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:

)ALL[ANCE

COUNSELING GROUP

Alliance Counseling Group

Welcome 1o the client portal for Alliance Counseling Group. Use this convenient resource to
check appointment availability, request and manage appointments, and complete paperwork.

Upcoming Appointments View All Appointments

You have no upcoming appointments. Request Appointment

F’ending REQUESTB View Documents

You have 3 pending documents to review.




S

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.

Alliance Counseling Group

Documents

Pending document request Sent on June 24, 2020 at 2:22PM EDT

Hint: Save your passwordll Download the consent form to fill out using the fillable text blocks,
save document and upload back onto the Portal. Please email your therapist the front and
back of your insurance cards and drivers license. Thank you.

REQUIRED: ACG New Client Intake and Contract eor 4s7xe Review and Complete

Preauthorization for Payment of Services ror 113ke Review and Complete

Telehealth Instructions eor saks

You have no completed documents.

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

+  Automatic Zoom %

Patient Signature Record

Client Name: Therapist Name:,

After Reading The Client Contract, Please Answer The Following Statements.
Place your initials after each statement.

Acknowledgement of HIPAA: Your signature below indicates that you have read the HIPPA
netice of confidentiality agreement and agree to its terms, and alse serves as an
acknowledgement that you have been offered and declined or offered and furnished with the
HIPPA notice of privacy practices. {initial)

Therapeutic services contract: {initial)
Select one of the following:
___As billed to insurance
__Paying by Cash/Credit = If so, our agreed upon session fee is: §. of
*ask your therapist if you aren't sure

] (o2 Ts ea o BSTTs RO Tl LI G MBI Tl [ Ty 1@l Download Original Document

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

W 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:

Name: JANE DOE

(Full Legal name: First Middle Last)

JANEY 11114
Preferred Name: Birth Date: >

(Month Day  Year)
Birth Sex: [_| Male [v] Female

*If Minor, Name of Parent(s)/Guardian:

Address: 1234 ACG DRIVE

(Street and Number)

GRANDVILLE MI 49418

(City) (State) (Zip)

616-222-0631

Phone: May we leave a message? [7] Yes [] No
May we text you? [ Yes []No
Email: May we email you? Yes []No

*Please be aware that email might not be confidential.

Marital Status:[ | Single [_| Partnered [] Married [_| Separated [_] Divorced [_| Widowed

JOHN DOE 11/12/83
Partner's Full Name Date of Birth
Occupation and Employer: [CIstudent

Emergency Contact

e_JOHN DOE HUSBAND

Nam Relationship:




(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.)

iz' 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:
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Then change the file name and save as type PDF File.

File name: | REQUIRED--ACG-Mew-Client-Intake-and-Contract-jane doe ~

Sawve as type: | PDF File ™

= Folders Cancel




V7 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...

Upload the completed document to sign and send to your practice. Once the document is
uploaded, you will be prompted to electronically sign it. If you have already physically signed the
document, check the box below.

File: [ REQUIRED--ACG-New-Client-Intake-and-Contract-jane doe pdf

| have physically signed the document and do not need to electronically sign it.
Cancel
- OR- leave the box unchecked and sign the document electronically on the portal either by
drawing or using the system generated signature.
Signed By: Jane Doe

2w Signature  Create Signature from Typed Name

Gane Doe

Apply Signature and Send Document STl

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.

Alliance Counseling Group

Your uploaded document and signature have been submitted. You have 2 documents
pending_action

This process is best done using a computer but can also be done using your phone or tablet.




o' Verizon ¥ 4:49 PM 66% ([ )

Done @ therapyportal.com ¢ Instructions For Completing Documents
Electronically Using A Device Other Than A
pALLlANCE
Computer

Patient Signature Record

v *These instructions are based on using an iPhone but other
phones/devices have similar capabilities.

Cliont Name:

After Reading The Client Contract, Please

Place your initials after each statement.

onditions of this document. |
tative of the client, and | agree

Date:

The document will open. *You will need to save it to
Jp ALLIANCE your device before you are able to fill in the text boxes.*

T 5 T ® Hit the box with the arrow at the bottom of the browser page.
O

You will see the following choices...select ‘Save to Files’:

w!! Verizon 4:51PM 67% &)
NAnA 8 tharanunartal cam e
2371614 X
- PDF Document - 326 KB Options >
Y7 kad @ W W
AirDrop Messages Illiaﬁ Messenger Fa
Copy @
Add to Reading List o0
Add Bookmark m
Find on Page Q
Save to Files 5
Markup ®
Print @

Print with HP Smart

@

Edit Actions...



a1l Verizon & 4:51PM 67% ()
r

Cancel £® save

Item will be saved to "“Portal-

Document_Teletherapy_informed_consent_202_created...
.

ACG-Client-Sig...ge-and-Contract

# iCloud Drive

~ Downloads
gallery 1589253648
gallery 1589254080
gallery 1589254103
gallery 1589254103 2
gallery 1589254103 3
gallery 1589254103 4
Portal-Document_Telet...
Portal-Document_Telet...

r4 GarageBand for iOS

L

Once you see where your file will be saved, you will then hit Save in the upper right corner.
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v Next, you will go to Files to open it in that location (it should be the most recent document).

a1l Verizon & 67% (%)

Q fileg © Cancel
Q files

Q files app

Q file manager

Q files on iphone

APPLICATIONS
Utilities

TED WEBSITES

H Files

clwlefrfilviuli

Show More
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%You can then proceed with filling out the required fields.

< Searchu!| & 4:54 PM 69% @)

Done ACG-Client-Signature-Page-a... @

ff ALLANGE

Patient Signature Record

Cliont Name: Jane Doe Therapist Name: DAVId Burke  ©

After Reading The Client Contract, Please Answer The Following Statements.
Place your initials after each statement.

Acknowledgement of HIP/
of conti

o furnished with the
HIPPA notice of privacy practices. %4 (initian)

Therapeutic services contract: _Jd. (initial)
Select one of the following:
_XAs billed to insurance
___Paying by Cash/Credit = If s0, our agreed upon session fee is: §_

“ask your therapist i you aren’t sure

Insurance, billing and consent for services: " (initial)

Teletherapy Informed Consent: | hereby consent to eng
with_N2viA Rl ad neragisy) through Al

I have read and agreed to the terms and conditions of this document. |
acknowledge that | am the client or the legal representative of the client, and | agree
that my signature is a legally binding agreement.

Client Signature: Jane doe Date; 67262020
Paront/Guardian Signatars (1 lent i undor 18 years)

M =

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:).

I

7 Next, Choose File

! Verizon & 4:55 PM 70% @)

Done @ therapyportal.com A C

Upload: ACG Client
Signature Page and
Contract

Upload the completed document to sign and send
to your practice. Once the document is uploaded,
you will be prompted to electronically sign it. If
you have already physically signed the
document, check the box below.

File:

| Cotosserie) no file selected

| have physically signed the document and do

not need to electronically sign it.

Cancel

< M ®



Then Select Browse and your recent documents will show up.
ol Verizon & 4:56 PM 70% 4

Done @ therapyportal.com A C,

Upload: ACG Client
Signature Page and
Contract

Upload the completed document to sign and send
to your practice. Once the document is uploaded,
you will be prompted to electronically sign it. If
you have already physically signed the
document, check the box below.

File:
[ no file selected l
| have physically signed the document and do
Take Photo or Video (O]
Photo Library E
F Browse soe 4
Cancel

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...

Upload the completed document to sign and send to your practice. Once the document is
uploaded, you will be prompted to electronically sign it If you have already physically signed the
document, check the box below.

File: [& REQUIRED--ACG-New-Client-Intake-and-Contract-jane doe pdf

| have physically signed the document and do not need to electronically sign it.
m Cancel

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

Signed By:  Jane Doe

Draw Signaiure  Create Signature from Typed Name

Gane Doe

Apply Signature and Send Document STl



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:

Open a note or create a new note.

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

hoN =

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

oo

Android Users

Open the Google Drive app [ 5%
In the bottom right, tap Add.

Tap Scan o}
Take a photo of the document you'd like to scan.

o Db~

Adjust scan area: Tap Crop o
Take photo again: Tap Re-scan current page C .
Scan another page: Tap Add .

5. To save the finished document, tap Done " .

10



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.

Tap @ then tap Scan Documents.

2.

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.

11



Android Users

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

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

P Db~

Adjust scan area: Tap Crop t'r
Take photo again: Tap Re-scan current page C.
Scan another page: Tap Add +

5. To save the finished document, tap Done .

UPLOADING YOUR DOCUMENT TO THERAPY NOTES:

o . p— il
SEerlaon s 1:22 PM LD ‘ Once your cards are saved to one document,
@ therapyportal.com )
return to the Therapy Portal page in your browser. Tap

3»¢ TherapyPortal g Upload Completed Document.

Alliance Counseling Group

vl Verizon & 1:23 PM 12%0%)
AA @ therapyportal.com © NO)
Insurance and ID
Up|oad Req uest Next, look in your photo ** TherapyPortal —
library to select your
scan of your cards then Allian nseling Gr
Request for Jane ACG Doe Sent on June . y_ ance Counse 9 G oup
29, 2020 at 1:21PM EDT hit Done in the upper
o rightcomerofyourphoto Upload: Insurance and
nstructions From Practice: Please review .
and complete the document, then upload Ilbrary. ID U pload Req ueSt
below.
elow HH‘H”’ Upload the completed document to send back to
the practice. Be sure to close the file on your
computer before sending it.
Original Practice Document:
Insurance and ID Upload File:
Request pocx 3008 [ no file selected ]
Download Original Document Photo Library E
Browse coe

Cancel

12



Finally, tap Upload and Send Document and it will go to your Therapy Notes Portal account.

REQUIRED: Insurance
and ID Request: Front

Upload the completed document to send back to
the practice. Be sure to close the file on your
computer before sending it.

File:

[ 98376F5E-A21D-4BAF-806F-
B3D11734D68D.png

Upload and Send Document [eZllesl

THANK YOU!
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