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GET STARTED  
1. Go to our website, www.adaptabilities.ca  and click “Get Started” at the top right of the 

home page.  

2.  Complete the Inquiry Form.  

3.  Our team will contact you to provide more information about our programs and book an 
Intake if spots are available  

4.  Your account will be set up during the Intake process,  and you will be able to log in at 
www.adaptfamily.ca  (or by going to www.adaptabilities.ca  and clicking “Log In”).  

 

 

 

 

 

 

 

 

 

 

http://www.adaptabilities.ca/
http://www.adaptfamily.ca/
http://www.adaptabilities.ca/
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DOCUMENTATION  
Selecting the participant’s name on the left -hand navigation panel will create a drop -down menu.  

Consent Forms  are required to be updated 
annually. Forms expire August 31 annually.  

Medication Release  is required if the participant 
requires medication during our programs. This 
form must be completed if there is a change in 
medication. This form expires August 31 annually.  

New forms are available to be digitally signed on 
May 1 of every year. Updates to current forms can 
be done at any time.  

Participant Profile  is not required annually. This is 
the participant’s profile and can be updated at any time. Keeping this section up - to -date helps 
our team provide the best support for the participant.  

Consent Forms  

The Assumption of Risk and Release of Information  consent forms can be found here. You will 
see the current expiry date of these forms.  

 
 

1. Click the blue “Update” button to begin.  

2.  Read through the consent forms and fill in applicable information.  

Note: All checkboxes need to be checked to proceed.  

3.  Scroll down when the documents are loaded.  

4.  Two documents will appear for you to digitally sign. 
Both documents must be signed.  

5.  Click  at the top of the Assumption of Risk 
form  or go directly to the red “Signature” box.  

6.  Click the red “Signature” box.  

7. Draw or type your signature.  

8.  Click “Accept and Sign.”  

9.  Scroll to the Release of Information consent form and 

click  or go directly to the red “Signature” 
box.   

10. Draw or type your signature.  

11. Click “Accept and Sign.”  
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12. At the top of BOTH forms, click . 

Medication Release  

This section outlines the medication AdaptAbilities is permitted to administer to the participant.  

If the participant does not  require medication to be administered by AdaptAbilities, the form is 
not required.  

If the participant does require medication, follow these steps:  

1. Click . 

2.  Enter the required information.  

*If medication is to be given as needed, do not 
enter a time and put “PRN” under instructions 
with criteria for administration.   

3.  Click . 

4.  Do steps 1 to 3 for as many medications as 
required.  

5.  Type your name at the bottom and click 

. 

6.  To remove a medication, click the trash bin 

icon You will be required to type your 
name at the bottom and submit.  

Note: if medications change, you will be 
required to update the Medication Release to 
detail the changes prior to AdaptAbilities 
administering the medication  

Participant Profile Update  

The Participant Profile section of the Family Portal can be updated at any time. Keeping this 
information as up -to -date and current as possible directly impacts how AdaptAbilities supports 
the participant. Our team members view participant profile informat ion daily and use this 
information to meet the needs of the participants.  

The Participant Profile is divided into subsections for easier navigation.  

Click the banner to expand the section. You can make changes to any information that needs to 
be updated.  

Note: Please make sure your answers are from a first - person perspective.  
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Update Profile  

At the bottom, check the acknowledgement statement. It is optional to sign up for our e -
newsletter. You will need to type your name in the Signature field and click “Update Profile.” This 
will notify our team that the participant’s profile has been updated . 
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PROGRAM REGISTRATION  
Once you have completed an Intake, your Family Portal account will be activated. You will have 
access to register for programs in the Family Portal.  

It is strongly recommended that this step is completed on a desktop/laptop compute r on 
Google Chrome browser . 

Navigate to the Programs Tab.  

You can filter for the Program you are interested in. A list of available programs will become 
visible with the description and available spots.  

Click “Register” for the program you are interested in.  

Important: Ensure you read and understand all information in the “Description” field!  

Important: The Participant you want to register must have up - to - date Consent Forms.  

 

After clicking “Register,” a pop up will appear to confirm your registration details.  

Follow these steps:  

1. Select the Participant  

2.  Read the Description  

3.  Leave a Comment, if required.  

o Read through the Description and note any additional information (i.e. before and 
after care)  

5.  Click “Add More Registrations” to register for more programs.  

o You can add more programs here or return to the previous dashboard to register 
for additional programs  

o Note that there is a filter function at the top of the pop up if you want to search for 
a specific program  

6.  Click “Register All” to finish your Registration.  
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View the Status of your registration by going to the “Program Registration Request” tab.  

 
 

Once your registration is reviewed and approved, you will receive an email requesting payment 
for the Program Fee (if applicable).  

Important: You will have 7 days to complete your payment  and finalize your registration. If 
you do not complete the transaction before 7 days, your registration will EXPIRE and you will 
lose your spot in queue. You can log into  the Family Portal to resubmit your registration.  

If your registration expires, you can go back to the Program Registration Request tab and 
resubmit your registration.  
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Payment of the Program Fee is required to be placed in a group. Complete the Bursary 
Request Form  if you require financial support.  

Once payment is completed, your Status will become “Confirmed” and you are all set.  
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INVOICES  
This tab shows all current and historical invoices for services. This section in only applicable if 
services are rendered using an FSCD contract, Family Managed Services, or Parent Responsibility. 
Digitally signing and approving invoices will send it direc tly to a funder for payment.  

Invoices must be signed and approved or returned within 2 business days. Services will be 
suspended if there are outstanding invoices.   

Approving and Returning Invoices  

1. You will receive an email notification when there is a new invoice that requires your 
attention.  

2.  When viewing the Invoice List, you can see the status of each invoice.  

a.  “Pending” means it requires 
your attention.  

b.  “Approved” means you have 
digitally signed and submitted the 
invoice for payment.  
 

c.  “Returned” means that there was an 
issue with the invoice, and you have to 
return it to AdaptAbilities to resolve.  
 

3.  When there is an invoice labelled “Pending,” click “View/Approve” to review it.  

4.  If everything looks correct, you can click the red “Signature” box. Another window will 
appear where you provide your signature. Click “Accept and Sign” once completed. This 
will send the signed invoice to your funder.  

 

 

5.  If you notice something wrong on the invoice, you can click the red “Return Invoice” button. 
A window will pop up where you can enter the information regarding what is wrong with 
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the invoice. A Program Supervisor will receive an email with the details you provided. They 
will correct the invoice and resend it to you to submit.  
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INCIDENT REPORTS  
This tab is where you receive Incident Reports from our team. You can leave comments, request 
Program Supervisor follow -up (optional), and approve the Incident Report.  

We ask that Incident Reports are approved within 7 days of receipt. A Program Supervisor will 
contact you if this timeline is not met.  

Approving Incident Reports  

 

1. Click “View/Approve.”  

 

2.  Review the Incident Report and add comments in the “Comments” field.  

3.  Type your full name in the “Signature” field.  

4.  You may check the box “Request Program Supervisor follow -up” if you have any concerns 
about the incident. A Program Supervisor will contact you.  

Note: Not checking this boxes means you are satisfied with the result of the incident.  

5.  Click  

Note: This button is only available after you enter a comment and your name in the 
signature field.  

6.  Click  to confirm approval.

 


