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

l l has been upgraded, it will look like this.

ABA Solutions, LLC

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.

Please disregard this bar. Itis not on the actual tablets.




oBn
= Welcome Holly!

You have no sessions scheduled

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


https://app.portiapro.com/

oBnt

€ Select Session Type

One on One

Group

Non-Therapy/Meeting

Select “One on One” and press next



t0atto
&  Add New Session

¥ Selecta Learner Step 1- You will need to select the learner you will be working
earmer ot ARROW with.

+ Select Date and Time

Session Date — Your Learner may be different depending which contract you
are on. If you do not see the contract you are working on,
please email tech4abasolutions@gmail.com to get this
corrected ASAP.

Start Time 10:36 AM

End Time 11:36 AM

+ Select your Forms

Start of Session None

End of Session Contracts



mailto:tech4abasolutions@gmail.com

Step 2- Select the session date

2019

Thu, Sep 5

September 2019




Step 3- Select the start time




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.



fparn
{  Add New Session

¥ Selecta teamer Step 7- Select “Start of Session” form as “None”.

Learner Contracts - ARROW

+ Select Date and Time

Session Date 11/13/2019
Start Time 10:36 AM

End Time 11:36 AM

¥ Select your Forms
Start of Session None

End of n Contracts




Ipar:m
( Add New Session

+ Select a Learner

Learner Contracts - ARROW

+ Select Date and Time

Session Date 11/13/2019

Start Time 10:36 AM

End Time 11:36 AM

+ Select your Forms

Start of Session None

End of Session Contracts

None

m Contracts I

Step 8- Select “End of Session” form as “Contracts”.
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( Add New Session

+ Select a Learner

Learner

v Select Date and Time

Session Date 11/13/2019

Start Time 10:36 AM

End Time 11:36 AM

¥ Select your Forms

Start of Session None

End of Session Contracts

None

m Contracts I

This is an example with the required data entered.
Step 9- Click “Submit”
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ftoatrrn

= Welcome Tablets!

sslon left for more options. Click to start

Contracts - ARROW
'/ Oneon One scheduled

):36:00 AM - 11:36:00 AM

Upcoming Sessions
Swipe a session left for more options

No Upcoming Sessions

<+ Add New Session

4 O O

Here is a scheduled session for us to begin.
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Start Session?

Wauld you like to start your session?

ceneel

Once you choose a current session, you will be asked if you
would like to start. Click OK.
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Learner Program Re-order Fmers)

© b e

No targets for this type!

The program doesn't have any targets of this type.

Once you have started, you will find a Menu button in the
top left corner. When pressed, a toolbar is presented for
easy access to key features. These will be covered in the

following slides.
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O X

Learner Pra

No targets for this type!

The program doesnt have any targets of
Activities

m
(C]
-
B
(]

Pause Session

# End Your Session

B| « o o

The first of these features is “Attendees”. You will need to
check in the learner “Contracts — XXXXX”

***Attendees need to be checked in for billing purposes

The following screen will demonstrate this.
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< Session Attendees

Tablets Testing Contracts - ARROW

In at 10:39:16 AM and out at

***Attendees need to be checked in for billing purposes

Checkin Press here

Add additional attendees:

Then here



& X

Learner Pra

()

No targets for this type!

The program doesn't have any targets of t

Pause Session

+ End Your Session

B| « o o

At this point, you have “clocked in” and are billable.
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Learner Pra

At the end of each and every session, every therapist will go
to “Forms” to finalize each and every session. At that time,
you will be prompted through the following screens:

No targets for this type!

The program doesn't have any targets of t

Pause Session

+ End Your Session

B| « o O
18




tnatrm
& SelectaForm

Current Forms
Swipe left for more options

Select a form from the list below to fill one out

Fill Out New Form

No Start of Session Form

E Contracts

f Session

You will select the “Contracts” form.
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Fill a Form

Enter a summary here:*

Enter a summary of pertinent information for that day
and sign. Then get an Authorized contract
representative to sign. In most cases, this can be a
teacher, or someone else who works for the

Technician Signature® company/school for who we are working.

Then press save.

You are not finished.

Authorized Contract
Representative Signature*
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Learner Pra

No targets for this type!

The program doesnit have any targets of t

Pause Session

# End Your Session

B| « o o

Now click “the red “End your Session” button.

You are not finished.
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Session Summary

No Notes

ommmu-l notes. Notes are a great way 10 communicate with your team
nﬂmnum-’hmﬁmummwnmmud

No Targets
You haven't recorded any target data.

Attendees Still Checked In
You have attendees still checked In. If you end the session, they will e checked out

Session Overview
Session Started at: 10:39:17 AM
Attendees

Tablets Testing
Currently Checked In

Contracts - ARROW

Session Activities

@ 0 Targets Performed

& 0Notes Created

A

\*« 0 ABCs Recorded

This will bring you to the “Session Overview” screen.
Disregard the “No notes” and “No Targets” warnings.
It will also inform you that there are other attendees
checked in and a summary of this sessions progress.
These will be “checked out” when you “Sign and

Finish” the session, shown on the next slide.

You are not finished.

22



toatrn

Session Summary

Session Overview
Session Started at: 10:39:17 AM
Attendees

Tablets Testing
Currently Checked in

Contracts - ARROW

Session Activities

@ 0 Targets Performed

# 0 Notes Created

Are 0 ABCs Recorded

Session Forms

B conacts

< Go Back

< Sign and Finish

Click “Sign and Finish”.

You are not finished.

23



ftoarn

€ Ending your Session

Sign off on the session

b

( 3‘/\

A"

v

Location Successfully Retrieved

« End and Sync

Here you will sign and click “End and Sync”.

You are not finished.
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= Welcome Tablets!

All your sessions have synced successfully

v

The data has been sent to the Virtual Clinic for processing

Current Sessions

Swipe a sesslon left for more options. Click to start

Contracts - ARROW
'/ Oneon One loaded

v

Upcoming Sessions

Swipe a sesslon left for more options

No Upcoming Sessions

<+ Add New Session

B|] « o o

Now you have successfully finished a session.

***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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