
Adding forms after a session has closed



Portia has added the ability to go back in to completed sessions to add a form.
To do this, log in through the virtual clinic and click the corresponding session. You will see:



Click add form. You will see:



Select the appropriate 
form and click “Select 
Form”. Be sure to select 
the correct form.

You should see the form 
you selected in a pop-up 
for completion. For 
example:

The form scrolls to get to parent 
name/signature and supervisor 
name/signature.
This would need to be done from your 
phone or computer because the web 
browsers on the tablet are locked down.



This should only be done in the rare event that 
something went wrong with your session in 

Portia during the session. This is not a 
substitute for the “in-session” form.


