
 

 

        

FAMILY PORTAL 
 

The following functions are included in the Family Portal: 

 

   

 

  

 

 

 

 

 

 

 

 

 

 

1. Registration page: The registration page allows SCLARC’s individuals to create an account on the Family 
Portal.  
 

2. Download SCLARC Family Portal App:  The SCLARC Family Portal application is available at the 
APP store. On your mobile device, search for ‘SCLARC Family Portal’ and follow the instructions to 
install the application on your device. 

                
 



 

 

 
 

3. Open the application, read and accept the application’s user agreement. 
 

                  

4. Login Page  
a. Log into the Family Portal by entering the same email address residing in Smart Chart, the app will 

prompt you to create a new password.  



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Home Page 
a. The home page serves as the main menu and dashboard. The Individual can select items on the                                                                       

menu to access each page. Menu options include:  Messages, Appointments, My Documents, 
Services, My Request, My Information, Case Management, and Annual Cost. 
 
 

 

 
 

Family Portal Function Continuation: 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

6. Messages 
a. The Individual is able to view the announcements from SCLARC.  
b. SCLARC can create announcements of upcoming meetings or trainings  

and broadcast the information to Individuals.   
c. Individuals can also send messages to their Service Coordinator through the app. 

 

 
 

7. Appointments 
a. The Individual is able to view their upcoming appointments.  
b. The Individual is able to send emails to Service Coordinator regarding appointments.  
c. The inbox and outbox provides a history of emails sent and received.  

 

                   
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                                                                

8. My Documents 
a. The Individual can view their Individualized Program Plan (IPP) or 

Individualized Family Service Plan (IFSP), and Transition Plan. 

       
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

9. Services  
a. The Individual is able to view current Authorized services and  

if necessary send an email to their Service Coordinator with any questions.  

 
 

10. My Requests 
a. The Individual can track requests, such as, address changes, updated phone number, etc.  

submitted to their Service Coordinator and monitor the approvals. 

            

11. My Information 

a. The Individual can view following personal data:  
i. UCI # 

ii. Name 
iii. Date of Birth 
iv. Phone number 
v. Email address 

vi. Current mailing address 
vii. Contacts list – detailed information for each contact person is available on the app.  

b. The Individual can send and update requests to their Service Coordinator. 
c. The Service Coordinator will verify the updated requests and enter the new information in Smart 

Chart that will update the app.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. My Information continued.. 
 

 
 

13. Case Management 
a. The Individual is able to view the name, phone number and email addresses of their Service 

Coordinator, Team Leader and Supervisor assigned to them.  
b. The Individual can send emails to their Service Coordinator  and Program Manager.  
c. The Individual is able to view assistance received through the Navigator Program.  

   



 

 

 

 
Application can be downloaded on your device’s app store (i.e apple app store). 

 

www.SCLARC.org/ 

 

 

14. Annual Cost 
 

a. The Individual is able to view their annual cost statement                                                                             
in PDF format and email their Service Coordinator if there are questions.  
 

             

15. Logging Out  
 

 



 

 

 


