
How-To: SafeSpace Client Portal

All portal emails come from noreply@therapyportal.com, please make sure this email is saved to your contacts so you receive

any and all emails from the portal.

If you are a new client:

1. You will receive a welcome email from TherapyNotes, inviting you to create an account with our client portal.

You can only create an account with our portal if you receive this email. The email will be titled “Client Portal

Invitation” and the invitation will look like the below example.

2. If you click on “Create client portal account for (your email)” you will be redirected to our client portal to

create your account. See below for an example of what the client portal registration looks like.
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3. Once you create an account, you will be redirected to your portal account where you can find any paperwork

that we may need completed prior to your first appointment as well as any scheduled appointments.

4. To view documents we need you to complete, you can see requested documents on the home screen, or

select “Documents” in the top bar. Once selected, you will be redirected to the documents screen where a

list of required documents will be.



5. You can select “Review and Complete” for each document needed. Our Intake form requires you to

download and complete outside of the Portal. You may have to print out the document to complete and

re-upload, or you can use a 3rd party PDF editor to complete. Please note we have to have signatures for

the documents to be accepted. To re-upload, you simply need to scan or take photos of the document and

upload into the portal.

If you are an existing client:

1. To sign into the portal, go to: https://www.therapyportal.com/p/dkozservices/ or visit our website and select

“Click Here for the Client Portal” in the top right corner or at the very bottom of the page.

2. Select login and enter your email address and password. If you forgot your password, please contact the

office to reset your password.

3. When resetting your password, you will get an email to the email on file encouraging you to create a new

password. The link expires after 24 hours, so do not request a reset if you are unable to access the portal

within 24 hours.

4. If our office sends you any documents to complete or view, you will receive an email notifying you. This

email will come from noreply@therapynotes.com (please make sure this email is saved to your contacts so

you do not miss any important communication from our office).

5. When you sign into the portal, you will see any/all document requests from our office.
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6. If your email is linked to multiple accounts (i.e. children and yourself, your spouse and yourself) you will see

any/all documents needed for each client and any/all appointments for each client.

7. Once completed these documents will be listed at the bottom of the page. It will include the document name,

the date it was sent, the client's name the document was sent to and the date it was completed. Some



documents will list reviewed, completed or signed based on the requirement of the document. If the

document is listed at the bottom and shows the status, it is considered completed.


