Scheduling Clients: Step by Step
Instructions

10 Steps View most recent version on Tango.us (4

Created by Creation Date Last Updated
Progress Counseling Group July 16, 2023 October 21, 2023

Created with W 10f 8


https://app.tango.us/app/workflow/bef2560a-0dd8-4d8b-925f-0aae439ebe1e?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

[ Login to TheraPlatform 10 Steps (4

STEP 1
Click on Schedule
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STEP 2
Click on Date to Schedule

9:00 AM Eduardo S.

10:30 AM Ellen Y.

1:00 PM Aaron P.

.

15 16

8:00 AM Carolyn C.

9:00 AM Stacie H.

1:00 PM Ellen Y.

STEP 3

Select Location

Schedule Meeting x

Meeting Type

Therapy -
Therapy Type Individual . T
Location [Telehealth Provided in Patient's Home ) - 7
Location Address -
Date/Time 2023-07-16 &
A ~
12 .00 AM
v v

Repeat
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STEP 4

Select Address - In Office Appointments Only

Schedule Meeting

Meeting Type Therapy

Therapy Type Individual

Location
: ‘ Office

Location Address [
Date/Time 2023-07-16
A
12
v
Repeat
Duration Hours

STEP 5

Confirm Date - Set time

Location
Location Address

Date/Time

Repeat

Nuration

Created with W

Minutes

0

Office

5449 S Semoran Blvd #216C Orlando FL 3282

2023-07-16

A

12

Hours

00

3

AM

Minute
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STEP 6

Type client's name

Repeat

Duration

Provider

Search by Account
Clients

Observers

Title

Comment

D + Dnmiirnd

STEP 7

Select the client

Repeat

Duration

Provider

Search by Account
Clients

Observers

Title

Comment

Created with W

Hours

Michael Moore, LCSW

search accounts..

Minutes

0

[ctien|

client name

test client

My Meeting

Hours

Michael Moore, LCSW

search accounts...

clien|

Minutes

0

[ client name

test client

My Meeting

-
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STEP 8

Click on dropdown

Duration Hours Minutes
1 0
Provider Michael Moore, LCSW - Y

Search by Account search accounts... hd

Clients
Ll client name [ o

client name’s services [ ]
I~

Provide services to create invoice and record financial transactions.

Observers no observers selected N

Title client n

Comment

STEP 9

Select correct service code

wiicnael Wioore, LW - |
Search by Account search accounts.. -
Clients

LA client name X -

client name's services |

LU Ut oL
ENI EAP Counseling

Immigration Hardship Evalution

Observers [ INDIVIDUAL COUNSELING ]
Title Initial 15 Minute Consultation [Phone or Virtual]

No Show / Late Cancellation Fee
Comment

Prepare and Provide Client Documents & Records

Payment Required

Before Joining Session Payment before session can not be requested. There is no payment due or

multiple clients are attending the session.
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STEP 10

Click on Save changes
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Never miss a step again. Visit Tango.us
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