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How to Access AHCA/NCAL Connect and Sign In 
 

Access AHCA/NCAL Connect at the following address:  http://connect.ahcancal.org 

Sign in to the site - Click the blue Sign In button in the top right corner of the screen. 

 

 

 

Sign in using your personal AHCA/NCAL User Id and Password. If you can’t remember your User Id or 
Password, click the link at the bottom of the sceen and follow the prompts. 

 

Please note: Do not use a shared state login to access AHCA/NCAL Connect. Only your personal account 
will have access to your communities.  Your User Id is most likely your email address.  

 

  

http://connect.ahcancal.org/
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How to access your Profile 
 

After you sign in, click the arrow next to your profile picture in the top right corner of the screen. 

 

  

 Click the Profile button in the pop-up screen, or select My Profile. Both will take you to your profile 
screen. 
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How to update your profile, change or update your photo, update your 
contact information or change your password 
 

You can update much of your information in AHCA/NCAL Connect via your Profile page. 

First, access your Profile. After you sign in, click the arrow next to your profile picture in the top right 
corner of the screen. 

 

  

 

 

 Click the Profile button in the pop-up screen, or select My Profile. Both will take you to your profile 
screen. 
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Update your Profile. 

• Use the green Add buttons to update the following: 
o Bio, Education, Professional Associations, Social Links, Job History and Honors and 

Awards.  None of this information is required.  
• Click the Actions button underneath the stock photo to update your profile picture.  
• Click the links on the left to change your password and update your contact information, 

including your organization or facility. 
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How to access your communities and what does that mean? 
 

If you are reading this, you are likely a member of at least one connected community on AHCA/NCAL 
Connect.  To locate your community home page, Sign in to AHCA/NCAL Connect.   Next, click the 
Communities link in the green horizontal menu bar. 

 

Once on the Communities listing, you find a list of any community to which you are already a member, 
or any community you are able to join. 

In the example below, this user is a member of the AHCA/NCAL Connect Staff Liaisons community as 
well as the HAH Members Community. The Test Demo Community  is open for membership.  

To enter a community to which you already belong, click the Enter button. To join a new community, 
click the Join button and follow the prompts. 
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* If you sign in and don’t see any communities listed or you would like to start a community, click the 
Contact Us link at the top of the screen and someone will assist you.  Currently, there are very few open 
communities. Most are restricted to official AHCANCAL Committees and other organized groups within 
AHCANCAL.* 

Once you enter your community, you’ll find yourself on the Community Home page.  This page, shown 
below displays a collection of all the features of the community on one landing page.  There are three 
tabs in addition to the home page. They are Discussion, Library and Members. 

 

  

http://connect.ahcancal.org/contactus
http://connect.ahcancal.org/contactus
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How to create a discussion post or respond to one 
 

Creating a discussion post and engaging in a discussion is the best way to connect with your fellow 
community members. 

First, Sign in to AHCA/NCAL Connect  so you can see your personalized content. 

Next, select your community. 

 On your community discussions page, you’ll see any discussions that have already been posted. In the 
example below, this Test Demo Community does not have any discussion threads yet.  

 

 

To start a discussion, simply click the green Post to this Discussion button. 

You will then be presented with a screen where you can compose your message and send.  This screen 
allows you to enter a subject line, compose a message, edit the message with formatting options and 
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also allows for file attachments.  

 

 

 

When you are finished composing your message, click Send.  
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Your message and a link to any attachments will display on the Discussions page. 

 

Additionally, your message will be sent to your fellow community members with an email notification as 
long as they have subscribed to the notifications. Everyone by default is set up to subscribe to the 
discussion notifications in real time. Make sure you are receiving discussion notifications with the 
frequency you prefer.  You can change the frequency it at any time.  

 If you are wondering how to tell who else is in your community, click on the Members tab in that 
community or click on your community home page and scroll to the bottom.  

 Once others respond to your message, you’ll see them listed on the Discussion page as well. Any 
attachments show as a small paperclip icon to the left of the message.  Additionally, any attached files 
are automatically saved in the community Library for later reference. 

Another way to respond to a message is via email, providing you are subscribed to receive discussion 
notifications. Below is a screen shot of a discussion email notification where you can take a few different 
actions by using the buttons in the email. 
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You can reply to the group using your email reply button however use caution with this, as it functions 
like a reply-all.  

 

Note the address in the “To” field in the message below using the Outlook reply button.  
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A safer and more intuitive way to respond to the discussion is to use the buttons and links in the email.  

• Use the Reply to Group button to send a message back to the group via your email. 
• Use the Reply privately to Sender button to send a message only to the originator of this 

message via your email.  
• Click the Post New Message to the Community to easily start a brand-new unrelated discussion 

post in this community via your email. 
• You can also enter your community by clicking on the Community Name (in this case, Test Demo 

Community). This will take you to the community home page.  
• The links at the bottom will direct you to the website at http://connect.ahcancal.org to take 

these same actions.  

 

  

http://connect.ahcancal.org/
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How to share a document 
 

To share a document, the best way is to post a message to your community and attach a file. This way, 
everyone in your community will be notified via a discussion email notification, providing each person is 
subscribed.  
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How to browse the library and access documents 
 

To browse your community library, first make sure you are signed in to AHCA/NCAL Connect.  

Next, select the community you wish to browse.   

To locate the community library, click on the Library tab.  

 

In your community library you can find any files that have been shared within your community. 

Some communities have different folders. I this Test Demo Community, there is only one folder, where 
all the files are located. To open one of the files, either double-click on the file name or single-click to 
highlight the file name and then click the View button. From the next screen you can either click the link 
for the file to open it, or click the Download button.  
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You can also take a number of other actions by clicking the blue Actions button on the right, although 
this is not required for general use. Feel free to explore the options.   
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How to find out who is a member of your community 
 

When you engage in your community, participate in discussions or share documents, you are engaging 
with your fellow community members. To see who is a member of your community, first Sign in to 
AHCA/NCAL Connect  so you can see your personalized content.  Next, select your community. Once on 
your community home page, either scroll down to the bottom of the pace, or for a more clear view, 
select the Members tab to view everyone who has access to your community.   
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You can also click on the member’s name to see their profile.  

 

To access your own profile or control what others can see on your profile by adjusting your privacy 
settings, follow these instructions. 
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How to adjust your discussion subscription notification settings 
 

You have the ability to adjust the frequency of your discussion notification settings. Review them by first 
accessing your Profile. After you sign in, click the arrow next to your profile picture in the top right 
corner of the screen. 

 

  

 Click the Profile button in the pop-up screen, or select My Profile. Both will take you to your profile 
screen. 
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Once on your profile, click on My Account 

 

 

A drop-down menu will appear. Click Community Notifications 
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Once on the Community Notifications page, select a Notification frequency for the community you wish 
to change by using the drop down arrow that corresponds with each community.   

Choices are the following: 

• Real Time – Receive an email notification immediately if a discussion message is posted in that 
community. We suggest selecting Real Time notifications for the best user experience. 

• Daily Digest – Receive at most, only one email notification with a recap of the prior day’s activity 
including links and options to respond by email 

• No Email – You will not receive any notification if there is any activity in your community. We do 
not recommend this option as it is likely you will miss important communication. 
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How to adjust your privacy settings 
 

Your privacy settings are set by default and include members only access to information in your profile 
with a few exceptions. You may review these settings and change them at any time.  To review your 
privacy settings, use the following steps.    

First, access your Profile. After you sign in, click the arrow next to your profile picture in the top right 
corner of the screen. 

 

  

 Click the Profile button in the pop-up screen, or select My Profile. Both will take you to your profile 
screen. 
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Once on your profile, click on My Account 

 

 

A drop-down menu will appear. Click Privacy Settings 
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Review your default settings. Options include the following: 

At the top, there is an option to be included in the member directory for AHCA/NCAL Connect. We 
suggest you leave this option set to Yes. To restrict access to specific pieces of data, change anything 
you would like to change, scroll to the bottom and click the Save button. Options include the following 
for each piece of data: 

• My Contacts – indicating this data is available only those people who you have added as a 
contact, or have accepted a contact request 

• Members only – indicating that data is available to AHCANCAL members who have access to 
AHCA/NCAL Connect. 

• Public – we do not suggest you select Public for anything as this surfaces that piece of data to 
view on the World Wide Web.  

• Only Me – Nobody will be able to view this piece of data except you. 
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How to add another member as a contact or send a private message 
 

You can only add someone as a contact if that person allows requests. All privacy options are by default 
set to be protected and to not allow contact requests. This protects our members’ privacy. Every 
member may update their privacy settings to allow contact requests.  To check, find the person you 
would like to add.  You can locate the person you would like to add in two ways.  First, by finding their 
profile, either by searching the Directory or locating the member or by selecting another member’s 
profile via the Members tab in your community.  

To search the directory, select the Directory link in the green horizontal bar.
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In this case, a search on the letter C in the first name field and Wilson in the last name field returned the 
following results. 

 

 

In this result set, only one person has set their Contact Me options in their profile to allow contact from 
other members.  To add this person as a contact, simply click the Add as Contact button and your 
request will be sent.  

To send that person a message, click the Send Message button.  Your message will be sent privately. 

Once your contact request has been accepted, you can view your contacts on your own profile, by 
clicking on My Connections and Contacts. 
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By adding contacts, you can easily message your contacts anytime.    
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How to get help 
 

Getting help is easy! You don’t even need to be logged in. Simply go to the top of the screen and click 
Contact Us. Fill out the short form and someone will get back to you promptly.  
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