
Directions for Signing Up as a New Client 
with New Directions Counseling & Consulting 

1. This is the first screen you will encounter. Select the staff member you would like 

to request an appointment with.  

 

 

2. Then select your service. New clients will schedule “Intake Session” unless they 

are working with a psychologist. In the case of working with a psychologist, 

please select “ Intake Session – PhD/PsyD.” 

 



3. In this screen, you can select any unshaded (white) 1-hour block. Please make 

appointments at the top of the hour by double clicking or dragging the hour. A 

pop-up window will appear. You are welcome to add a note about your needs and 

reasons for selecting the counselor here if desired. Click the Green Save Button. 

 

4. Please enter the information for creating your account. You must enter a unique 

email for each family member seeking treatment at New Directions as this will be 

your account login. Each client must have a unique email address in our system. 

This most frequently affects parents seeking help for their children.  

 

 



5. Click “Set Account Password” to proceed to the next screen. Then enter your 

password. Staff do not have access to this password. You can reset it any time. 

 

 
 

6. This screen is your demographics page. Please complete each blank. For 

children, please enter “Full-Time Student” for the Employment blank and their 

school in the Employer blank. Emergency Contact should be someone other than 

primary phone number. Click “Save Demographics Info” button 

 



7. Click “Complete Intake Forms” button. This will bring up a multi-page 

questionnaire that must be completed. This includes our Intake Questionnaire, 

Counselor Disclosure about licensure and supervision, HIPAA 

Acknowledgement, Notice of Privacy Policies, Information for Clients and 

Consent to Treatment. PLEASE READ ALL SECTIONS CAREFULLY. 

You can request a printout of these at end of the process.  

  

8. Create your signature by drawing it or Typing in. Then Click “Save Signature.” 

Then click the blue “Sign and Save” button.  

 



9. If you plan to use any insurance benefits, please click “$INSURANCE & Billing.” 

Your Name, Phone, Email and address should be noted already. Click on “Enter 

New Card” located to the right. Our system allows for you to store your card on 

file for faster check out. We do not charge your card without your consent.  

 
 

 

10. Click on “Add Insurance” at the bottom. All BCBS/Anthem clients, select the first 

“Blue Cross Blue Shield of Tennessee” regardless of your card for the Insurer 

blank. Leave any missing information blank. Enter your primary insurance first 

and secondary (if any) second.  

  


