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Whānau Tahi User Guide 

How do I get Help? 

HealthAlliance provides Whanau Tahi Connected Care support during business hours (0800-1700hrs) 

They can be contacted on 0800 268 626 or sharedcare@healthalliance.co.nz 

 

User Guide for Whanau Tahi portal 

 
Your Whanau Tahi portal activation 

• Once your portal is activated by 
your health team member, an 
activation email will be sent to the 
email address you gave to 
them.This is an example of the 
email you will receive.   

• The email will conatain, the web 
address of the portal, your 
username to use when you log in, 
your temporary password (which 
you will need to change when you 
log in for the first time), and the 
contact details of the helpdesk if 
you need any technical help. 

• If you have questions or need help 
in regards to what to add to your 
Shared Care or Advance Care plan, 
you will need to contact a member 
of your health team. 

 
 

 

 
Logging in for the first time 

• Once you click on the link for the 
portal, add in the username and 
temporary password from your 
activation email. 

• If you know your NHI number, you 
could also use that to log into the 
portal. 

• Then click on the green LOGIN 
button. 

 
 

 
 

mailto:sharedcare@healthalliance.co.nz
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Changing your password 

• When you log in for the first time, 
this is the first screen you will see.   

• Add in the temporary password 
from your email and then the 
password you want to use.   

• After typing in your new password 
again to confirm it, click on UPDATE 
to save your new password. 

• You will use your new password the 
next time you log in. 

 
 

 
 
Your Whanau Tahi portal dashboard 

• Once logged on, the first screen you 
will see is your portal dashboard.  
This displays a range of information 
including the members of your care 
team who are registered in Whanau 
Tahi, any Allergies, Medications and 
Diagnosis (which comes from your 
GP Practice).  Your dashboard will 
also show any messages and also 
has links to your plans (which will 
be covered below). 

• If you find that your medications or 
diagnosis looks incorrect, please 
contact your GP Practice to update 
their information.  This will then be 
uploaded into Whanau Tahi which 
will update your dashboard.  

 
 

 



                                                      

 

 

 

3 
 

Whānau Tahi User Guide 

 
The left side menu/navigation bar 

• One the top left of the screen are 
three short horizontal bars 

• Click on these bars to display the 
menu/navigation bar down the left 
side of the screen. 

• From this menu bar, you can access 
most of the functions of the portal 
as is on the dashboard as well as 
additional functions. 

 
 
Where to find your Shared Care and 
Advance Care plans 

• At the botton left of your 
dashboard screen, you will find the 
Documents section.  This is where 
the links to your Shared and 
Advance Care plans are.   

• If you already have a plan, you can 
click on the ‘View’ or ‘Edit’ button 
to access them. 

• If you do not have a plan – click on 
the ‘Create’ button to start one.  
You can only have one Shared Care 
plan and one Advance Care plan. 

• If you wish to to view any previous 
changes to your plan, click on the 
‘Show Change History’ button 
(decribed below). 

• You can also check on who has 
accessed your Whanau Tahi record 
by clicking on the ‘Who’s accessed 
my record?’ button. 
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Your Shared Care plan 

• If you want to view your plan, click 
on the ‘View’ botton after which 
your Shared Care or Advance Care 
plan will display for viewing. 

• If you wish to edit your plan click on 
the “Edit’ button after which your 
Shared Care or Advance Care plan 
will open ready for you to edit.   

• Make sure to save once you have 
finished editing. 

• If you are doing lots of edits, it is 
better to periodically save instead 
of waiting until you have finished all 
your additions/changes. 

• The screen shot shows a Shared 
Care plan open for editing. 

 
 

 

 
 
Your Advance Care plan 

• This screen shot shows an Advance 
Care plan open for editing. 

• Make sure to save once you have 
finished editing. 

• If you are doing lots of edits, it is 
better to periodically save instead 
of waiting until you have finished all 
your additions/changes. 
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Viewing previous changes made to 
your plan 

• This is the screen that displays if 
you click on the ‘Show Change 
History’ button. 

• There is a separate entry for each 
change. 

• Click on ‘Show Changes’ to see in 
detail what the changes were. 
 

 
 

 
 
Viewing your messages 

• From the portal dashboard screen 
or from the left side 
menu/navigation bar, click on ‘My 
Inbox’ to see any messages in your 
portal.   

• These will usually be messages 
between health providers.  

• Whanau Tahi does have the ability 
for you to communicate with your 
health team via the portal, but 
individual health team members 
need to activate this in their login 
before you will be able to 
communicate with them using your 
portal.  
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Creating a new message 

• If you want to create a new 
message, with your inbox open, 
click on the ‘New message’ button. 

• You will asked if this is an 
emergency, to send a message, 
click on the green ‘No’ button.   

• If it is an emergency call 111 
instead. 

• The ‘Create a new message’ screen 
will be displayed. 

• In the ‘Recipient’ box, select the 
person you are sending a message 
to from the drop down list.  You will 
only be able to select from the 
members of your Care Team. 

• Add in the message ‘Subject’. 

• Add in your message. 

• Click on the green ‘Send’ button. 
 

 

 

 
My Measurements 

• You can keep a track of some vital 
health information in Whanau Tahi 
Measurements. 

• From the left side menu/navigation 
bar, click on ‘My measurements’ to 
open the ‘My measurements’ 
screen. 

• From this screen, you can record 
over time your temperature, blood 
pressure, weight, heart rate, peak 
expiratory flow and/or blood sugar 
levels. 

• Select the measure you want to add 
from the row of measurement 
options. 

• Click on ‘Add new’ to add a new 
entry for that measurement. 

• Click on ‘Save’. 
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My Library of Resources 

• When the health worker activates 
your portal acess, they can also 
enable access to health information 
from the 
http://www.healthnavigator.org.nz 
website. 

• Any subjects they selected will be 
listed here in your resources tab. 

• From the left side menu/navigation 
bar, click on ‘My resources’ to open 
this screen. 

• Click on your links to access more 
information on the listed subject.  

• If there are no subjects listed, the 
health worker did not select any 
subjects when your portal was 
activated.  

 
 

 
 
Giving others access to your portal 

• Since the information in the portal 
is your information, you have the 
option of sharing this information 
with who you want. 

• From the left side menu/navigation 
bar, click on ‘Family member 
access’ to open this screen. 

• From this screen you can see who 
you have given access to and 
whether they have accepted your 
invitation.  You can also see if they 
have not. 

• From here, you can send invitations 
for others of your choice to be able 
to access your portal. 

• If you want to do this, click on the 
‘Invite new family member’ button. 
  

 
 

 

http://www.healthnavigator.org.nz/


                                                      

 

 

 

8 
 

Whānau Tahi User Guide 

 
Giving others access to your portal 

• A screen will be displayed which 
will enable you to add in their 
details. 

• You can also set a time limit for 
their access to the portal, this is 
added into the ‘Access Granted 
Until’ field. 

• Once finished, click on the ‘Save’ 
button.  You will be returned to the 
‘Family members access settings’ 
screen.   

 

 


