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SECTION 1
The Between Sessions Library  of Tools

6



WHEN YOU LOG IN, YOU WILL BE TAKEN TO THE HOME PAGE OF THE 
LIBRARY. NEW TOOLS ARE ADDED TO THE SITE EVERY WORKDAY

AND WILL APPEAR ON THIS PAGE. 

7
Getting Started with the Library



YOU CAN FIND TOOLS BY CHOOSING THE APPROPRIATE LIBRARY FROM 
THE “LIBRARIES” DROPDOWN MENU IN THE TOP NAVIGATION. 

8
Getting Started with the Library



THE TOP NAVIGATION IS ALSO WHERE YOU CAN FIND OUR SOFTWARE 
APPLICATIONS, INCLUDING THE PSYCHOLOGY FORMS FILLER (PFF –

SECTION 2), THE CLIENT PROGRESS ACCELERATOR (CPA – SECTION 3), AND 
THE VIRTUAL COUNSELING ROOMS (VCR – SECTION 4). 

9
Getting Started with the Library



GO TO THE “LIBRARIES” TAB ON THE TOOLBAR TO SELECT THE TYPE OF 
WORKSHEETS YOU ARE LOOKING FOR. USE THE SIDE NAVIGATION TO 

HELP YOU FILTER THROUGH DIFFERENT CATEGORIES. 

10
Getting Started with the Library



USE THE SEARCH BAR LOCATED AT THE TOP OF THE PAGE TO ENTER A 
KEYWORD SEARCH.

11
Getting Started with the Library



YOU CAN FIND WORKSHEETS AND FORMS YOU SAVED UNDER THE “MY 
TOOLS” TAB ON THE TOOLBAR.

12
Getting Started with the Library



TO SAVE WORKSHEETS OR FORMS, CLICK “ADD TO MY TOOLS” UNDER 
THE WORKSHEET OR FORM YOU WANT TO SAVE. YOU CAN FIND SAVED 

WORKSHEETS BY CLICKING THE “MY TOOLS” TAB.  

13
Adding tools to “My Tools:” 



TO FILTER YOUR SAVED WORKSHEETS, CLICK THE DROPDOWN MENU 
UNDER THE SEARCH BOX. THE SYSTEM AUTOMATICALLY FILTERS YOUR 
SAVED FORMS BY NEWEST SAVED, AND CAN ALSO FILTER BY OLDEST, 

TITLE, OR DESCRIPTION.  

14
Filtering Tools: 



TO DELETE A WORKSHEET, CLICK “REMOVE FROM MY TOOLS” UNDER THE 
WORKSHEET YOU WOULD LIKE TO REMOVE.  

15
Deleting Worksheets: 



TO EMAIL WORKSHEETS DIRECTLY TO YOUR CLIENT, CLICK “SEND/EDIT” 
UNDER THE WORKSHEET. YOU WILL BE REDIRECTED TO THE PSYCHOLOGY 

FORMS FILLER (PFF), WHERE YOU CAN EDIT THE WORKSHEET, ADD 
PRACTICE INFORMATION, OR MAKE ANY OTHER CHANGES YOU’D LIKE. 

16
Sending Tools to Clients:



FROM THE PFF, CLICK “SEND FORM” ON THE TOP TOOLBAR, FILL OUT THE
EMAIL INFORMATION, AND CLICK “SEND.” 

17
Sending Worksheets Using the PFF:



TO VIEW, DOWNLOAD, OR PRINT A WORKSHEET, CLICK THE 
“VIEW/PRINT” BUTTON UNDER THE WORKSHEET. YOU CAN THEN 

DOWNLOAD, SAVE, OR PRINT THE WORKSHEET. 

18
View/Print Function:



IN THE TOP NAVIGATION YOU WILL FIND THE “ASSIGNMENT WORKBOOKS” TAB. BETWEEN SESSIONS 
ASSIGNMENT WORKBOOKS INCLUDE COLLECTIONS OF WORKSHEETS TARGETING A SPECIFIC 

PROBLEM OR AREA OF THERAPY. YOU WILL ALSO FIND JOURNALS FOR YOUR CLIENTS TO USE.

19
Assignment Workbooks:



ASSIGNMENT WORKBOOKS AND 
JOURNALS CAN BE:

•PRINTED OUT FOR A CLIENT.
•SENT TO A CLIENT USING THE PSYCHOLOGY    
FORMS FILLER (PFF).
•UPLOADED TO A VIRTUAL COUNSELING 
ROOM (VCR).

.

20Assignment Workbooks:



YOU CAN ALSO EXTRACT WORKSHEETS FROM A WORKBOOK USING THE 
PSYCHOLOGY FORMS FILLER (PFF).

21
Extracting Pages from a Workbook:



SECTION 2
The Psychology Forms Filler (PFF)

22



CLICK “SEND/EDIT” UNDER THE WORKSHEET TO BE REDIRECTED TO THE 
PSYCHOLOGY FORMS FILLER.

23

The Psychology Forms Filler - Edit a Worksheet or Form: 



ADD TEXT: CLICK THE “TEXT” BOX ON THE TOP-LEFT NAVIGATION.

The Psychology Forms Filler - Make Desired Changes:
24



MOVE YOUR CURSOR TO THE AREA WHERE YOU’D LIKE TO ADD TEXT AND CLICK YOUR CURSOR 
TO CREATE A DIALOGUE BOX. THEN, CLICK INSIDE THE DIALOGUE BOX TO START TYPING. CLICK 

THE YELLOW BAR WHEN YOU ARE DONE WRITING TO USE A DIFFERENT EDITING TOOL. 

The Psychology Forms Filler- Make Desired Changes
25



CLICK THE “IMAGE” BUTTON ON THE TOP, LEFT-SIDE NAVIGATION. 

The Psychology Forms Filler- Add a Photo or Logo: 
26



CLICK “CHOOSE FILE” IN THE POPUP BOX AND SELECT YOUR IMAGE FILE.

The Psychology Forms Filler – Add Logo or Image:
27



USING YOUR CURSER, HIGHLIGHT THE AREA WHERE YOU’D LIKE YOUR IMAGE TO APPEAR. 
CLICK THE YELLOW BAR OR THE “IMAGE” BUTTON WHEN YOU ARE DONE TO USE A DIFFERENT 

EDITING TOOL. 

The Psychology Forms Filler – Add Logo or Image: 
28



CLICK THE “WHITEOUT” BUTTON ON THE TOP-LEFT NAVIGATION. 

The Psychology Forms Filler – Whiteout or Delete Content: 29



USING YOUR CURSOR, SELECT EVERYTHING YOU’D LIKE TO REMOVE. ONCE FINISHED, CLICK THE 
“WHITEOUT” BUTTON AGAIN TO STOP USING THE TOOL. 

The Psychology Forms Filler – Removing Content:
30



YOU CAN SEND SPECIFIC PAGES FROM WORKBOOKS, OR EVEN SPECIFIC PAGES FROM 
WORKSHEETS TO CLIENTS BY FIRST OPENING THE PDF (WORKBOOK OR WORKSHEET) INSIDE 

THE PFF. CLICK “EXTRACT PAGES” ON THE TOOLBAR. 

The Psychology Forms Filler – Extract Pages: 31



SELECT THE PAGES YOU’D LIKE TO EXTRACT AND CLICK “SAVE EXTRACTED PAGES.”

The Psychology Forms Filler – Extract Pages: 32



CLICK THE BLUE DISK ICON ON THE LEFT NAVIGATION TO SAVE YOUR WORK. CLICK THE GREEN 
ICON WITH TWO WHITE ARROWS TO DOWNLOAD A WORKSHEET. ONCE DOWNLOADED, YOU 

CAN SAVE IT FOR YOUR RECORDS.

The Psychology Forms Filler – Download and Save Worksheets or Forms: 33



CLICK THE “SEND FORM” BUTTON ON THE TOP TOOLBAR. 

The Psychology Forms Filler – Sending Forms, Worksheets, and Workbooks to Clients: 34



FILL OUT THE EMAIL INFORMATION AND THEN CLICK, “SEND.” 

The Psychology Forms Filler – Sending Forms, Worksheets, and Workbooks to Clients: 35



CLIENTS RECEIVE AN EMAIL WITH A LINK TO THE WORKSHEET, WHICH ALSO INCLUDES THE 
DESCRIPTION AND INSTRUCTIONS YOU PROVIDE. THE LINK DIRECTS CLIENTS TO THE PFF WHERE 

THEY CAN ADD TO OR EDIT THE FORM.

The Psychology Forms Filler – What Your Client Receives: 36



UPON COMPLETION, THEY WILL CLICK THE “SEND TO PROFESSIONAL” BUTTON ON THE TOP OF THE 
PAGE. THERE IS A TUTORIAL AVAILABLE FOR CLIENTS FOR THE PFF IN THE TOP NAVIGATION.

The Psychology Forms Filler – What Your Client Receives: 37



YOU WILL RECEIVE AN EMAIL NOTIFICATION ADVISING YOU THE WORKSHEET OR FORM HAS BEEN 
RETURNED. GO TO THE PFF AND CLICK “RECEIVED FORMS” ON THE TOP TOOLBAR TO VIEW YOUR 
CLIENTS’ FORMS AND WORKSHEETS.

The Psychology Forms Filler – How Do I Know If Worksheets or Forms are Returned? 38



THE RED MESSAGE IN THE FAR-RIGHT COLUMN WILL TURN GREEN WHEN THE WORKSHEET IS 
COMPLETED AND RETURNED. IF IT IS RED, THE WORKSHEET HAS NOT YET BEEN RETURNED TO YOU.

The Psychology Forms Filler – How Do I Know If Worksheets or Forms are Returned? 39



CLICK THE “ANNOTATE” TAB ON THE TOP, LEFT TOOLBAR TO HIGHLIGHT, ADD ELECTRONIC 
STICKY NOTES, UNDERLINE, CREATE A RED RECTANGLE, OR STRIKEOUT TEXT. CLICK THE “PAGE” 

TAB ON THE TOP LEFT TOOLBAR TO ROTATE OR CROP THE WORKSHEET.    

The Psychology Forms Filler – Other Tools: 40



WHEN YOU CLICK “PSYCHOLOGY FORMS FILLER” FROM THE TOOLBAR, YOU WILL BE DIRECTED
TO A SCREEN WHERE YOU CAN UPLOAD YOUR OWN PDF. USING OUR PFF SOFTWARE, YOU CAN
EDIT, SEND, AND COLLECT YOUR OWN FORMS TO INCLUDE IN YOUR CLIENT’S ONLINE PORTAL.

The Psychology Forms Filler – Adding and Editing Your Own PDF Worksheets and Forms 41



SECTION 3
Section 3: Client Progress Accelerator (CPA)
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CLICK “ADD CLIENT” AND FILL IN THEIR INFORMATION. THEIR NAME WILL THEN APPEAR LISTED 
BELOW IN “CLIENT INFORMATION.”

43
Client Progress Accelerator – Add a Client



CLICK ‘SEND/VIEW PROBLEM CHECKLIST.’

44Client Progress Accelerator – Send a Problem Checklist:



SELECT WHETHER YOU WOULD LIKE TO EMAIL, PRINT, OR VIEW THE COMPLETED FORM. YOU CAN 
ALSO DOWNLOAD AND PRINT A BLANK PROBLEM CHECKLIST.

45Client Progress Accelerator – Problem Checklists: 



OUR SYSTEM SHOWS A RED WARNING MESSAGE UNDER YOUR CLIENT’S NAME IF THEIR 
RESPONSES INDICATE THEY MAY BE IN CRISIS. 

46Client Progress Accelerator – Client in Crisis: 



CLICK THE CLIPBOARD ICON            TO EMAIL A PRE-SESSION QUESTIONNAIRE TO YOUR CLIENTS. YOU CAN 
ALSO DOWNLOAD AND PRINT A BLANK FORM.

Client Progress Accelerator – Pre-Session Questionnaire: 47



Click the Progress Notes Icon          and click “Create Note” to fill out the form to record your notes. Click 
“Save” when you are finished. 

Client Progress Accelerator Progress Notes: 
48



Client Progress Accelerator – Feedback Form:

Click the Megaphone icon           to email or print a blank feedback form for your client. 

49



SECTION 4
Workbook Creator

50



Click the Notebook icon or click “Create Generic Book” on the top toolbar. If your client completed
the Problem Checklist, the software will auto-suggest worksheets for them based on the answers they
provided.

Creating a Workbook: 
51



Edit Client Information:

Click the Pencil icon          to edit your client’s basic information
Click “Submit” to save it. 

52



Click the Trash Can icon to delete your client from the database.    

Client Progress Accelerator – Delete Client Record:
53



Click “Add Suggested Techniques” on the side navigation bar to view the worksheets suggested for your 
client. Click the checkboxes next to the worksheets you’d like to include. You will see a check mark appear 
next to worksheets you’ve added. To remove a worksheet, click on the box again, and the checkmark will 
disappear, indicating the worksheet was removed. 

Client Progress Accelerator – Creating a Workbook: 54



Clicking “Add Techniques from Database” will prompt a search box to help you find specific worksheets using 
the keyword search. You can also add your own PDFs by clicking “Upload Techniques.”

Client Progress Accelerator – Creating a Workbook: 55



Click “Upload Introduction” to upload a personalized letter, introduction, or directions for your client (upload PDFs 
only). 

Client Progress Accelerator – Adding an Introduction to a Workbook: 56



Click “Create a Front Cover” to design a cover. You can click on the images provided to select a stock image or upload 
your own by clicking “Choose File” on the bottom of the page. 

Client Progress Accelerator – Add a Front Cover to a Workbook: 57



You can add text, images, or your logo by selecting the tool you’d like to use on the left navigation bar. Point 
and click your curser in the area where you’d like to insert the tool and it will appear. Once you’ve finished, 
click “Add Cover Page to Book” to save it.    

Client Progress Accelerator – Editing the Workbook Cover: 58



You can see the total number of pages included in the workbook listed above the blue bar.

Client Progress Accelerator – Pages in Workbook: 59



Click “Create Back Cover” to select a back cover for the workbook. You can edit the page with text and images using 
the same instructions in step 4.

Client Progress Accelerator – Creating the Workbook Back Cover: 60



Click “Download Book” when you’ve finished the workbook. The book will automatically and immediately download. 
You can save it, email it as an attachment, or print it for your client. 

Client Progress Accelerator – Download the Workbook: 61



SECTION 5
Section 4: Virtual Counseling Rooms (VCR)
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Virtual Counseling Rooms – Adding Clients:

Click the plus icon          on the top-left navigation. Add the client’s information and click “Save.” Your 
client will automatically receive a link to the email address you provided. 
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Virtual Counseling Rooms – Inviting Clients from the Client Progress Accelerator (CPA): 

Click “Invite CPA Client” on the left navigation bar. Select the clients you’d like to invite and click “Invite CPA Client.” Your 
clients will receive an email with a link inviting them to join the VCR. 

64



Virtual Counseling Rooms – Calendly:

Calendly: This feature helps keep your schedule organized and sends appointment reminder notifications 
to your clients. There is also a paid option when you upgrade in Calendly.

65



Virtual Counseling Rooms – Tutorials:

Tutorials: Click “Before You Begin (Tutorials)” on the top right navigation bar to access video and PDF 
tutorials. 

66



Virtual Counseling Rooms – About the Templates: 

Here you will find a thorough description of all the Room templates, including age groups, descriptions, 
Elements included, and the problems the Room addresses. 

67



Virtual Counseling Rooms – Content Library: 

You will find resources to add to your Room, such as blank board games used to create games, 
meditations, backdrops, data collection forms, icons to use for card decks, notes, and posters. 

68



Virtual Counseling Rooms – Changing Your Password:

To update your password, click the Person icon           on the top-right navigation bar. Then click, “Change 
Password.” 

69



Virtual Counseling Rooms – Using a Template Room:

Under “Techniques/Templates,” click “Start from a Template.” Either use the search box or the dropdown 
menu to sort through the Template Rooms database. Click the template name to view the Room. 

70



Virtual Counseling Rooms – Create a Room: 

Click “Start a Blank Room.” Create a name for your Room and click “Save.” The blank Room will automatically open. All blank 
Rooms include the Video Chat Element. 

71



Virtual Counseling Rooms – Left-Side Navigation: 

Click the “T” icon         to add Text. 
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Virtual Counseling Rooms – Left-Side Navigation: 

Click one of the  Shape icons or the Line icon to add that character. 
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Virtual Counseling Rooms – Left-Side Navigation 

Click the Pencil icon         to draw in freehand.

74



Virtual Counseling Rooms – Left-Side Navigation 

Click the Eraser icon to  remove something you added using a tool from this 
navigation bar.  

75



Virtual Counseling Rooms – Left-Side Navigation 

Click the Back Arrow icon            to undo your last addition to the room. 
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Virtual Counseling Rooms – Right-Side Navigation 

General Elements are tools you can add to any Room. 

You can add dice, a clock, points counter, upload an image, add a feelings rating slider, a 
timer, a card deck, any worksheet, and even a flip book!  

77



Virtual Counseling Rooms – Right-Side Navigation: 

Click the Rating Sliders icon                                  to add a rate-your-
feeling slider. 
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Virtual Counseling Rooms – Right-Side Navigation: 

Click the Bubbles Icon                         to add the Bubbles Game. Bubbles with a variety of 
facial expressions will rise on the screen. To gain points, clients must focus their attention 
to select all the positive facial expressions they see. Additional games are provided in 
certain Template Rooms. 
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Virtual Counseling Rooms – Right-Side Navigation: 

Click the Flip Book icon                       to animate any online book into a flip book. 
Once you click the icon, click the popup box ‘Convert your PDF to Flipbook.’ You will be prompted to 
select the file from your computer. Double-click the file you would like to use to upload it. 
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Virtual Counseling Rooms – Right-Side Navigation, Evidence-Based Tools:

Click the Eye Movement icon                                to add the 
EMDR feature. 
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Virtual Counseling Rooms – Right-Side Navigation, Evidence-Based Tools:

Click the “Breathing Adult” icon                                for the adult guide. 
Select the “Breathing Child” icon                                    for the children’s guide.  
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Virtual Counseling Rooms – Right-Side Navigation, Adding a PDF:

Click the PDF Editor icon to add therapeutic worksheets.  

83



Virtual Counseling Rooms – Right-Side Navigation, Media Elements + Extras: 

You can locate the Video Chat Element in a Room from the navigation on the right under, 
“Media Elements.” Select “Video Call.” 

84



Virtual Counseling Rooms – Right-Side Navigation, Media Elements + Extras: 

Click “Upload Video” to upload a video into your room.
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Virtual Counseling Rooms – Right-Side Navigation, Media Elements + Extras: 

Click “YouTube Video” to upload a YouTube video. The upload box will 
appear at the top left corner of the Room. Copy the URL for the video from 
YouTube and paste the URL into the box. Then click “Upload.”
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Virtual Counseling Rooms – Right-Side Navigation, Media Elements + Extras: 

Click “Upload Audio” to add any audio file. We also have many meditation 
files you can add to any room. You can find these in the Content Library 
tab on the top-right navigation. 
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Virtual Counseling Rooms – Right-Side Navigation, Adding/Removing Elements: 

To add an Element, simply click the tool you want to add, and it will appear in the Room.  
To remove a tool, click the grey “X” on the top right corner above the element. 
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Virtual Counseling Rooms – Right-Side Navigation, Moving/Locking Elements:

Elements can be “locked” into place in a Room by pressing the grey lock icon on the top left corner of the 
element. If you wish to move the element, simply click the same lock icon so the lock appears opened. Then, 
hover your curser over the top grey bar over the element to activate the moving curser. 

Note: If you have locked an element in place, your client cannot unlock or move that element in the Room. If the element is 
unlocked, they can then move and/or delete the element from the Room. 
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Virtual Counseling Rooms – Right-Side Navigation, Stickers 

Stickers: These are characters and images you or clients can add to Rooms and use for games.
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Virtual Counseling Rooms – Right-Side Navigation, Emojis

Emojis: Facial expressions can be added to Rooms to express emotions and/or use for games.
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Virtual Counseling Rooms – Creating Games:   

Create a game by selecting a board game template from the Content Library or by uploading your own. 

You will need to download the board to your computer, then upload it into your Room. Add Elements such as dice, points 
counter, card deck, emojis, stickers, and a clock to build the game.
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Virtual Counseling Rooms – Creating a Card Deck: 

When inside a Room, click the “Card Deck” icon from the General Elements navigation on the right. You will 
see a list of card decks appear in your room. Click ”Create a New Deck.”
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Virtual Counseling Rooms – Creating a Card Deck  

You will be prompted to name your deck, then click, “Add New Row.” Note you can add text and/or an image 
to both the front and back of each card. If you’d like to add an image to the front of the card, click “Upload 
image,” next to the Card’s Front. 
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Virtual Counseling Rooms – Creating a Card Deck: 

You can also write copy in the text box. Once you have filled out what 
you’d like on the front and back, click “Add to List.”
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Virtual Counseling Rooms – Creating a Card Deck:  

You will see a list preview on the screen. Repeat the process as many times as you’d like to 
upload your “deck.”  When finished, click “Finish and Save.” To view your deck, click the 
Card Deck icon from the General Elements tab and you will see your deck appear in the list 
of decks. 
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Virtual Counseling Rooms – Creating a Card Deck:  

We have images available to use for card decks under the “Content Library” tab on the top right toolbar. You 
can use one of ours or your own by downloading them onto your computer, then uploading them using the 
“Upload Image” link when creating your deck. 
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Virtual Counseling Rooms – Creating a Card Deck:  

To edit your deck, click the Card Deck icon from the General Elements navigation inside any Room. Find 
your deck on the popup list and click the Pencil/Paper        icon.

To delete your deck, click the trashcan icon next to it.
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Virtual Counseling Rooms – Chat Function: 

Click the “Chat” button to open a chat box that you can use to correspond with your client 
in their Room between sessions. 
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Virtual Counseling Rooms – Notes Function:

Click the “Notes” button to write notes during the session. The ‘Notes’ feature is only 
available to therapists. 
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Virtual Counseling Rooms: Saving a Room:

Click the “Save Room” button on the right navigation to save the changes you’ve made in 
a Room. 
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Virtual Counseling Rooms – Saving a Room as a Template: 

To add a Room you have created as a template, click “Save Room as a Template” on the 
right navigation. You will be prompted to fill out information for the Room, including name, 
age range, problem, description, recommended use, and client impact. Once completed, 
click the “Save” button. 
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Virtual Counseling Rooms – Sharing a Room with a Client:

You can click the “Share Room” tab on the right navigation to copy the Room’s link to your 
clipboard. Open your email, right click and “Paste” the URL for the Room’s invitation link. 
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Virtual Counseling Rooms – Sharing a Room with a Client:

From the VCR Dashboard, you can also click the three grey dots        over the computer 
monitor icon for the Room you’d like to share. From there, click “Invitation Link” to copy 
the link to your clipboard. You can then “paste” the URL into your email. 
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Virtual Counseling Rooms – Notifying a Client You are In a Room and Ready to Start the Session: 

Enter the client’s room. Click the green “Notify Your Client You Are In This Room” on the 
right top navigation. The button will turn red signaling it has notified your client.  

When your client is in the Room, you will see their name appear in the upper-right hand 
corner of the Room.
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Virtual Counseling Rooms – Client Rooms:

Under the ‘Client Rooms,’ you will see a list of the Rooms you have viewed. By clicking the 
three grey dots         on the top right-hand of each room, you can change the title, delete the 
Room, assign the Room to a client, or copy the invitation link for that room.  
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Virtual Counseling Rooms – Granting Client Access/Restricting Rooms:

Click the Toggle icon           to the green position to allow the client access to their assigned 
Room. Click the Toggle icon again to the grey position to restrict access. 
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Virtual Counseling Rooms – Sorting Through Your Rooms:

On your homepage, next to the Client Rooms title, you will find two sorting boxes. Using 
the first dropdown box, you can sort by the most recent or least recent Room you’ve 
opened. The second sorting box allows you to choose Rooms by client name.  

108



Virtual Counseling Rooms – Changing the View of your Rooms on the Home Page: 

By clicking the three grey List Lines icon       on the right of the Client Rooms title, you can 
change the view of your Rooms to a list. Click the Four Squares icon       to change the view 
back to the block view. 

109



Staff Support:

We offer continued one-on-one support to ensure you feel confident using our software. 
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	using your curser, highlight the area where you’d like your image to appear. �Click the yellow bar or the “Image” button when you are done to use a different editing tool. ����
	Click the “Whiteout” button on the top-left navigation. 
	Using your cursor, select everything you’d like to remove. Once finished, click the “Whiteout” button again to stop using the tool. ��
	You can send specific pages from workbooks, or even specific pages from worksheets to clients by first opening the PDF (workbook or worksheet) inside the PFF. Click “Extract Pages” on the toolbar. ��
	Select the pages you’d like to extract and click “Save Extracted Pages.”��
	Click the blue disk icon on the left navigation to save your work. Click the green icon with two white arrows to download a worksheet. Once downloaded, you can save it for your records.��
	 Click the “Send Form” button on the top toolbar. ���
	 Fill out the email information and then click, “Send.” ����
	Clients receive an email with a link to the worksheet, which also includes the description and instructions you provide. The link directs clients to the PFF where they can add to or edit the form.
	Upon completion, they will click the “Send to Professional” button on the top of the page. There is a tutorial available for clients for the PFF in the top navigation.
	you will receive an email notification advising you the worksheet or form has been returned. Go to the PFF and click “Received Forms” on the top toolbar to view your clients’ forms and worksheets.
	The red message in the far-right column will turn green when the worksheet is completed and returned. If it is red, the worksheet has not yet been returned to you.
	Click the “Annotate” tab on the top, left toolbar to highlight, add electronic sticky notes, underline, create a red rectangle, or strikeout text. Click the “Page” tab on the top left toolbar to rotate or crop the worksheet.         
	When you click “Psychology Forms Filler” from the toolbar, you will be directed to a screen where you can upload your own PDF. Using our PFF software, you can edit, send, and collect your own forms to include in your client’s online portal. 
	Section 3
	Click “Add Client” and fill in their information. Their name will then appear listed below in “Client Information.”
	Click ‘Send/View Problem Checklist.’
	select whether you would like to email, print, or view the completed form. You can also download and print a blank problem checklist.
	Our system shows a red warning message under your client’s name if their responses indicate they may be in crisis. 
	Click the Clipboard icon            to email a pre-session questionnaire to your clients. You can also download and print a blank form.�
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