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OHCA MEMBER PORTAL TRAINING: MANAGE STAFF 

 

This training identifies how to manage your organization’s individual contacts/staff on the OHCA 

member resource portal, MemberSuite. 

Update and Manage Your Organization’s Staff 

1. Login to the OHCA online member portal at: http://bit.ly/OHCAMemberPortal.   

a. If you do not have a login, refer to the training “OHCA Member Portal Training - 

Portal Information - Create an Individual Login Account.”  

2. If you have access to edit your organization, you may see the “Multiple Identities 

Detected” page. Select your organization and click “Continue.”  

a. Please note, individuals who are designated as the following roles have access to 

edit their organization’s information and to manage staff within the member 

resource portal: 

• For assisted living facility, resident care facility, nursing facility, skilled 
nursing facility organizations, the designated relationship types that 
have access to log into portal are “administrator,” “accounting/billing,” 
“support staff,” and “owner-operators”. 

• For in home care, home health agency and senior retirement housing 
organizations, the designated relationship types that have access to log 
into portal are “administrator,” “accounting/billing,” “support staff,” 
“owner-non operators,” and “Owner-operators.” 

• For operator organizations, the designated relationship types that have 
access to log into portal are “administrator,” “accounting/billing,” and 
“support staff.” 

• For business partner organizations, the designated staff type that have 
access to log into portal are “Sponsorship contact,” “accounting/billing,” 
and “support staff.” 

http://www.ohca.com/
http://bit.ly/OHCAMemberPortal
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3. If you do not see the “Multiple Identities Detected” page, simply click on your 

organization’s name on your portal page. 

 

4. Once you are on your organization’s portal page, click “Manage Organization Contacts.” 

5. The “Manage Organization Contacts” page allows you to manage the individuals 

connected to your organization.  
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6. Here, you can edit, delete, or change relationships of the contacts in the OHCA member 

resource portal that are tied to your organization. 

a. IMPORTANT NOTE: Please do NOT edit or delete any of the “Legislator” 

relationship contacts (ie Senate Legislator, House Legislator, Congressional 

Legislator). These contacts are the lawmakers for your organization. Their 

association with your organization is an important part of our advocacy efforts. 

We use this data for internal purposes and, unfortunately, cannot hide or 

remove this data from your organization's portal page. If you have any questions 

about this data, please contact OHCA. 

7.  On this page you can also add individuals for your organization by selecting “Add a 

Contact.”   

 

8. To add a contact input the individual’s email and contact type and click “Continue.” If 

the individual is already in our system you can connect them to your organization. 
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9. If the individual is not in our system, you can add them by adding in their first name and 

last name. Then select the box “Would you like to send this individual an invitation to 

login?” 

10. Click “Continue” and then click “Add Contact.”  

11. You will be redirected to your “Manage Contacts” page. You can navigate back to your 

organization portal page by selecting “Home” or “Go Home.” 

 


