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1. Portal 

i. Portal Login 

Registration in Portal (Redeem invitation)  

1. Check the email address you gave to the ICLF team. 

2. Open the email and click the link inside it. 

3. The link will help you create your Portal account. 

4. Click the link in the email. A new page will open, as shown below.  
 

 

5. Click the ‘Register’ button to create the account. 

 

6. Fill in your account details, including your email address, username and password. 
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7. Enter the code from the image. 

 

8. Click Register. 
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9. When you finish, you will be taken to the Profile page. 
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Log in to the Portal 

 

1. Click ‘Sign In’, either from the home page or from the top right. 

 

2. Enter your Username (1) and Password (2). 

If you want the system to remember this device, tick Remember me (3). 

Click ‘Sign In’ (4) to log in. 
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3. If you see this page, enter the code sent to your email. 

 

4. Check your emails for a message with the subject “Security Code”. 

An example of this email is shown below. 

 

 

 

5. Enter the Code. 
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6. Click ‘Verify’. 

 

7. You are logged in the Portal. 

 

 

 

 



Client Relationship Management Tool  Page 9 

 

Sign out of the Portal 

 

1. Click your name at the top right of the page. 

 

 

2. Click ‘Sign Out’. 

 

 

3. You are signed out as you are redirected to the welcome page (as per below). 
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ii.Portal User Account 

View Profile  

 

1. Click your name at the top right of the page. 

 

 

2. Click Profile. 
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3. You are now on the Profile page. 

 

 

Forgot password  

 

1. If you forgot your password, click ‘Forgot Password’, in the Sign In screen. 

 

2. Enter your email address (1) and click Send (2). 
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3. You will get this message. 
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4. Check your email for a message with the subject “Password Reset”. 

Open the email and click ‘Reset Password’ to change your password. 

 

 

 

5. Enter the new password. 
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Change password  

 

1. If you know your current password and want to change it, click your name at the top 

right of the page. 

 

 

 

2. Click Profile. 
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3. Now you are in the Profile page, click ‘Change Password’. 

 

4. You will be taken to this page. 

 

 

5. Enter your old password and the new password. 
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6. Once ready, click ‘Change Password’. 

 

 

7. You will be shown the “Your password has been changed successfully” message. 
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Change email address  

 

1. If you want to change your email, click your name at the top right of the page. 

 

 

2. Click Profile. 

 

3.  Now you are in the Profile page, click ‘Change email’. 
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4. Now you are in the Change Email Page. 

 

 

5. Enter the new email (1) and click ‘Change and confirm email’ (2). 

 

6. You will see the message below when the process is complete. 
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7. Check your email and find an email with subject ‘Confirm your account’. Example of 

email below: 

 

 

8. Click ‘Complete Registration’. 

 

9. This will open a new tab, confirming the email change. 
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iii. Claim Requests 

Submit a new Claim Request  

 

1. If you want to Submit a new Claim Request, first click ‘Requests’ (1) and then the 

‘Claim Request’ button (2) from the menu. 

 

 

2. You will be taken to the page below. 
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3. Start by filling out the Service User field by clicking the Magnifier Icon. 

 

 

4. A list of your Service Users will appear on the screen. 
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5. Choose one Service User by clicking the check mark next to the name (1). 

Then click ‘Select’ (2) to confirm. 

 

 

 

6. The Service User is now filled in. 
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7. Choose the year of your claim request. 

 

 

8. Choose the month that you are claiming for. 

 

 

 

 

9. Enter the amount you are claiming. 
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10. When finished, click ‘Next’ to continue. 

 

11. Next, create the claim expenses. 

Click ‘Create’ to add an expense. 
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12. Choose if the Carer is already listed or if it is a new Carer. 

 

13. If the Carer is already listed, click the magnifying glass icon (3) and choose the Carer. 

 

14. Select the Carer by clicking the check box next to the name (4). 

When selected, click ‘Select’ (5). 

 

15. When the Carer is selected, click ‘Next’ to continue. 
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16. You will be taken to the Files page, where you can upload the required files. 
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17. To upload a file, click ‘Choose File’ under the file name (6). 

Select the file and click ‘Open’. 

 

 

 

18. You will now see the name of the uploaded file (7). 

 

 

19. When all the files are uploaded, click ‘Upload and return to the Claim Request’ at 

the bottom to save the Expense (8). 
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20. After clicking the button, you will return to the Claim Request. 

You will see all the expenses you added below (9). 

 

 

 

21. When all expenses are added, click ‘Submit’ to send the Claim Request (10). 

 

 

22. You will be taken to the home page, where you can see all your submitted and 

processed Claim Requests. 
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Revisit of a Draft Claim Requests  

If for some reason, you have started the input of a new Claim Request but did not submit it on the 

last step, the Claim Request will be remained as Draft. Please note that draft claim requests older 

than 1 month are deleted by the system. 

To edit an existing Draft Claim Request: 

1. Draft Claim Requests can be found in this section on the home page. 

 

2. To edit a Claim Request, click the drop‑down arrow at the end (1), then click Edit (2). 
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3. This will open the Claim Request and show the details already entered. 

You can change any details if needed. 

 

4. When you finish editing, click ‘Next’ (3) to edit the expenses. 

 

 

5. Here, you can create new expenses, edit existing ones, or delete them. 

To edit an Expense, click the ‘Edit’ button. (4). 
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6. When you finish editing, click ‘Submit’ at the bottom (5) to save the expense. 
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7. To delete an Expense, click the ‘Delete’ button (6). 

 

 

8. Click ‘Delete’ to remove the expense (7). 

 

 

9. When you finish all changes, click ‘Submit’ to send the Claim Request (8). 
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Claim Requests which require amendments 

 

If Aġenzija Sapport did not approve the Claim Request due to missing information, you will receive 

an email that the Claim Request require amendments with the reason. 

 

1. Search for the email subject, ‘Further Information Required for Claim Request’. 

 

 

 

2. Claim Requests which require amendments can be found in this section on the home 

page. 
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3. To edit a Claim Request, click the drop‑down arrow at the end (1), then click Edit (2). 

 

 

 

4. This will open the Claim Request and show the details already entered. 

You can change any details if needed. 

 

 

 



Client Relationship Management Tool  Page 35 

 

5. When you finish editing, click ‘Next’ (3) to edit the expenses. 

 

 

6. Here, you can create new expenses, edit existing ones, or delete them. 

To edit an Expense, click the ‘Edit’ button. (4). 
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7. When you finish editing, click ‘Submit’ at the bottom (5) to save the expense. 

 

 

 

8. To delete an Expense, click the ‘Delete’ button (6). 
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9. Click ‘Delete’ to remove the expense (7). 

 

 

10. When you finish all changes, click ‘Submit’ to send the Claim Request (8). 
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View list of submitted Claim Requests 

 

To view the list of Submitted Claim Requests: 

1. Scroll down to the ‘Submitted Claim Requests’ section in the Home Page. 

 

 

2. This page shows all submitted Claim Requests, with the most recent ones shown first 

(1). 

You can move between pages by clicking the page numbers (2). 

 

 


	1. Portal
	i.  Portal Login
	Registration in Portal (Redeem invitation)
	Log in to the Portal
	Sign out of the Portal

	ii. Portal User Account
	View Profile
	Forgot password
	Change password

	iii.  Claim Requests
	Submit a new Claim Request
	Revisit of a Draft Claim Requests
	Claim Requests which require amendments
	View list of submitted Claim Requests



