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To set up your Login Account 

1. Notify the office (407-789-2673) of your email address prior to accessing Central Reach.  

 

2.  The office will register you and you will receive an email from “no-reply@centralreach.com” and you will 
need to “Confirm Access” prior to logging in.  

 

 

 

 

 

3.  “Go to the Central Reach login page:  https://members.centralreach.com 

 

4. Click “Forgot password” 

  

 

 

 

 

 

5. Enter Username, which is your email address. 

6. Click on "I am not a robot" 

7. Click “Reset Password" 

 

 

 

8. Check your email for the Central Reach link to reset your password & click the ‘Reset Password” button. 

 

 

 

 

 

 

 

 

https://members.centralreach.com/
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9. Enter new password: must have at least 8 characters, including 

• 1 Uppercase letter 
• 1 lowercase letter 
• 1 number 
• 1 special character (!@#$%^&*) 

10. Click Reset Password 

 

 

11. Sign in with new password 
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Notification Setup Instructions for Clients 

To receive email or text reminders for appointments & forms needing to be completed 

 

1. After logging in, click the client icon in the upper left corner, then select “Notification Settings” 

 

 

 

 

2.  If you want notifications to come as a text message,   

• select your cell phone carrier (e.g., TMobile), 
• enter your cell phone #, then 
• click “Send Verification Code.” 
• Enter the verification code when you get it, then click “Finish Setup.” 

 

 

3. For each notification type, choose whether you want them to come as a text (SMS) or email.  It is 
recommended that you have notifications turned on for: 

• Messages 
• Scheduling 
• Tasks 

 

4.  Click “Save Settings”  
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Signing Required Forms: Consent Form Packet 

1. Login to Central Reach with your user name and  
password that you set up.  

2. Under “My Files Added Recently” you will select the 
 “Consent Form Packet” form listed.  

 
 
 
 
 

3. A pop up will show and at the top of it you will 
 select “Note/Form” which is listed right under your  
internet search bar.  

 
 
 
 
 
 
 
4. The form will populate and you will need to follow these instructions:  

• Client Information form: This form is for you to verify that the 
information we have in our system is correct for the client and/or  
parent/guardian. If the information is wrong or blank please fill in the  
correct information in the "What it's supposed to be" field. We will 
 then update our records. 
 

• Client Rights & Health/Safety These pamphlets are for you to print out and keep for your records. This is 
an explanation of both the agency and your rights and what to expect during treatment. 
 

• Intake Consent: This form is consenting to treatment. The red fields are explained below: 
o Intake Consent Page 1:  

Consent for Treatment and treatment location:  
You will need to check the check box after this section 
 if you do not consent to talk to other people involved in 
 treatment (School officials, other family members and/or 
 other providers involved.  
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o Telemental Consent: You will need to check the  

check box after this section if you do not consent.  
 There may be times when you and your Therapist 
 are unable to attend in person and this will allow 
 for services to be provided through other means 
 than face to face.  
 

o "For Minor Clients in Parents' Custody:  
you will select the appropriate selection available.  
Either there is or isn't another parent who should  
consent to treatment. If there is then you will write  
their name and phone number on the form.  
 

o Signature Required  
 

 
• No Show: Please read over and sign the bottom of the form. 

 

 

 

• PCP Notification:   
Your insurance company likes to see 
coordination of care being provided.  
This form is faxed to the clients PCP to  
inform that that we are providing services  
and nothing else. It is not asking or granting 
permission for records to be exchanged.  
We ask that you fill out the PCP Name,  
address, phone and fax number and  
sign the bottom of the form.  

 

 

 

 
5. Hit Save. NOT SAVE AND LOCK 
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Signing Required Treatment Plan Signature Page and Treatment Plan Reviews 

 

1.  Login to Central Reach with your user name and  
password that you set up.  
 

2. Under “My Files Added Recently” you will select the 
 “Treatment Plan Signature Page” form listed.  

 
 
 
 
 

3. A pop up will show and at the top of it you will 
 select “Note/Form” which is listed right under your  
internet search bar.  
 

4. These documents REQUIRE both the minor client  
and parent signature. 
• If child is too young or delayed to be able to sign, 

 type “Unable to sign due to age (or disability)” then  
make an X in the signature area. 

• Adult clients can write “Adult” then draw an X in the 
“Parent/guardian” signature space. 
 

5. If there is going to another person involved in treatment  
 (step parent, grandparent, partner, etc…) then they should  
 sign as the “Other Participant” and state their relationship  

to the client.  
 
6.  Once everyone has signed click on “Save”  
  


