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Getting Started 

Login at 
https://www.ltc-portal.com/Portal/ProviderLogin.aspx 

Enter your email address as your username and enter the password that was sent to you. 
 

 

https://www.ltc-portal.com/Portal/ProviderLogin.aspx
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Submitting a Reportable Incident 
 

 
 

When you log in, you'll see the Reportable Incident tab.  Clicking the New button starts a new reportable incident.  This is the way to add a “new” 
Reportable Incident. 
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This is the screen for entering a reportable incident.  Select the checkboxes and describe the details in the Incident Description box. 

Incident Type – Select the appropriate incident type 

Incident Detail – Enter the date and time of the incident as well as the description of the incident 
 

Click to add residents 
 

A new panel will open for entering the resident information.  This is where staff names would also be entered. 
 
 
If additional information is needed before posting to the portal select the Save button, this puts the incident in Draft status.  Once the 
additional information is added, or at any time the incident is ready for posting to the portal the Send button must be chosen.

In order to post this 
new incident to the 
portal the Send 
button must be 
clicked. 
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When you are finished updating the report, you must click Send in order to submit the report to the program. 
 

 
 

Click OK to confirm that you wish to submit the report.  Once you submit the report, you will not be able to change it. 
 
 
 

 
 
 
 

In the screen shot above, you can see that the report has been submitted.  Your due date for the investigation documentation shows in the Due 
Date column.  Due date is based on the date of the incident not on the date it is first reported.
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Upload Investigation Documents 

To upload an investigation document to the facility, select the File Upload tab and click New. 
 

 
 
 
 

 
 

Fill out the form and upload the file by clicking Choose File and browsing to the location on your computer.  Notice that you can only upload the 
types that are listed on the page. Click the send button in the upper right hand corner. 

 

 

The New button should be 
clicked to add a new 
document.  This will allow the 
drop down box to show all 
open incidents.  Make certain 
the correct incident, matching 
the investigation is selected. 

File names need to be kept short and special characters 
(such as @, #, #, etc) should not be used in the title.  If 
the application has an issue with the name of a file to 
be uploaded it will cause a SQL error and close the 
portal. 
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Managing User Logins 
 

 
If you are the administrator, you can click on the Users tab and make changes to the facility logins.  You must be the administrator to manage 
the logins.  If the facility administrator changes, you must contact the program to set up the new administrator account. 

 

 
 
 
To remove access rights to the portal, from the Users tab, click on the pencil icon at the far right of the person’s name and then uncheck the Active box and the 
Save icon.



9  

 

Password Reset 
 
 
 

 

Click the link to reset your password. 
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The system will generate a new password and send you an email. 
 

 
 

Retrieve the new password and use that to login. 
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You can change your password and information by clicking on your name. 
 
 
 

 
 

Change any of your account details including password and click "Save".  Remember that email addresses must be unique.  This means that two 
different people cannot use the same email address for their login. 
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