
 

 
Registering a New Client 

 

  



1) Go to: www.togethertalk.noustalk.com 

2) Click Register 

http://www.togethertalk.noustalk.com/


 
1) Account Type: Always Client  
2) Select your Provider: Choose the Therapist that client is seeing  
3) First Name  
4) Last Name  
5) Preferred Name: OPTIONAL -Don’t have to fill out unless client would like to 
6) Pronouns: OPTIONAL -Don’t have to fill out unless client would like to 
7) Preferred Communication Language: Usually English  
8) Address, Country, Province, Postal Code* (If client doesn’t know postal code, 

you can look up address on google and find it that way) 
9) Time Zone: MDT or MST (depending on Daylight Savings Time) 
10) Phone Number: Client Phone Number  
11) Marital Status: OPTIONAL  
12) Date of Birth: Client’s Date of Birth (fill manually or click on the Calendar) 
13) Email, Confirm Email: MUST INCLUDE CLIENT EMAIL 



 
 

Registering a MINOR with 
GUARDIAN’S EMAIL 

(or with an email already in the system) 
 

 



 
Fill out the form like usual EXCEPT EMAIL follow 
these steps:  

ADD +1 before the @gmail.com 

For example: Mom’s email – 
mrsexample@gmail.com 

Son’s email –  

mrsexample+1@gmail.com 

 

mailto:mrsexample@gmail.com


 
Uploading 

Documents to 
Client File 
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To upload NON-SENSITIVE DOCUMENTS:  

1. Follow Steps 1 – 9  
2. When clicking step 7, Select document from where it is stored 

on your computer  
3. Name the document in step 8  

To up SENSITIVE DOCUMENTS (i.e. Medical information)  

1. Select “Private Documents” – next to step 5 
2. Follow steps as normal  
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SCHEDULING 
APPOINTMENTS FOR 

REGISTERED CLIENTS 
 



 

Click on the 
blank space  



 1) Date: Type date or click on calendar 
icon to select a date  

2) Time: Select the time on the clock, 
make sure to change to PM, click 
save 

3) Session Type: Virtual or In Person 
4) Service Type: Individual or Couples 

or Family 
5) Duration: Usually 50 Minutes  
6) Registered Clients: Click on the 

box, enter client name, and select it 
from the drop-down menu  

7) IGNORE NON-REGISTERED 
PARTICIPANTS AND OTHER 
PROVIDERS 

8) Reminders: How long before the 
appointment would the client like to 
be reminded? 

**You don’t have to remind them, the 
system will automatically send the 
message** 

9) Include a message: Not required, 
but you can leave a message of there 
is one.  

10) Click Create Appointment 



 
 

SCHEDULING 
APPOINTMENTS FOR NON-

REGISTERED CLIENTS 
 



  

CLICK ON THE 
BLANK SPACE 



 1) Date: Type date or click on calendar 
icon to select a date  

2) Time: Select the time on the clock, 
make sure to change to PM, click 
save 

3) Session Type: Virtual or In Person 
4) Service Type: Individual or 

Couples or Family 
5) Duration: Usually 50 Minutes 
6) IGNORE REGISTERED 

PARTICIPANTS AND OTHER 
PROVIDERS 

7) Non-Registered Clients: Enter 
client email 

8) IGNORE OTHER PROVIDERS 
9) Reminders: How long before the 

appointment would the client like to 
be reminded? 

**You don’t have to remind them, the 
system will automatically send the 
message** 

10) Include a message: Not 
required, but you can leave a 
message of there is one.  

11) Click Create Appointment 



 
 

Completing an Intake Form for 
a Registered Client 
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Click on EACH CIRCLED SECTION – There is information that we can collect on each page.  

Make sure to SCROLL DOWN on each page to see the FULL Questionnaire  

Clients DO NOT HAVE TO answer each question. 



 



 
 

MARKING CLIENT 
ATTENDANCE 

 
 



 



 



 



 
Helping Clients Create a 

Password for Their Account 
 
 

 



Creating your Password 

When setting up your account, your password must 

include:  

    At least 8 characters 

    At least 1 uppercase letter (e.g., A, B, C) 

    At least 1 lowercase letter (e.g., a, b, c) 

    At least 1 special character (e.g., !, @, #, $, %, ^, 

&) 

Example of a valid password: 

Together@123! 

Common Issues:  

• You may be missing a capital letter 

• You may not have included a “special character” 

• Your password may be too short  



 
 

How Clients Can Request 
Appointments 

 
 

 
 



1) Client Logs into their account 
2) Click on My Appointment  
3) Click on the blank space of the day they want their appointment  

 

 



1) Select Session Type: Virtual, In-Person or Phone *For In-Person, Choose Location* 
2) Select a Service: There will be unique options listed under each provider  
3) Select Provider: This will be the therapist you registered with *If you would like another provider, contact 

our admin*  
4) Select Time  



Click Request 

*You have now REQUESTED an appointment with your Therapist. The appointment is 
not confirmed. Your therapist will confirm or deny the appointment. You will get a 
notification in your email* 



 

 

 
How Clients Can Cancel 

Appointments 
 
 

 



a) Go to your Client Account  
b) Click on My Appointments 
c) Click on the scheduled appointment  

 



Click Cancel 



Include the reason you’re cancelling appointment  

Click Yes, Cancel Session  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

How Clients Can Reschedule 
Appointments 

 

 

 

 

 



a) Go to your Client Account  
b) Click on My Appointments 
c) Click on the scheduled appointment  

 



a) Click Request to Reschedule 

 

 
 



A) Select Date 
B) Select Time 
C) Click Reschedule 

 


