
 

Welcome   to   Alliance   Counseling   Group!  
We   hope   that   providing   you   with   this   tool   will   simplify   the   paperwork   process   for   you!    Here   are  
some   step   by   step   instructions   to   help   you   through   the   process.  
 
Instructions   For   Completing   Your   Documents   Electronically   Using   A   Computer  

Instructions   For   Completing   Documents   Electronically   Using   A   Device   Other   Than   A   Computer  

Instructions   For   Completing   Documents   Manually  

Instructions   For   Uploading   Your   Cards   To   The   Therapy   Notes   Portal  

Instructions   For   Completing   Your   Documents   Electronically   Using   A  
Computer  
You   will   receive   a   welcome   email   inviting   you   to   the   Therapy   Notes   Portal.    After   you   have  
created   a   password,   Log   in   using   your   email   and   most   importantly,   SAVE   YOUR   PASSWORD!  
After   doing   so,   you   will   see   this   screen:  
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Hover   then   click   on   your   pending   documents.    You   may   have   a   different   number   of  
documents   depending   on   what   your   therapist   would   like   you   to   fill   out.   
 

 

Any   of   the   documents   that   say   ‘Review   and   Complete’   are   documents   you   will   need   to   do,  
ideally    before    your   first   visit   with   your   therapist.   Click   ‘Review   and   Complete’.  

2  



 

After   clicking   Review   &   Complete,   you’ll   need   to   download   the   document.    Click   ‘Download  
Original   Document’.     It   will   then   open   in   a   new   browser   tab.   

 
*stop   here   and   proceed   to   instructions   on   page   6   if   you   are   using   a   phone   or   tablet.*  

At   that   point   you   can   tab   through   or   click   on   the   fillable   text   blocks   to   fill   in   your   information,  
which   should   look   something   like   this: 

 
 

3  



 

(Thank   you   in   advance   for   completing   all   necessary   information,   especially   the   signature   page!  
It   will   help   us   get   all   the   info   we   need   and   prevent   you   from   having   to   re-do   any   of   the   steps.)  
 

Next,   you   will   need   to   save   the   document   with   a   different   name.    For   best   results,   click  
PRINT,   then   choose   ‘Save   as   PDF’   from   your   print   destination: 

 
Then   change   the   file   name   and   save   as   type   PDF   File.  
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Follow   the   on   screen   instructions   to   upload   your   newly   named   and   saved   document   to   the  
portal   (as   seen   below).    You   will   have   already   signed   the   document   so   the   next   step   is   optional.  
You   can   either   check   the   box   and   hit   next   to   proceed...   

 
-   OR-   leave   the   box   unchecked   and   sign   the   document   electronically   on   the   portal   either   by  
drawing   or   using   the   system   generated   signature.  
 

 
After   hitting   the   ‘apply   signature   and   send   document’   button,   you   will   see   the   following   screen  
and   then   you   will   click   on   the   ‘You   have   2   documents   pending   action’   and   proceed   using   the  
same   process   described   to   fill   out   additional   documents.   

 
 
This   process   is   best   done   using   a   computer   but   can   also   be   done   using   your   phone   or   tablet.  
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Instructions   For   Completing   Documents  
Electronically   Using   A   Device   Other   Than   A  
Computer  
*These   instructions   are   based   on   using   an   iPhone   but   other  
phones/devices   have   similar   capabilities.   
 
 
 
 
 
 
 
 

The   document   will   open.    *You   will   need   to   save   it   to  
your   device   before   you   are   able   to   fill   in   the   text   boxes.*   
Hit   the   box   with   the   arrow   at   the   bottom   of   the   browser   page.   
 
 

You   will   see   the   following   choices...select   ‘Save   to   Files’:    
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Once   you   see   where   your   file   will   be   saved,   you   will   then   hit   Save   in   the   upper   right   corner.   
 

Next,   you   will   go   to   Files   to   open   it   in   that   location   (it   should   be   the   most   recent   document). 
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You   can   then   proceed   with   filling   out   the   required   fields.  

  
You   will   then   go   back   into   the   Therapy   Notes   Portal   page   in   your   browser.    The   unsaved  
document   may   still   be   there.    If   so,   hit   the   ‘back’   arrow   to   go   back   to   the   upload   page.    Make  
sure   that   the   document   you   are   uploading   is   the   correct   document   as   requested   (the   file   name  
shows   after   the   word   Upload:).   

Next,   Choose   File  
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  Then   Select   Browse   and   your   recent   documents   will   show   up.   

 

Follow   the   on   screen   instructions   to   upload   your   saved   document   to   the   portal   (as   seen  
below).    You   will   have   already   signed   the   document   so   the   next   step   is   optional.    You   can   either  
check   the   box   and   hit   next   to   proceed...   

 
-   OR-   leave   the   box   unchecked   and   sign   the   document   electronically   on   the   portal   either   by  
drawing   or   using   the   system   generated   signature.  
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Instructions   For   Completing   Documents   Manually  
If   you   are   not   able   complete   the   document   electronically,   you   can   do   this:  

PRINT   document  
Fill   out   the   printed   document  
Scan*   and   save   your   document,   then   upload   it   to   the   therapy   notes   portal.  

 
* This   is   preferable   to   a   photo   so   that   we   can   read   the   document   clearly.  
There   are   multiple   ways   to   scan   your   documents   if   you   do   not   own   a   scanner!   
iPhone   Users  
With   Notes,   you   can   scan   documents   and   add   a   signature   or   manually   sign   a  
document   on   your   iPhone,   iPad,   or   iPod   touch.  
How   to   scan   documents   on   your   iPhone,   iPad,   or   iPod   touch   using   
the   Notes   app:  

1. Open   a   note   or   create   a   new   note.  

2. Tap   ,   then   tap   Scan   Documents.  
3. Place   your   document   in   view   of   the   camera   on   your   device.  
4. If   your   device   is   in   Auto   mode,   your   document   will   be   automatically   scanned.   If  

you   need   to   manually   capture   a   scan,   tap     or   one   of   the   Volume   buttons.  
5. Drag   the   corners   to   adjust   the   scan   to   fit   the   page,   then   tap   Keep   Scan.  
6. You   can   add   additional   scans   to   the   document   or   tap   Save   when   you're   done.  
 
Android   Users  

1. Open   the   Google   Drive   app   .  
2. In   the   bottom   right,   tap   Add.  

3. Tap   Scan   .  
4. Take   a   photo   of   the   document   you'd   like   to   scan.  

Adjust   scan   area:   Tap   Crop   .  

Take   photo   again:   Tap   Re-scan   current   page   .  

Scan   another   page:   Tap   Add   .  

5. To   save   the   finished   document,   tap   Done   .  
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Instructions   For   Uploading   Your   Cards   To   The   Therapy   Notes   Portal  
 
In   order   to   upload   your   ID   and   Insurance   cards   to   the   portal   please   scan*   your   cards   and   save  
the   file   to   your   device.  
If   you   do   not   have   a   scanner,   follow   these   simple   steps:  
 

* This   is   preferable   to   a   photo   so   that   we   can   read   the   document   clearly*  
 

iPhone   Users  
How   to   scan   documents   on   your   iPhone,   iPad,   or   iPod   touch   using   
the   Notes   app:  

1. Open   a   note   or   create   a   new   note.  

2. Tap   ,   then   tap   Scan   Documents.  
3. Place   your   cards   in   view   of   the   camera   on   your   device.   (for   best   results   place   them  

on   a   blank   piece   of   paper).  
4. If   your   device   is   in   Auto   mode,   your   document   will   be   automatically   scanned.   If   you  

need   to   manually   capture   a   scan,   tap     or   one   of   the   Volume   buttons.    NOTE:    It  
may   appear   that   only   one   of   the   cards   will   be   scanned.    Regardless,   hit   the   button   to  
take   the   image   anyway   and   then   use   the   circles   on   the   corners   to   drag   a   rectangle   in  
order   to   include   both   cards.   It   may   look   something   like   this:  

Then   tap   Keep   Scan.  

5. Flip   your   cards   over   to   scan   an   image   of   the   back   side   and   tap   .   
6. Tap   Save   in   the   bottom   right   corner   when   you're   done.  
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Android   Users  

1. Open   the   Google   Drive   app   .  
2. In   the   bottom   right,   tap   Add.  

3. Tap   Scan   .  
4. Take   a   photo   of   the   document   you'd   like   to   scan.  

Adjust   scan   area:   Tap   Crop   .  

Take   photo   again:   Tap   Re-scan   current   page   .  

Scan   another   page:   Tap   Add   .  

5. To   save   the   finished   document,   tap   Done   .  

 

UPLOADING   YOUR   DOCUMENT   TO   THERAPY   NOTES:  

Once   your   cards   are   saved   to   one   document,  
return   to   the   Therapy   Portal   page   in   your   browser.    Tap  
Upload   Completed   Document .   

  

 
Next,   look   in   your   photo  
library   to   select   your  
scan   of   your   cards   then  
hit    Done    in   the   upper  
right   corner   of   your   photo  
library.  
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Finally,   tap    Upload   and   Send   Document    and   it   will   go   to   your   Therapy   Notes   Portal   account.  

 

 

THANK   YOU!  
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