
Navigating the Baby-Friendly USA Portal



The Portal

The Baby-Friendly USA (BFUSA) portal is the “back 
end” of the website. The portal is a secured area of 

the website where only registered facilities 
working in the 4-D Pathway or Designated may 

access phase materials and tools.

To access the portal, 
you must login.



Log-in

To have login access you must be a 
registered user 
for your facility. 

This means BFUSA has been provided with your specific, facility-branded email 
address and you have been officially issued a login password by us.



Registered Users

Registered users 
are established in 

the Discovery 
Phase (D1) when 

the Discovery 
Registration 

Form is 
submitted & 

accepted. 



Registered Users

Common Questions:
• What are the different user roles? 
• What are the different privileges associated with 

each role?
• Who should we choose to be a user?
• What if I need to change a registered user? 
• What if I forget my login password? 



Registered Users

Primary User: This individual is considered to be your facility’s primary Baby-

Friendly contact. The Primary User also has advanced privileges; because of this, 
it is pertinent that you always maintain an active Primary User.

What are the additional privileges? The Primary User can submit the Facility Data Sheet, 
Self-Appraisal Survey, and edit the Facility Details page in the portal. 

Secondary User: The Secondary User has access to all of the same tools and 

materials as the Primary User. However, the Secondary User can only enter data 
to online forms, they cannot submit the form.

Alternate User: This role is optional and shares all of the same privileges as 

the Secondary User. They may enter data to forms in the portal but do not have 
the ability to submit.

U s e r  Ro l e s :



Registered Users
T h i n g s  to  C o n s i d e r :

When appointing registered users,
consider the following: 

Those identified as registered users will have access to all phase tools and 
materials located in the portal. They will be responsible for: 

• Ensuring all required phase work is completed and submitted to Baby-
Friendly USA per the indicated timeline

• Monitoring deadlines
• Tracking expiration dates
• Ensuring timely payment of all fees

These individuals will be the main point of contact between BFUSA and your 
facility. Please keep this in mind when deciding who should have login access to 
the portal. 



Changing Users

User Changes:
Only BFUSA staff can add/remove/change a registered user. To authorize this change, you 

must do the following:

1. Complete and submit a User Change Form. This is located on the 
Dashboard in the portal under DO #1.

a) Once this form is processed, new users will receive an email from BFUSA 
containing a password and login instructions. 

2. Following submission of the User Change Form, the Primary 
User should edit the Facility Details page in the portal to update 
the contact information for the user that has changed.

NOTE: Just changing the Facility Details page in the portal will not facilitate any 
change within the system unless a User Change Form is also submitted.



Logging In

Once portal access has been successfully established,
you will want to login:

From the BFUSA home page, click “PORTAL.”



Logging In

Yo u  a re  n o w  o n  t h e  s i g n  i n  p a ge



Logging In
I m p o r ta nt  N o t i ce s

Important notifications 
are posted to the “Sign 
In” page. If the BFUSA 

offices are closed 
during normal business 

hours, there are 
technical difficulties 
with the website, or 

Baby-Friendly makes a 
public statement on a 
pressing issue, you will 

be notified about it 
here.



Logging In
P a s s w o r d  R e s e t

Note the “Forgot your password?” link.
If you lose or forget your password at any time you may utilize this link to reset 

your login password. You will be provided with a system-generated email 
containing instructions on getting a new password.



Logging In

Enter your facility 
branded email address 
and password, and click 

“Sign in.”



Dashboard

You are now logged into the portal and are on the . 



Dashboard

This above shows what the top of your page will look like immediately following 
your login.

The Dashboard is where all phase materials are housed: tool kits, template 
documents, guides, phase requirements, submission instructions, and deadlines. 



Dashboard
H e a d i n g s

The Dashboard is organized by phase with the facility’s 
most current phase at the top.

Materials for a future phase will not be available until the facility enters into that phase

For example: If your facility is currently in the Dissemination 
Phase you can locate tools from the Development and 
Discovery Phase by scrolling down on your Dashboard.

When advancing phases you maintain access to all 
previous phase tools.



Dashboard
H e a d i n g s

The instructions and materials available through the portal for 
each phase are divided under four headings:

• LEARN – Instructions and resources for this phase.

• DO – Templates and materials used for phase activities.

• SUBMIT – List of items that must be submitted by your 
facility to BFUSA.

• REVIEW – List of items that should be reviewed by your 
team when you complete your work in this phase.



Dashboard



Dashboard
S u b m i t

SUBMIT will 
always 

instruct you 
on what, 

when, 
where, and 

how to 
submit 

materials. What

When

Where

How



Outside the Dashboard

What else should I know 
about the

Baby-Friendly portal?



My BFUSA Menu

The dark purple bar indicates the 
page you are currently viewing.



My BFUSA Menu

The “Settings” tab will 
allow you to change your 

password. This should 
always be done 

immediately following a 
password reset via the link 

on the login page or 
receiving a password 

issued by a BFUSA staff 
member. 

These passwords are 
usually very long and/or 
temporary and should be 
changed as soon as portal 

access is obtained.

S e tt i n g s



Facility Details

The Facility Details page can also be accessed through the 
MY BFUSA menu. This page contains important information 
that is specific to your facility such as:

• Facility information
o 4-digit Baby-Friendly ID#
o Facility contact’s
o Facility demographic information 

• Phase expiration date
• Phase history

The following slides will show you where and how to locate all of these details



ID Number

Facility 
Details 
includes:

• The 4-digit 
ID assigned 
to your 
facility by 
BFUSA.



Facility Details

Facility Details also include:

• Contact information for your facility’s registered users 
and administrative staff members such as CNO, CEO, 
and Director of Maternity

• Other demographic information about your facility

This page should be checked often to ensure the 
information is accurate and updated appropriately 

by the Primary User when necessary. 



Phase History

Your facility’s Phase History is recorded at 
the very bottom of the Facility Details page.



Phase History

The Phase History allows you to track your facility’s progress in the 4-D 
Pathway as well as monitor your expiration date.

The current phase status is listed at the top. 

The expiration date is 1 year from the date the facility entered the phase.

This facility is in the Dissemination 
Phase, and will expire on 10/4/2019.



Facility Details
Fa c i l i t y  D a ta  S h e e t s

Just below the Phase History you will find a record of the 
Facility Data Sheets submitted by your facility and the Self 
Appraisal Survey that is submitted in the Discovery Phase.



Facility Details
U p d a t i n g  Yo u r  C o nta c t s

Now that you know what is 
on the Facility Details page 

and where to find it, 
what do you do if something 

needs to be updated?

“Our CEO has retired. How can I update 
this information in the portal?”

“My facility just merged 
with a new health 
system. Do I need to 
submit anything to 
Baby-Friendly?”

“What if our Director of Maternity has changed?”

“I noticed our 
facility was 
registered with the 
wrong name. How 
can I change this?”



Facility Details
U p d a t i n g  Yo u r  C o nta c t s

Updating the Facility Details page:

The Primary User can update the Facility details page by clicking 
the “action” button located in the upper right hand corner of the 

page. Then select “Edit Details” from the drop down box. 



Facility Details

What can the registered users change?
• Only the Primary User has the ability to update the Facility Details page. 
• The Primary User can update the Chief Executive Officer (CEO), Chief 

Financial Officer (CFO), Chief Nursing Officer (CNO), Director of Maternity, 
and Billing Contact.

What can registered users NOT change?
• Your facility’s name, street address, telephone number, or Health System. 

The information for the Primary, Secondary, and Alternate Users can be changed 
as it appears on the Facility Details page. 

However, this should not be done unless a User Change Form is also submitted. 

You do not have the ability to add or remove login ability for registered users via 
the Facility Details page. Only a User Change Form can begin this process.



Important Forms

Important Documents

User Change Form

Always located under DO #1. This form should be submitted any time a 
registered user must be added/removed/changed. Only BFUSA staff can make 

these changes so a User Change Form is required for ALL user changes, 
including a change in email address (change in domain or person’s name).

Facility Changes Form

Always located under DO #2*. This should be submitted in the event of a 
facility name change, facility merger, physical address change, and/or 

changes in configuration of premises.

*DO #8 in the Discovery Phase



Important Forms

These forms may be accessed on the Dashboard 
in the portal by all registered users (primary, 

secondary, and alternate) and may be submitted 
at anytime a change is needed or necessitated.  

DO #1

DO #2



Helpful Hints

Can’t find what you are looking for on the Dashboard?
Control (Ctrl) + F = This will allow you to search for keywords on the 

page. For example, can’t find the Affiliated Prenatal Services 
Questionnaire? Hold the Ctrl+F keys and type “Prenatal” in the field. This 
will highlight all locations the word “Prenatal” appears on the page, 
narrowing your search to specific points.

Don’t know who to ask?
Have a question about the GEC? A question about completing the 

Work Plan? How about phase fees? Did BFUSA receive your check? What 
do I still have to submit?

If you have any questions and do not know who to direct it to you 
may email BFUSA at info@babyfriendlyusa.org. An assigned staff member 
will then assess the nature of your question and forward it appropriately 
for assistance. 

mailto:info@babyfriendlyusa.org


Thank You!

Thank you for the great 
care you provide to 

mothers and babies, and 
good luck on your Baby-

Friendly journey!


