
 

 

Home 

Client Portal Website: Use Chrome or Firefox 
https://app.procentive.com/clientportal2/index.jsp?module=portal_messaging_module 

Click on the client name in the upper right hand corner to get the following options: 

Change Password: Allows clients/reps to change their password to log into Procentive 

Communication Preferences:  Allows clients to choose their preference. However, it does not limit 

communication to only what they select. Staff will not be able to see their choice in Procentive at this 

time. Please let client know we default to the Welcome Letter. 

Representative  Accounts: Client can see all of their representatives. If the client unchecks the “Active 

status” checkbox, the representative will no longer have access to the client portal.  

Help:  Brings the user to a FAQ page 

Logout:  Will log the user out of the Client Portal and bring them back to the login page 

Hamburger Symbol: Will hide or display the bar along the left side of the portal 

 

 

Appointments 

You can view future or past appointments and which staff member your appointment is with 

 

https://app.procentive.com/clientportal2/index.jsp?module=portal_messaging_module


Documents 

When your Fernbrook staff member send 

Forms to Complete:  This will list the forms that your Fernbrook staff member has sent to you for 

signature 

 

If you have documents to be signed, there will be a * on Documents on the quick launch bar. Click on 

Documents 

 

 

You  should click  on Forms to Complete 

 

 

You should then click on Open Form of the form you would like to sign  

 

 



You  will click on Open Form and the message below will appear. You should click on “Click here to 

begin” 

 

 

The Document will  and you  should read through the form. If you would like to print the form, you can 

do it from this area. Once you are ready to sign, you should click on “Next” to sign the document”  

 

 

After you have read the form, and you are ready to sign the form, the client, and caregiver (if client is a 

minor), or just the caregiver, (if client is too young to sign) sign the document, click on the “Next” button 

  

  



After both the client, and caregiver (if client is a minor), or just the caregiver, (if client is too young to 

sign) sign the document, click on the “Next” button 

 

 

Signatures are accepted and you will get the following message 

 

 

 

If you have questions for your Fernbrook staff member about the document, do not sign. You can exit 

the form and talk to your Fernbrook staff member to answer any questions. Once you are ready to sign 

the form, you can go back into the document and sign. 

 

If you get any type of error message, please contact your Fernbrook staff member for them to resend 

the form to you.  

 

 

 

 

 

 

 



Messaging (Secure and HIPAA Compliant) 

You can send and receive messages with your Fernbrook staff.  

When you log into the Client Portal, click on the Messaging link on the left 

 

 

If you would like to send a new message to your Fernbrook Staff, click on compose message 

 

 

Select the Fernbrook Staff member under Provider that you would like to send the message to: 

 



Put a Subject in the Subject line and you will be asked to read and agree to a message disclaimer.  

 

  

 

After you acknowledge you  have read the disclaimer by clicking “I agree, “  the Message field will 

become active and they can compose their message.  Once you have completed the message, click on 

Send Message. 

 



You will see a pop up on your screen, letting you know the message was sent successfully. 

 

 

Receiving a message 

When you receive a message from your Fernbrook staff, you will see it in your portal.  

 

Double Click on the message to open it 

 

 

To reply to the message, click on Reply 

 

 

 

 

 

 

 



A reply message will appear and you will need to read and agree to the disclaimer and then the message 

window will open for you to reply 

 

 

 

Type your message and then click Send Message 

 

 

You will see a pop up on your screen, letting you know the message was sent successfully. 

 


