
C O N F I D E N T I A L   &    P R O P R I E T A R Y 

T&S Specialized Care
(For APAC)

User Guide for “Book Nowˮ via Microsite Updated 
as of 23 September 2024

Questions

1. Use “Youˮ or “T&S Userˮ
2. Reminder email for onsite 

sessions 
3. Landing Page/Booking Page 

tags

   |  



Table of 
Contents

1 Virtual 11 Counselling Services
● Self Booking Guide

○ Booking Virtual 11 
Counselling Session

● Reschedule & Cancel a Session

3

14

2 Onsite 11 Counselling Services
● Self Booking Guide 

○ Viewing an Onsite Day
○ Booking 11 Counselling 

Session Onsite
● Reschedule & Cancel a Session

● View Your Bookings

● Fully Booked 11 Counselling 
Sessions

20

35

38

39

3 Microsite Chat Box 40

   |  



3   |  

Virtual 1:1 Counselling 
Self Booking Guide : How 
to book a 1:1 virtual 
counselling session
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● Access the microsite via 
https://tiktok.intellect.co/ or 
scan the QR code 

● Upon entering the microsite, 
indicate you are a T&S 
employee to fully access the 
page

● Services on T&S Specialized 
Care is exclusive to T&S 
employees only. Hence if you 
are not a T&S employee, you will 
be redirected to the ByteDance 
EAP for wellbeing support 
applicable to all employees in 
ByteDance

Find the right care for you
https://tiktok.intellect.co/

Step 1: Access T&S Specialised Care Microsite Update 
screenshot

https://tiktok.intellect.co/
https://tiktok.intellect.co/


5   |  

● To book a session, 
navigate to the 
individualized care section 
and click “Virtual 
Counsellingˮ to access 
virtual 11 counselling 
services

● After selecting “Virtual 
Counselling ,ˮ click “Book 
Nowˮ to proceed with 
booking your session

Step 2: Choose Virtual Counselling Session 
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● You will be directed to a 
sign in page where you will 
be required to: 
○ Enter your Bytedance 

email address
○ The, click “Request 

OTPˮ

Step 3: Obtain OTP 

Update 
screenshot
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Insert your Bytedance email address here

● Obtain the OTP from your 
Bytedance email

● Enter the OTP
● Click “Login with OTPˮ

Step 4: Login to MicrositeUpdate 
screenshot

Insert your Bytedance email address here

1764
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● The “Virtual Counsellingˮ tab will be the default tab that you land on when you access care.intellect.co
● Once youʼre signed in, you will be able to view all the cliniciansʼ profiles
● Find the right clinician for you by using the filters
● Click “Book a sessionˮ with your preferred clinician

Step 5: Select a Provider Update 
screenshot

employee@bytedance.com)
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employee@bytedance.com

Employee’s name

● You will be provided 
options to have a recurring 
session Weekly or 
Biweekly) with your 
clinician

● You may also choose to 
have a one-time session

employee@bytedance.com

Step 6: Choose frequency, time and date of session

employee@bytedance.com)
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Employee’s name

● Dates with green dots 
below them indicate the 
availability of the clinician

● Select your preferred date
● Click “Selectˮ

Step 6: Choose frequency, time and date of session

employee@bytedance.com)
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● You will see a list of 
available time slots

● Select your preferred start 
time

● Click “Confirmˮ

Step 6: Choose frequency, time and date of session

employee@bytedance.com)



12   |  

● Your session is booked!
● You will receive a 

confirmation email for your 
scheduled session

Step 7: Confirmation of Session 
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The confirmation email will 
include:
● The clinicianʼs name
● Session date
● Session time
● Link to the session

employee@bytedance.com

Step 7: Confirmation of Session 
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Virtual 1:1 Counselling 
How to Reschedule or 
Cancel a Session
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employee@bytedance.com

Employee’s name

● In the event you may need 
to reschedule or cancel 
your session with your 
clinician, you can do so by 
navigating to the upcoming 
session notice on the 
provider selection page

● Click the ellipses found to 
the right of the “Joinˮ 
button. This will then give 
you the option to either 
“Reschedule sessionˮ or 
“Cancel sessionˮ

Reschedule & Cancel a Session Update 
screenshot

employee@bytedance.com)
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employee@bytedance.com

● To reschedule, simply 
choose an alternative date 
and time that fits your 
schedule

● Click “Confirmˮ to set your 
session

Reschedule & Cancel a Session
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employee@bytedance.com

● Upon confirmation, you will 
receive a notification on 
your newly updated 
session details

● You will also receive an 
email confirmation of your 
rescheduled session

Reschedule & Cancel a Session
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● Upon clicking “Cancel 
session ,ˮ you will see a 
prompt to confirm you 
wish to cancel the session

● Indicate the reason you 
decided to cancel the 
session

Reschedule & Cancel a Session
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● Upon confirmation of your 
wish to cancel the session, 
you will receive a pop-up 
notification on your 
session cancellation

● You will also receive an 
email confirmation of your 
cancelled session

employee@bytedance.com

Reschedule & Cancel a Session
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Onsite 1:1 Counselling 
Self Booking Guide : How 
to book a 1:1 onsite 
counselling session
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● Access the microsite via 
https://tiktok.intellect.co/ 
or scan the QR code 

● Upon entering the 
microsite, navigate to the 
individualized care section 
and click on “Onsite Days .ˮ 
This tab will show you all 
onsite days scheduled

Step 1: Default View of Onsite Days 

Find the right care for you
https://tiktok.intellect.co/

https://tiktok.intellect.co/
https://tiktok.intellect.co/
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● You will be able to view all onsite days 
happening in all locations by default

● You can select a particular location from 
the location dropdown on the right to view 
onsite days happening near you

Step 1: Default View of Onsite Days 
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● Upon clicking on “View details ,ˮ 
you will be able to view the events 
happening on that onsite day along 
with details of the sourced provider

● You can also view the FAQ for 
added help if required

Step 1: Default View of Onsite Days 
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Under Available Services
● 11 Counselling Card: 

Upon clicking “Book Your 
Slot ,ˮ you will be redirected 
to a sign in page (refer to 
next slide) 

● Program Delivery 
RISE/Intellect Wellbeing) 
card

Upon clicking “Register ,ˮ you 
will be redirected to the Lark 
calendar of the session.

Step 2: Select an Onsite Day Service
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● After clicking “Book Your 
Slotˮ in the 11 Counselling 
Card, you will be directed 
to a sign in page where 
you will be required to: 
○ Enter your Bytedance 

email address
○ Click “Request OTPˮ

● If you had previously 
signed in, you will not be 
required to do so unless 
you have logged out 
prior.

Step 3: Booking 1:1 Counselling Session

Update 
screenshot
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Insert your Bytedance email address here

● Obtain the OTP from your 
Bytedance email

● Enter the OTP
● Click “Login with OTPˮ

Step 4: Login Update 
screenshot

Insert your Bytedance email address here

1764
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● The “Virtual Counsellingˮ tab will 
continue to be the default tab that 
you land on when you access 
care.intellect.co

● Click on the “Onsite daysˮ tab to 
see all onsite days listed in your 
location

● All bookings for counselling 
sessions made via microsite will 
now be listed under the "All 
Bookings" tab. Virtual counselling 
bookings can still be found under 
the provider's profile (if matched)

Step 5: View Onsite Days in Your Location 
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● By default, you will see the 
location you entered during 
onboarding as the selected 
location under the "Onsite 
Days" tab. However, you can 
choose another location to 
view onsite days happening in 
other T&S offices

Step 5: View Onsite Days in Your Location
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● In an event where there 
are no onsite days 
happening in your 
location - you will see 
this pop up

Step 5: View Onsite Days in Your Location
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● When you click on "View details" 
on the events listing page, you will 
be directed to the deployment 
details page

● You will see the 11 Counselling 
Card at the top with the option to 
book a slot 

● Available slots will be displayed 
upfront, with booked slots greyed 
out

● If you choose to not set up a 11 
counselling session, you can 
scroll down to see other services 
scheduled for that onsite day

Step 6: View 1:1 Counselling Card
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● As you scroll down, 
you can view the 
location, time, and 
date of the onsite 
deployment

● You can also view 
the bio and 
specializations of 
assigned clinicians

Step 7: View Extra Information
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● Scroll down further to explore 
other services happening 
within the onsite day. You can 
opt to register for RISE or 
Intellect Wellbeing sessions

● The registration process is via 
RSVPs on the Lark calendar 
invite, accessible by clicking 
the "Learn More" button 

● If there are multiple cards, the 
section will be presented in 
carousel mode, allowing you 
to navigate horizontally to 
view all services

Step 8: Explore Other Services
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● To book your slot, click “Book Nowˮ within the 11 
Counselling Card 

● You will then see a few sections: 
○ When & Where: To show office address 

and deployment date
○ Phone Number: The number provided by 

you during your onboarding. All 
communication will be sent to this 
number. If you wish to update this 
number, you can do so from the 
"Manage My Info" page

○ Notes: You can add notes (optional) that 
will be shared with the provider before 
the session to help them prepare

● Select your preferred slot for 11 counselling and 
click “Confirmˮ

Step 9: Book Your Spot
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● Once you have booked your 
session, you will see this pop up 
confirming your session!

● You will then receive a 
confirmation email of your 
scheduled session

● Your confirmation email will 
include: 
○ Clinician name
○ Session date and time
○ Session location and 

room
○ Link to microsite booking 

page

Step 10: Confirmation of Session
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Onsite 1:1 Counselling 
How to Reschedule or 
Cancel a Session, View all 
Bookings and Fully 
Booked Sessions
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● Once a session is booked, the 
card CTA changes to "Edit 
Session." Clicking on "Edit 
Session" allows you to reschedule 
(if slots are available) or cancel 
your booking

Reschedule & Cancel a Session
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● You can reschedule or 
cancel your slots if 
needed 

● Rescheduling is only 
possible if other slots are 
available on the same 
onsite day

Reschedule & Cancel a Session
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● You can view all their 
bookings, including 
virtual counselling and 
onsite days bookings, 
under the "All Bookings" 
tab in chronological order 
(latest at the top)

● The two types of 
bookings are 
distinguished by the tags 
"Virtual Counselling" and 
"Onsite Days"

View All Your Bookings
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● If there are no slots available 
for 11 onsite counselling, this 
will be indicated at the 
bottom of your 11 
Counselling Card. 
Nonetheless, you still have 
the option to book virtual 
counselling sessions 

● Alternatively, you can 
register for other events such 
as RISE sessions or Intellect 
Wellbeing sessions

Explore more 
services

Days

Fully Booked 1:1 Onsite Counselling Sessions
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Microsite Chat Bot 
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● Should you wish to communicate 
with your matched clinician prior 
to your session, you may do so in 
the chat box at the bottom right 
of your page

● Do note that the chat box is 
meant to be used to 
communicate with your clinician 
regarding your session

● You may reference the disclaimer 
on the left panel of the chat box 
for guidelines on how to use chat

Chat Bot


