Setting Up Your Client Portal

1. Watch for an email from: no-reply@support.reliatrax.net
2. Create set your password:

Set up your password for Alpine Springs Counseling (Exter

ReliaTrax Client Portal <no-reply@support.reliatrax.net-
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Your Client Fortal account has been created! Click on the link below to set your password:

Set your password
Mote: this is a one-time link.

For future logins, affer you have set your password, click this link: Alpine Springs Counseling

3. Set your password. Make sure this is something that you can
remember easily!

a. Save your password on your computer, smart phone, or
other devices if you have trouble remembering your
password.

ReliaTrax

Client Portal
Alpine Springs Counseling

Update your password

Please create a strong password, at least 8
characters long containing one or more
upper and lower case letters and numbers.

& Password

= Confirm password




4. Input your email address and password, then hit submit.

ReliaTrax

Client Portal

Alpine Springs Counseling
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Login

&  duidocs@alpinespringscounseling.cc

Forgot your password?

5. Manage your account: click the circle next to your name and
hit select client.

Alpine Springs Counseling

contact us at 970-945-7858
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Select the client account to manage:

@ Client — verification required

SELECT CLIENT




6. Verify your information. This must exactly match the account
information that was given in your registration form. Hit
submit.

Alpine Springs Counseling

contact us at 970-945-7858

2

Verify Client Information

To access records for Client, please supply the

following verification information:
First Name
Client
Last Name
Example

Date Of Birth

01/01/2001

a. If the information does not match exactly, please
contact our main office 970-945-7858 as you will
receive this error message:
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Verify Client Information

To access records for Client, please supply the
following verification information:
Information does not match data on file for client
Attempt 1 of 5

First Name

Client

Last Name

Example

Date Of Birth
01/01/2001




7. Under the Tasks box complete your client profile forms first
as this will auto fill most of the information required in the
remaining forms.

Alpine Springs Counseling

contact us at 970-945-7858

Welcome to the Client Portal

i=| Tasks

You have outstanding tasks:

(& Client Profile Forms
(& All - Confidentiality & Teletherapy Disclosure
(& All - Disclosure Statement

(& All - Interstate Compact Form

(& All-Screen- PHQ-9

(& All - Screen - Strengths-Needs

(3 All- Screen - TAPS

(3 ROI Probation Officer

8. Contact information: Please include your mailing address
(where you receive USPS mail). Further into the forms
please make sure you do full signatures not just lines or
scribbles.

Good example: Bad example:

Client Signature Client Signature

Please sign below using your mouse cursor. your mouse cursor.




9. Then click review and finish. Repeat until all forms are
signed and completed.

Signature:

{ [ll ) |' pf'l \ W Signed on 5/8/2024 DELETE SIGNATURE

Completed in secure client portal

a. Please be sure to select all checkboxes and drop down
answers or the document may be rejected to be filled

out again.

10. Once all of the documents have been completed you will
see this:

Alpine Springs Counseling

Welcome to the Client Portal
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The scheduling department will reach out within 2 business
days to get you enrolled into your program.



