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The Active Patient List (APL)
Learn how to manage your personal finances with this easy-to-follow guide on using
Google Sheets. This tutorial will walk you through the essential steps to track your
income, expenses, and budget effectively. Take control of your financial future today!

1 The APL is divided into four sections. The top section is shared/priority. These are
patients that are shared with Synapse or have other scheduling restrictions. They
are the most difficult to schedule, and therefore get scheduled first.
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2 The second section is SS Flexible. These are patients are seen in the Sandy Springs
office and are scheduled after priority scheduled patients.

3 Woodstock/Mobile are patients that are seen on Tuesdays by Amanda only. This
caseload is limited.
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4 Patient's that are finishing up with therapy and will not need any further
appointments scheduled will get put in the No Action Needed Section.

5 Column B indicates if they are shared with Synapse. If they are, a Synapse
schedule will be needed to schedule them.
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6 This is an example of the Synapse schedule. Speech will be scheduled as closely as
possible to PT appointments. 15-45 minute gaps are acceptable before or after PT.
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7 The Scheduled column indicates their status/frequency. Options are

--Twice a week

--Once a week

--Bi-monthly

--PRN (these patients will schedule visit to visit with Amanda/LeAnn)
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8 This indicates the office that the patient is scheduled in.

9 This column indicates the number of visits recommended. When a patient is
evaluated, visit number is determined. For example, 2x12 indicates that the
patient needs to be scheduled two times a week for 12 weeks. When those
appointments expire, additional appointments will be added in the following
format "add 1x6." For patients on maintenance, the POT will state "ongoing."
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10 Billing Code indicates the services that are billed for the patient. PP indicates
private pay.

11 Last Appointment Scheduled is the last date the patient will be seen based on
current schedule.
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12 Scheduling Notes. Therapist will make note of any specific restrictions or
scheduling preferences.

13 Column J is utilized to indicate whether the schedule has been updated. The goal
of scheduling is 1-2 months in advance. For example, if the spreadsheet currently
reads April, this box will be checked for patient who have appointments through
the end of April.
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14 Return to Simple Practice. In the patient's profile on the right hand column, scroll
to the Upcoming Appointments and select Print. Save the PDF in the following
format "FiLa Schedule date". Add the date that the schedule was saved and sent.
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15 Upload to patient's chart as an indicator of that the schedule was saved and sent
to the patient with the following wording:

Hello,

Please find your upcoming speech therapy schedule attached.

As a reminder, our cancellation policy requires at least 24 hours’ notice to
avoid a $50 late cancellation fee.

If you notice any scheduling conflicts, please reply to
[schedule@lastinglanguage.net] so we can assist with adjustments.

For last minute changes/cancellation, please text Amanda directly at
470-851-4988.

Thank you, and we look forward to seeing you at your upcoming
appointments!
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16 Once the schedule has been uploaded and emailed, check the box in column K.


