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Looking Up Children



Child Lookup

* Go to Lookup -> Child Lookup.

+ Enter the start of the child’s last name
and click Search.

+ Find the child and click Details.

* Wildcard searches can be done by
using “%” ex. Search “%son” returns
Wilson, Sampson, Thompson, etc.

Support@CPSEPortal.com

Child Lookup
Last Namesch

Child Lookup

Documents

!

Reports

Show Advanced Search options )

Last Name

First Name

STACID

District

County

MatchStatus

SCHAFER

FRANCIS

2/11/2010

£23693

East Aurora

ERIE

County Record

Detalls

SCHAFFER

LATRICIA

512/2011

F35053

Iroquois

ERIE

County Record

Details

SCHMITT

FREDDIE

3/172012

G04529

Orchard Park

ERIE

County Record

Details

SCHULZ

FREDERIC

3/3/2011

Buffalo

ERIE

County Record

Details

SCHULZ

JONNIE

12/5/2009

£34929

Orchard Park|

ERIE

County Record

Detalls

SCHUSTER

JACQUELINE

1/28/2011

F67096

Buffalo

ERIE

County Record

Details

SCHUSTER

MARGARITE

3/30/2012

F67281

Buffalo

ERIE

County Record

Details




Child Lookup Advanced Search

# Click “Show Advanced Search options”to see additionza

Child Lookup
Name (Last.First)| | Search

[ Hide Advanced Search options |

* School Year

* Ccounty

* Provider

* District

* STACID #

* Electronic Service ID #

Child Lookup
Name (Last,First)| | Search [Hide Advanced Search options ]
School Year[ ] County[ ] Provider| V) District

Child Number| | STACID| | Electronic Service ID| | Medicaid CIN|

Support@CPSEPortal.com SO hart e
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Unmatched Children and Unmatched Enrollments



Unmatched Children & Enrollments

e

« Typically, all information about a child and the services they are receiving are entered by the
County and uploaded into CPSE Portal.

* However, an agency can create a temporary child and temporary enrollment records.
* These are created when the County is delayed in entering data.

* The agency can create these records so that attendance and other information can be recorded
even though the County has not entered the official information.

* Once the County uploads the official information, the agency can “match” the temporary
records to the County created record. When matching the records, any data entered for the

temporary record is moved over to the County created record and then the temporary one is
deleted.

* In CPSE Portal, these temporary / placeholder entries are referred to as “UnMatched”.
* Unmatched children do not have an ESID #.

Support@CPSEPortal.com




Enrollment & ESID
-’

“* The enrollment should correspond to a unique approved service on the IEP.
Separate enrollments for

** Different service types (OT vs PT vs ST)

< Different frequencies (1x30 vs 1x45 vs 2x30) (if the CPSE alters the IEP and changes
the frequency during the year, a new enrollment should be created)

“* Individual vs Group (if the CPSE determine a child should receive some individual and
some group of the same service type, they should be separate enroliments)

“* Each County created enrollment has a unique identifier called an Electronic
Service Identifier or ESID for short. This is how we reference enrollments

** For HIPPA reasons, do not email child names, use the ESID, the Child Number,
the STACID

Support@CPSEPortal.com



Creating an Unmatched Child

[

* GO to Caseload Maintenance -> Unmatched Children and click “Add Chilc
« Fill in the “Add Child” screen and click “Add” (address & phone # are optional)

Add Child %)

Provider [ e 3 v)
County | v| District | v|
Last Namg| | | First Name | | mi[]

DOB | cender[ |

Address1 | | Address 2 | |
City | | state [ New York v| Zip | |
Home Phone | |

SEDSTACID | |

Support@CPSEPortal.com




Editing an Unmatched Child

Home File Transfer Activities eSTACs Attendance Billing Caseload Maintenance Lookup Documents Reports Medicaid People
Unmatched Children Add Child
Child Number | LastName | FirstName | Ml | DOB | County District Address1 | City | State | Zip | HomePhone *
C62000210698 Nolan 12/7/2018 KINGSTON CITY SD Enroliments| Attempt Match|  Edit Delete
* Go to Caseload Maintenance -> Unmatched Children
* You can Edit:
*  Child’s Name
* Date of Birth
*  District
# Click “Update” to save your changes.
Unmatched Children Add Child
Child Number Last Name First Name Mi pos | County District Address1 | City | State | Zip HomePhone
(62000210698 INolan 'KINGSTONCITYSD  v| | ||Enroliments |Attempt Match| Update | Cancel

Support@CPSEPortal.com



Adding an Unmatched Enrollment

* You can add an Unmatched Enrollment

County created child or an Unmatched Child (created by e
the provider).

* For an Unmatched Child:
* You can use the Unmatched Children page or
* You can go to the Add/Edit Unmatched Enrollments page.

* For a County-created child, you can only use the
Add/Edit Unmatched Enrollments page.

Support@CPSEPortal.com



Adding an Unmatched Enrollment

(Center Based, Related Service & SEIT

« Go to Caseload Maintenance -> Add/Edit Unmatche
* Search child’s name, and click “Select” | Ynmatched Enroliments

MName [LﬂSt,FirStH Type Name>SEARCH Search | [ Show Advanced Search options |

+« Fill in all of the pertinent information in the table: (DO NOT ADD CBRS HERE)

+ Provider, Session, From/To Dates, Enrollment Type, RS Type, | or G, Units, Minutes, Timespan)
# Click “Add”

Unmatched Enrollments
County: NASSAU District. NEW HYDE PARK-GARDEN CITY PARK UFSD DOB: 1072772009 Redo Search

CB/RS OTIPTIST FREQUENCY/DURATION
Provider

Session From To Enrollment Type | RSType | lorG Units Minutes Timespan
v | v [ ] [ | v

v v | | ] |l | |[Weekly ¥ | Add

Support@CPSEPortal.com



Adding Unmatched Enrollments

from the Unmatched Children Screen

* You can also add an enrollment by choosing the “Enro
unmatched child (CB, RS or SEIT only).

Home  File Transfer Activities eSTACs Attendance Billing I Caseload Maintenance | Lookup Documents Reports Medicaid People

Unmatched Children Add Child

Child Number | Last Name | First Name | Mi DOB County District Address1 City State | Zip | HomePhone *
CB2000210698 Molan 12712018 KINGSTONMN CITY SD Enroliments|Attempt Match Edit Delete
e €¢ »
+ Enter all data on the blank row and click “Add

Unmatched Enroliments

County: NASSAU  District NEW HYDE PARK-GARDEN CITY PARK UFSD  DOB: 10272009 p.uo search

CB/RS OT/PT/IST FREQUENCY/DURATION
Enroliment Type | RS Type Units Minutes

v v




Adding an Unmatched Enrollment

(For Center Based Related Services

e

* After the Unmatched CB Enrollment has been created, now you can create the CBRS.

* GO to Caseload Maintenance -> CBRS Enrollments L ookup
* Complete all of the information needed:

* Session, County, Last Name, First Name & DOB and search.

CB Enroliments

Session | v |Provider | v| County[ v| LastName| | First Name | | DOB[ || Search | Clear

| | | | | |

Support@CPSEPortal.com



Adding an Unmatched Enrollment

(For Center Based Related Services)

Unmatched CB Enrollment for Aletha A2

¢B Enroliments

Session | 2018 - 2020 Winter  ~ |Provider [ACHIEVEMENTS ~ |  County |[SCHEMECTADY ~ |  Last Name |abraham | First Name [al | DoB |
County District = Lasl MName Flrst Mal ElectronicServicelD Provider Program Start Date End Date
SCHENECTADY Schenectady K ACHIEVEMENTS 9165- 09/04/2019 06/26/2020 Select

Showing top 25 results

Included Services for ABRAHAM, ALETHA

Enter the CBRS Unmatched Enrollment(s) for Aleha Abraham

ElectronicServicelD

RS Type

lorG

Units Minutes

Timespan

W

v

WEEKLY w

Support@CPSEPortal.com

Add




Completed Unmatched Enrollment for

Center Based and Center Based Related Services

Unmatched CB Enrollment for AI Abraham

¢B Enroliments

Session (2019 - 2020 Winter  ~ |Provider |ACHIEVEMENTS v |  County [SCHENECTADY v |  Last Name |abraham | First Name |[al |  DOB |
County District Last Name First Name ElectronicServicelD Provider Program Start Date End Date
SCHENECTADY Schenectady ABRAHAM ALETHA CB1920W0009825 ACHIEVEMENTS \ 9165- 09/04/2019 06/26/2020 Select
‘V

Showing top 25 results. ..

Included Services for ABRAHAM, ALETHA

| ElectronicServicelD | From | To RS Type | lor G | Units | Minutes | Timespan |
'9/4/2019 6/26/2020|ST I 100 |30 WEEKLY |
'9/4/2019 6/26/2020|ST1 E 100 |30 WEEKLY |
9/4/2019|6/26/2020| OT I 100 |30 WEEKLY |
'9/4/20196/26/2020| PT [ 100 |30 WEEKLY |

Completed Unmatched CBRS Enrollment(s) for Aletha Abraham

Support@CPSEPortal.com




Adding an Unmatched Enrollment

(For Center Based Related Services

e

* Another way to add your CBRS enrollments:

* Go to Caseload Maintenance -> Add/Edit Unmatched Enrollments.
* Search for your child, and on the CB, you can click the Add CBRS button.

Unmatched Enrollments

County: Disirict. KINGSTONCITY 8D DOB: 3116/2020  Redo Search

© Enroliment added successfully.

Provider Session From To Enrollment Type | RS Type | lorG | Units | Minutes | Timespan

l 2023 - 2024 Winter 9/6/2023 6/21/2024 CB I 2.00 300 |Weekly Edit = AttemptMatch) AddCBRS | Delete

Support@CPSEPortal.com
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Assigning Therapist to Children



Assigning Enrollments to Therapist

+* Go to Caseload Maintenance -> Caseload

v|  School Year Session | 2021- 2022 Winter v|  Person | v|  Retrieve

* Select therapist under “Person” dropdown ﬁ:te:dsy |

and click “Retrieve”. This will bring up the

therapist’s caseload.
+ Click “Add New Assignment?”, | e e Assianment ‘

* Filter by Enrollment Type, Service Type, or Last Name and click “Retrieve” to bring up any
enrollments that fit the filter description.

Assign Cases To Carissa [ for the 202122 WIN session

Fifter By...
Enrallment Type: | (Any Enroliment Type) | Service Type: | (All Sevice Types) v | Last Name: |
liems Per Page m— “

Assign Selected to Carissa | Return to Caseload




Assigning Enrollments to Therapist

* Select the enrollments that you want to assign to this therapist, and click “Assign
Selected To [Therapist’s Name]”.

# Click “Return to Caseload” to return to the previous therapist search page.

_Filter By...

Enroliment Type: Service Type: Last Name: |
Items Per Page

Assign Selected to BRANDON KELLY I Return to Caseload

Status Last Name | First Name ESID | From To Enroliment Type Freq Provider County District
UNMATCHED |ALDRICH PORFIRIO I9¢'9#2019 6/26/2020 RS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Wappingers |Attendance
ALl ADOLFO CBRS1920W0000468|91'9#2019 10/14/2019 CBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Wappingers |Attendance
ALl ADOLFO CBRS1920W0000473I101’15"2019 6/26/2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Wappingers |Attendance
ALLEN ADOLPH CBRS1920W0000355I9!9|'2019 6/26/2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. | DUTCHESS |Wappingers  |Attendance
ALLISON ADRIAN CBRS1920WOOOO3&2I9!9!2019 6/26/2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |[DUTCHESS [Beacon Attendance
ALLRED KORY CBRS1920WOOOO44TI9!Q!2019 |6|'26.l'2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Wappingers |Attendance
ALVARADO |AGUSTIN CBRS1920WOOOO25TI9!Q!2019 |6|'26l'2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS [Beacon Attendance
AMBROSE |FREDRIC CBRS1920WOOOO200|9!912019 |6|'26|I'2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Poughkeepsie Attendance
ANAYA DINO CBRS1920W00001 T6|9!9I2019 |6|'26|I'2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS [Beacon Attendance
ANDERSON |AL CBRS1920W0000161 |91'9I2019 |6|'26|I'2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. | DUTCHESS |Arlington Altendance
ANDRADE  |ALAN CBRS1920W00005719/9/2019 |61'26|I'2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Poughkeepsie |Attendance
ANDREWS |WANDA CBRS1920W0000561|9/9/2019 |61'264'2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Wappingers |Altendance
ANTHONY  |ALBERTO CBRS1920W0000391|9/9/2019 |61'264'2020 CEBRS 2.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. | DUTCHESS |Arlington Altendance
ARCHER ALDEN CBRS1920W0000128|9/9/2019 ]61'264’2020 CEBRS 4.00x 30 Weekly LG INTERVENTION SPECIALISTS, INC. | DUTCHESS |Arlington Altendance
ARIAS EARNESTINE |RS1920W0023296  |10/7/2019 |6/26/2020 RS 2.00x 30 WEEKLY LG INTERVENTION SPECIALISTS, INC. |DUTCHESS |Poughkeepsie |Attendance

|DNDDNDDBEDHDHHD




Assigning Children to Therapist

+ Go to Caseload Maintenance -> Assign Child’s Therapist(s) and Service Provider(s).

o ° €¢ ” Select a Child
* Sea rCh for Chlld’ and then CIICk Select ° MName (Last,l:irst}|a|\rar | Search [ Show Advanced Search options ]
Child Number Last Name First Name DOB CiM District County
I Select ]Z)620001 52949 ! 2142018 KINGSTOMN CITY SD|ULSTER

* This will bring up all of the enroliments for the child.
+ Now “Select” the [setectacnid

ALV S county: ULSTER  District: KINGSTONCITY SD  DOB: T e

enrollment.
Select an Enroliment
Service ID Enrollment Type | Service Type | Frequency | From Date | To Date | I/G | Assigned Therapist/Service Provider

Select|CB2122W0009636 CB 5 hrs/day 1/3/2022 6/24/2022 |

Select|CB2122W0009637 CB 5 hrs/day 1/3/2022 6/24/2022 [

Select|CB2122W0009637 CB 5 hrs/day 1132022 6242022 !

Select|CBRS2122W0036065 CBRS PSY 1x30 1/3/2022 6/24/2022 | | |l

Select|CBRS2122W0036073 CBRS oT1 1x30 1/31/2022  |6/24/2022 | G |

Select|CBRS2122W00361MH CBRS oT 1x30 1/31/2022 6242022 | |[F L

Support@CPSEPortal.com



Assigning Children to Therapist

* Select a therapist from the Available Therapists section,
Therapist(s)/Service Provider(s)”

* To remove assigned therapists, select the therapist from the Assigned Therapists
section, and click ‘““Remove Thera lSt"

Select| CBRS212250035244 CBRS 2x30 TISF2021 SM1352021 1 [ ——
Select| CBRS212250035245 CBRS PSSy 1x30 TISf2021 BM32021 I [
Select| CBRS212250035245 CBRS PSSy 1x30 TISf2021 BM32021 I |

Assigned Therapists Available Therapists
Last Name First Name NP1 | Last Name First Name MNP o

O |1 ——— Jessica

Christine
Christina
Destiny
Madison

Susana
Celeste

Kristen
Heather

Caleigh
Jessica
rMara

Sarah i
Sarah =

/

[iiEEEEEEEEEEE

!

Remowve Therapist

Add Therapist(s)/ Service Provider(s)
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Matching Children and Enrollments



Matching Children

Billing cannot be submitted to the 'County on
* Billing can only be submitted for County created enrollments.

* You will need to match the Unmatched Children and Unmatched Enrollments.
* You can go to Caseload Maintenance -> Unmatched Children and “Attempt Match”.

Home File Transfer Activities eSTACS Attendance Billing l Caseload Maintenance I Lookup Documents Reports mMedicaid FPeopil

Unmatched Children Add Child
Child Number Last Name First Name mAl DOoOB County District Address1 City State Zip HomePhone *
Cs2000210698 Molan 12/7/2018 KINGSTOMN CITY SD Enrollments | Attempt Match Edit Delete

* Oryou can “Attempt Child Match’ from the Caseload Maintenance -> View
Unmatched Enrollments screen.

Unmatched Enroliments
School Year| Al School Years v | Retrieve

County | Child Number Last Name FirstName | DOB | School Year | From To Type | Service Description

1 CB2000212737 12M12118|202122 04/01/22|06/23/22|CB 0 hrs/day 0 days/week|Attendancesjattempt Child Match Delete




Matching Children

—_—

* The top of the screen will show the information you entered fc ' child.

* The bottom of the screen shows the potential matches.
* Make sure the child you are selecting to match is the correct one and click “Select”.

Match Child Against County-Imported Child

Current Unmatched Child:
Dannielle | County: Lo District:. NEW PALTZ CSD DOB: 12/12/2018

Potential Matches:

Showing children matching the DOE, and with the same first and last name.

Last Name | First Name | MI DOB County District Address1 City State | Zip | Home Phone
Select AMMELIESE 121202018 NEW PALTZ CSD| |
Select DANNIELLE 12122018 |NEW PALTZ CSD| SN B

Support@CPSEPortal.com



Matching Children
o

* The bottom of the screen will ask you to confirm the information.

* Double check the information for accuracy, and if it is correct, click “Match!”’

0
Match Child Against County-Imported Child

Current Unmatched Child:
Dannielle | county: District. NEW PALTZ CSD  DOB: 12M12/2018

Potential Matches:

Showing children matching the DOE, and with the same first and last name.

| LastName | FirstName | MI | DOB | County District Address1 | city [ state | zip | Home Phone
B ANNELIESE 12/12/2018 NEW PALTZ CSD |
r Select DANNIELLE 12/12/2015 | S |NEW PALTZ CSD | |

WARNING: By clicking the button below, you are combining these two children (including any associated data - not limited to: enroliments, attendances, medicaid consents, medicaid eligibility, IEPs, log notes, scripts/iorders). Make sure the match is correct. This cannot be

undone.
- Dannielle (12/12/2018) d " DANNIELLE (12/12/2018)
1 ﬁai{:ﬁi 1




View Unmatched Enrollments

DOB | SchoolYear  From | To | Type
03724/12{201516 04/06/16 D6/30116/RS

01/30/11|201516 04720116 DE30/16 RS

02/17112{2015616 030716 0573016 RS

03724/11 (201516 04/07/16 06/30/116 RS

0627112120156 03016 DADON6 RS

« If the enrollment has potential matches (same child and service type), the “Attempt
Enrollment Match” link will appear.

Support@CPSEPortal.com



Matching Enrollments to

County Created Enrollments

[ | o v
)

* The top of the screen shows the agency created unmatched enrc

* The bottom of the screen shows a list of potential matches based on service type
only (doesn’t check dates).

« If you find a County created match, click “Select”.
Match Enrollment Against County-Imported Enrollment

Child:
B B County: SR District: WU  DOB: 4/20/2017

Current Unmatched Enrollment:
Session: 2021 - 2022 Winter From Date: 1/18/2022 To Date: &/24/2022

Enroliment Type: CB Service Type: Individual or Group: 1 Frequency:. 0 hrs/day 0 days/week
Potential Matches:
Enroliment Type | Service Type Sesszion From Date | ToDate | | orG | Frequency ESID
SeleclCB 2021 - 2022 Winter|1/18/2022 B/24/2022 5 hrs/day CB2122W0022875
Select|cB 2021 - 2022 Winter|1/18/2022 6/24/2022 5 hrsiday CB2122W0023034




Matching Enrollments to County

Created Enrollments

* When you “Select” the enrollment to match, you wi
information.

+ Double check to make sure the information is correct.
« Ifitis correct, click “Match!”

Match Enrollment Against County-lmported Enrollment

Child:
- CoUnty: (I District: s - DOB: 4/20/2017

Current Unmatched Enroliment:
Session: 2021 - 2022 Winter From Date: 1/18/2022 To Date: &/24/2022

Enrcliment Type: CB Service Type Individual or Group: | Frequency: 0 hrs/day 0 days/week
Potential Matches:
Enroliment Type Service Type Session From Date ToDate | lorG Frequency ESID
rSEIECI B 2021 - 2022 Winter|1/18/2022 6/24/2022 S hrs/day CB2122W0022875
SelecETCEI 2021 - 2022 Winter|1/18/2022 G5/24/202Z2 5 hrs/day CB2122W0023034

N\

WARNING: By clicking the button below, you are combining these two enrollments (including any associated data - not limited to: attendances, orders/scripts, log notes, therapist/provider assignments). Make sure the match is correct. This cannot be undone.

UNMATCHED ENROLLMENT CB2122W0022875
(1/18/2022 - 6/24/2022) - (1/18/2022 - 6/24/2022)
0 hrs/day 0 days/week 5 hrsiday
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Classroom Management
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Classroom Management

* Classrooms are created under "Classroom
M a n agem e'f) t ". I:_s;rr;ame:_ . Classroom Management
* This will allow you to assign teachers/aides ™ ——

Edit User Account

to classrooms as well as assign students.

James McGuinnes

* Changes may also be made as well as
classroom deletions.

_Filter Classrooms

* Go to Attendance -> Classroom Management

School Year Session |AII Sessions v| Program: Active During (Select Month & Year):

* Click on Create New Classroom v v+
Apply Filter

Support@CPSEPortal.com © Create New Classroom #




Create Classrooms

\

+* Enter classroom information fields

* Select School Year Classroom Information
School Year
* Select Program (2020 - 2021 Winter v
. mare/less
* Name your classroom & include hours Name:

Description:

* [.E.: Room 310 - 2.5 HR PM etc..
* Type in description of classroom & include hours ‘
* |.E.: Integrated 2.5 HR PM etc.. # Students: # Teachers: # Aides:
* Enter number of students, number of teachers, | u _ |

. . [ + Assign Teachers/Aides |
and number of aides for this classroom / I I
+ Before you Create the Classroom, you will Assign

Teachers/Aides

Create Classroom

Support@CPSEPortal.com



Assigning Teacher/Aide To Classrooms

# Click on (+Assign Teachers/Aides) link

Support@CPSEPortal.com

Classroom Information
School Year: I} Program:

[2020 - 2021 Winter ~v| |9100 v
more/less LYY

Name: 9160

[ | 9165

Description: :

# Students: # Teachers: # Aides:

[ + Assign Teachers/Aides | (=

Create Classroom



Assigning Teacher/Aide To Classrooms

« Refer to "Not Assigned" list on right and

R L Only Include in Unassigned List if Discipline Code Is TENCH or AIDE? (will reload lists)
select name of applicable teacher or [o—— Nhssiges
aide or "Select All" box; g ereto oot S
+ Make sure correct role is selected g | Teacher ¥
¢ | ————— - Aide v
# Click Assign O [we e et
. . @ |- - Aide v
* Once teacher/aides are assigned to O (. e T
classroom, click on "Create Classroom" O W e Tearhe
+ Should a teacher or aide leave the
classroom this is also where you will = Usoees Unassign-> || <-Assign  Csemta
un-assign them \
Create Classroom (e
Support@CPSEPortal.com




Assigning Teacher/Aide To Classrooms

\

* Now you can select "Proceed to Assign Children", "Create Another Classroom'', or
"Continue Editing Classroom"

Classroom Created successfully.

Proceed to assign children, or continue?

Proceed to Assign Children Create Another Classroom Continue Editing Classroom




Assigning Children To Classrooms

+ Select box of child to be assigned (in —

"not assigned" column) or "Select Glssroom: 25 1 Al

All”” if all are to be assigned st R i T T —"
« Click “Assign” 8 |WE (S e |cnmoiunngy
* To remove a child from the

classroom, select box next to child

and click "Unassign" or click "Select

All" box and click "Unassign" —
# Click "Save Changes" > Rl | —

Save Changes

Support@CPSEPortal.com



Assigning Children To Classrooms

o Assign Children® —_—

* Once you select "Proceed t

‘ Child Demographic Info \ Service Info

# Select "Details" link to review service details of the oo M
Chlld z:aner F
* You can review child info on under the "Child .
H "
Demographic Info" tab e
** You can review service info under the "Service Info" tab e _SEEas
. o — Sessions For Enroliment Report
* You can also click on “Sessions for Enroliment , p
Report” link to run an enrollment report. = [ ot emogrpnc e | s nie |
* Enter report criteria with from/to dates and click i
((Run” Type
T eme—
* When ready to assign child to classroom, click gy Ty Progam 5165
back button to return to Classroom screen c8(J CBRS @ RS SEIT ) e
From Date: To Date: JoDate  JOR0RO
9/1/2014 | [6/302015 doo
Support@CPSEPortal-com Sessions For Enroliment Report




Assigning Children To Classrooms

“

« After saving your changes, you can either go to Back to Classroom List or
Continue Assigning Children.

i Children Assigned Successfully

Return to classroom list, or continue assigning?

Back to Classroom List Continue Assigning Children

W

Support@CPSEPortal.com



* Go to Attendance -> Classroom Management, filter the school sessic

Classroom List

* All additions or updates may be accessed by selecting the following links:

“‘Apply Filter”.

* Attendance may be viewed by clicking on ""Attendance"

# Classroom info, including assigning of teachers/aides, may be updated by clicking "Edit Classroom"
* Children may be assigned or unassigned by clicking "Assign Children"

*

Classrooms may also be deleted by clicking ""Delete Classroom"

E_Filter Classrooms
School Year Session [ 2021 - 2022 Winter  ~ | | Program: Active During (Select Month & Year)
I ~] ~]| ~|
Apply Filter ]
Attendance Class Description School Year Program # Students # Teachers # Aildes

Aftendance - (2:1:0) 2021 - 2022 Winter| 2160 7 1 o] Edit Classroom |Assign Children|Delete Classroom
Attendance M—— 8:1:2) 2021 - 2022 Winter 9100 b 1 O Edit Classroom |Assign Children|Delete Classroom
Attendance ! 2) 2021 - 2022 Winter 2100 7 1 o] Edit Classroom [Assign Children|Delete Classroom
Aftendance | - S (2:1:0) 2021 - 2022 Winter| 9160 6 1 o Edit Classroom |Assign Children|Delete Classroom
Attendance | IS (6:1:1) 2021 - 2022 Winter 9160 4 1 0] Edit Classroom [Assign Children|Delete Classroom
Afdtendance | — (Bi12) 2021 - 2022 Winter 9100 9 1 0] Edit Classroom |Assign Children|Delete Classroom
Attendance | (B1I2) 2021 - 2022 Winter 9160 o 1 O Edit Classroom |Assign Children|Delete Classroom
Aftendance [ - ZIS (4:1:0) 2021 - 2022 Winter 9160 3 1 0] Edit Classroom |Assign Children|Delete Classroom
Attendance (4:1:1) 2021 - 2022 Winter 9160 5 1 O Edit Classroom |Assign Children|Delete Classroom
 Create New Classroom
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Creating a School Schedule
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* GO to Attendance -> Classroom Schedule Maintenance -> By Schedule

Creating a School Schedule

e

* Click drop down on the top Labeled “School Year Session”, and be sure to select the correct school year.

+ The Schedule name must be filled out as well as the start and end dates. Once this is done click the

“Add” button.

+ |f there are alternative locations with a different schedule those can also be entered on this screen.

| Aftendance ‘ Billing Caseluadhl

Classroom Schedule Maintenance

Provider |

- -v|

School Year Session 2021 - 2022 Winter v| |

By Schedule || By Classroom

School Year Session Schedule Name Start Date End Date
2021 - 2022 Winter Winter Break 1212412021 120312021 Edit Schedule| Edit Closure Dates|Add Closure| Apply Schedule to Classroom's Attendance|Delete
2021 - 2022 Winter 2021-2022 School Year 4812021 6/24/2022 Edit Schedule| Edit Closure Dates|Add Closure|Apply Schedule to Classroom's Attendance|Delete

2021 - 2022 Winter

Add




Adding School Closures

Provider | -

By Schedule | By Classroom

v/ School Year Session | 2021- 2022 Winter v |

School closures can be
added ahead of time to

designate holidays or
School Year Session Schedule Name Start Date End Date
p I a n n e d S C h O O l 2021 - 2022 Winter Winter Break 1212412021 1213112021 Edit Schedule| Edit Closure Dates{Add Closure apply Schedule to Classroom's Attendance|Delete
2021 - 2022 Winter 2021-2022 School Year G820 612412022 Edit Schedule| Edit Closure Dates{Add Closure| Apply Schedule to Classroom's Aftendance|Delete
closures/snow days. i i i =
* Click on “Add Closure” Add Closure n
Schedule: 9/4/19-6/26/20 alt
* Add the Date of
Closure as well as a Date Of Closure: (05/25/2020
description and click Description ~ |Memorial Day
the “Ok” button. -
Support@CPSEPortal.com




Editing a Closure Date
-

° ‘ ‘ °
* Click on “Edit o C - 7 v| School Year Session [2021- 2022 Winter v ‘
cosure e
By Schedule By Classroom
» H
Date” to edit
School Year Session Schedule Name Start Date End Date
t h e CI O S u re 2021 - 2022 Winter Winter Break 1272412021 121312021 Edit Schedulg|Edit Closure DatesjAdd Closure |Apply Schedule to Classroom's Attendance|Delete
2021 - 2022 Winter 2021-2022 School Year 9/8/2021 62472022 Edit Scheduls osure Dates| Add Closure|Apply Schedule to Classroom’s Attendance|Delete
d l rea d y 2021-2022 Winter || | Add
entered or
d d Session Name: 9/4/19-6/26/20 alt
d more School Year Session: 201920 WIN
Cl osures. First Day g Class:  09/04/2019 Last Day of Class: 06/25/2020
Start Date End Date Closure Description
113/2020 1/13/2020 MLK Day Edit| Delete
212512020 2/25/2020 Memorial Day Edit|Delete
Support@CPSEPortal.com Add



Applying Schedule to Classroom’s Attendance

Provder | | ScoolYear Session [2021- 2022 Vimer |
Once closures are entered they can be applied
to the schedule to the classroom’s attendance. || s | soisson
* Click on “Apply Schedule to Classroom’s Ghoereso | sk | e | Gl
Attendance” v s | v | eooedsmimwon STRRTSTRH
* On the next screen you can chose the closure -t _| | | |

you want to apply to the schedule. The
Schedule Month will allow for the month to be

» Apply Closures for Month to Child Attendance Records [

chosen. Schedule Month: v
* The closure ttlat ls;’entered for that month will Start Date | End Date | Description
appear press “OK” button. 011320  [01/13720 |MLK Day

* You will then get a successful message.

* This can be done for every closure that has
been entered for the school year.

OK

0 January Schedule Dates applied sucoesshully.

Provicer [EARLY SUCCESS INC | School Year Session |2018 - 2020 Winter |

Support@CPSEPortal.com




Adding Closures to Classrooms

Provider | ACHIEVEMENTS v | School Year Session | 2021 - 2022 Winter v |

B‘)r Schedule B)f Classroom
Classroom Name Description School Year Session | Program | Schedule

Maplewood 9-2 Priscilla Maplewood 9-2 Priscilla 2021 - 2022 Winter 8100 Mot Assigned| Assignj Add ClosurejApply Schedule to Classroom's Attendance |Unassign
sk Th e p rO C e S S | S Maplewood 830-130 Marlene| Maplewood 830-130 MarlenafJessica| 2021 - 2022 Winter 8100 Mot Assigned| Assign|Add Closure| Apply Schedule to Classroom's Attendance |Unassign
. Maplewood 8-1 Heather Maplewood 8-1 Heathar 2021 - 2022 Winter 8100 Mot Assigned| Assign |Add Closure| Apply Schedule to Classroom's Attendance |Unassign
t h e same b utis Maplewood 830-130 Jenna | Maplewood 830-130 Jenna 2021-2022 Winter (9160 Not Assigned| Assign|Add Closure| Apply Schedule to Classroom's Aftendance |Unassign
d d h Maplewood 8-1 Katrina Maplewood 8-1 Katrina 2021 - 2022 Winter 8160 Mot Assigned| Assign |Add Closure| Apply Schedule to Classroom's Attendance |Unassign
O n e u n e r t e Maplewood 9-2 Ruth Maplewood 9-2 Ruth 2021 - 2022 Winter 8160 Mot Assigned| Assign |Add Closure| Apply Schedule to Classroom's Attendance |Unassign

By Classroom Tab , . ,.

| » Add Closure 8]
Schedule: Classroom: AQ -1 AM

Date Of Closure: |05/25/2020

OK
Support@CPSEPortal.com




Adding Closures to Classrooms

ﬂ

’
 Click on Apply Schedule to Classroom Attendance once closures are added.

* Once you Apply the Schedule to Classroom’'s Attendance this creates closure
attendances based upon the schedule you just created.

* These attendances need to be digitally signed, the same way you would previously
sign a Provided or Present session.

Provider | ACHIEVEMENTS v | School Year Session | 2021 - 2022 Winter v

[ By Schedule By Classroom

Classroom Name Description School Year Session Program Schedule
Maplewood 9-2 Priscilla Maplewood 9-2 Prscilla 2021 - 2022 Winter 9100 Mot Assigned|Assign|Add Closurg Apply Schedule to Classroom's AttendancejUnaszsign
Maplewood 330-130 Marlene| Maplewood 830-130 Marlene/Jessica| 2021 - 2022 Winter 2100 Mot Assigned|Assign|Add Closure| Apply Schedule to Classroom's Attendance|Unassign
Maplewood 3-1 Heather Maplewood 3-1 Heather 2021 - 2022 Winter 9100 Mot Assigned| Assign|Add Closure| Apply Schedule to Classroom's Attendance |Unassign
Maplewood 830-130 Jenna |Maplewood 830-130 Jenna 2021 - 2022 Winter 9160 Mot Assigned|Assign|Add Closure| Apply Scheduls to Classroom's Attendance |Unassign
Maplewood 8-1 Katrina Maplewood 3-1 Katrina 2021 - 2022 Winter 9160 Mot Assigned| Assign|Add Closure| Apply Schedule to Classroom's Attendance |Unassign
Maplewood 9-2 Ruth Maplewood 9-2 Ruth 2021 - 2022 Winter 160 Mot Assigned| Assign|Add Closure| Apply Schedule to Classroom's Attendance |Unassion
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Entering Classroom Attendance
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Entering Classroom Attendance

* Go to Attendance -> Classroom Management

# Click on attendance to the right of the classroom

e

[=Filter Classrooms
School Year Session | 2021 - 2022 Winter

~ | Frogram: Active During (Select Month & Year):

vl | vl ~
Apply Filter |

Attendance Class Description School Year Program | # Students | # Teachers | # Aides
ttendance |/ (510 2021 - 2022 Winter 3160 T 1 1] Edit Classroom|Assign Children|Delete Classroom
ttendance — 8:1:2) 2021 - 2022 Winter 9100 2 1 1] Edit Classroom|Assign Children|Delete Classroom
ttendance ! 2) 2021 - 2022 Winter 3100 T 1 1] Edit Classroom|Assign Children|Delete Classroom
ttendance 1 -—— S (2:1:0) 2021 - 2022 Winter 9160 & 1 1] Edit Classroom [Assign Children|Delete Classroom
ttendance I IS (6:1:1) 2021 - 2022 Winter 9160 4 1 ] Edit Classroom |Assign Children|Delete Classroom
ttendance I (2122 2021 - 2022 Winter 9100 9 1 1] Edit Classroom [Assign Children|Delete Classroom
ttendance [ (8:1:2) 2021 - 2022 Winter 3160 0 1 1] Edit Classroom|Assign Children|Delete Classroom
ttendance [ (1:1:0) 2021 - 2022 Winter 9160 3 1 1] Edit Classroom [Assign Children|Delete Classroom
ttendance {4:1:1) 2021 - 2022 Winter 3160 & 1 1] Edit Classroom|Assign Children|Delete Classroom

© Create New Classroom




Entering Classroom Attendance

\

* The date of 5/25/20 is greyed out since we had previously added it as a Holiday and
applied it to the schedule.

« This will be applied to all the children in the classroom.

Enroliment mon M

05/25/20

9/04/19-6/26/20 (CB1920W0107131)
9/04/19-6/26/20 (CB1920W0105819)
9/04/19-6/26/20 (CB1920W0104753)
9/04/19-6/26/20 (CB1920W0105598)
9/04/19-6/26/20 (CB1920W0105099)
9/04/19-6/26/20 (CB1920W0105096)
11/13/19-6/26/20 (CB1920W0107338)
9/04/19-6/26/20 (CB1920W0106004)

Support@CPSEPortal.com




Entering Classroom Attendance

\

« If a child is present single click on the day and it will be highlighted in green.
Green indicates child was present for that day.

« If the child was absent double click on the day and it will change to the color Red.
Red indicates the child was absent for that day.

Tue M1 Wed M1 Thu 4 Fri b

05/26/20 05/27120 05/28/20 05/29/20

Support@CPSEPortal.com Total Sessions: 40




Signing Classroom Attendance

Billing Caseload Maintenance Lookup

+ Classroom attendance can be

GmeltoEm
ememimmE
| emememrseETE
signed by the teacher or an agency eeuyAtensance
CassipmamTs b
[mpmmere
ormmmmemEe

administrator.

* Go to Attendance -> Digital

Attendance

Sign Classroom Attendance h

Support@CPSEPortal.com




Signing Classroom Attendance

—

* This screen shows the attendance you need to review/edit/sign for.

* You can filter by a classroom, month, the county and provider.
* Once you have selected your filter, hit “Retrieve”.

Classroom: Month: County: Provider: Retrieve Sign Attendance

| — ~| | Apr2021 v | [ROCKLAND +] [JEEEED, INC v|

(] Child Name 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
e T _ .

O - L]

O —— - EEN

0 L]

O — L]

O L]

(U e, aswme __-. ---

Support@CPSEPortal.com



Signing Classroom Attendance

* Teachers can delete attendances but you cannot adc n this sc : e your
sign your attendances.

* First, select the attendances you wish to sign for by clicking the box next to each
name.

* Once you have reviewed/edited your attendance, click on “Sign Attendance”
* Read the agreement, enter your pin and click “I agree.”

Classroom: Month: County: Provider: Retrieve Sign Attendance

| — i, v| | Apr2021 v| [ROCKLAND ~] [JEE ), INC v |

(] Child Name 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
- N

O - LI ]

O —— - LI ]

O ] L]

O — ] L]

O ] ]

[ e, auumse __. --- --
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Reports
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Enrollment Lookup Report

* Areport of all enrollments.

———

* GO to Lookup -> Enrollment Lookup

Enrollments

chool Year Session | 2021- 2022 Summer v| County | v|  EcBRS | Search
Provider
First Enroll | RS Indiv Sessions | SEDWeeks | CAENOAT | yirum
Status ESID Last Name Name DOB County | Provider District Type Tipe Start End | Frequency G Program | 1:1 | Rate Billed Enrolled E‘:?;:[:d SESSIONS
CB2122500223% r— 211612016 (" W—w (R T/1212021|8/2012024 |5 hrsfday 01004 N [5537.00/30.00 B 6 Attendances
CBRS212250020430 211612016 ( CBRS ST |7M2/2021 182012021 2630 9100-A 000 1400 B 6 Attendances
UnMatched 41017 E RS PT  (7TH212021(812012021| 230 000 (000 6 § Attendances
UnMatched 41017 E RS ST [711202021|E202021 1630 000 (000 6 § Attendances
(8212250021911 411017 : B T/1212021|8/2012024 |5 hrs/day 91004 N [5537.00/30.00 B B Attendances
CBRS212250020748 411017 : CBRS ST |7M2/2021 182012021/ 1130 9100-A 000 1300 B 6 Attendances
CBRS212250020749 411017 : CBRS  |PT  |7M2/2021 182012021 2630 9100-A 000 1400 B 6 Attendances
CBRS212250020790| Au 41017 Bt ouie o woe |[CBRS  [HLT  [7M212021|812012021|5x15 9100-A 000 (000 6 § Attendances




Enrollment Lookup Report

* Why an unmatched enrollment is not matching the county’s enroliment

* Use this report to find:
+ Attendances on an enrollment

* Why an enrollment isn’t showing up for billing (missing rates)

* Report can be exported to Excel

—

Enrollments
School Year Session | 2021 - 2022 Summer v | County FCERS Search
Provider GRS
EseEr
Ecs
| Calendar
First : - Enroll RS Indiv / . Sessions SED Weeks Maximum
Status ESID Last Name Namie: DOB County Provider District Type Type Start End Frequency G Program | 1:1 | Rate Billed Enrolled E‘:?(;lli:d Sessions
CB212230022336 — 21612016 (T— (B TH2/2021|8/20/2021| 5 hrs/day 9100-A N 5537.00130.00 6 & Attendances
CBRS212250020430 21612016 { CBRS ST TH2/2021| 82002021 | 2x30 9100-A 000 |4.00 6 & Attendances
UnMatched 41112017 E RS PT TH2/2021| 82012021 | 2x30 000 |0.00 6 B Attendances
UnMatched 41112017 E RS ST TH22021 irzmzum 1x30 000 |0.00 6 B Attendances
CB212250021911 41112017 E CB TH2/2021|8/20/2021|5 hrsfday 9100-A N 5537.00/30.00 6 [ Attendances
CBRS212250020788 412017 E CBRS ST TH2/2021|820/2021|1x30 9100-A 000 |3.00 6 i Attendances
CBRS212250020789 412017 E CBRS PT TH2/2021|820/2021| 2x30 9100-A 000 |4.00 6 i Attendances
CBRS212250020780| ALl - 4112017 B e 5. |CBRS HLT TH22021|8/20/2021|5x%15 9100-A 000 |0.00 6 & Aftendances




Enrollments Added by County Report

e

* GO to Reports -> Enrollments Uploaded By County
* Report will give you a listing of enrollments that the county has added to the Portal.

* You can filter by dates added after/before, by school year session or type of enrollment.

County: Provider: School Year Session: (2022 - 2023 Summer v |EACB ECBRS HISEIT RS

Added Aften|:| Added Before:|:| Retrieve

County | Provider Child School Year | From Date | To Date | Enroliment Type | Service Type ESID Frequency | Date Added | Attendance | View
ROCKLAND _! — (202223 SUM Ti4/2022 | 81272022 |RS ST RS222330041381|2x30 5812022 Attendance View
ROCKLAND o 1202223 SUM Ti4/2022 | 8M2/2022 RS PNT RS222350041382 1x30 MONTHLY| 5/M18/2022 Attendance | View
ROCKLAND| M (202223 SUM Ti4/2022 | 81272022 |RS CSL RS2223200413831x30 51812022 Attendance View

Support@CPSEPortal.com




Enrollment Assignments Report

* You can search by school year or Provider.

* Easy way to access child enrollment information.

Go to Reports -> EnroneM

* You can also assign or remove therapists from assignments by
clicking “Edit Assignment”. This will bring you to the Assign Child’s
Therapist(s) and Service Provider(s) screen.

Enroliment Assignments

_Filters

I 7 P

School Year:| 2021 - 2022 Summer v | | Provider| = v @issing Assignments Only | Retrieve

LastName | FirstName | Electronic Service D | Related Service Code Provider County District FromDate | ToDate | Frequency | Individual Or Group | Therapist Last Name | Therapist First Name ‘
. CBRS212250035720 (0T [ A s SAUGERTIES CSD (07/05/2021 |08/13/2021|1x30 | Edit Assignment
| CBRS212230036189  |ST SAUGERTIES CSD (07/05/2021 |08/13/2021|2x30 | Edit Assignment
| CBRS212230036190  |ST1 SAUGERTIES CSD (07/05/2021 |08/13/2021|1x30 G Edit Assignment
[ CBRS212230036191  |OT SAUGERTIES CSD (07/05/2021 |08/13/2021|1x30 | Edit Assignment




click “Details”.

How to Find an ESID #

* GO to Lookup -> Child Lookup, search child’s name or ¢

Child Lookup

Hame (Last,First)|a|\.- | | Search | [Hide Advanced Search options ]
oclmol‘r’eaq v| CDLI'I’IIH v| Provid: vl iSil'iCtl vl
Child Number| AC D] || Electronic Sevice D[
Add Unmatched Child
Child Number | Last Name | FirstName | DOB | CIN District County | MatchStatus
C62000182949 |ALVE - 214/2018 KINGSTON CITY SD| . |County Record Detail5|
Enroliments l Written Orders I Documents
View Information for School Year: | 2021 - 2022
Strikethrough = The county deleted this enrollmg
Status School Year From To ESID Provider Enroliment CB Program Service Frequency Individual Or Group
2021 - 2022 Winter 1/31/2022  |6/24/2022  |CBRS2122W0036073 CBRS om 1x30 Attendances | Details
2021 - 2022 Winter 1/31/2022  |6/24/2022 |CBRS2122W0036101 s CBRS (0] 1x30 Attendances | Details
2021 - 2022 Winter 1/3/2022 6/24/2022  |CB2122W0003636 CB Classroom (9160-1) 5 hrs/day Aftendances | Details
2021 - 2022 Winter 1/3/2022 6/24/2022  |CB2122W0009637 - CB 1:1 Aide/Nurse 5 hrs/day Attendances | Details
2021 - 2022 Winter 113/2022 1/30/2022  |CBRS2122W0036064 CBRS (o] 230 Aftendances | Details
2021 - 2022 Winter 1132022 6/24/2022  |CBRS2122W0036065 e 1 2 8 & CBRS PSY 1x30 Attendances | Details

Support@CPSEPortal.com




How to Find an ESID #

* You can also go to Lookup -> Enroliment Lookup

Enrollments
School Year Session | 2021 - 2022 Summer v | County BCBRS  Search
Provider | M v/ MRS
fsET
fcs
First Enroll | RS indiv | Sessions | SEDWeeks |  CA€NGar |y imum
Status ESID Last Name Name DOB County | Provider District Type Type Start End Frequency G Program | 1:1 | Rate Billed Enrolled E\::e;lltesd Sessions
CB212250022336 — 211612016 | o— |cB 711212021 |87202021 5 hrsiday 91004 [N |5537.00/30.00 § § Attendances
CBRS212250020430 211612016 ( CBRS ST [7112/2021(812012021| 2:30 9100-A 000 400 6 6 Attendances
UnMatched 411017 ; RS PT (71122021 (82002021| 230 000 000 6 B Attendances
UnMatched 411017 ; RS ST |71122021/E1202021 ) 1430 000 000 6 6 Attendances
CB212250021911 411017 ; CB 711272021 |87202021 5 hrsiday 01004 N [5537.00{30.00 § § Attendances
CBRS212250020788 4141R017 [ CBRS ST [7112/2021(812012021| 130 9100-A 000 (300 6 5 Attendances
CBRS212250020789 411017 ; CBRS  |PT  [711272021|812012021| 230 9100-A 000 400 6 6 Attendances
CBRS212250020790] w - 411017 Eio. ivemv e wow |CBRS  |HLT  [7r1202021[8r2012021|5x15 9100-A 000 000 6 § Attendances

Support@CPSEPortal.com
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Closing
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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 —

* The Knowledge Base provides numerous articles,
trainings, webinars and other pertinent
information that will help answer your questions
before having to contact Portal support.

* You can simply click the Knowledge Base tab in the
Portal or you can go to:

* http://support.cpseportal.com/kb

Support@CPSEPortal.com

Knowledge Base

e

‘ePORTAL
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Home Knowledge Base  Community

Knowledge Base



http://support.cpseportal.com/kb

Knowledge Base Links

\‘

« All articles on Unmatched Children and Unmatched Enrollments:
* http://support.cpseportal.com/kb/c11/enrollments.aspx

* Entering Unmatched CBRS Enrollments:
* http://support.cpseportal.com/kb/a254/entering-unmatched-cbrs-enrollments.aspx?KBSearchiD=16570

* Assigning Children to Therapist:
* http://support.cpseportal.com/kb/a34/assign-children-to-therapist.aspx?KBSearchID=19809

* Classroom Management
* http://http://support.cpseportal.com/kb/a42/classroom-management.aspx

Support@CPSEPortal.com
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Knowledge Base Links

\‘

* Creating a School Schedule

* http://support.cpseportal.com/kb/a228/creating-a-schedule-for-the-school.aspx?KBSearchID=16564
* Entering Classroom Attendance

*  http://support.cpseportal.com/kb/a227/entering-classroom-attendances.aspx?KBSearchlD=16571
* How to Look Up a Child by ESID #:

* http://support.cpseportal.com/kb/a178/how-to-look-up-a-child-by-esid-.aspx?KBSearchlD=19810
* Enrollments Added by County Report:

* http://[support.cpseportal.com/kb/a182/enrollments-added-by-county-report.aspx?KBSearchlD=19788



http://support.cpseportal.com/kb/a228/creating-a-schedule-for-the-school.aspx?KBSearchID=16564
http://support.cpseportal.com/kb/a227/entering-classroom-attendances.aspx?KBSearchID=16571
http://support.cpseportal.com/kb/a178/how-to-look-up-a-child-by-esid-.aspx?KBSearchID=19810
http://support.cpseportal.com/kb/a182/enrollments-added-by-county-report.aspx?KBSearchID=19788

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
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