
 

How to Set Up Your Client Portal 
Step-by-Step Instructions for Getting Started 

 
These setup instructions are designed to guide you through the process of setting up your 

new client portal and to help answer any questions you may have along the way. 
 

Request Your First Appointment 
Go to https://www.tcpduluth.com/ and click on the “Request First Appointment” button. 
 

 
 
Next, select the provider you’d like to see and complete the rest of the form. 
If you plan to use insurance, be sure to fill out the insurance information section. 
 

 



 

Watch for Your Setup Email​
After you submit the request form, your provider will receive it and send you a setup 
email. 

The email will look like the example shown below. If you don’t see it in your inbox, please 
check your spam or junk folder. 

 

 
 
Click the green “Register Now” button in the email to begin setting up your client portal. 
If the button doesn’t work, you can also click the link indicated by the yellow arrow in the 
email. 

 

Create Your Username and Password​
After clicking the link in your setup email, you’ll be prompted to create a username and 
password for your client portal. 

On this page, you’ll also see two separate buttons allowing you to opt in to text message 
or email notifications. These are completely optional—feel free to select one, both, or 
neither based on your preference. 

 



 

Review and Sign Required Documents​
Next, you’ll be prompted to review and electronically sign a series of intake documents. 
Some of these documents will include the option to download a copy for your records, 
which you are welcome to do. 

 

Complete Intake Paperwork​
After signing the required documents, you’ll be directed to the home screen of your client 
portal. 

On the left-hand side, you’ll see a navigation menu. Before your initial appointment, 
please make sure to complete the following sections: 

●​ Personal Information​
 

●​ Clinical Intake​
 

●​ My Assessments 

These forms help your provider prepare for your first session, so it’s important to 
complete them ahead of time. 



 

 
 

 
 

Helpful Tip: Saving Your Progress​
 As you fill out each section of the intake paperwork, you’ll see two options: “Save” and 
“Save and Continue.” 

●​ Select “Save” if you’d like to take a break and return to the paperwork later 
without losing your progress.​
 

●​ Choose “Save and Continue” to save the current section and move on to the next 
part of the documentation. 

These options allow you to complete the paperwork at your own pace. 

 



 

Clinical Intake Section – Personal History​
 Helpful Tip: Saving and Sending 

When filling out this section, you’ll see two buttons:​
 “Save and Continue” and “Save and Send This Information to My Provider.” 

No need to click “Send to My Provider” — your responses are automatically sent when 
you use “Save and Continue.” 

Just continue through each section, and everything will be securely shared once you're 
finished. 

 

Clinical Intake Section – Current Medications​
 Helpful Tip: Adding Medications 

To list any medications you're currently taking, click the blue “+ Add” button. You can 
enter as many medications as needed by repeating this step. 

 



 

My Assessments Section​
 Helpful Tip: Saving Your Progress 

Each assessment gives you the option to click “Save and Continue Later” or “Next”​
 Use “Save and Continue Later” if you need to pause and come back later and your 
progress will be saved. 

 

 

 

E-Signature Documents Section​
 Helpful Tip: Reviewing or Updating Signatures 

This section contains documents that were automatically generated and signed when 
you first accessed the client portal. 

If your provider ever needs you to update a signature, simply click on the document to 
review and re-sign. 

The date next to each document shows the last time you signed it, so you can easily 
track any updates. 

 



 

 

Optional Section​
 Helpful Tip: “Referred By” & “Release of Information” 

In this section, you’ll see two optional forms: “Referred By” and “Release of Information.” 

●​ The “Referred By” section is completely optional—feel free to fill it out, but it’s not 
required.​
 

●​ Your practitioner will let you know if they’d like you to complete the Release of 
Information form. This form gives permission to communicate with other 
members of your care team to help coordinate your care. 

 



 

Upload My Documents Section​
 Helpful Tip: Uploading Important Documents 

To prepare for your sessions, please upload the following documents through your client 
portal: 

1. Insurance Card (if applicable) 

●​ Go to the Personal Information section.​
 

●​ Click “Insurance Card Upload” and upload clear photos of both the front and 
back of your insurance card. 

2. Credit or Debit Card (required for all clients) 

●​ All clients are asked to keep a card on file for billing purposes.​
 

●​ To upload your card, go to the “Upload Documents” section at the bottom of the 
navigation menu.​
 

●​ Upload clear photos of both the front and back of your card. 

 

Make a Payment Section​
 Helpful Tip: Submitting Payments 

If you have a balance, click “Make a Payment” to submit your payment securely through 
the portal. 

You can also choose to save your card on file and authorize the clinic to use it for future 
payments, making billing easier and faster. 



 

 

Navigation Overview​
 Helpful Tip: Using the Client Portal Navigation 

At the top of the portal, you’ll find navigation options to help you: 

●​ Return to the Home Screen​
 

●​ Send and Receive Messages with your provider​
 

●​ View Notifications​
 

●​ See your Schedule​
 

●​ Make changes to your Settings 

Use these tools anytime to stay connected and manage your care easily. 

 

 



 

 
 
Profile Picture (Optional) 
You can choose to add a picture of yourself to your profile by clicking on the picture icon. 
This is completely optional and not required. 

 
 
 



 

Thank You​
Thank you for taking the time to set up your client portal. We know it takes time and 

effort, and we truly appreciate the energy you've put in. 

Why It Matters​
Your portal helps streamline communication and organization, allowing your clinician to 

better support your care. 

We're Here for You​
We’re here to encourage, support, and empower you throughout your therapy journey. If 

you ever have questions or need assistance, don’t hesitate to reach out. 

 


