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Step By Step Instructions For Creating Your Online Client Portal Through:   

Therapy Notes 

 

Step 1:  
• Check your personal e-mail for a message from: TherapyPortal.com.   
• The subject of the first e-mail is titled, “Client Portal Invitation.”  
•  Open the e-mail and click the link, “Create client portal account for 

youremail@address.com” 
• This link opens the web page to create your client portal!       
• Refer to the picture below to help guide you on where to click! 

 
 

 
 

Step 2:  
• After you click the link from your e-mail, the sign up box will open in a new screen.   
• Enter the following information:  

 Client’s Birthday 
 Email Address (This will automatically be entered!) 
 Password 

mailto:youremail@address.com
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 Confirm Password 
 Check the box next to “I accept the Terms of Service” 

*Please note, when creating your unique password, your password CANNOT contain: 
 Your first or last name 
 Your e-mail address 
 Your practice code 
 Your username  

• After all information is filled out, click the blue “Sign Up” button! 
• Refer to the highlighted sections in the picture below to help guide you to the information you 

will need to fill out!     
 

 
 

Congratulations, you have successfully created your client portal! 
Move onto Step 3! 
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STEP 3:  
• The screen will redirect you automatically to information about your sessions. 
• On this page you will see a gray box that says “Needs Your Attention”. 
•  Click the blue arrow in the box where you have documents to review.    
• Refer to the highlighted arrow in the picture below to help guide you to the arrow where you 

will click. 
 

   
 
Step 4:  

• A new screen will automatically appear. 
• This new screen will show any documents that need to be completed. 
• Each document will open individually.   
• View and complete each document by clicking on the blue arrow to the right of the 

document’s title.   
• Please refer to the highlighted arrows in the picture below to help guide you to opening each 

document. 
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Step 5:  

• Click on the Foundations logo on the top left of the screen to go back to the home page 
at any time. 

• Please keep in mind if you click this button, any changes you made to the documents 
may not be saved!   

• See the highlighted box in the picture below to help guide you to the quick access to 
Foundation’s home page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have created your account and signed all 4 documents, you have fully completed the 

set-up process for your account!  Congratulations! 
 


