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I. Purpose 
 
The TakeChargeTexas Client Portal User Guide outlines the new system and process 
steps Clients must follow to apply for programs and/or services.  

II. How to Use this Guide 
 

ICON DESCRIPTION 
 

                

 
 
 

 
Notes 
Notes provide important information to consider when using the TCT Client Portal. 

 

 
              

 
 
 

 

Important 
This icon brings attention to very important details concerning the application 
process.  

 

               

 
 
 

 

Tips 
This icon indicates tips and shortcuts that may aid you while using the TCT Client 
Portal 

 
                

 
 
 

 

Flags 
This icon brings attention to any significant step in the process including the 
beginning and completion of a set of steps. 

 
               

 
 
 

 

Compliance 
This icon brings attention to rules and/or policies that must be followed when 
using the TCT Client Portal.  
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IV. Intro to TakeChargeTexas TCT Client Portal 
 

 Overview of TakeChargeTexas Client Portal 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
TakeChargeTexas (TCT) Client Portal is a secure and centralized web 
portal system that streamlines the HIV Care Services (CARE) and Texas 
HIV Medication Program (THMP) application process to improve client 
service delivery and health outcomes for people with HIV in Texas. 
 

                                     
 
The TCT Client Portal is designed to be a one-stop shop for clients to 
apply for programs and services and check the status online from most 
internet ready devices and computers.  
 

 Accessing the TCT Client Portal 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
To access the TCT Client Portal, follow the steps below:  
 
1. Open the Internet Browser (Google Chrome is displayed in the example) 

  

          

 



                                                                                                 
 

 Accessing the TCT Client Portal (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
2. Locate the address bar at the top of the internet browser window and type 

TakeChargeTexas.gov 
 

 
 

3. The TakeChargeTexas Client Portal website will appear.  
   

 
 
 

 How to Register and Apply 
 
 
 
 
 
 

 
 

 
Register in TCT 
 
To register and apply for programs and/or services using the TCT Client 
Portal, follow the steps below:  
 
1. Locate and click the blue Register and Apply button on the left of the 

screen.  
 

 
 

 

http://www.takechargetexas.gov/


                                                                                                 
 

 How to Register and Apply (cont’d) 
  

Term of Use Agreement 
 

2. Review the Terms of Use.  
 

     
 
 

If you agree to the Terms of Use when accessing the 
TakeChargeTexas Client Portal, locate the agreement statement at 
the bottom of the page.  
 
a. Click to place a checkmark in the box to the left of the agreement 

statement. This will enable the blue Accept Terms of Use button.  
 

 

   
 

 
b. Click the Accept Terms of Use button.  

 



                                                                                                 

Official Spanish UAG from takechargetexas.com 

  



                                                                                                 

 

 How to Register and Apply (cont’d) 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

Creating Your Account 
 
1. Enter your email address in the Email field to start creating your 

account.  
 

 
 
 

Click the blue Continue button.  
 

2. Check your email for a One-Time Passcode from TakeChargeTexas.  
 

 
 
This email will provide a 10-digit passcode. The 6-digits to the right 
of the dash will be used to create your account in the TCT Client 
Portal. NOTE: Each time you log in, for security purposes, the 
system will send a new 6-digit passcode to the email you 
registered in the TCT Client Portal.  
 

3. Type the One-Time 6-digit passcode in the Passcode field to the 
right of the dash.  
 

 
 

Click the blue Verify button.  

 

A



                                                                                                 
 

 How to Register and Apply (cont’d) 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Creating a Username and Password  
 

4. Enter a username in the Username field following the criteria.   
 

 
 

Click the blue Continue button.  
 

 

5. Enter a password in the New Password & Re-Type Password fields 
following the criteria.    

 
a) Enter a password in the 

New Password & Re-
Type Password fields 
following the criteria. 
 
 
 
 

b) Click the blue Continue 
button.  
   

 
Required & Active Fields & Information 
 

6. Update the basic information fields.  
 

A red asterisk (*) is displayed next to the title of required fields.  
 

 
 
Click a radio button to make your selection.  
 

 

NOTE: You will NOT 
be able to change 

your username at a 
later time.  

NOTE: This selection is 
used for support purposes 

  



                                                                                                 

 How to Register and Apply (cont’d) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Required & Active Fields & Information (cont’d) 
 
7. Enter the Date of Birth.  

 
 

Enter ALL dates in the format 
displayed in the field 
MM/DD/YYYY  
 

OR 
 

Click the calendar icon to add 
the date to ensure the correct 
format is entered.    

 
 
 
 
 
Active Fields: Blue Bordered 

 
 
Fields of information that have 
a blue border are called “active” 
fields. Each time you click 
inside a field to type, a blue 
border will appear. 
 

  

 
 
 
 

Account Confirmation 
 

8. The Account Approval Confirmation message will appear.  
 

 
 
       Click the green Login Page button to navigate to the Login Page.   
 

NOTE: To ensure the correct action is being made, ALWAYS click the specific button on the 
screen instead of clicking the Enter key on the keyboard.  
  

      
 



                                                                                                 

 How to Register and Apply (cont’d) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Quicklinks and Information 

 
The Quicklinks and Information section provides shortcuts to specific 
resources such as:  
 

• HIV/STD Testing & Services 
• PrEP Providers in your area 

 

 
 

 

 
 



                                                                                                 

V. The TakeChargeTexas (TCT) Home Page  
 

 Using the Home Page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

 
The green Login Page button will redirect the page to the TCT Login 
screen.  
 
1. Log in with the Username & Password created during the 

registration process.  
 

 
 

2. Click the blue Login button. 
 
NOTE: Remember to ALWAYS click the specific button instead of 
pressing the Enter key on the keyboard.   
 
 
3. Check your email for a One-Time Passcode from 

TakeChargeTexas.  
 

 
 
This email will provide a 10-digit passcode. The 6-digits to the right 
of the dash will be used to create your account in the TCT Client 
Portal. NOTE: Each time you log in, the system will send a new 
6-digit passcode to the email you registered in the TCT Client 
Portal.  
 
 

 

 
 



                                                                                                 

 Using the Home Page (cont’d) 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
4. Type the One-Time 6-digit passcode in the Passcode field to the 

right of the dash.  
 

 
 

5. Click the blue Verify button. 
 

The Dashboard 
 
The Home Page is designed to provide the easiest way to apply and 
get status updates for programs and services.    
 
The Dashboard is located on the left of the screen. This area is used 
to the start the application process and provide statuses for programs 
and services that have been applied for.   

 

 
 

 

 
 



                                                                                                 

 Using the Home Page (cont’d) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Menu Bar 

 
The Menu bar is located at the top right corner of the screen. This 
area provides quick links and shortcuts to the Dashboard, Notification 
Center and logging out of the portal.  

 

 
 
 
 
 
The Notification Center 

 
The Notification Center menu is located on the Menu bar at the top 
right corner of the screen. Click Notifications to access the 
Notification Center.    

 
 

 
 
 
 

The Notification Center will appear.  
 

 
 
The grayed-out buttons will be enabled when new notifications arrive.  

 
 



                                                                                                 

 Using the Home Page (cont’d) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Information Panel 

 
The Information Panel is located at the bottom right corner of the 
screen. This area provides access to the My Account & Application 
History. 
 

 
 
 

How to Log Out 
 
To log out of the TCT Client Portal, locate and click the  link on the 
Menu bar at the top right corner of the screen.  
 

 
 
 
The website will log out of your profile and the TakeChargeTexas login 
page will appear.  

 
 
 
 
 
  

 
 



                                                                                                 

 My Account & Application History 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The My Account & Application History screens are accessed from the 
Information Panel.  
 

 
 
My Account 
 
Click the My Account button to access the My Account screen.  
 

 
 

 
1. The Personal 
Information section -  

                   

 
 

 

2. The Account Security 
section allows the user 
to change the password 
to the TCT Client Portal.  
 

Click the  
link to change the 
password.   
 

 

 
 
3. The Change 
password screen 
appears.  
 
 
 
Remember to type the 
old password first,  
 
The New Password 
next,  
 
And, re-type the new 
password.  

 

 

 
 



                                                                                                 

 My Account & Application History (cont’d) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

 
My Account (cont’d) 
 

 
 

 
Manage Notifications –  
 
4. Click the Edit button 
to make changes to the  
notifications.  
 
The screen will change 
allowing the individual 
notifications to be 
changed.  
 
 
 

 

 
 
5. Click the blue toggle 
to disable the 
notification.   
 

 
 

 

 
 

ALWAYS Click the Save button after 
making changes.  



                                                                                                 

 My Account & Application History (cont’d) 

 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
Application History  

 
To access the Application History, click the Application History button.  
 

 
 

 
 

 

The Application History screen will display with a list of the 
application(s) submitted.  
 

 
 

1. Locate the Application PDF column and click the  link to 
access the application.  

 
2. Next, click the  button located in the Application PDF column.  

 

 
 
 
The document bar will appear at the bottom of the browser window. 
 

 
 
 
 
 

 



                                                                                                 

 My Account & Application History (cont’d) 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

 

 
Application History (cont’d) 
 

 
 

 
3. Open the document to access the Application Summary.  

 

 
 
The Application Summary will open in a new window.  
 

 
 
The Application Summary will consist of several pages with sections of 
information submitted on the application.  
 
NOTE: The number of pages in the Application Summary will vary 
depending on the amount of information in each section.  
 
 
 
 
 
 
 
 
 
 
 

 
 



                                                                                                 

 Accessing a Saved Application 
 
 

 
 
  
 
 
 
 
 

 
 
 
 
 
 
 

 
 

To continue an application, navigate to the Dashboard and click the 
Continue Application button.  
 
 

 
 
 
The application will open.  
 
 

 
 
The first section of the TakeChargeTexas online application is Learn 
More. This section will be covered later in this user guide.   

 

 
 



                                                                                                 

  Session Timeout 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 

 
The TakeChargeTexas Client Portal will display the session timeout 
message when not in use for more than a few minutes.  
 
Click the green Continue Session button to stay logged in to the TCT 
Client Portal.  
 

 
 
The timeout window will go away and the system will return to 
the current screen.  
 
 
The system may timeout before the time displayed on the 
screen.  
 

 

 



                                                                                                 
 

VI.  Starting the Application  
 

 Begin the Application: Apply Now 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
The My Dashboard area of the TakeChargeTexas home page 
provides the starting place for beginning the online application.  
 

 
 
 
To begin the online application, click the Apply Now button. 
 
Consent Form 
 
The Consent screen will appear.  
 
Review the consent statement on the screen.  
 

 
 
If you agree with the consent statement, place a check in the box of 
the certify statement. This will enable the Sign Consent Form button.  
 
Click the blue Sign Consent Form button to provide consent.  
 

 



                                                                                                 

 Learn More 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The online application will appear.  
 
The left panel of the screen contains a hyperlink to each section of the 
online application.  
 

 
 
A check is displayed to the right of each completed section of the 
online application. 
 
Learn More 
 
The Learn More section contains tips that may help you complete 
your application. Tips such as:  
 

• Gather documents that can help you complete your application. 
• Fill out as much information as you can.  

 

 
 
Click the blue continue button on the right of the screen to move to the 
next section of the application.  



                                                                                                 

 Emergency Screening 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Emergency Screening 
 

The Emergency Screening sections allows the staff to identify 
programs and services that may be of assistance to you.  
 

 
 
1. Select the radio button to answer each question.  
 
2. Click the blue continue button on the right of the screen to move to 

the next section of the application.  
 
My Service Needs 
 
The My Service Needs section allows you to let us know which 
services you need assistance accessing.  
 

 
 

1. Place a check in the box to the left of the service(s) you need 
support accessing.  

 
2. Click the blue continue button on the right of the screen to move to 

the next section of the application.  
 



                                                                                                 

VII.  Updating the Application Sections  
 

 About Me 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
About Me 
 
The About Me section contains the Basic Information screen.  
 
The Basic Information section contains two (2) subsections: 
  

• Personal Information  
• Contact Information   

 

 
 
In the screenshot above, the sections are collapsed.  
 
When you first access the About Me section, the sections are 
expanded.  
 
See the screenshot below.  
 

 

 
 
 



                                                                                                 

 About Me (cont’d) 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

 
Personal Information 
 
In the Personal Information section, click inside the fields that are not 
grayed-out to type into the field. If the cursor appears, you’re able to 
type into the field. Fields with a red asterisk (*) to the right of the title of 
the field are required.  
 

 
 
NOTE: The grayed-out fields were updated during the registration process and 
cannot be updated while applying. Program staff will reach out to you if the First 
Name, Last Name or Date of Birth need to be updated based on supporting 
documentation.   
 
 
 
 
 

 
 
 
Race, Ethnicity, and Language 
 
1. To update your race, click the down-arrow to the right of the field 

and select all that apply.  
 

 
 

 
 

INCLUDING YOUR SOCIAL SECURITY NUMBER (SSN) INTO THE SECURE ONLINE 
APPLICATION WILL HELP PREVENT ANY DELAYS. NOT HAVING A SOCIAL SECURITY 
NUMBER WILL NOT DISQUALIFY YOU FROM PROGRAMS AND/OR SERVICES. 



                                                                                                 

 About Me (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Race, Ethnicity, and Language (cont’d) 
 
In the example below, the race Native Hawaiian has been selected. In 
the new field to the right, you’re able to define the Hawaiian Origin.  
 

 
 
In this example, the race Asian has been selected. In the new field to 
the right, you’re able to define the Asian Origin.  
 

 
 
2. Answer the question “Are you Hispanic?”.  
 
3. Click the Yes or No button to answer the question.  
 

 
 
4. If yes, click the down arrow to update the new Hispanic Origin field 

to the right.   

 



                                                                                                 

 About Me (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Race, Ethnicity, and Language (cont’d) 
 
5. Next, click the down arrow to update the Primary Language and 

Secondary Language fields, if needed.  
 

 
 
If you select Other, update the Please Specify the Language field to 
the right.  
 
Other Details 
 
6. Answer the questions regarding level of education and special 

needs. 
 

 
 
7. Once all fields have been updated, locate and click the blue Next 

button at the bottom right corner of this section.  
 

 
 
The Personal Information section will collapse and the Contact 
Information system will expand.  
 
 

 
 
 



                                                                                                 

 About Me (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Contact Information 
 
Physical Address 
 
Answer the question regarding Physical Address.  
 
1. Click the Yes or No button to answer the question.  
 

 
 
2. Update the address fields with the current address that you live at 

now.  
 

 
 
Mailing Address 
 
3. For mailing address, click the Yes or No button to answer the 

question. If Yes is selected, the address fields will appear grayed-
out. 

 

 
 
 

 
 



                                                                                                 

 About Me (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Mailing Address (cont’d) 
 
4. If no, enter the address details in each field. Remember, fields with 

a red asterisk (*) to the right of the title of the field are required.  
 

 
 
Other Contact Info 
 
In the Other Contact Info section, the primary email address and 
phone number that was entered during registration will appear grayed-
out and cannot be edited.  
 

 
 
5. Add an additional email address and/or phone number in the fields, 

if needed.  
 
Contact Preferences 
 
6. In the Contact Preferences section, select how you would like to be 

contacted going forward.  Click the down arrow to the right and 
select as many as apply.  

 

 
 

 

This additional field 
will appear when 
Yes is selected on 
the previous 
question.  



                                                                                                 

 About Me (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Emergency Contact Information   
 
7. Fill in as much information as possible in the Emergency Contact 

Information section such as the name, address and phone number.   
 

 
 
8. Locate and click the blue Next button.  
 
The sections will collapse as complete. 
 

 
 
9. Click the blue Continue button.  

 
 



                                                                                                 

 My Relationships 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
My Relationship Details 
 
This section allows you to update your Marital Status and information 
about your household.  
 

 
 
Marital Status   
 
1. For Marital Status, click the down arrow on the right of the field to 

select the Marital Status.  
 

 
 
2. Based on the selection, update any information or date fields that 

appear.  
 
Household Details   
 
3. For Household Details, select the radio button to answer the 

question.  
 

 
 
4. If Yes is selected, update any information or date fields that 

appear.  
 

 



                                                                                                 

 My Relationships (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Household Members   
 
In this section, add information for each person in your household.  
 
5. Click the blue Add a Household Member link.  
 

 
 
6. A new window will appear. Complete each required field to add 

the household member. Fields with an asterisk (*) are required.  
 

  
 
Click the blue Add Person button.  
 
The household member is added to the Household Members section.  
 

 
 
Click the blue Continue button to move to the next section of the online 
application.  

 
 



                                                                                                 

 My Health 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Health Details 
 
Primary Care   
 
1. To select the Primary Care Type, click the down-arrow to the right.  
 

 
 
Remember to fill in the supporting fields based on the Primary Care 
Type selected.  
 

 
 
2. Answer the question regarding pregnancy.  
 

 
 

 

 
 

This will allow the program staff 
to find any programs and/or 
services available to you.   



                                                                                                 

 My Health (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Primary Care (cont’d)   
 

3. Next, if you have a 
Chronic Medical 
Condition, place a check 
in the box to the left of the 
Chronic Medical 
Condition(s).  

 

 
 
4. Next, Answer the question about your ability to work? Select a 

radio button to make your answer.  
 

 
 
HIV/AIDS Status & History   
 
5. In this section, select a radio button to make your answer for ach 

question.  If Yes is selected, update any fields that appear below or 
to the right of the screen.  

 

 
 
6. Locate and click the blue Continue button at the bottom right corner 

of the screen to move to the next section of the online application.  
 

 



                                                                                                 

VIII. Updating the Application Sections  
 

 My Income 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Income Information 
 
The My Income section contains two (2) subsections: 
  

• Income Information  
• Assets & Expenses   

 

 
 
In the screenshot above, the sections are collapsed.  
 
When you first access the My Income section, the sections are 
expanded.  
 
See the screenshot below.  
 

 

 



                                                                                                 

 My Income (cont’d) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Income Information 
 
1. In the Income Information section, click the Yes or No buttons to 

answer the questions. Fields with a red asterisk (*) to the right of 
the title of the field are required.  

 

 
 
2. If No is selected for both questions, locate and click the Next button at the right 

of the Income Information section.  
 

If Yes is selected, a blue Add an Income link will appear in the Your Source(s) 
of Income section below.  

 

 
 
 
 
 
3. On the new window, fill in the information in each required field and 

click the blue Add Income button.    
 

 
 
The income is added to the section.  
 

 
 
4. Click the blue Next button to go to the Assets & Expenses section.  

 

THE MY DOCUMENTS SECTION OF THIS USER GUIDE PROVIDES DETAILED 
INSTRUCTIONS ON HOW TO UPLOAD SUPPORTING DOCUMENTS. 



                                                                                                 
 

 My Income (cont’d) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Assets & Expenses 
 
1. In this section, answer the questions regarding your personal 

assets and ownership.  
 

 
 
2. If Yes is selected, enter the dollar amounts in the appropriate 

fields.  
 
3. Click the blue Done button to the right of the section.  
 
The sections will collapse and a check is located to the left of the 
subsection name. 
 

 
 
4. Click the blue Continue button to move to the next section of the 

online application.  

 
 



                                                                                                 

 My Insurance 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Insurance Details 
 
In this section, you’re able to provide information about your medical 
insurance.  
 
1. Click the down arrow to make your selection(s)  
 

 
 
 
If you do not have any medical insurance, select “I do not currently 
have health insurance…” from the list.  
 

 
 
2. Click the blue Continue button to the right.  
 
If you do have medical insurance, through an employer, select 
“Private/employer Insurance or Veterans Affairs (VA) Insurance” 
from the list.  
 

 

 
 
 



                                                                                                 

 My Insurance (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
Insurance Details (cont’d) 
 
3. Based on the selection, a new section with fields of information 

may appear. Fill in the fields that appear.  
 

 
  
4. Click the blue Continue button on the right to move to the next 

section in the online application.   
 
  

 
 

 
THE NEXT SECTION IN THE TAKECHARGETEXAS ONLINE APPLICATION IS 
MY DOCUMENTS. IN THIS SECTION, YOU WILL BE ABLE TO UPLOAD 
SUPPORTING DOCUMENTS TO ATTACH TO YOUR APPLICATION SUCH AS: 

• PROOF OF INCOME 
• PROOF OF RESIDENCY 
• PROOF OF INSURANCE 

 

HAVE THESE DOCUMENTS READY FOR UPLOAD IN THE NEXT SECTION. 

 



                                                                                                 

 My Documents 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
The My Documents section allows you to upload and attach files 
and/or supporting documents to your online application.  
 
1. Click the down arrow to select the Document Category for the 

document being uploaded.  
 

 
 
2. Click inside the Comments box to add details to support the 

document being uploaded.   
 

 
 
3. Click the Choose a File button to locate and select the file for 

upload.  
 
 
The Open window will appear.   
 
 
 
 
 
 

 
 



                                                                                                 

 My Documents (cont’d) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Locate and click the document you wish to upload.  
 

 
 
5. With the document selected, click the Open button at the bottom 

right of the Open window.   
 
The My Documents screen will appear.  
 
The document is now listed in the Files Ready to Upload section of 
the screen to the right.  
 

 
 
To add another document to the Files Ready to Upload list, 
begin by: 

1. selecting a new Document Category and  
2. Click the Choose a File button to locate the 

file again.  
 
6. Once all documents are listed in the Files Ready to Upload list, 

click the blue Upload Files & Continue button.  
 
 
 

 
 
 
 



                                                                                                 

 Agency Selection 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
The Agency Selection section of the online application allows you to select a 
provider based on the address that was entered in the TakeChargeTexas 
Client Portal during registration.  
 

 
 
Each listing provides the following for each provider:  
 

a) Name 
b) Address 
c) Phone Number 
d) Email Address 
e) Website Address 

 
1. Click the provider to make your selection. A blue box will appear 

around the provider selected.  
 

 
 
2. Scroll down to the bottom of the page and click the blue Continue 

button on the right to move to the next step in the online 
application.  

 

 
 
 
 

 
 
 



                                                                                                 

 Review Application 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

On the Review Application screen, all sections of the online application 
are listed for review.  
 

 
 
 
 
 
 
 
Scroll down to the bottom of the screen and click the blue Continue 
button to move to the next step in the online application.  
 

 
 
The Certification and Authorization screen will appear.  
 

 

 
 

REVIEW THE INFORMATION IN EACH SECTION BEFORE SUBMITTING THE 
ONLINE APPLICATION. THERE IS NO WAY TO MODIFY THE INFORMATION IN 
THE APPLICATION ONCE IT IS SUBMITTED.  



                                                                                                 

 Certify & Submit 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
The Certification and Authorization screen allows you to confirm that 
you have read the terms of agreement when creating your account on 
the TakeChargeTexas Client Portal website.  
 
1. Read the statement at the top of the screen. If you agree with the 

statement, place a check in the I Agree box.  
 

 
 
The E-sign and Today’s Date fields will open.  
 
2. Type your first and last name in the E-Sign field.  
 

 
 
3. Enter the date in the format displayed in the field or click the 

Calendar icon.  
 

4. Answer the question regarding help with the application. If Yes is 
selected, complete the fields that appear.  

 

 
 
5. Click the Continue button to move to the next step in submitting 

your online application. 
 
 
 
 
 

 



                                                                                                 

 Certify & Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
The successful submission screen appears confirming that your online 
application has been submitted. 
 

 
 
This screen contains an Application Details section that lists: 
 

• Application Number 
• Services Applied for 
• Next Steps in the process 

 
 
 
 
 
This is the end of the TakeChargeTexas Client Portal User Guide.  
 
 

 
 
DESIGNED BY TRAINUSA, LLC.  
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