
 
 
 
 
 

THERAPY SYNC AGENCY INSTRUCTIONS 
 

Therapy Sync is extremely easy to use for both therapists and agencies!  This is a 3-page guide 
highlighting the key features of the software and what you can expect to see.  You will have full 
access to all notes (with patient fsignature), communication reports, MD orders, and patient’s 
schedules.  Printing notes could not be easier and is detailed in the following instructions. 

 
HOME PAGE 

 

 
 
Schedule:  Use either the daily or weekly view to see all scheduled patient visits. 

 
Do not use Send Referral.  We handle that for you!  Simply send us the requested information 
from the Referral Instructions form and we enter all referrals. 



 
Patients:  Click this to search for both active and inactive patient’s charts. 
 
Print Notes:  Simply click one of the Print Notes buttons and it will bring you to the Print Queue 
page. 
 
Shared Therapist Credentials:  Simply click and it will bring you to the Credential Sharing Page. 
 
 

PRINT QUEUE PAGE 
 

 
 
View:  Click this button to view the paperwork. 
 
Print All:  Click this button and it will print all unprinted notes.  Once the notes print they will 
disappear from the print queue. 

 
 
 
 



PATIENTS PAGE 
 

 
 
Search:  Simply type a few letters of the patient’s name and they will populate.  You may view 
both active and inactive patient charts. 
 

SHARED CREDENTIALS 
 
 

Credential Type:  Click this button to view the paperwork. 
Available Until:  Each credential will only be available for viewing until the designated available date. 
Remove:    Delete credential from dashboard. 


