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Family Portal — Granting Access

Introduction

Use the following document as a baseline for your communications with your team
to explain and understand how to grant access to the Family Portal for clients and
client contacts. 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.

Granting Client’s Family Portal Access

1) Navigate to the client's profile
2) Select the overview tab
3) Inthe top right corner, click on “Add Family Portal Access”
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4) In the resulting dialogue you will:

. . . Add Family Portal access x

a. Review the email address for their

login. This will be the email saved in Login credentials

the client's demographic -

) ) ) Login email address *

information. If it needs to be armatrong@mail.com

adjusted do so before granting Family Portal role *

aCCESS Patient v
b. Select a Family Portal role type — .
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5) Click Save. [AlayaCare] - Your new Family Portal user ‘

Inbox x

a. Once you click save, an email will

automatically be sent to the 8 oreveneatonemalicom | 0 1 se © «
users email address with their Welcome to the Family Portal

username and temporary Your acocunt detalis are s follows:

password along with a link to the Userame: armstrong@mail.com

Password: ~kd46ew3F

Family Portal site.
i. Upon initial login the user
can change their password

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.

If you have any questions, please contact your administrator.

Thank you.

Granting Client Contacts Family Portal Access

1
2
3
4

Navigate to the client's profile
Select the Client Info tab
Select the Contacts tab
A client contact must exist in AlayaCare
a. Ifthey do not, they must be created first
5) Select the dropdown arrow beside view
6) Click “Add Family Portal Access”

xlayaCare Search clients, employees, contacts

—_— — ~— ~—

o Susanne Armstrong ®
University, Americ

79 yrs, AlayaCare Uni a/Toronto AlayaCare ID: AC000002287

Overview | Clientinfo | Scheduling  Care Management  CareDelivery  Accounting  Events

Demographics Y Active ® + Contact
Contacts
Name Import ID Contact ID Phone Number  Billing Contact  Emergency Contact Relationship  Type  Family Portal Role ~ Last Family Portal Sign-In
Medical History
= susanne Amstrong o 124 No No self Edit

Debbie Armstrong (i} 15 4165456523 Yes No Edit

Janet Armstrong (i} 19 4165678767 Yes No Edit | v

1-3 0f 3 entries

7) In the resulting dialogue, the email displayed will be their username associated
with their family portal account login.
a. Ifit needs to be adjusted do so before granting access, by editing their
contact information.
8) Choose a Family Portal role for the contact
9) Click Save
a. An email will automatically be sent to their email address with their login
details and a link to the Family Portal site
i. Upon Initial login the user is prompted to change their password
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Managing Family Portal Access

If changes to the role type of the user or other edits need to be made, you can
manage a client or client contact’s family portal access as well as remove access.

To manage a client’'s Family Portal Access:
1) Navigate to the client’s profile > overview tab
2) Inthe top right corner select “Manage family portal access”

ayaCare

g Tiffany Adele ®
£/ 83 yrs, AlayaCare University, America/Toronto AlayaCare ID: AC000000053

vvvvvv Clientinfo  Scheduling  Care Management  CareDelivery  Accounting  Events

Status ACTIVE EDINES £ Manage Family Portal access m

Manage Tiffany Adele's Family Portal access X

Login email address #*
familyportaluser1 @gmail.com

3) Edit or remove access as needed.

4) If a client has never logged in, you will

see the option to resend the invite to ~  Manase Famiy Ponalaccess

them.

To manage a client contacts Family Portal Access:
1) Navigate to the client’s profile > Client Info tab > Select Client Contacts
2) From the dropdown beside a contact, select “Manage Family Portal Access”

Tiffany Adele %

[ 83yrs, AlayaCare University, America/Toronto AlayaCare D: AC0000000¢

Overview  Clientinfo  Scheduling  Care Management  CareDelivery ~ Accounting  Events

Demographics Y Active ® + Contact
Contacts
Name Import ID Contact ID Phone Number Billing Contact Emergency Contact Relationship Type  Family Portal Role Last Family Portal Sign-In
Medical History
= Richard Adele o 139 416-545-6787 Yes Yes Husband Family 2023-10-30 06:35 pm Edit =
Disable
= Tiffany Adele o 16 6471839911 Yes No Self Patient 2024-02-28°

Manage Family Portal access

3) Edit or remove access as needed Last Family Portal Sign-In
4) If the client contact has never logged in, you will also see the Ed“
option to resend the invite

Edit -
Disable
Resend invite

Manage Family Portal access
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Important information
@ The URL for the Family Portal website is the same as the URL you use to login to
AlayaCare with the addition of /familyportal at the end
o For example: www.homecareagency.alayacare.com/familyportal
@ If the user ever forgets their password all they need to do is select the forgot
password button on the Family Portal login page
@ If the user cannot remember their username, you can look on their AlayaCare
profile in their demographic or contact information to see which email they have
linked to their account
@ Shared or duplicate emails are not permitted
o Itisimportant that a client and contact do not have the same email as
only one of them can create an account with that email



http://www.homecareagency.alayacare.com/familyportal

