
ABA Solutions is currently undergoing an upgrade to our 
tablets.  New property sheets will need to be signed and we 
will swap out your existing tablet.  If yours has cellular service, 
we will need to work with you for coordination.  Once yours 
has been upgraded, it will look like this.  
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Please disregard this bar.  It is not on the actual tablets. 

This is the top-most screen when you first start the Portia Pro 
App. 
 
You will need to enter your Portia credentials in order to 
proceed. 
 
Note: If you click the “Remember Me” button, your email 
(username) will be stored and will not need to be entered 
every time.  You will still need to enter your password. 
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Your name here. 

If you have been proactive and have pre-scheduled sessions, 
they will show up listed here.  All you would have to do is 
select the one you are about to start and move forward. 
***We recommend proactively setting up sessions to 
eliminate any difficulties with scheduling the session during 
what should be the start time, and it allows you to set 
recurring sessions*** 
This can be done via the web interface at: 
https://app.portiapro.com (Not from the tablet) 

If nothing has been scheduled, you will need to first schedule 
a session so that you can then start it.  The next few pages 
will walk you through that process. 

Schedule a new session here 

3   

https://app.portiapro.com/


Select “Non-Therapy/Meeting” and press next 
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Step 1- You will need to select the learner you will be working 
with. 
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Step 2- Select the session date 
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Step 3- Select the start time 
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Step 4- Select the end time.  We recommend adding a 
minimum of 30 minutes extra time in order to add the 
additional required data at the end.  The session will “force 
close” at the end of the scheduled session.  The process for 
ending a session does not take this long, however if for any 
reason, you have not been able to “End and Sync”, it creates 
an issue.  It is better to schedule longer and just end 
appropriately. 
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Step 5- Select the type of service.  For this slideshow, we will 
choose “97156 – Parent Training (with or w/o child)”.   
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Step 6- The rest of this part  form is self-explanatory.  Click 
“Submit” when finished. 
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The tablet is loading pertinent data. 
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The third session I created for this demo was for the 
“Parent Training Form”. 
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Patient Name Here 

Patient Name Here 

Patient Name Here 



When you click the session you would like to open, it 
will prompt you to start that session. 
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Patient Name Here 

Patient Name Here 

Patient Name Here 



The tablet is loading the desired session. 
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Patient Name Here 

Patient Name Here 

Patient Name Here 



Here is what the loaded session should look like.  From here, 
we can jump right in to the form, by pressing “To Forms”. 
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Patient Name Here 



This will bring you to this screen, ready for you to select the 
desired form.  In this case, there is only one. 
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You can move through the forms by simply scrolling down.  I 
tried to show each sub-section, so you may notice some 
overlap. 
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Sections 2 and 3 are shown here. 
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Sections 3, 4, 5, 6, 7, and 8 are shown. 
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Sections 9, 10, 11, 12, 13, and 14 are used for names and 
signatures.  The parent and your signatures are required on 
the forms for insurance purposes. 
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This particular form has an optional entry for other 
attendees. 
 
Once all of the required fields have been appropriately 
completed, press “Save”. 
 
You are not finished yet. 
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If the form is missing information, you will get a warning 

designated by the !.  This means go back and correct it.  

You can do this by pressing the pencil to the right of the 
form you would like to edit. 
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This form has been completed successfully.  At this time, 
you press the “< Back” button. 
 
You are not finished yet. 
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The “< Back” button will return you to this screen.  To save 
and exit the session, you need to press the Menu button. 
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Menu 

Patient Name Here 



The menu screen will show this taskbar on the left.  “End 
and Sync” is at the bottom.  Click this to finalize the 
session, however, you are not finished yet. 
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Patient Name Here 



When the session is finalized, it will bring you to the 
Session Overview screen.  Scroll down. You are not finished 
yet. 
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Patient Name Here 



At the bottom of the Session Overview is a green “Sign and 
Finish” button.   This is your last chance to make sure you 
have entered all information correctly.  Otherwise, use the 
“< Go Back” button to go correct the issues before they are 
recorded. 
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Patient Name Here 

Normally you should see data recorded in 1 or more of these three 
sections 

You should always see the appropriate session form here 

If you are confident in what you would like to see recorded 
for this session, press the “Sign and Finish” button.   
 
You are not finished yet. 



This is where you are attesting that the information you 
have provided is accurate for the session. 
 
You are not finished yet. 
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After pressing the “Sign and Finish” button, you should see 
the tablet preparing to send the data to the server.  If not, 
this should raise a flag and you should notify  
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If your session does not sync or wifi is down, please fill out a 
paper form and get parents signatures.  This is the 
exception.  This needs to be done and sent to 
tech4abasolutions@gmail.com  within 24 hours or it will 
not be back billed and you will not be paid.  Please let us 
know if you have any questions about this.   
 
 
 
 
 
***If your tablet is consistently not working, you need to 
reach out to tablets.abasolutions@gmail.com right away 
so we can fix the issue.*** 
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Patient Name Here 

Patient Name Here 

Patient Name Here 

Now you have successfully finished a session.  

Now you have successfully finished a session.  


