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How to Assign the Same Email Address to Multiple Clients 
When Accessing the Client Portal 

 

When multiple minor clients have the same Point of Contact, the point of contact is expected 
to receive the consent documents for multiple clients. These steps also work for the scenario 
when the same parent or guardian needs to access the Client Portal for multiple clients. 

 

 

To best explain the setup of multiple clients who might be siblings with a parent who needs to 
see their sent forms in the Client Portal module.  

 

Scenario – Parent with two children   

Scenario – Clinician is providing service for two siblings Tommy and Sue 

Example Scenario:  

- Hannah Banana the parent is the point of contact for both siblings 

 Client: Tommy Banana - (child #1) 

 Client: Sue Banana – (child #2) 

 
- Hannah Bananas being the parent needs to receive constant forms in the Client Portal for 

both children 

Step 1 – Setup of First Child Demographic Record 

The clinician adds the first client Tommy Banana (child #1) to the OakTree record. Only for the 

first client (child) does the parent's email need to be added in the Add/Edit Client dialog box.  
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Step 2 – Demographics: Contact Information – Other  1st Client 

Upon starting the Demographics questionnaire, under the Contact Information Section, you will 

see the parent's email address for the first client Tommy Banana (Child #1) displayed in the 

Client Email dialog box  

 

Step 3 – Setup of Second Child Demographic Record 

The clinician adds the second client Sue Banana (child #2) to the OakTree record. The Client 

Email should be blank or it can contain a unique email that is not already used. 
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Step 4 – Demographics: Contact Information -Other 2nd Client 

Then each additional client will have the same Point of Contact in this example a Parent or 

Guardian added to the Portal Email Login dialog box. 

 

 

 

 

 

 

 

 

 

 

 

 

These steps when completed by the clinician allow the Parent or Guardian of multiple clients 

(for example siblings), the ability to log into the Client Portal to review all sent forms.  

 

 

 

 

 

For additional questions, contact AccuCare Support at 800-324-7966 or email 

support@orionhealthcare.com and we will be happy to assist you! 


