based on your agency’s specific Family Portal configuration and
access you provide to users. Be aware of spacing changes, due to any edits you make.

Logging into the Family Portal

When logging into the family portal for the first time a family portal user will follow the
instructions on the “New User Email” sent to them.

The email will contain their username and temporary password. The email also

contains a link to their family portal login website. This URL is structured as the name

of the agency .alayacare.com, or .ca, slash family portal.
e FE.g:agencyname.alayacare.com/familyportal

[AlayaCare] - Your new Family Portal user inbox x

[ no-reply@verificationemail.com
@ bme~

Welcome to the Family Portal!

Log in to your account

Email*

Your account details are as follows:

Username: familyportaluser1@gmail.com
Password: ~k46ew3F Password* Forgot passwor ¢

To log into your account, please click here| and use the temporary password above. You may change your password as soon as you log in.
I have read and agreed to the Privac: y Agreement ts.

If you have any questions, please contact your administrator.

Login

Thank you.

Upon first login the user will enter the temporary password and be prompted to
change their password. Once they have done so they will be logged into the account.

If the user has access to more
than one family portal profile,

* 0O

s com ]
Hello, Tiffany

they will be asked to select a o e

default profile. A user can easily ane SIS

switch between profiles by S— !
selecting the clients name at the © ot * oo v | | @y s
top of the page and toggling Q@ o l ®

Vve nope you enjoy Iearning anout tne ramiry

between profiles. Hello Tiffanv
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Users can click on the profile icon in the top right corner to either
logout of the family portal or access the settings. Via the settings
users can review their personal information as well as change
their family portal login password.

Hello, Tiffany

Tiffany Adele

familyportaluser1@gmail.com

@ Settings
Under the “Set Primary Patient dropdown” users can review i

which client profiles they have access to on the family portal and
change who they would like their default user to be, if desired.

® LogOut

Navigating the Family Portal Home Screen

Hello, Tiffany

@ 0nce auser logs into the family S Tifany Adele v ©
portal, they are presented with the e
home screen. Users will be I” o | cerr @

, @ Please complete your form(s). Brad Schedulski
greeted to the family portal and be : @ "~
able to read the welcome

Helio, Tiftany @ vrorermmreamaea ooty ®:=

messages Th ese are the Welcome to the AlayaCare University Family portal! [ 3] ohes stay o topofyour:a);e. y ‘ :;as:fe:r\\Akh(av
agency descri DtiOﬂS that were eUpcoming Activity Recent Activity o

Next Visit = % Last Visit

configured in system settings. By oo | oo ©)

Midline Insertion - Visit

clicking on the arrow, the long “:,";i;“:,e Fotoae
description can be viewed as e

well.

oThe user can see any upcoming A ;
activity. The type of service and the

date/time are indicated. You can ok

select “view visit” to see further R —

visit details. The interventions tab  wwmisoisor b -

can be selected to see what will be princoch S

performed during the visit. If | acud A

enabled, the user can also request

a change for the visit. R e S
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The request type can either be a time or date change or ~ feveene x
a Cance”ation A note can be |eft to a”OW the user to Io Visit starting at 03:00 PM Thursday, April 13th 2023 l
explain the reason for the change. ‘

@ Visit Date/Time Change
Q Visit Cancellation

New visit date* New visit start time*
[ 2023:0416 ) 03:00PM 00|

Must be between or equal to 2023-04-15
and 20230513

Note

Can we please move the visit to April 16th at 3:00pm.

.

Recent Activity
© The user can also see recent activity. Here they can el ‘
' . . . Thursday, Apr 13,2023
see when the last visit for this client was. They can click 10:00 AM t0 11:00 AM

Jasleen Akhtar

on “view visit” to see further visit details. They can also Foot Care
leave a review for the caregiver associated with this visit.

Care team

oTo the right of the home screen, users can see the @ e
client’s care team. Under each employee’s name, their

job title will be indicated (if it was filled out on their @ sl
employee demographics page). A user can select “View .

the full care team” to view more details about the care O Sl e

team.

,
Here, users will be able to see all Tiffany Adele

caregivers that belong to a
clients care team along with

Care  Care team

information such as their specific @ ... ® oo, @ o
R 2 2 3 3+ Akkkk R 2 2 233
skills. Registered Nurse
Hepatitis B (RPN/RN Only) ©
D ©
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Click on “view profile” to view _ ps
more information about a A

specific caregiver. Here users can
write a review. The review will be
shared with the agency but not
with the caregiver.

Care ¥ Care team ¥ Anne Ryan

Reviews Write a review.

Tiffany Adele *ohdkk
Apr 13,2023

Anne was amazing to work with!

5 Users can also see what active services the client has. If ~ ActiveServices

. . . , . Midline Insertion - Visit
there is a primary caregiver assigned to that service, the
employee’s name will be listed under the name of the Miine nsartion - Howy
service. If you click onto the service name you will be able ... care
to view further details. Anne Ryan

Foot Care
Jasleen Akhtar

Request New Service

Request New Service x
A new Service Can be requested by C||C|,<|ng On the o z:::es(anewsemcellyouwanlloreceweanolhertypeol
“request new service” button. fatsos RS o8]

Note

I would like to receive nursing services please. | would like a 1 hour
visit every week, preferably on Mondays or Wednesdays|

E—

eThe last area to discuss on the home AlayaCare Univesity T
screen is the Forms to Complete section.
Users can complete family portal type
forms and submit them to the agency.

Forms to complete

I o Please complete your form(s) |

View forms to complete &
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Click on “View forms to complete” to view  Formstocomplete

which forms are available to fill out. Select  rom s aeton

the “complete” button to fill out any form Family PortalSignature Form

listed in the dialogue. U
Daily Form LY

Navigating the Family Portal Care Tab
The family portal's care tab stores a lot of the same information as the home tab does.

Vitals, care team, active services, and medications can be accessed via the care tab.

. ’ . . . R Hello, Tiffan
© 4 clients vitals can be viewed via the et mebv °

care tab. | EES
o Vitals m Care team
Click on “view records” to see recorded oan e O
readings of that vital for the client. S S e
Click on the graph icon from the care 62,04 kg S
tab to see all the vital readings in graph feti i s
.

form mapped over time.

9 Active Medications F‘oo\ C;r;

.

eA client's medications can be
. Hello, Tiffan:
viewed from the care tab. M ey

Tiffany Adele v

Click on “view medications” to see Care > Mediations
the full list of active medications the

client is taking. This displays the

name, route, dosage, date of last RISty 0.0
administration, time instructions for ey o
administration, and status of the e
medication. e -
Click the name of the medication to ey

view further details start and end iy 0 G e

date, and any special instructions.
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Navigating the Family Portal Scheduling Tab

The schedule tab in the family portal allows you to view the client’s schedule, view the
status of visits and request new visits, depending on your agency's settings.

There is a legend at the Hello,Tiffany
bottom of the page that e Tifony Adele O
indicates what the different

colours mean about the
status of the visits. 0 wixz @ © itz @

Looking at the visit in the s (@)oo |7"'"'7T3Wm ‘
schedule a user can see S I N

what time the visit is 3°

scheduled for, which ] [

caregiver will be y I

completing the visit, and

what kind of service will be

provided. - BT

Powered hy  adSiiarana Fralich | Francaic

A user can click into the visit to view more details.

The details will depend on if the visit is in the past, on hold, cancelled, in progress, or
upcoming.

For instance, if your agency
has the permission enabled,
a user will be able to see

What tlme the Ca regiver | @ s visit started at 01:05 PM |

clocked into the visit if the

Visit Details X

Visit details

Scheduled visit time Location

Visit's status is in progress. Thursday, Apr 13,2023
01:00 PM to 02:00 PM Address
Caregiver N
Under the interventions tab :::::‘"’" Phone number
users can see what - N

interventions or ADLs will be
completed during the visit.
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Visit Details X
Additionally, users can Visit details
request to change an
upcoming scheduled visit. EQZ:‘Lléd“"oj;ugﬂﬁ @ :dd'
i .
Users can either cancel the :Ng“’ Phons number

\/iSIt Or ChOOSe to reschedule Personal Care

tfor a new date and tim.

A user can also request for a new Heuo,mg
. e AlayaCare University .
visit to be added to the ' Tiffany Adele v
schedule. - s
0 iz @ O Apil13,2023 ©
To do this, click on the “request sowoTowoToE s

new visit” button.

01:00 PM
IAnneRyuhnUJﬂun 0200pm
Porsanal Carn

~
w
IS
@
o
~
©

Request new visit x

Request type **
@ single visit
QO Recurring visit

Users can select their request type. A . —
single new visit can be requested or a = [msux 08| [puam 00

Must be between or equal to 2023-04-16 and 2023-05-13

recurring visit. Users can select from  suee:

: ;
the dropdown what service this new ™
V|S|t W||| pe rtaln tO | would like additional personal care assistance please.
&

Remember, this is just a request and will not automatically add visits to the client's
schedule. Clients should understand that requests will be reviewed by the agency
staff and then added as appropriate and as available.
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Navigating the Family Portal Profile Tab

Within the Family Portal Profile tab, users B {E A o1
can view information pertaining to the Wiiy/AEEE

client. This includes allergies,
. . . Allergies
demographic, and contact information. W peants @ =

Dust Pollen
Moderate Mild

> Profile Dogs

Mild

> Contacts

The allergies listed here come from the
client’'s medical history section in the
AlayaCare web app. The icon indicates
the category of allergy, the options being
food, medication, environmental, or other.

yyyyy

The colour of the icon is associated with the severity of the allergy. Black indicates
anaphylactic, red indicates severe, orange indicates moderate, and blue indicates
mild.

Along the left, users will see the profile information for this client. This section is pulled
from the client's demographic information and contains details on the client's
address, preferred language, phone, gender and date of birth. At the bottom of the
page a small map is shown indicating the location of the client's address.

The client's contacts, as well as any emergency
contacts are listed on this page as well. ¥ Contsis

A new contact can be added by clicking on the > Emergency contact
“add” button from the contact section.

Navigating the Family Portal Records Tab

On the Famlly Portal Hello, Tiffany
Records tab users can view o iy Adele ™ o
information pertaining to

documents, forms and Records » Documents

invoices. B urnce Foms

BForms

8, Invoices CONSENT FORM.pdf
Feb 23,2024 by Staff
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0Within the documents tab,
family portal users can view ..
documents that have been e
saved in the client’s
attachments within the Family

Records » Documents > CONSENT FORM.pdf

CONSENT FORM.pdf

Portal folder (or folders within pos—
it) on the AlayaCare Cloud. @invoies v
Yy -
Users can click the file to review <> e e
the document, download and
print it.

: CONSENT FORM
The date the file was uploaded,

as well as the name of the
individual that uploaded it will be
visible.

| ___[INSERT NAME HERE] provide consent to the following:

(2 In the forms tab, users can

view completed forms as well . - .

AlayaCare University . o
as complete forms - Tiffany Adele
themselves.

Records » Forms

Any type Of fo rm su b m |tte d by & Documents Submitted by: Tiffany Adele

Hello, Tiffany

Hello, Tiffany

_ EonS Visit Form )

the user or completed by an @ noics s
agency employee for the client, g ey .

Custom Form Template - Nursing...
that have a status of approved, g 19,2073 1919 - Ao
W| | | be | |Ste d . Submitted by: Michael Holmbrush

Custom Form Template Sample >

Oct 17,2022 14:13 - Approved
Users can view the details of e .

. . . Daily Form -

the form by clickin gon It. Mayys, 20221038 - Approved e

The name of the individual that submitted the form along with the date and time of
submission, and status will be indicated.

Users can select the “add form” button to be brought to the list of forms they can
complete. Only forms that have been configured as family portal type forms will
appear in the list to be able to complete.
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© Wwithin the invoices tab, users [ B8 © e
can view the total account

balance. Listed here will be

current and past invoices that

Tiffany Adele v

Schedule

Records ¥ Invoices

are in sent status. The amount P

billed for each invoice is visible 'T.[sfﬁsnso N

and the invoice number is also l:v;ic'em

indicated. s ’
P ——

Users can click onto an invoice to o S 45000 ?

view the full statement.

The invoice can be saved as well as printed to be added to user's personal records.

Family Portal Management for Back Office Staff

Any time a family portal user submits a new visit or service request or requests a visit
change these submissions are sent to the AlayaCare Cloud. These requests are
monitored by back-office staff and can be found on the dashboard under the tasks
tab.

Under the filter options, toggle on the family portal button. Now only tasks associated
with the family portal will be listed, allowing for a cleaner view of requests that have
come through.

[ LYY America/Toronto v s.-mrhm = ° |

\layaCare Q search clients, employees, contacts
Home Live Dashboard Visit reports Forms Client Intake Data Exploration 2.0

Tasks

Y + Add Task

Search Due Date Task Type Status Assigned Has Form Submission  Priority Client Group Employee Group X
SR Client, Employee, name, Due Anytime v Al v 4 Open ® Al v Al v o+ + +
[ Employee Department Branch Family Portal
ID ¢ TaskType Task Name Creation Date %+ DueDate 4 Priority ¢ Assignee Client Status Branch
64 General Request New Recurring Visit 2023-04-1312:53 PM - Important Tiffany Adele  Openg”® Ims View w
Schedules
60 General Visit Date/Time Change 2023-04-13 11:49 AM - Important TiffanyAdele  Open&® Ims View v
@ 56 General Visit Cancellation 2023-03-20 07:38 PM - Important Tiffany Adele Open ?’ Ims Vle v
Settings
55 General Request New Service 2023-03-20 07:36 PM - Important Tiffany Adele Open ,0‘ Ims View w
54 General Request New Single Visit 2023-03-20 07:34 PM - Important Tiffany Adele  Openg® Ims View w

10
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In the task name column, the type of request will be identified. This can either be a
visit cancellation or change, a request for a new service, or a request for a new
single or recurring visit.

The creation date indicates the date the request was made by the family portal user.
The client the request pertains to will also be indicated.

To view more information about the request, click on view. Here you will see task
details such as which family portal user created this request. Remember, it won't
necessarily be the client making these requests, it could be a family member who has
family portal access. You will also be able to see the specific details.

The details will indicate tiyaCare © e 5o (T
what the particular request
is and what needs to be =

n Tasks > Visit Cancellation

done.

l (oo KT

Once you have reviewed the

Task Details
|nformatlon yOU Can o Task Name Visit Cancellation
. Priority Important
proceed with your agency's = - )
pre-arranged workflow for [l o
com plet| ng taSkS sm?"" Creéled at 2023-03-20 07:38 PM
Assignee
@ Client Tiffany Adele
Sattings Details Visit being modified: 12:00 AM Tuesday, March 21st 2023

Visit Service: Visit Cancellation

Note: This visit will not be needed tomorrow. Please cancel. Thanks!

VG O] O Seorch clients, employees, contacts @ ims 957 Av vacMo =
E Anne Ryan
Addltlona”y On the AlayaCare University, Am oront AleyaCare ID
!

» - Demographics Clients Skills & qualifications Forms Schedule Time sheets & premiums Employment Tasks

AlayaCare Cloud,
back-office staff can o I

view the reviews that °M £ ChangePaseword X Terminate @ D.Crd

family portal users e *}

have given to e l‘(@)w

caregivers. The B

reviews are Shar e d s"‘;}"‘ EmployecNotes  Contacts  Ratgs  Attachments  Contact Tracking

with the agency but ol

not with the caregiver. e OO

11
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Navigate to the overview tab on the employee’s profile. Select the ratings tab to see
reviews for that employee. The client the review pertains to, the author of the review,
the rating, the review itself, as well as the date will be visible.

On the Family Portal Records tab users can view information pertaining to
documents. The documents that are accessible on the family portal for users are ones
that have been saved within the client's attachment folder in the AlayaCare Cloud.

From the AlayaCare cloud, navigate to the client's profile. From the care management
tab, select attachments. Only documents that are added to the Family Portal folder
will be visible to users of the family portal. Additional folders can be created within
this one. They will also appear on the Family Portal, allowing you to organize the view
for users as you wish.

"\IayaCare Search clients, employees, contacts Ims 1217 America/Toronto v X 0 -
Tiffany Adele %
> £ 83yrs, Al layaCare University, America/Toronto AlayaCare ID: AC000000053
o Overview  Clientinfo  Scheduling ~ CareManagement  CareDelivery  Accounting  Events
Dashboard
Services Home ™ Newfolder & Upload file here
Conts Care Plans Name $  Last modified :  Type +  Visits
A Client Forms D 20220407_AlayaCare_Style_Guide.pdf 2022-08-16 15:21 file 1 [ Copy =
K
Document Approvals
Y W External Documents folder Rename
w Employees ™ Family Portal folder o Copy
Accounting
Blocked Employees ™ internal Documents folder Rename v
B Required Care Skills
™ LabResults folder Rename
Schedules
Care Provider Notes
™ Secure Messaging folder Rename
(] Vitals Configuration

Attachments

Family Portal Adoption Reporting

To help monitor user adoption of the family portal, your agency can create a simple DE
report to see stats on who has logged in, when the last time they logged in was and
what their assigned family portal role is.

To do so, create a DE report using the client explore and add in the following fields:
e C(lient Full name
o Client Portal User full name
o Client Portal user last login
o C(lient Portal User Role Description
o C(lient portal user access

Client FullName © {5} Client Portal User Full Name {&} Client Portal User Last Login {8} Client Portal User Role Description {8} Client Portal User Access {3
1 Aaron Anthony Adrienne Baker 2021-02-24T14:10:42+00:00 Patient Granted
2 Adam Apple Jeff Skinner 2021-02-26T14:12:47+00:00 Family Granted
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