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Family Portal – Logging In 
 
Introduction 
 
Use the following document as a guide for how to request access for, as well as login 
to, the Family Portal. Please adjust the highlighted 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. 
_______________________________________________________________________________ 

Step 1 – Request Family Portal Access 
 
Request access to the Family Portal from [enter in your organization name].  
 
To request a Family Portal account see below: (adjust as needed per your agency’s 
method for clients and client contacts to request access to the Family Portal. Some options 
are found below. Use of a Consent Form is suggested). 
 
Email: (if applicable, enter the email address for clients to send an email to request a Family 
Portal account). 
 
Phone number: (if applicable, enter the phone number for clients to call to request a 
Family Portal account). 
 
Contact name: (if applicable, enter the contact for clients to request for a Family Portal 
account. Could be their caregiver during a visit). 
 
Form: (if applicable, collect consent via a form in the client profile or a form that can be 
added to the client’s attachment. After that, leave a coordinator note (pinned) or use the risks 
section of the client profile to mention “FP Consent Received” prior to extending access. This 
is the suggested use case, especially when a client contact is requesting access for the Family 
Portal). 
 
Upon account set up and creation, you will receive an email to get started. 
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Step 2 – Receive Credentials 
 
You will receive an email with your login credentials. It will contain your username and 
temporary password. Click on the link in the email to be brought to the Family Portal  
login page. The URL will be (enter in your family portal URL name. Example: 
agencyname.alayacare.com/familyportal).  
 
If you do not see an email in your inbox, please check your spam or junk folders!  
 

 
Step 3 – Logging into your Family Portal Account  
 
Log in to the Family Portal using the username and temporary password provided in 
the email.  
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Step 4 – Change Password  
 
 
You will be prompted 
to change your 
password.  
 
This will be the 
password you use to 
login to the Family 
Portal from now on. 
Please securely 
document the 
password for future 
use.  
 
 

 5 – Access Account  
 
That’s it! You now have access to the family portal and can navigate through the 
various pages to view information on scheduling, visit details, services, invoices and 
much more! 

 
 


