THERAPISTS
CREATING DEFAULTS FOR CASELOAD - Go to Caseload Maintenance -> My Caseload:

Therapists should create defaults for their session notes that will populate onto each note when created. These
defaults can include:

e Service Setting Location
e Default CPT Code(s) Default ICD 10 Code(s)
At the end of each child’s enrollment, click the “Defaults” button.
5
My Caseload
PIOvGeE: | Sesoun [V v Searth
Status ESID LastName |  FirstName County Provider District Type | From W Senice Assigned —
0 RSZIWOMEE35  |BOYWIN MATTIE CHENECTADY Schenertady RS (V202 (062422 ST 260 Indiidual [efauts
_: _1821 0016396 _EéZ]'r':fJV _I.l-ﬁ.TTIE [ CHENECTADY _S-m:f»ef:es_. _RS _E' wnn _IZ-E?LE _STi 1630 Group
0 5%  (BROUSSARD  |DEMVER SCHENECTADY Scheneciady RS 90T (0U04TE (ST 3l
0 RSZIWO01ESST  |GROUSSARD  |DENVER SCHENECTADY Schenectady RS 09T (00422 (ST 130 Group

Now enter the Service Setting, Location, Default CPT Code for New Attendance, Default ICD 10 Code for New
Attendance, and click “SAVE”.

Enroliment Defaults

Child Name: BOY¥IN, MATTIE  Elecironic Service IDc REZIZZWO016E85S  Enrcliment Type: RS RS Type: 5T
County: SCHENECTADY  Provider: Dissriet: Screnaciady
Service Mickname:

Enrolimem Noles:

Bl each eniry as |1 30 minute sessions) for a fotal duration of 30 minules

Senice Setng: | Praschos! U! Locaton Litk Red Schoothouse. Herey, KY
L
Defaulf CPT Code for new attendance

CPT Code Description Units |
2807 TREATMENT OF SPEECH, LANGUAGE, WORCE, COMMUINICATION, ANDY DR AUDITORY PROCESSING DISORDER, INDPADLAL 1

Default ICD10 Code for new attendance
IS0 10 Code Descngtion
Fa02 Mg receplive-Expressive languade dsorder Dejets

Now when you go to your Weekly Attendance calendar and create your session note, all of those defaults will
populate onto your new note. At any time, you can change your defaults on the note.

[BOYHKIN, MATTIE 1




SIGNING ATTENDANCE / REVIEW AND SIGN:

e Go to Attendance -> Digital Signature -> Review and Sign Attendance.

e The next screen will show your profile and any unsigned attendances with problems.
o Your profile information should have all green checkmarks. If not, then make corrections before
trying to sign attendances. The screen shot below shows that this therapist is missing her PIN.
o Any attendances with errors will show up under the “Audit” tab.

Profile
First Name: KRISTEN  Last Name: HOFFMAN  NPI: 1508012717
Edit Q Signing As Betty Gebauer Speech Pathologist, CCC-SLP
" Credential
Status Profession Code Description Type # State From To
Edit Q Credentials = Licensed Speech & Language
Q sLP Pathologist License  [008342| NY [12/20/1994]4/30/2024
NYS Office of Professions Search
O Missing Attestations: [No Missing Attestations| |
cot € P Createa
Unsigned Attendances
Schoel Year Session.  [(School Year Session) ~ | Apply Filter
Audit By Week By Enroliment
Date of Time Time
Seatus chid Service In out
e HESTER " -
M |5 1112022 | 090 | 10010 Edit
PERSON, e - P
[ LIBERTY |6/18/2020( 01:00 | 01:30 Edit

e Within the unsigned attendances, there will be icons listed under the “Audit” tab in the “Status” column.
The Audit tab will show all errors and warnings.

() A green check means there are no erors
), Ayellow exclamation point is a warning and will not prevent signing

xA red “X" means there is an error that will prevent signing

v

YELLOW WARNINGS. All warnings should be checked and not just by-passed.

e Click on the yellow yield sign with exclamation point to see what the warning is.
o In the screen shot below, the warning is for “Exceeds Weekly Frequency for Enrollment”. This
warning was for a make-up.
o Click the “Edit” to make sure that you have chosen make-up session for this note. If not, make
the change to the note now. You can now by-pass this warning.

School Year Session (School Year Session) Apply Filter

Audit By Week By Enrollment

[ Date ot | Time | Time |

Status Child Sarvics In Qut

IsguesFeund-Nitn\Gendanes

HESTER, | ; a4 om0 N - . Uenaanes = = .
% pEWITT | V112022 | 0840 | 10:10 | Edit  Issue Type Description Data Causing Issue

— ~ WARNING |Exceeds Weekly Frequency for Enroliment| Enroliment Frequency: 2x30
[ TEFTErZOTOT 0T 00 ﬂf'ﬁw '
1 TBERTY |0 rerz020 o700 0

I '"‘r"qo,,:,'ff 118/2022| 11:35 | 12205 | Edit Ok
RHODES.| mvonns | 1120 | 1

b [Bonme|1/202022| 11:30 | 1200 | Edit
RHODES

BOBBIE | 1/21/2022| 09:40 | 10:10 | Edit




e Click on the red X to see what the error is.

o In the screen shot below, the error is “Attendance Group Size Differs From the Expected Size of
the CPT Code Listed”.

= The screen shot shows the CPT Code used is 92507 which is for an individual session,
but the group size was for 2.

o Click the “Edit” to correct the session note, and change the CPT Code to a group CPT Code.

.2Unsigned Aftendances

Issues Found With Aftendance;
| Audit | By Week ] By Enroliment - Issue Description

Type

. CPT Code: 92507 | Expecled
Altendance group size differs from the expecied size to s —
ERROR | ¢ the CPT code listed (Marked s Meets Medicaid) | = 0UP SiZe- 1] P‘;‘”a' BT S

Date of | Time

Status | Child Service

022

EWITT \\ /
A |PERSON, _ _ : Ok
y'\ BEry 6/1812020| 01:00 | 01:30 | Ecit

RHODES,

% | BOBBIE

118/2022| 11:35 | 12:05 | Edit ‘

e Review and sign “By Week” tab:
o Under the “By Week” tab, the attendances are listed by date.
o Click on the “Review and Sign” week that you want to sign. Now you can toggle by each day of
the week.
o If your note is not correct or you want to make a change, you can “Edit” your note at this time.
First Mame: KRISTEM Last Mame; HOFFMAN MFI: 1508012717

Edit @ Signing A% Beity Gebaver Spesch Pathologist, COC-5LF
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-]
, | Type l“‘“. -l ® |
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Review and sign “By Enrollment” tab:

o Under the “By Enrollment” tab, the attendances are listed by the ESID #.
o Click on the “Review and Sign” of the ESID # that you want to sign.
o A calendar will also populate with the days that you have entered notes for.
o If your note is not correct or you want to make a change, you can “Edit” your note at this time.
m::r“ Name: KRISTEN Last Name: HOFFMAN NP 1508032717
N con Q Signing As Betty G Speech Pathologist. CCC-SLP
[Mslmmmlm I““W;‘:" almlrml T ]
o O Chedewa sLp S e® | wcme ooe:u:! NY ‘uammlum?om

NYS Office of Professions Search

o MISSNG ATIESIAtoNs. |NO MiSSIng Atostationst|

£an x PIN Creates
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Best Practices for Signing Notes:

1. Sign your notes frequently!

2. Notes should be recorded and signed on the same day!

3. Do NOT wait to sign your notes until the end of the month.
a. There are too many entries to do a proper review.
b. Itis too long past the activity to remember anything.

Un-signing Attendance / Making Corrections After Signed:

Go to Attendance -> Digital Signature -> Unsign Attendance.

e Use the Filter to search for dates, enrollment and county to find attendances.

o Click “Retrieve”.

e Click the check box on rows needed to unsign, and click “Unsign Attendance”.

e Enter PIN.

e Go to your Weekly Calendar, find date of attendance, and make correction on note.
e You will now need to re-sign your attendances again for that child/date.

ay

fomDater o Date” _ " Enfoliment ™ __ County: __ JProvider . Retrieve Unsign Attendance
107012021 /82022 Not Selected v vl v
First Service Start End CPT
(1) Last Name Name Date Time Time  Codes Pt

200112022 1000 10:30 97530 Devin engaged in fine motor activities. He was positioned to work on the flcor to engage core working In tall kneel and quad

3 AM AM o coordination. He was building his own structures not repiicating designs or patterns. He was more accepting of therapist wo

! 210112022 1030 1100 97530 Teo transitioned easily to the motor room. He engaged In a sensormotor obstacie course incorporating climbing and sliding

gt AM AM table for a sensory experience while using magnet blocks working on hand strength and bilateral hand coordination. Teo enj




Cannot Un-sign Attendances:

If you go to Attendance -> Digital Signature -> Unsign Attendance, and your attendances will
not populate after you filter:

e Contact your agency.
o The child may still be on a voucher. You cannot unsign any attendances if the child
Is on a voucher. The agency will need to remove the child from the voucher.
e Double check your filter dates to ensure that you have gone back far enough for the date
to populate.
e Check your Weekly Calendar to see if the child’s attendances were never signed. If you
can open the note and make changes then the attendances were never signed.

Knowledge Base articles:

Un-signing Attendance - http://support.cpseportal.com/kb/a33/unsigning-attendance.aspx

Therapist Cannot Unsign a Session - http://support.cpseportal.com/kb/a405/therapist-cannot-
unsign-a-session.aspx?KBSearch1D=23237



http://support.cpseportal.com/kb/a33/unsigning-attendance.aspx
http://support.cpseportal.com/kb/a405/therapist-cannot-unsign-a-session.aspx?KBSearchID=23237
http://support.cpseportal.com/kb/a405/therapist-cannot-unsign-a-session.aspx?KBSearchID=23237

