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Review of Import Person with
License Template

Support@CPSEPortal.com



Review of Import Person with License Template

e

* All agency service providers need to imported into the CPSE Portal.

* Only use this upload for individuals that will NOT be logging into CPSE Portal.

* The agency can add multiple service providers at once by completing the template
shown below. When complete, this template is imported and all service providers
listed in the template will be added to the CPSE Portal..
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Review of Import Person with License Template

* The columns in template are: \
‘

* First Name (required)
# Last Name (required)
# NPI (must have NPI # or Provider Specific ID)
* Provider Specific ID - ID to link therapist to another system when NPl isn't present
« Profession Code (required) - use one of the values from the Profession Codes list
* The following fields are only required for professionals that are licensed through the NYS Office

of Professions (OT, PT, SLP, etc.) For professionals that do not have a NY license (teachers,
etc.), leave the columns blank.

# NY License - For professionals that do not have a NY license (teachers, etc.), leave the column blank.
* License From Date - Effective Starting Date of the license
* License To Date - Expiration Date of the license




Portal Profession Codes

\‘

+ The Portal Profession Codes must be entered on the .
template. P::;f:ssmn Description

The list of profession codes that can be used:

o T —
* The list of Professional Codes can be found in the e
Knowledge Base article below: s s
* http://support.cpseportal.com/kb/a66/service-provider-user- e
template-to-import-therapists-and- P
users.aspx?KBsearchlD=16175 or (search for “template”) = e

ITD Teacher of the Deaf

ITEACH Teacher

[TSHH Teacher of Speech & Hearing Handicapped
ITSLD Teacher of Speech & Language Disabilities
Tvi Teacher of the Visually Impaired



http://support.cpseportal.com/kb/a66/service-provider-user-template-to-import-therapists-and-users.aspx?KBsearchID=16175
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Review of Credential Verification

e

* For most counties, only a licensed professional’s credentials need to be verified.

* This includes SLP, OT, OTA, PT, PTA, LMSW, LCSW, etc. They can be found on
http://www.op.nysed.gov/.

# Some counties require non-licensed professionals (teachers, school psychologists, etc.) to
verify their credentials. Many non-licensed professionals do not have NPl numbers so it
becomes only a name verification. Check with your county to see if non-licensed
professionals need to verify their credentials.

* Individuals that are not licensed, but can work under the direction [ supervision of a licensed
professional. These include CFY, Limited Permit OT, Limited Permit PT, TSHH, TSSLD.



Who Can Complete the Verification Process?

“

+ A licensed professional that does not have a login to CPSE Portal (because their
agency uploads data from another system), can verify their own credentials using
their NPI and license number.

* An agency can verify the credentials of any service provider that works for them.



Credential Verification for Therapists

Without a Login

-
sPORTAL

Credential Verification for Therapists without a CPSE Portal login

NPI and License

Please Enter your NPI and License

L —

Profession  |[-—Select Profession— ¥

License # [:]

Proceed to Verification

https://www.cpseportal.com/NonCPSEUserCredentialVerification/EnterCredentials.aspx



https://www.cpseportal.com/NonCPSEUserCredentialVerification/EnterCredentials.aspx

Credential Verification by Agency Office Staff

* GO to People > Service Provider Credential Verification

Listing.

« Click “Verify” for the therapist needing to be verified.

_Filters

County| All Counties

v |Provider| ACHIEVEMENTS v |

Profession| All Professions

v | JInclude Prevously Verified

Retrieve

People My Account

Knowledge Base

3 A Service Provider Credential Verification Listing «

Person Name

NPI

Profession

Credential Type

Credential Number

From Date

To Date

Status

BEASLEY, MELIDA

1346571726

SLP

License

010753

11/12/1998

12/31/2020

REQUIRES VERIFICATION

Benner, MaryRose

1023261047

oT

License

009248

12/13/1999

12/31/2019

REQUIRES VERIFICATION

BLACKWELL, DOMINIQUE

1992939078

LCSW

License

080709

05/02/2013

02/28/2019

REQUIRES VERIFICATION

BRENNAN, MARISA

1528203916

oT

License

007750

10/22/1996

02/29/2020

REQUIRES VERIFICATION

Brezina, Elena

1003051277

SLP

License

009939

01/01/2017

02/01/2020

REQUIRES VERIFICATION




Credential Verification by Agency Office Staft

““PORTAL -
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* The verification screen has three main sections:
+ The list of information from the service providers I
profile (name, NPI, license, etc.) that needs to be

verified and attested that it is correct (upper left)

Updirte Voo it with SED Dy

Lore DM
s REGITERED e of Licem e 07262000

RegremdThcugh OFYH

* The information for their license as it appears on

Orefestrr  Liensad Tpnecr & Languags Pathinget

the NYS Office of the Professions website (right gmm—
hand SidE) J'?:;m _— " Verification Searches

bl o 1w e 00 1 e e e of Prifeaeien @l dataem ol 8
MWty e e B4

* The information from the National NPI Registry for
their NPI (bottom left)

* Be sure to compare the two exactly, as you will
be attesting that the information in the Portal is
accurate.

L atiant dhe abows bhatmaton & o colim
License [normation *

L)

Name | VAN BANE BN
Addrons | AATTSOA0H VY

Irotussion | SECH - LNGIAGE MINOLOGY
Reguiration Reowadl  1ugqne o 3300

G Doke of eanwuws 1177242008

AOtimal Qualication | Nt ool o B crtessen
Ragivtared troogh st day of - 081

00 10 e e R e N e e e i e T
MARACLIC 8 500 CELLLamD ' ante eniunatens of wrme et 41 1N page
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Credential Verification by Agency Office Staff
—

* Once you have confirmed that all of the data is

accurate and all of the “verify” boxes are 3 0
checked, click “! attest.” e ey bt e
. . Name: ' Example Signature
* The prompt to enter your pin will then pop up. =
Your name and signature will auto-populate e[
based upon your profile on CPSE Portal. B

* Enter pin and select “I agree.” agree.

+ You will then see the confirmation underneath

the verification



Credential Verification by Agency Office Staftf

# If you get this message:

B Your profile does not have a signature. Please edit your profile and enter your signature.

* This means, that you do not have your
Signature Title and Credentials filled out.
This does NOT have to do with the service
provider you are verifying, but rather the
agency admin.

* You will need to go to My Profile and add
this in.

My Profile

l Personal and Professimal | User Information I Favorites » _

_Information in CPSE Database

Last Name  Signature

NPI
Signature, Title, and Credentials ( )
(e.g.: Mary Brown, CCC-SLP)

Update

l Personal and Professional I User Information I Favorites » _

_Information in CPSE Database

Last Name Signature

First Name 'Example
NPI

Signature, Title, and Credentials  [Example Signature, Executive Director
(e.g.: Mary Brown, CCC-SLP)

Update




<‘\

Schema Attendance File
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What is an ESID
_’

+ ESID is the abbreviation for Electronic Service ID number. Itis the number that
identifies the child and the child's particular enrollment in the Portal.

* The CPSE Portal gives each County created enrollment a unique identifier called the
ESID. This is how we reference enrollments.

* In order to be in compliance with HIPAA you should reference all preschool children
by their ESID #, not their name. If you need to contact the help desk, you should
ALWAYS reference the child’s ESID #, and NOT the child’s name.



Schema Attendance File

“

* A billing provider can create a schema file and upload it into the CPSE Portal instead of
entering it directly.

* Below is the Knowledge Base article containing the schema information needed:

* http://support.cpseportal.com/kb/a67/schema-for-attendance-file-
upload.aspx?KBSearchlD=17037



http://support.cpseportal.com/kb/a67/schema-for-attendance-file-upload.aspx?KBSearchID=17037

County Codes for Schema Attendance File

\ Cou nty Codes

CPSEPortal = Attendance Upload
SED County Codes
Code County
* The Schema Attendance File will also need a County = T,
03 BROOME
C O d e ° 104 CATTARAUGUS
0s CAYLUGA
G CHAUTAUGQLA,
07 CHEMUNG
# The full list of County Codes can be found at: = CHENANGO
* http://support.cpseportal.com/kb/a82/county-codes.aspx - o
12 DELAVWARE
13 DUTCHESS
14 ERIE
15 ESSEX
16 FRAMNKLIM
17 FULTOMN
18 GEMESEE
19 GREENE



http://support.cpseportal.com/kb/a82/county-codes.aspx

Validate Attendance File

Attendance Billing Caseload

+ GO to Attendance > Validate Attendance File.
# Click Choose File, and find your file.

+ Now click Validate.

Walidate Attendance File
Home File Transfer Activities Attendance Billing 'u

Qalidate Attendance File 3
File Choose File | Mo file chozen

Validate

s
|
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Common Validation Attendance Errors

Support@CPSEPortal.com



Common Validation Attendance Errors

* Service Provider does not exist in data : S

* The therapist is not in the Portal. Add therapist to the Portal.

[Errm N0l WaIMIngS WeTe encounienad Gufing validaion prooess

Electronic Servics 1D | Sarvice Date | Atendanse ID Mesiage Errerd | Dans chULAg eiver

« CoVisit therapist does not exist in database:
* The CoVisiting therapist is not in the Portal. Add CoVisiting therapist to the Portal.

[Em:nrs andior wamings were encouniered during validation process.
Validate Attendance File

File Choose File | No file chasen

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# Data causing error




Common Validation Attendance Errors

+ There is more than one attendance with the same attenaanm

* Check ESID # listed to see if duplicate attendance exists.

Ermors andior warnings were encountered during validabion process
Validate Attendance File

File Choose File |Ma fie chosen

Validate

Ebectronic Service ID | Service Date | Attendance ID Message Errord | Data causing ermor

+ Electronic Service ID does not exist in CPSE Postal:

* Check the Portal to see if the County has uploaded the child to the Portal. Also check to see if
the ESID # of the child matches the County record.

| Emors andor wamings were encountered during validation process
Validate Attendance File
File Choose File | No file chasen

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# | Data causing error




Common Validation Attendance Errors

* Attendance does not fall within enro”men! Ha!e range\. _————

* Attendance is outside of the enrollment dates. Check the attendance dates.

[Ems and/ar warnings were encountered during validation process.
Validate Attendance File
File Chaoss File | Mo e chesen

Validate

Electronic Service ID | Service Date | Attendance ID Mes Error# | Data cau error

« Specified Service Setting in not valid:

* Check the Service Setting of the attendance date listed. The Service Setting should match the
IEP.

[Errus and/or warnings weré ancountered during validation process.
Validate Attendance File
File No file chosen

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# Data causing error




Common Validation Attendance Errors

* Future attendance is not allowed for County:
* Check attendance and remove future attendances listed.

[Ermrs andior warmings were encountered during validation process.
Validate Attendance File

File Na file chasen

Validate

Electronic Service ID | Service Date | Attendance ID Message Errord | Data causing error

# This County does not allow weekend attendance to be entered:
+ Check attendance and remove all attendances on weekend dates listed.

[Errm andior wamings were encountered dunng validation process
Validate Attendance File

Fie [ ChosseFi ] oo chsn

Validate

Electronic Service ID | Service Date | Aftendance ID ﬁ Em‘muu:im




Common Validation Attendance Errors

* User does not have access to service or service does not exist ir ortal:
* Check Portal to ensure that the County has uploaded the service to the Portal.

(mes ANGOr warmings were encountered dunng validabon process
Validate Athl_'ldlnco File

Fie | Choose File | No fie chosen

+ |nvalid time entered. Time in must be before time out:
* Correct “time in” on attendance. (Erors anior warings were encountered urng vaidaton process

Validate Attendance File
File [ Choase Fils | No file chosen

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# | Data causing error




Common Validation Attendance Errors

T

+ Specified Progress is not valid: T

* Check attendance and correct progress. | (oo vamnos were enconeres surng vaicanon oces

Validate Attendance File

File Mao file chosen
Validate
Electronic Service ID | Service Date | Attendance ID Message Error# | Data causing error

* There is not a classroom entered for SED Program Code 9100 for ESID #:
* Assign CB child to classroom in the Portal.

[tﬂusmu WIS Were enc durng poocess
Validate Attendance File
Fe [Chaose Fie | o the chesan

Valatatn

“Electronic Service D | Service Dass | Atiendance 10 | to [ Emoes | Data causing wrrer
c&o:womz e 1 |Thece is wawmmms&ommmO 00 ¢ Edchone Senvice ID CB2021 WOOLT274, 2500
icoaoziwooaTzre 2oy 2 {Thare is it & classeoom entered for SED Program Code 9100 for Eeciionic Service 1D CH2021WO04T274. 2500 [

ezaz Wood 7274 zz rzoas 3 mereun«awﬁggueamseomwcmsiooiusmwmmcmmmrzn 2300
[CB2021WOOT274__ [21252001 4 {There 15 ot 3 classeoom entered for SED Program Code 9100 for Electionic Senvice 1D CB2021 wootm 12500 |
CBQO?W? 2’4‘6700 s | There Is ot 3 Ciasseoom entered for SE0 Program Code 9 100 for Elecionic Senice 1D CB202 1WOMTZ 1500 |




Common Validation Attendance Errors

* There already exists a duplicate/overlapping attendance o F eeeeenet

* Check Portal attendance for date given in error message. The attendance has already been
uploaded and you are uploading a duplicate attendance for that day.

Ermors and/or waimings wene enooumensd during vabdation pooess
Walidats Attendance File
F [Chacas Fis | o fis chomen

Wakdate

| Elcwrons Servece |0 | Service Daie | Anissdance I0 Erroe® | Data #TOr

* The file contains a duplicate/overlapping attendance on 3/16/2021 for ESID #......:

« Check your file for ESID # and delete any duplicate attendance on the date given in error
message.

|Emr:- /ol WATINGS Were encoLnienstd Suring waldanon process

Validate Attendance Fils
File: [ (Chossa Fie | Ko S chesen

Wadidate




‘\

Common Validation Group Attendance Errors
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Common Validation Group Attendance Errors

‘
* You have added a group session to an invalid enrollment:

* Check enrollment to ensure that the group session is on a group ESID # and not an individual
ESID enrollment.

I Errors andior wamings were encountered during validation process
Validate Attendance File

Fle [ChassaFis] No e chose

Walidate

Electronic Service ID | Service Date | Attendance ID

* The enrollment is for a group session, but Number Of Children In Group was not
specified:

[Errors O WANTINGS WeTe encounienad Culing walidanon peocess

* Add # of children to group session. gy

Electronic Service 1D | Sarvice Date | Antendande 1D

Errord | Doty ChUARE §Ter




Common Validation Group Attendance Errors

* The enrollment is for a group session, but attendance |
« Check attendance and enter group identifier.

[EI‘M{S ol WaITINGS Were Sniouniensd Junng vaRRalon peooess
Walidate Attendance File
F

e | Chooss Fils | Ho fls chosen
Validmin

* Attendance Group # contains attendance that says number of children in group is 1.
Expecting at least 2:

* Check group attendance, as there must be at least 2 children chosen with possibly one child
marked as absent.

[trrn A WIS WIE BRCEURlETE (UG vARIASON PIGCEE




Common Validation Group Attendance Errors

* Attendance group contains attendance with date of service dif
times different than group:

* Check all times and dates of service for children in group and make sure they are the same
date & time.

* Attendance Group contains attendance with enrollment type CBRS. Expecting RS.
* Check the enroliment types.

lEnr.n Aol WANMINGES Wene encounened durng walidation procsss

Validate Attendance File
Fils | Chossa Fis | Ho e chosan




Common Validation Group Attendance Errors

# Attendance Group contains attendar

* Check the enrollment types.

lEI‘I‘ﬂ'S AP0 WalrIngs were encounierad dunng waldanon process

Validate Attendance File
File Chooss Fia | Mo fil chasen

Validate

Elecironic Service D | Serdice Date | Ansndance ID Erreed | Data L

* Attendance Group contains more than 5 attendances. This is not allowed.
* Group attendance cannot be more than 5 students.

[EI'I'GI'E ANIOr WaMINGS were ancouniened dunng validation piocess

Validate Attendance File
File Choose File | Mo fle chosan

Validate

Electronic Service ID | Service Date | Attendance ID Meszage Error# | Data causing ermor




Common Validation Group Attendance Errors

\‘

* Attendance Group contains attendances that indicate differing numbers of children in
group. They must all match:

* Check each attendance for children in group for specific date. All attendances for that group
session must contain the same number of children.
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Common Validation Signature Errors
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Common Validation Signature Errors

ﬂ

+ Digital signature signed therapist identifier does not match serVIEprovider for
attendance.

« Check identifier for therapist who signed attendance for this service.

[ Emors andior wamings were encountered curng
Validate Attendance File
File [ Choose File | No fie chesen

Validate

" Electronic Service ID | Service Date | Attendance ID |

+ Digital co-signature signee does not exist in database.
* Check Portal and verify that the therapist cosigning session notes is in the Portal.

[Erro«s ana/or wamings were encountered cunng valicanon process
Validate Attendance File
File Choose File | No file chosen

Validate




Common Validation Signature Errors

* External signature OR co-signature
signature OR QA signature signee
does not exist in database:

* The therapist, supervisor or quality

assurance supervisor who signed note is
not in the Portal.

Emors anddor wamings were encountered during validation process.

Validate Attendance File
File Choose File | No fle chosen

Validate

Electronic Service ID | Service Date | Attendance ID

Message Errar# Data causing error

[EI'I'CI'S andion wamings weare encountered duning validation process

Validate Attendance File
Flie Choose Fila | Mo fils chasen

Validate

Electronic Service ID | Service Date | Attendance ID

Mes Error# Data causing ermor

Emors and'or warnings were encountered duning valdabon process

Validate Attendance Flle

File Choase Fila | Ma file chosen

Validate

Electronic Ssrvice ID | Service Date | Attendance ID

Message Errory Data causing error
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Common Validation Code Errors
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Common Validation Code Errors

* CPT Code does not exist in CPSE Portal: “

* Check CPT Code entered on attendance, and change if necessary. If CPT Code is correct,
then contact the CPSE Portal help desk at support@CPSEPortal.com.

[ Ermors andfor warnings were encountered during validation process
Validate Attendance File

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# | Data causing error

+ No ICD Code entered for this attendance:
* Check attendance service date of ESID #, and enter ICD Code.

[Ermrs andior warmings were encountered during validation process
Validate Attendance File
File Choose Fils | No file chosen

Validate

Electronic Service ID | Service Date | Attendance ID Message Error# | Data causing error




Common Validation Code Errors

‘\

* |CD Code does not exist in CPSE Portal. Contact your county representative if you
believe it should be added:

* Contact the County

[Errms AP0 WS, mAtE ErOuTied Sunfeg vablalcn process
Validate Attendancs File
Fie Choges File | Mo fie chases

‘talddaie
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Upload Attendance File



Upload Attendance File

I—

Attendance Billing Caseload

* To upload your Schema Attendance File, go to
Attendance > Upload Attendance File.

 Click Choose File, look for your file, and click
Upload.

Upload Attendance File

Home File Transfer Activities Attendance Billing

Upload Attendance File

File Choose File | No file chosen

Upload
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Creating Vouchers
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Voucher Terminology

Create Voucher:

* The first step in creating a voucher is to enter its important information, including specifying tl iteria that the voucher will
contain (which county, enrollment type, and school year session).

+  Voucher Info:

*  Clicking the "Info" button will bring up the same screen as the "Create Voucher" button, but with the voucher's information pre-
entered for you allowing you to edit some information.

+  Voucher Details:

#  This screen is used to add new monthly billing items (and their corresponding attendances) to a voucher, you use this screen. On the
left are monthly items that are ready for billing, but not on any voucher yet. On the right are monthly items currently on this voucher.
Note: Attendances won't be shown in the "Unassigned" grid until they are signed or co-signed, if applicable. Check which items you
would like to move, the click either "Assign" or "Unassign", depending on what action you would like to take. The "Amount Billed"
will update accordingly. These changes do not take effect until you click "Save".

+ Recalculation:

* This screen introduces a concept known as recalculation of billing items. You can recalculate pending vouchers individually, or all of
them at once. The recalculation process determines monthly billing amounts for any enrollments that match the criteria for the
voucher contents. These billing items are summarized to a single item for the month. NOTE: Attendances must go through the

recalculation and summarizing in order to be added to vouchers. It will also add any new attendances to a voucher if the enrollment
month is already on the voucher.



Creating a Voucher

* Go to Billing > Voucher Management

+ Click “Create Voucher”’

Recalc All Create Voucher h
Pending Ibh:iuche.- rs

Voucher # Vendor Invoice # | County Doc # | Bill Date | Service | County Time Period Description | Enroll. Count | Total Billed
RS210310122341 3M10/2021 |RS3 Albany 2019 - 2020 Winter a $0.00| Info Details Recalc Delete




Creating a Voucher

* Choose filter options for Parameters of vouc!er: T

+ Select County
« Select Enrollment (Service) Type
* Select School Year Session

}.‘reate.-'Edit Voucher

Parameters

County | v|  Enroliment Type School Year Session v




Creating a Voucher

e

# Once you select the previous filters, then the additional options wm

* Under the “RS” enrollment type, is the option to choose a specific service type which make
the voucher be ONLY for that service type.

* By leaving the related service code blank, the vouchers may be submitted with mixed
services.

Create/Edit Voucher I

County [ SCHENECTADY v|  Enroliment Type School Year Session [2019- 2020 Winter  v|  Related Service Code SED Program Code

Service MonthFrom[ | SeniceMonthTo| |




Creating a Voucher

ﬂ

Voucher for CB, AIDE and SEIT: e

Center Based program (CB) - students will be grouped together under the SED Program Code
that you choose (I.E. - all 9160 students will be billed together).

Also, CB programs can be billed with no attendances, but most counties require attendance.
You should follow your county’s rules.

AIDE — separate AIDE enrollments will be created by the county. When billing, all students
receiving AIDE services will be grouped together.

SEIT - all students receiving SEIT will be grouped together.

County ONONDAGA v Enrollment Type CB v School Year Session 2017 - 2018 Winter  » SED Program Code | v

9160
Service Month From Service Month To 965
AIDE




Creating a Voucher

+ Voucher for RS or CBRS:

+ Related Services - can be billed by individual service (I.E. — all speech) by selecting the
Related Service Code or you can bill all related services together by leaving the
Related Service Code blank.

# Center Based Related Services (CBRS) - will be grouped together under the SED
Program Code that you choose. CBRS MUST be billed and voucher submitted to the
county at the same time when billing for Center Based (CB) programs. Your voucher
amount for CBRS will be $o.

reate/Edit Voucher

County | ONONDAGA v Enolment Type RS v | School Year Session | 2017 - 2018 Winter v Re@ted Service Cooe

o
Service Month From Service Month To




Creating a Voucher

* Voucher numbers are auto-assigned. ——
* The Vendor invoice Number is how you as the agency might identify the Voucher.

# The County Document # is how the County might identify the Voucher (for example a pre-printed
County specific numbered Voucher).

Voucher # | |

Vendor nvoice # [
County Document # [

Billing Date 06/08/18 |

Cancel Save and Return




*

*

*

*

Creating a Voucher

If you would like the system to automatically assign ma
check “Assign Matching Sessions”

This can be used in place of choosing each individually.

These may be unassigned if you do not wish to apply, this is just to skip a step in

assigning attendances to a Voucher.

The description is how you can identify

the voucher (I.E.- May 2021 SEIT)

Authorized Claimant - for independent provider

this is the therapist. For agency this is the billing admin.
Claimant Title - title of claimant (ex. President)

Click Save and Return to Management

Description

Authorized Claimant | \

Claimant Tile \ \

Assign Matching Sessions
to Voucher

ToManagement  Save and Edit Details




Creating a Voucher

* When you create a voucher, recalculation will o
be marked for billing.

* Below is a screen shot of a completed created empty voucher.

Create/Edit Voucher [~

Parameters

County [ SCHENECTADY v|  Enroliment Type School Year Session [2019 - 2020 Winter |  Related Service Code SED Program Code [9200 v

Service Month From|05/01/2021 Service Month To|05/31/2021

Voucher # Description ‘Mﬂ‘f’ 2021 Speech /‘
Vendor Invoice # ABC123
| | Authorized Claimant Gloria Gaynor |
County Document #
Y | | Claimant Title |Billing Admin |
Billing Date |06r10/21 | Assign Matching Sessions to
Voucher

Cancel Save and Return To Management Save and Edit Details




Creating a Voucher

Billing Caseload Mainte

* After creating your voucher go to Billing > Voucher
Management.

Voucher Management

* This will bring up all pending vouchers waiting to be billed.

# Click on the Details of the voucher that you want to bill.

Pending Vouchers
Voucher # Vendor Invoice # | County Doc # | Bill Date | Service | County Time Period Description Enroll. Count | Total Billed
CB2206131314 6/13/2022 |CB ULSTER  |April 2022 April 1-1 Aide - Remaining 0 0.00| Info ( Details )| Recalc | Delete

CB2206131340 6/13/2022 |CB ULSTER  |May 2022 Ulster - May CB 9100 0 $0.00 Info Details Recalc Delete




Creating a Voucher

box at the top and all enrollments will highlight.

# Click "Assign"

\

* Assign applicable enrollment on left under "Unassigned" by checking each box or check the

Septem - b -

Septemx: ili = .:;..74 ST Fier Unassigned
Last Name First Hame Month Sessions Amount Svec ESID =
@ [aLMAN Adley September 2015 5 §275.00 (R) |OT RS1516W0018372 .J
¥ |aman Adley September 2015 5 527500 (R) [PT RS1516W0018484
& |ANTAKI ZANI Septernber 2015 & $330.00 (R) |PT RS1516W0017T894
[ |BISCARDI Gonola September 2015 B 533000 (R) |PT RS1516W0018260
O [BLOOMER Ara Saptember 2015 B 533000 (R) ST RS1516W0018191
[ [BLOOMER Ara September 2015 (2 S165.00 (R) ST RS1516W0013562
I |BLOOMER Ara September 2015 B 5132.00 (R) [T R31516W0018563
BRATSHPIS Sheri September 2015 7 §385.00 (R) |OT RS1516W0018083
I |coLavmo Don-Anthany September 2015 2 §M000(R) |OT RS1516W0018554
[ |CRUZMEJA Janne September 2015 5 533000 (R) |PT RS1516W0018188 i

‘ Assign —>




Creating a Voucher

T

—
* Enrollments that were checked have now been moved to "Assigned* column.

* To remove an enrollment from the voucher, check the check box of applicable
enrollment and click "Unassign®.

+ Click Save

First Name Service Month Sessions Amount Billed ESID
Adley September 2015 5 §275 00 (R) RS1516W0018372
Adley September 2015 5 $275.00 (R) RS1516W0018484
ZANI September 2015 6 $33000 (R) RS1516W0017894
Keysy September 2015 5 $275.00 (R) RS1516W0018486
Keysy September 2015 3 $165.00 (R) RS1516W00138507
Zissel Devora September 2015 3 $165.00 (R) RS1516W0018092
Keylen September 2015 3 $165.00 (R) RS1516W0018105
Quatese September 2015 4 $220.00 (R) RS1516W0018581
Nyla-Rae September 2015 5 $275 00 (R) RS1516W0018142

<-- Unassign




Creating a Voucher

“

* Anytime a new attendance is added to voucher details screen, a recalculation on the corresponding
voucher is required in order to mark the attendance as ready for billing.

+ Click “Recalc”

* New attendance is then automatically added to the voucher.

+ (Click Save

Return to Voucher Management Recalc @ Amount Siled. $8,485.00




R —

Missing Attendance

Support@CPSEPortal.com



Why Doesn’t Attendance Appear on my Voucher?

ere are several reasons why attendances are not availab !
the list of items to put on a voucher on the Voucher Details screen. Here are the prir

*

The attendance has been added or modified (matched, signed/co-signed) since the voucher was created:
* Try using Recalc to have system look for ready attendances
* The attendance is on an unmatched enrollment (no ESID):
*  Match to County Created enrollment and use Recalc
* The attendance is missing a Signed Date or Cosigned Date:
* Have the therapist/supervisor sign or co-sign the attendance
* The attendance is on another Voucher:
* |f the other voucher has not been submitted you can remove it from that voucher

« If the County denied that attendance on that other voucher, submit request to support@CPSEPortal.com to rebill for that ESID and
date of service

* Therates have not yet been uploaded:

* This can be checked by going to Lookup -> Enrollment Lookup -> Select the School Year Session, County, Provider, and Enrollment
Type.
* The column on the right that reads ""Rates" will show if there is anything there other than $o.

* A prescription has not been uploaded to the enroliment



ltems Not Ready to Bill

<‘\

* Another way to see why attendance doesn’t appear on your
voucher is to run an Items Not Ready to Bill Report.

Billing Lookup Docu

ltems Not Ready To Be Billed

* Go to Billing > Items Not Ready To Be Billed

 This report will not show unmatched children or unmatched
enrollments, but does show:

* Attendances missing signatures
* Attendances not co-signed
* Attendances are outside of enrollment dates




ltems Not Ready to Bill
o

* Complete filters needed to sort attendances by provider, month or enroliment
type.

* You will need to choose the county, as this report will sort attendances by the
county and will not combine counties together.

Items Nbt Ready To be Billed

- Filters

Provider: | ~v|  County [ v] -
School Year Session: | 2019 - 2020 Winter  ~|  Service Month From: | | Service Month To: | |

Enroliment Type: Service Type: Program Code: Retrieve




ltems Not Ready to Bill

* On the Items Not Ready to Bill report there'isa column labele

reason why the attendance cannot be billed at this time. Most often are:
Attendances Not Signed [ Not Co-Signed
Attendances Outside of Enrollment Dates
Unmatched Child / Unmatched Enrollment
Rescinded

*

*
*
*

Items Not Ready To be Billed

~Filters

Provider: |GEEIAUER,BETTY

School Year Session: [ 2019 - 2020 Winter v |

Enroliment Type:

v]

Service Month From: |

Service Type: Program Code:

Service Month To: |

County | SCHENECTADY

v]

Retrieve /
Last Name | First Name | ServiceProvider | DOB ESID From | To | Month Service Dates Problem | ServiceType | Frequency | Sessions | Amount
CHERRY YONG HOFFIMAN, KRISTEN 041515 RS1920W0015042(11/20/19 |06/26/20|Mar 2020|3/4, 311 Mot signed |ST1 (Grp) 1%30 2.00 $103.00 |Attendances
CHERRY YONG HOFFMAN, KRISTEN|04/15M15|RS1920W0015043 | 11/20019 |06/26/20|Mar 2020(3/2, 316, 3/9 Mot signed | ST (Indv) 1%30 3.00 $154.50 |Aftendances




Move Attendance Between Enrollments

- .

« If attendances have been entered on the wrong enrollment,
then they can be moved from one enrollment to another
without the service provider having to recreate the
attendances.

Attendance

Billing Caseload

* In order to move the attendances, they cannot be on a
voucher.

+ GO to Attendance -> Move Attendances Between Enrollments.

Move Attendance Between Enrollments .u

Support@CPSEPortal.com



Move Attendance Between Enrollments

* Filter the School Year, Provider & Last Name of the child.
« This will pull up all enrollments for the child for the school year chosen.

~Move Attendance Between Enroliments

SchoolYearSession|ggg1_21]22 Winter v‘Prmrider" . J-v‘ LastName‘ | Search
School Year | County District Provider ESID #:;L ;a'm E“’;’;L";’"‘ 'g:t'g To Date ;:E Frequency '“dgirg':::: L .

e AR ster [QOSTONCETY RS aTR021 64022 ST |30 | Select
AR sTer [ STONETY RS o701 642022 [OT  [3¢30 | Select
222 lyister |QNOSTONCITY RS AP0 604022 [PT |30 : Select
i?iﬁ:e'rzm ULSTER g'[';’GSTON ciry CB2122W0009574 cB 982021 |12/712021 5 hrs/day Select
ﬁﬁﬁ:ﬁ;zm ULSTER g'[';’GSTO” ciry CR2122W0009573 cB B0 |12A712021 5 hrs/day Select
e AR sTer [QOSTONCTY CBRS2122W0035916 | CBRS 982021 |124712021[ST  |3¢30 | Select




Move Attendance Between Enrollments

elect Enrollment by clicking “Select” to the
* Check correct attendances boxes on left,
# Click on “Select” on right for applicable enrollment,
* Click on “Move” to move attendance to the other enrollment,
* You will the confirmation: Attendances Moved Successfully.

~ MMowve Attendance Between Enrocliments

School Year Session| 2021 - 2022 Winter ~ |PrDviCIer| vl Last Name|, S onsch
School Year Ccounty District Provider ESID .:—::.'e :aiﬁ'e E“'.E:'p’:e"‘ 'I:;:‘: To Date .";s Frequency '“dgir‘:::‘:'\ =

2021 - 2022 KINGSTOM CITY | ] ]
Zo=n uLsTeER |KD ] i RS 72021 6/24/2022 |ST 3x30 | elec
2021 - 2022 KINGSTON CITY  |"
2021 uLsTer KD ] I RS FI2021 6/24/2022 |OT 3x30 | Select
2021 - 2022 KINGSTON CITY |
2020 uLsTeER |KID ] I RS 72021 62452022 |PT 3x30 ! Select

- 3
fé’iﬁ:er 2022 ULSTER gg“GSTON cIT ] CB2122W0o009574 | cB o/8/2021 12/17/2021 5 hrsfday Select

- 3
zZh21 202z uLsTER |KINGSTON CIT ] CB2122W0009573 | cB 9/8/2021 12/17/2021 5 hrsiday Select
2020 =022 ULSTER (KINGSTON CITY 1 CBRS2122W0035916)| | CBRS 2r8r2021 12r17/2021 ST 3x30 ! Select
2021 - 2022 e —— IKINGSTON CITY PSR | o . PR SR P - . . -

Selected Enrolliment Info

Service Date Service Provider Individual Or Group County District ESID Enrcliment Type From Date To Date RS Type Frequency Individual Or Group
12/2/2021 Select | UULSTER KINGSTOMN CITY SD RS SITI2021 B/24/2022 |ST 2x30 |
12/6/2021 r SelecijJULSTER KINGSTON CITY SD |CBRSZ2122WO0036246 |CBRS 12/M18/2021 BI23/2022 |ST 2x30 |
12/9/2021

12/20/2021
12/21/2021 1

0|op|Cio

L |




Move Attendance Between Enrollments

~Mowve Attendance Between Enroliments

School Year Session| 2021 - 2022 Winter ~ |Provider[ v Last Name| | Saearch

School Year | County District Provider ESID i I =t E"’.?;LT“‘ Tom To Date 1';:' Frequency '“ﬁg'rg‘fp' - =
2021 - 2022 KINGSTON CITY
Winter ULSTER |gp | RS W7/2021 6/24/2022 |ST 3%30 [ Select
2021 - 2022 KINGSTOM CITY
Winter ULSTER |op [ RS W7I2021 6/24/2022 |OT 3x30 [ Select
2021 - 2022 KINGSTON CITY i
il ULSTER (op [ {@ 9/7/2021 6/24/2022 |PT 3%30 1 Sele |
2021 - 2022 uLsTER |SIIGSTONCITY CB2122W0009574 || cB 98/2021  |12/17/2021 5 hrs/day Select
oo 2022 ULSTER |KDIGSTONCITY CB2122W0009573 || ce w8/2021  |12/17/2021 5 hrs/day Select
f,ﬁﬁt‘e‘rmzz ULSTER ggqesrom cIy CBRS2122W0035916/| CBRS 9/8/2021 12/17/2021|ST 3x30 [ Select
2021 - 2022 it mmm e |[KINGSTON CITY T g P —— e T P o an . R A
Selected Enrollment Info

Service Individual Or - County District ESID Enroliment Type | From Date | ToDate | RS Type | Frequency | Individual Or Group
Date Provider Group Select ULSTER |KINGSTON CITY SD |CBRS2122W0035918 S 9/8/2021 1201712021 |PT %30 I

L |1/6/2022 ! [ [selectJuLSTER [KINGSTON CITY SD |CBRS2122W0036248{CBR 12/18/2021  |6/23/2022 |PT 3x30 I
O [1rer2022 [ . ’ —
O (11142022
O (11972022 1
O (112002022 [
O [1r24/2022 [
O /2512022 1
[ (12672022 [
O [r27/2022 [
O |3r2r2022 1
O |arsrz022 [
[ |3/4r2022 1 -
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Submitting Vouchers

Support@CPSEPortal.com



Submitting a Voucher

+ To submit voucher(s) to county, go to Billing > Submit
Voucher(s).

+ Select unbilled voucher by checking box (or Select All).

Submit voucher(s) for ULSTER county {unbilled CB vouchers).

|ULSTER

v|| CB

v]

Select any Unbilled Vouchers

o

Billing Lookup Reports
Submit Voucher(s)

Select | Bill Date Voucher# Vendor Invoice# | County Document# | Contract or Account# | Description | Authorized Claimant | Claimant Title | # Enroliments | Amount Billed
1/11/2022 |CB220111104807 18 $52 45200
1/18/2022 |CB220118152217 9 $28,736.64 Problems on Voucher View Problems

Eselect Al

Total Billed: $52,452.00




Submitting a Voucher

After clicking ""'Submit Voucher(s)" - Yom

get the screen on the right.

Enter your personal PIN — Click “l Agree”. 2 . . _

By entering my pin number, I/We certify that on the dates selected, the
You will get “Voucher Submitted Successfully” | seesin sorr eenes e serices rtes and st corumeniton et
COnﬁrmation message at the tOp Of the page. xi;%iacléi:;el:r\gacrgs?deral, State and Local Laws and Regulations governing the
The voucher summary should pop up o |

automatically upon submission. If for some Username: |
reason it does not, continue with the following Name ST
instruction on how to "Print Voucher Summary".

NOTE: Once you submit a voucher to the county, it is NO longer possible to edit it's contents. Should
you need to make a change to your submitted voucher, you can go to Billing > Voucher Listing to see if
the county has downloaded your voucher. If the county has not downloaded the voucher then you can
click “Un-Submit”, and retrieve the voucher for corrections and resubmit. If the county has downloaded
the voucher, the “Un-Submit” button will not be available to you.



# Sign the voucher summary, and send to County .

Voucher Summary

‘

“EPORTAL

Voucher Summary

Printed: 6/21/2022 8:39:56 AM

Page 1 of 1

Provider: Cou - ULSTER
Vendor#: Bill Date: 1/18&8/2022 CPSE Voucher#: CB220118152217
Tax ID: Submitted : Vendor Invoice##:

BEDS Code: &620500998101 Time Period: December 2021 County Doc#:

Voucher Description: Contract Or Account#:
Child Mame EsID Program Frequency Rate Billing Method Paymt Month Armount
Code Type

BARRIOS, CLINT CB2122W0009550 S100 5 hra/day - | $8598.02 WEEKLY DY NAMIC [ Dec-21 $0.00
BARRIOS, CLINT CB2122W0009592 100 5 hrs/day - | $0.00 WEEKLY DY MNAMIC R Drec-21 $3.592.08
GRAMADOS, EFREN CB2122W0009615 S100 5 hra/day - | $898.02 WEEKLY DY MNAMIC R Dec-21 $3.592.08
KEMMNY, LUPE CB2122W0009536 100 5 hrs/day - | $898.02 WEEKLY DY MNAMIC R Diec-21 $3.502.08
LEUMNG, ANMDERSON CB2122W000937T3 S100 5 hra/day - | S89E.02 WEEKLY DY NAMIC R Dec-21 $3.592 .08
MALLORY, JEAM CB2122%W0009405 100 5 hrs/day - | $898.02 WEEKLY DFYMNAMIC R Dec-21 $3.502.08
MCLAIN, TOD CB2122W0009511 S100 5 hra/day - | S898.02 WEEKLY DY NAMIC R Dec-21 $3.592.08
ORMELAS. PHYLLIS CB2122W0009408 9100 5 hra/day - | S8598.02 WEEKLY DY NAMIC [ Dec-21 $3.592.08
WL, ELWIMN CB2122W0009566 S100 5 hrs/day - | S898.02 WEEKLY DY NAanIC R Dec-21 $3.592.08

Grand Total: $28,.736.64

Authorized Signature:

Certification:

e_the abowve named child received the services noted and that documentation exists and s Maintained on filke verifying the delivery of said services in
= - ¥




Voucher Summary

* The Portal does not record remote learning for
# If needed, you can list child and write “R” at the bottom of page.

% P 0 RT A L Classroom Attendance rmtes: ermnRoz 2::::?::

Prowvider:
County: ULSTER
Classroom: Month: December 2027
Wl T F [ 0] T |W | T F S S [ 0] T |W | T F S S (0] T |W | T F S S (0] T |W | T F
Child Name 1 2 3 i 8 =] 10|11 12|13 |14 (15|16 |17 |18 |19 |20|21 |22|23 |24 |25 |26 |27 |28 29| 30| 31
; Fay
BARRIOS, CLINT N N N oy oy oy oy oy oy oy oy oy oy o~ o~ o~ o~
CLIFTON, COMNSUELA
DOCKERY, EDWARD
GRAMNADOS, EFREMN N - - - o~ o~ o~ o~ - - - - - [ =4 [ =4 N [ =4
KENMMNY, LUPE P P P P P P P P P P P P P P P i~ P
LEUNG, ANDERSOMN [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 P P P P
MALLORY, JEAM [ = [ = [ = [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 [ =4 P P P P
MCLAIN, TOD [ 2 [ 2 [ 2 o o o o o [ = [ = o [ = [ = [ =4 o o o
ORMNMELAS, PHYLLIS P o P P P P P P P P P P P P P P A~
REEDER, PALUL
VI, ELWIN | =4 | =4 | =4 oy oy oy oy [ =4 oy [ =4 oy oy [ =4 P P o~ o~

! certify that on the dates abowve, fthe abowve named children received the services noted and that documentalfion exists and is maintained an file verfying the
delivery of said services in accordance with all relevant Federal. State and Local Laws and Regulations gowverning the Medicaid process.

Signature:




Center Based Related Service -

CBRS Voucher

+* CBRS vouchers will list all related service sessions in

* The CBRS voucher must accompany the CB voucher when submitting to the County.

“EPORTAL o o

Submitted -
Time Period: September 2021

Voucher Summary

Page 1 of 1

Cou - ULSTER
CPSE Voucher#: CBRS211027112902
Vendor Invoice#:
County Doc#:

10272021

BEDS Code: 620600998101

Voucher Descriptiomn: Contract Or Account#:
Child Name EsID Frequency Service Dates Of Service Rate Units Minutes Armount
Per Unit
CULWER, 'WakDus, CERSZ122WD035806 1xZ0 - | CBRS - Sep 2021 - 8. 15,22 S0.00 .00 30 F0.00
I
ENMNIS, LENARD CBRS21Z22W00355849 2330 - | CBRS - OT |Sep 2021 - 10.23,24 30 S0.00 400 30 SO0.00
ENMNMNIS, LENARD CERSZ2122VWD035848 B30 -1 CBRS - ST |Sep 2021 - 20_21,27,28 S0_00 400 20 F0.00
JUDD, PARKER CBRS21Z22Wo035891 230 - | CBRS - OT | Sep 2021 - 21_23,28,30 F0.00 400 30 S0.00
JUDD, PARKER CBRS2122W0D035890 See30 - | CBRS - ST |Sep 2021 - 28,29 30 S0.00 .00 30 SO.00
JUDD, PARKER CEBRS2122WD35888 1xZF0 - | CBRS - ST |Sep 2021 - 9. 10,.14,21,23,24 $0.00 .00 30 FO0.00
LEUNG. ANDERSOMN CBRSZ21 220035448 Bx30 -1 CBRRS - ST |Sep 2021 - 13 14 20,21 23 27T _ 28 30 S0_00 B_O0 30 S0.00
LEUMNG. ANDERSON CBRS21Z22W0035450 230 - | CBRS - Sep 2021 - 8.9.15.17,20.24 27 29 F0.00 .00 30 S0.00
LEUMNG, AMDERSOMN CBEBRSZ2122W0035452 Ax30 MOMTHLY CBRS - Sep 2 000 1300 30 FO.00
- ™I 91013 14 15 17 20 21 22 23 27T 29
LEUNG, AMDERSOMN CERSZ2122VV0D035449 230 -1 CBRS - OT Ssp 2021 - 9 15.21,21,23 28,30 SO_00 T.00 s ] F0.00
LUKE. QODIS CBRSZ2122WV0DN35917 Bx3I0 -1 CBRS - OT |Sep 2021 - & 17 20,21 ,22 24 27 29 000 B 0o 30 S0.00
MALL ORY, JEAMN CBRS21Z22W0035468 B30 -1 CBRS - ST |Sep 2021 S0.00 900 30 SO.00
810,13, 15 AT, 20 223 2T 26
MCLAIN, TOD CBRS21Z22W00357T69 230 - | CBRS - Sep 2021 - 10.15,17,22 24 29 F0.00 .00 30 S0.00
MCLAIN, TOD CBRS21Z22W0035TE7 B30 -1 CBRS - ST |Sep 2021 S0.00 900 30 SO.00
8.10,13, 15 17,20, 22 27 20
MCOCLAIN, TOD CBRS21Z22W00357T68 230 - | CBRS - OT |Sep 2021 - 843 17.20,22 27 .29 F0.00 700 30 S0.00
ORMELAS, PHYLLIS CBEBRSZ2122W003547T1 230 -1 CBRS - Sep 2021 - 10.14,21 22 04 28 30 000 .00 30 FO.00
PsSY
Grand Total: $0.00
I certify that on the dates abowe. the abowve named child received the services noted and that documentation exists and is maintained on file verifying the delivery of said services in
accordance with all relevant Federal, State and Local Laws and Regulations gowverning the Medicaid process.
IAI.I‘"'IGriz‘.&d Signature: I Certification:
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Cannot Submit Voucher

Support@CPSEPortal.com



Problems on Voucher

’

 If you cannot submit a voucher do to Problems on Voucher - click “View Problems”.

Submit voucher(s)for© county (unbilled CBRS vouchers).

[ v|| CBRS v|
Select any Unbilled Vouchers
Select | Bill Date Voucher# Vendor Invoice# | County Document# | Contract or Account# Description Authorized Claimant Claimant Title | #Enroliments | Amount Billed
9/9/2021  |CBRS210909085058 CBR3210909085038 July and August 2021 - CBRS | N 79 50.00 Problems on Voucher View Problems
10/27/2021 |CBRS3211027112902 |CBRS211027112902 September 2021 - CBRS Preschoo! || —_— 42 $0.00 Problems on Vioucher View Problems
11/17/2021 |CBRS211117085942 |CBRS211117085942 October 2021 - CBRS Preschool  |f - 55 £0.00 Problems on Voucher View Problems
12/14/2021 |CBRS211214143201 | CBRS211214143201 November 2021 - CBRS Preschool |\ S 54 $0.00
BselectAll  Total Billed: 50.00
Submit Voucher(s)

Support@CPSEPortal.com




Problems on Voucher —

View Problems

\
* Under the Problem column you can see what the problemis.
+ Click on “Attendances” to see which attendances have anissue.

LastName | First Name ESID FromDate | ToDate | Service | Frequency
| CBRS1225000 (72021 |6/6/2021|OT (Indv) |1x30 Missing image of Prescription/order for enrollment | Atiendances
- - |CBRS2122500: | 7i6r2021 (81162021 | TVI {Inalv) | 1x60 Missing Service Location

| CORSZ1Z25000 |7R2021  |BM6R2021{0T (Indv) 230 Details of Prescription/order not entered for enrollment| Atiendances
| . CBRS21225000 | 7/52021  |8M3/2021 | ST (Indv) {3x30 Missing a full diagnosis (ICD) code Attendances

Support@CPSEPortal.com



# You can view the session note [ treatment log.

Attendance Issue

* Any attendances having an issue will appearinred.

e —

# Child must be removed from voucher before therapist can, unsign, correct and
resign attendance.

Service Date Type Make Up | Medicaid | TimeIn | Time Qut | Duration | # Sess | Mins/Session | Service Provider | Setting | IndiGrp | Signed Date | Co-Signed Date Voucher #
orfo7i21 Provided Treatment Session 200PM [230PM 30 1.00 30 " |Therapy Room|| 070821 07/08/21 CBR5210909065058| Treatment Log
07/08/21 Provided Treatment Session 1230PM |1:00PM |30 1.00 30 - = |Therapy Room|| 07i08/21 07/08/21 CBR5210909065038| Treatment Log
07221 Provided Treatment Session 11:00 AM 11:30 AM |30 1.00 30 = = |Therapy Room|| 0rHei1 0rnei21 CBRS210909085038| Treatment Log
0714121 Provided Treatment Session 200PM |230PM |30 100 |30 - |Therapy Room|| 04125122 04123122 CBR5210909065058| Treatment Log
07Ha21 Provided Treatment Session 1230PM |1:00PM |30 1.00 30 = |Therapy Room|| 04/25/22 04125/22 CBR5210909065038| Treatment Log
(]?1"19!21 PrO\ﬂ'dEd Treatment Session 11:00 AM 11:30 AM |30 1.00 30 == + 4D Therapy Room| 04125122 04125022 CBRS210909085038| Treatment Log

Support@CPSEPortal.com



Cannot Submit Voucher:

Problem of “Not Co-Signed”
—

* When submitting a voucher, if you see “Problems on Voucher” and click “View
Problems,” you may come across the problem “Not Co-Signed.”

Service  Frequ
T (rew) 130 Nat Ca-Sgnea
S1orey)  1aC Not Co Sgned
ST (rcv) MaC Nat Co-Sgned

* When you click on “Attendances,” you will see a listing of all of the attendances for
that enrollment.

' 1320 031320 .V"Ul | Log
Tost 1234 | Treatmend Log

.g.v
g

| Seting |
Home
Home
Home

b Home 4
“ome [Yest 12
Home l
Home
Home
Home
Home

CIE 33 303

.
“CO
100
100
100
100
100
100
100
100
100

| gEEEER
333333

u
"
"
o) )

Test 1234 | Trmstment Log
"
"
.



Cannot Submit Voucher:

Problem of “Not Co-Signed”

e

« If a fully licensed provider signs the attendances and their credentials do not require them to
havea co-signature, the “Co-Signed Date” will auto-populate with the same information as

“Signed Date.”

« If the therapist’s credentials expire, this will no longer be the case. If you look at the previous
screenshot, all of the attendances through March had this date auto-fill, but starting in April
this was no longer the case.

* In the Portal, the therapist’s license end date was listed as 03/31/20. This meant that everything
on/after 04/01/20 was registering as needing a separate co-signature; this is why the dates no longer
pre-filled.

* The system reads these attendances as not being done by a fully licensed provider until the license
end date is updated in the system.

* If the attendances were already on the voucher, you will need to proceed through the following
steps. If you noticed this before getting to the voucher, you will be able to skip Step 3.



Problem of “Not Co-Signed”
Step 1

* There are two ways for the credential dates to be
updated:

* You, as the agency administrator can make the correction:
* Go to People -> Service Provider Credential Listing.




Cannot Submit Voucher:

Problem of “Not Co-Signed”

From here, you will click “Retrieve” and seealisting of ne given
criteria.

* You will then scroll to the therapist in question and view the credential dates. If you
see below, the “Registered Through Date” for this therapist’s license is 04/30/20.

« If you have the option of “Edit,” you will be able to correct this yourself.

« If you only see “View,” then you will not be able to make the correction to their
account as they are in the CPSE Portal working with multiple agencies. Contact the
CPSE Portal Support Team at: support@CPSEPortal.com, and we will make the
necessary changes for you.

Service Providers Listing with Credentials
_Filters

County |All Counties v |Provider [ GEBAUER,BETTY v| [Retrieve] s
Active on: [7/15/2021
Username

Last Name | First Name NPI NPI Status | NPI Registry Name Profession License | Original Issue Date l Registered Through Date ‘ Cert #
HOFFMAN |KRISTEN 1508012717 GEBAUER, BETTY |Licensed Speech & Language Pathologist|008342 12/20/94 E4/30/20 I KRIST.HOFFMAN73| Edit



mailto:support@CPSEPortal.com

Problem of “Not Co-Signed”

Step 2
“

« After the credential dates are updated, the Credential Verification will also need to be
re-done. This can be done by the agency by following the instructions on the previous
webinar slides or click on the link below.

« http://support.cpseportal.com/kb/a149/credential-verification-
agencies.aspx?’KBSearchlD=14295



http://support.cpseportal.com/kb/a149/credential-verification-agencies.aspx?KBSearchID=14295

Problem of “Not Co-Signed”

Step 3

g casead

* The attendances now no longer need to be removed
from the voucher, but instead you can "re-check" the
attendances.

* To do this go to Attendance -> Signed Attendances
Missing Cosignature

Signed Attendances Missing Cosignature
b

\



Cannot Submit Voucher:

Problem of “Not Co-Signed”
o

« "Retrieve" for the school year in question and you will see "ReCheck" as a column. If you know
that you have corrected and verified the credentials, the "ReCheck" will allow you to refresh
without removing the attendances from the voucher or un-signing.

* You can also view the credentials from here as well.

NOTE:

* If the credentials were not changed, and the problem was pointing to the Credential
Verification; simply complete the credential verification as noted in Step 2.

* Not all counties require the electronic credential verifications.



Problem of “Not Co-Signed”

« "Retrieve" for the school year in question and you will see E .
that you have corrected and verified the credentials, the "ReCheck" will allow you to refresh
without removing the attendances from the voucher or un-signing.

* You can also view the credentials from here as well.

Signed Attendances Missing Cosignature

~Filters
School Year Retrieve
Provider Last Name First Name ESID Service Date Service Therapist Last Name Therapist First Name Meets Medicaid Requirements Can Person Sign ReCheck Credentials Attendance Correction
[ il CBRS2122WO00mm  (05/04/2022 ST 3x30 Individual |4 J Yes True ReCheck View Credentials |Edit
f ] ] CBRS2122W0( 05/05/2022 ST 3x30 Individual |4 J Yes True ReCheck View Credentials |Edit
I T ] CBRS2122W0( 05/11/2022 ST 3230 Individual |4 . Yes True ReCheck View Credentials |Edit
I T ] CERS2122W0( 0512i2022 ST 3x30 Individual |4 u Yes True ReCheck View Credentials |Edit
I - 7 CERS2122W00 05182022 ST 3x30 Individual |4 . MNo True ReCheck View Credentials |Edit
I T ] CBRS2122W0( 0511972022 ST 3x30 Individual |4 J Yes True ReCheck View Credentials |Edit
f ] ] CBRS2122W0( 0512612022 ST 3x30 Individual | J Yes True ReCheck View Credentials |Edit
f T ———— ] CBRS2122W0( 05/31/2022 ST 3x30 Individual [0 J Mo True ReCheck View Credentials |Edit
—

NOTE:

* If the credentials were not changed, and the problem was pointing to the Credential Verification;
simply complete the credential verification as noted in Step 2.

* Not all counties require the electronic credential verifications.
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Print Voucher Summary

Support@CPSEPortal.com



Print Voucher Summary

* Go to Billing -> Print Voucher Summary

Print Voucher Summary @

Support@CPSEPortal.com



Print Voucher Summary

* Complete filters if needed to find W

# Click "Print" link for applicable voucher

Home

File Transfer

Activities

Print Voucher Summary Reports

_Filter By...

Attendance

Billing

Caseload Maintenance

Lookup

Documents

Reports

Medicaid

People

My Account

Knowledge Base

School Year Sesssion: [ (All School Year Sessions) v | Enrollment Type: [ (All Enrollment Types) v | County: | (All Biled Counties) v | Billing Month: | (A1l Biling Months) v | Service Month: [ (All Service Months) v | Voucher Status:
| (Any Voucher Status) v |

Apply Filter

Voucher & Enr.l?p!lpn;ent Description Bg;!‘ltr;g B.Iﬁ::cli Sugr:tl;ted CI?lgt?:m Aéllt::}tl::;z:td DE;:::::;,-M Enml::n - Print All \i’o:::::t:uhmmsmn
RS200308133531| RS FEB. 2020 318/2020 §4,261.50  |3/6/2020 CCC-SLP Betty P. Gebauer SCHENECTADY 22 Print
RS200308133622|RS FEBRUARY 2020 3/8/2020 §2,926.00  |3/8/2020 CCC-5LP Betty P. Gebauer Albany 1 ‘ Print
RS200213143706|R3 JAN. 2020 2113/2020  |$3993.00  |2/14/2020 CCC-5LP Betty P. Gebauer Albany 10 Print
RS200205073831|R3 JAN. 2020 21512020 $5,620.50  |2/9/2020 CCC-8LP Betty P. Gebauer SCHENECTADY 22 Print
RS200102193725|RS DEC. 2019 11212020 §2,486.00  |1/4/2020 CCC-5LP Betty P. Gebauer Albany 9 Print




Print Voucher Summary

# You will then see voucher summary: —

% P o RTA L voucher Summary Printed: 6/17/2021 :;:83:):

Provider: GEBAUER.BETTY County: SCHENECTADY
Vendor#: 02061 Bill Date: 8/4/2019 CPSE Voucher#: RS190804113625
Tax ID: Submitted : 8/19/19 04:09 PM Vendor Invoice#:
BEDS Code: Time Period: 2019 - 2020 Summer County Doc#:
Voucher Description: July 2019 Contract Or Account#:
Child Mame ESID Frequency Service Dates Of Service Rate Units Minutes Amount
Per Unit
HARRIS, RUBEN RS1920S0014606 2%30 - | RS - ST [Jul 2019 - 3, 16, 18, 23, 25_ 30 $51.50] 6.00 30 $309.00
WINTERS, LEANORA RS 192050014666 2%30 - | RS - 8T |auw 2019 -2, 18, 18, 25, 30 s51.50] 5.00 30 $257.50
WOLFF, JOSUE RS1920S0014564 1x30 - G RS - ST1 |Jul 2018 - 2, 18, 25 $51.50] 3.00 30 $154.50
WOLFF, JOSUE RS1920S0014563 1330 - | RS - ST [Jul 2019 - 3, 16, 24, 30 $51.50] 4.00 30 $206.00
Grand Total: $927.00

I certify that on the dates abowve. the above named child received the services noted and that documentation exists and is maintained on file verifying the delivery of said services in
accordamce with all relevant Federal, State and Local Laws and Regulations governing the Medicaid process.

Authorized Signature: Certification:




Print Voucher Summary

* Depending on your browser and set up for reading Adobe ents you should

see icons for saving and printing - Click "Print" icon to print summary:

* NOTES:

* When billing Center Based, the Voucher Summary includes Voucher Billing info as well as
Classroom Attendance.

* |t is IMPERATIVE that a voucher for CBRS is created and submitted to the county along with
the CB voucher even though it will have a zero billing amount. This is how the county can
then bill Medicaid for any Medicaid billable services. Most counties will not pay your CB
Voucher unless a CBRS Voucher is also submitted with the CB Voucher.
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Attendance Denied by County?



Attendance Denied?

How to Correct and Re-Bill

e

* You MUST confirm that the attendances have been denied by the county, and that you understand the
removal is permanent.

* If a provider makes a mistake and submits the erroneous data on a voucher, the County may choose to
deny payment for certain dates of service.

* If this occurs, and the provider would like to attempt to correct the data and resubmit on a new
voucher, the process is as follows:

* The denied attendance needs to be removed from the initial voucher. To do this, you must inform the
CPSE Portal support team of the ESID and service dates that you would like removed. To do this,
complete the below form and email it to support@cpseportal.com.

* RequestToHaveAttendanceRemovedFromSubmittedVouchers.xlsx




Attendance Denied?

How to Correct and Re-Bill

“

* Example of form:

- I = | ¢ [ B | E | F |
Complete the form below to request attendance entries to be removed from vouchers so they can
be corrected and rebilled on o new voucher

County
Billing Provider Name

IMG1: Example of form to be completed




Attendance Denied?

How to Correct and Re-Bill

* Once the attendance is no longer on a voucher: \‘

* If you need to modify the treatment log:

* Since the attendance has already been digitally signed attesting to the fact that everything was reviewed
and correct, you must first unsign the attendance and indicate why you need to modify the signed
treatment log. Here are instructions for unsigning attendance:
http://support.cpseportal.com/kb/a33/unsigning-attendance.aspx

* Once the attendance entry has been unsigned, it can now be modified.
* The modified attendance entry needs to be resigned.

* If the attendance needs to be moved to a different ESID because the original enrollment dates
changed or was rescinded, here are the instructions:

« http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx

* The attendance can be added to a new voucher and submitted. If the attendance is not appearing,
make sure you do a “recalc” on the voucher.


http://support.cpseportal.com/kb/a33/unsigning-attendance.aspx
http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx

Delete Uploaded Attendance

-

Attendance Billing Lookup Documents R

 You can delete either your attendance file or a
Delete Uploaded Attendance

single attendance, s w o) s

* To delete your attendance file go to Attendance
> Delete Uploaded Attendance and choose By Aftendance  Biling  Lookup  Documents

File Delete Uploaded Attendance By File

smreasenmcs sy coae [ .
| 3 I T

Home Activities IEFP eSTACS Attendance Billing Lookup D\I

My Account Knowledge Base

Delete All Attendance Uploaded From File
Provider | GEBAUER BETTY v




Delete Uploaded Attendance
* To delete a single attendance, go to Attendance > —

Delete Uploaded Attendance and choose Search

Attendance Billing

* You can search by ESID and date of attendance it
needed. :

Home Activities IEP eSTACS Attendance Billing Lookup Documents Reports

My Account Knowledge Base

Find Uploaded Attendance
County | SCHENECTADY |  School Year Provider [GEBAUER BETTY v]

ESID | | From Date: | | To Date: |

Search
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Reports

Support@CPSEPortal.com



Voucher Listing Report

+ To see all Vouchers that have been submitted to Reports  Medicaid
the county, you can run a Voucher Listing Report. Voucher Listings

* Go to Reports > VYoucher Listings Select Report Criteria

School Year: Service Type: From Date: To Date:

* Enter Criteria, and choose how you want to sort —
your report. on By:

NumEnrollments () Descending?

{ Billingf)ate
VoucherNumber
VoucherDescription
CountyName
TotalBilled

NumEnrollments




Voucher Listing Report

« Your report will look like the screenshot below.
* You can download or print this report for your records.

Printed: 7/2/2021 3:18:00 PM

P O RT A L Voucher Listings . n

Voucher Number Voucher Description County Name Blllmg Date # Enrollments Total Billed

RS190416194659  March 2019/Quinn SCHENECTADY 4/16/2019 $268.00
$450.00

$400.00

RS180805085528  July 2018 SCHENECTADY 8/5/2018
RS180819200723  August 2018 SCHENECTADY 8/19/2018
8/19/2018

RS180819204244  July 2018 $1,100.00

RS180820185858  August 2018

$1,870.00

11/12/2018 $2,750.00
$2,365.00

$2,090.00

RS181112190013  October 2018

RS181208181032  November 2018 12/8/2018

1
2
2
4
8/20/2018 4 $605.00
6
6
7
7

Albany
Albany

RS181010190803  September 2018 Albany 10/10/2018
Albany
Albany
Albany

RS190106124044  DECEMBER 2018 1/6/2019
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Closing



Important Note

<‘\

* You cannot bill on Unmatched Enrollments. Therefore, you should be
matching your children, and unmatched enroliments throughout the week.

Support@CPSEPortal.com



Portal Training —

Knowledge Base

\

* The Knowledge Base provides numerous articles,
rainings, webinars and other pertinen B
trainings, webi d other pertinent “ePORTAL
L)

information that will help answer your questions + O
before having to contact Portal support. I
* You can simply click the Knowledge Base tab in the K:°W|edgeBase
Portal or you can go to: p— o
« http://support.cpseportal.com/kb

Support@CPSEPortal.com


http://support.cpseportal.com/kb

Helpful Knowledge Base Articles —

Portal Invites & Credential Verification

\‘

* Import Person with License Template

* http://[support.cpseportal.com/kb/a126/import-person-with-license-
template.aspx?KBSearchiD=17027

* Credential Verification for Agencies
*  http:/[support.cpseportal.com/kb/a149/credential-verification-agencies.aspx

* Credential Verification for Providers with NO CPSE Portal Login
* http://[support.cpseportal.com/kb/a151/credential-verification-no-cpse-portal-login.aspx

* County Codes
*  http:/[support.cpseportal.com/kb/a82/county-codes.aspx



http://support.cpseportal.com/kb/a126/import-person-with-license-template.aspx?KBSearchID=17027
http://support.cpseportal.com/kb/a149/credential-verification-agencies.aspx
http://support.cpseportal.com/kb/a151/credential-verification-no-cpse-portal-login.aspx
http://support.cpseportal.com/kb/a82/county-codes.aspx

Helpful Knowledge Base Articles —

Creating Vouchers

\

+ Schema for Attendance File Upload
* http://[support.cpseportal.com/kb/a67/schema-for-attendance-file-upload.aspx?KBSearchID=16987

* Creating and Submitting a Voucher
* http:/[support.cpseportal.com/kb/a62/creating-and-submitting-a-voucher.aspx?KBSearchID=17204

* Why doesn't attendance appear to be put on a voucher?

* http://[support.cpseportal.com/kb/a92/why-doesnt-attendance-appear-to-be-put-on-a-
voucher.aspx?KBSearchlD=17204

« Missing a Full Diagnosis (ICD) Code
* http://[support.cpseportal.com/kb/a339/missing-a-full-diagnosis-icd-code.aspx?KBSearchID=25519



http://support.cpseportal.com/kb/a67/schema-for-attendance-file-upload.aspx?KBSearchID=16987
http://support.cpseportal.com/kb/a62/creating-and-submitting-a-voucher.aspx?KBSearchID=17204
http://support.cpseportal.com/kb/a92/why-doesnt-attendance-appear-to-be-put-on-a-voucher.aspx?KBSearchID=17204
http://support.cpseportal.com/kb/a339/missing-a-full-diagnosis-icd-code.aspx?KBSearchID=25519

Helpful Knowledge Base Articles —

Creating Vouchers

\‘

+ Attendance Denied? How to Correct and Re-Bill

* http://[support.cpseportal.com/kb/a81/attendance-denied-how-to-remove-in-order-to-correct-and-re-
bill.aspx?KBSearchlD=17075

* Cannot Submit Voucher: Problem of “Not Co-Signed”

*  http://[support.cpseportal.com/kb/a230/cannot-submit-voucher-problem-of-not-co-
signed.aspx?KBSearchlD=17202

+ How to Submit a Ticket to the CPSE Portal

* http://[support.cpseportal.com/kb/a188/how-to-submit-a-ticket-to-the-cpse-
portal.aspx?KBSearchID=17204



http://support.cpseportal.com/kb/a81/attendance-denied-how-to-remove-in-order-to-correct-and-re-bill.aspx?KBSearchID=17075
http://support.cpseportal.com/kb/a230/cannot-submit-voucher-problem-of-not-co-signed.aspx?KBSearchID=17202
http://support.cpseportal.com/kb/a188/how-to-submit-a-ticket-to-the-cpse-portal.aspx?KBSearchID=17204

Closing Remarks

e

‘
+ CPSE Portal Address (you may want to bookmark):
https://www.cpseportal.com

* In addition to the Portal Knowledge Base, our Helpdesk is available through email at
support(@CPSEPortal.com

* When sending an email:
* Do not use child’s name
* Use ESID #, Child # or STACID #
* Include your county, and info needed

Support@CPSEPortal.com


https://www.cpseportal.com/
mailto:support@CPSEPortal.com

