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STEP 1
Click on Clients
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STEP 2
Click on Add Client Account
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STEP 3

Enter client first name

Add Client Account

Organization

First Name ll clieni
ease enter client’s tirst name

Last Name

Please enter client’s last name

Please enter client's account email

Re-enter

Email
Please enter client’s account email

SMS Phene
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STEP 4

Enter client last name

Add Client Account

Organization
First Name client

Please enter client’s first name
Last Name namd

Please enter client's 1ast name
Email

Please enter client’s account email
Re-enter
Email

Please enter client’s account email
SMS Phene

Enter Client Email Address

Organization
First Name client
Please enter client’s first name
Last Name name
Please enter client’s last name
Email '[ client@nellopcg.com|
Please enter client’s account email
Re-enter
Email
Please enter client’s account email
SMS Phene
Please enter client’s SMS Phone Number
Time Zone America/New York 12:47 -
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STEP 6
Enter Client Email Address

First Name client
Please enter client’s first name
Last Name name
Please enter client’s last name
Email client@nellopcg.com
Please enter client’s account email
Re-enter client@hellopcg.com|
Email
Please enter client's account emal
SMS Phone
Please enter client’s SMS Phone Number
Time Zone America/New York 12:47 -
Please select client’s time zone
Consent Forms
il s somm mam ol 7 i i - Commlimbe

STEP 7

Enter Client Phone # (Must be able to receive text messaages)

Last Name name
Please enter client’s last name
Email client@hellopcg.com
Please enter client’s account email
Re-enter client@hellopcg.com
Email
Please enter client’s account email
5MS Phone (111) 222-3339
Time Zone America/New York 12:47 -
Please select client's time zone
Consent Forms
x | Disclosure and Consent - English
X w
% | Disclosure and Consent Spanish
Intaka Farme
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STEP 8
Deslect the Consent Form you DO NOT want to send

Add Client Account

Organization

First Name. et
Please enter client’s first name
Last Name name
Please enter client’s last name
client@hellopeg.com

Please enter client’s account email

Re-enter client@nellopcg.com
Email

Please enter client’s account email
SWiS Plione (111) 2223333

Please enter client’s SMS Phone Number
Time Zone America/New York 1247

Please select client's time zone
Consent Forms

x | Disclosure and Consent - English

x | Disclosure and Consent Spanish
Intake Forms

None s

Always require billing option is enabled in settings

STEP 9

Click on dropdown

Please enter client's SMS Phone Number
Time Zone America/New York 12:47
Please select client's time zone

Consent Forms

= Disclosure and Consent - English

x  Disclosure and Consent Spanish

Intake Forms

[None selected

Always require billing option is enabled in settings

Require Billing Information

Regquire Demographics Information
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STEP 10

Click on the Client Profile you want to send

STEP 11

Click "Require Demographics Information ON

FIOme = crgnusn

Please enter client’s SMS Phone Number

Time Zone America/New York 12:47
Please select client's time zone
Consent Forms

x | Disclosure and Consent - English

x | Disclosure and Consent Spanish

Intake Forms

None selected

Client Profile - English

Client Profile - Spanish

Require Billing Information

Require Demographics Information

guire billing option is enabled in settings

ling Information

'mographics Information m

ntact Information

1ail and client portal access
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STEP 12

Click on Save changes

1d client portal access

Close ‘ Save changes
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7=

Never miss a step again. Visit Tango.us
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