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Adding Portal Users  

Portal Users are Family Members and Advocates who need to view and sign 
forms outside of CHOICES.  Portal Users can be added through the main 
CHOICES application screen or through a specific individual. 

 

Portal Users 

To view all Portal Users, start in the Workplace column.  Under the People section 
click on the “Portal Users” link. 
 

 
 
All current Portal Users will be displayed in the main part of the screen. 
 
You can search for a specific Portal User by name either in the Search for records 
field, or you can narrow the search down by clicking a letter at the bottom. 
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Portal User exists in CHOICES 

In this example, we will search for someone that is currently a Portal User in CHOICES.  
Type either the first or last the name of the Portal User that you’re looking for in the 
Search for records field, and then click the Search button . 
 

 
 
A list matching our search displays.  Here, we can double-click the name of the person 
that we want to add as a Portal User. 
 

 
 
 
Portal User does not exist in CHOICES 

In this example, we will search for someone that is not currently a Portal User in 
CHOICES.  Type either the first or last name of the Portal User that you’re looking for in 
the Search for records field, and then click the Search button . 
 

 
 
In this case a screen appears that says No Portal User records are available in this 
view. 
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Creating a Portal User 
 
To add a new Portal User in CHOICES, click the New button in the upper left hand 
portion of the screen. 
 

 
 
The User Portal: New Information screen appears. 
 

 
 
The First Name, Last Name and E-mail fields are required as denoted by the red 
asterisk (*). 
 
Complete as much information as possible.  When you are finished, you can either 
Save, Save and Close or Save and New. 
 
 



                                                        

2/26/2013  4 
 

 Saves the Portal User. 
 
 
 
Saves the Portal User and closes the information screen. 

 
 

Saves the Portal User, and opens a new information screen where a new 
Portal User can be entered. 
 
 
In this example, we’ll click Save to save the Portal User, but keep the screen open.  
Once this happens, the Sub-Contacts and Individuals links become enabled in the 
Related section. 
 

 
 
The Individuals link allows you to add an Individual to this Portal User. 
 
 
Associating a Portal User with an Individual 

To associate an existing Portal User with an Individual, start in the Workplace column.  
Under the People section click on the “Individual” link. 
 

 
 
Look for the Individual in the Search for records field, and then double click their name 
to bring up their Individual Profile screen. 
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From the Individual profile screen click the Portal User link. 
 

 
 
Click Add Existing Portal User in the upper left hand portion of the screen. 
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The Look Up Records dialog box displays. 
 
Enter a Portal User name in the Search for records field and then click the Search 
button.  
 

 
 
When the search results are returned, click on the Portal User’s name so that it appears 
in the Selected records field, and then click the OK button. 
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The Portal User is now listed in the Individual’s Portal User list. 
 

 


