
CPSE Portal  
CB Agency Case Management



Looking Up Children
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Child Lookup
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*Go to Lookup -> Child Lookup.

*%ÎÔÅÒ ÔÈÅ ÓÔÁÒÔ ÏÆ ÔÈÅ ÃÈÉÌÄȭÓ ÌÁÓÔ ÎÁÍÅ 
and click Search.

*Find the child and click Details.

*Wildcard searches can be done by 
ÕÓÉÎÇ ȰϷȱ  ÅØȢ 3ÅÁÒÃÈ ȰϷÓÏÎȱ ÒÅÔÕÒÎÓ 
Wilson, Sampson, Thompson, etc.



*#ÌÉÃË Ȱ3ÈÏ× !ÄÖÁÎÃÅÄ 3ÅÁÒÃÈ ÏÐÔÉÏÎÓȱ ÔÏ ÓÅÅ ÁÄÄÉÔÉÏÎÁÌ ÓÅÁÒÃÈ ÃÒÉÔÅÒÉÁ:

*School Year

*County

*Provider

*District

*STAC ID #

*Electronic Service ID #

Child Lookup Advanced Search
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Unmatched Children and Unmatched Enrollments
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*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.

*/ÎÃÅ ÔÈÅ #ÏÕÎÔÙ ÕÐÌÏÁÄÓ ÔÈÅ ÏÆÆÉÃÉÁÌ ÉÎÆÏÒÍÁÔÉÏÎȟ ÔÈÅ ÁÇÅÎÃÙ ÃÁÎ ȰÍÁÔÃÈȱ ÔÈÅ ÔÅÍÐÏÒÁÒÙ 
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.

*)Î #03% 0ÏÒÔÁÌȟ ÔÈÅÓÅ ÔÅÍÐÏÒÁÒÙ Ⱦ ÐÌÁÃÅÈÏÌÄÅÒ ÅÎÔÒÉÅÓ ÁÒÅ ÒÅÆÅÒÒÅÄ ÔÏ ÁÓ ȰUnMatchedȱȢ

*Unmatched children do not have an ESID #.
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Unmatched Children & Enrollments



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 enrollments)

×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 STAC ID
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Creating an Unmatched Child

*Go to Caseload Maintenance -> Unmatched Children ÁÎÄ ÃÌÉÃË ȰAdd Childȱ

*&ÉÌÌ ÉÎ ÔÈÅ Ȱ!ÄÄ #ÈÉÌÄȱ ÓÃÒÅÅÎ ÁÎÄ ÃÌÉÃË ȰAddȱ ɉÁÄÄÒÅÓÓ Ǫ ÐÈÏÎÅ Π ÁÒÅ ÏÐÔÉÏÎÁÌɊ
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* Go to Caseload Maintenance -> Unmatched Children
* You can Edit:
* #ÈÉÌÄȭÓ .ÁÍÅ
* Date of Birth
* District

*#ÌÉÃË Ȱ5ÐÄÁÔÅȱto save your changes.
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Editing an Unmatched Child



*You can add an Unmatched Enrollment to either a 
County created child or an Unmatched Child (created by 
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.
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Adding an Unmatched Enrollment



*You can add ÁÎ ÅÎÒÏÌÌÍÅÎÔ ÂÙ ÃÈÏÏÓÉÎÇ ÔÈÅ Ȱ%ÎÒÏÌÌÍÅÎÔÓȱbutton on your unmatched 
child (CB, RS or SEIT only).

*%ÎÔÅÒ ÁÌÌ ÄÁÔÁ ÏÎ ÔÈÅ ÂÌÁÎË ÒÏ× ÁÎÄ ÃÌÉÃË Ȱ!ÄÄȱ
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Adding Unmatched Enrollments 
from the Unmatched Children Screen



*Go to Caseload Maintenance -> Add/Edit Unmatched Enrollments

*3ÅÁÒÃÈ ÃÈÉÌÄȭÓ ÎÁÍÅȟ ÁÎÄ ÃÌÉÃË ȰSelectȱ

*Fill in all of the pertinent information in the table: 
*Provider, Session, From/To Dates, Enrollment Type, RS Type, I or G, Units, Minutes, Timespan) 

*#ÌÉÃË ȰAddȱ 
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Adding an Unmatched Enrollment
(Center Based, Related Service & SEIT)



*!ÆÔÅÒ ÙÏÕ ÃÒÅÁÔÅ ÔÈÅ #" ÕÎÍÁÔÃÈÅÄ ÅÎÒÏÌÌÍÅÎÔȟ ÎÏ× ÃÌÉÃË ÏÎ Ȱ!ÄÄ #"23ȱ ÔÏ ÁÄÄ ÁÌÌ ÏÆ 
the CBRS unmatched enrollments. 

*REMEMBERɀall of your unmatched CBRS enrollments will need to be under the 
unmatched CB enrollment.
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Adding an Unmatched Enrollment
(Center Based Related Service)



*This will show the unmatched CB enrollment at the top, and all of the CBRS 
unmatched enrollments will be added at the bottom.
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Adding an Unmatched Enrollment
(Center Based Related Service)



*After the Unmatched CB Enrollment has been created, you can also create the CBRS 
by going to Caseload Maintenance -> CBRS Enrollments.

*Complete all of the information needed to search:

*Session, County, Last Name, First Name & DOB and search.
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Adding an Unmatched Enrollment
(For Center Based Related Services ONLY)
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Adding an Unmatched Enrollment
(For Center Based Related Services)
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Completed Unmatched Enrollment for
Center Based and Center Based Related Services



Assigning Therapist to Children
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*Go to Caseload Maintenance -> Caseload

*3ÅÌÅÃÔ ÔÈÅÒÁÐÉÓÔ ÕÎÄÅÒ Ȱ0ÅÒÓÏÎȱ ÄÒÏÐÄÏ×Î 

ÁÎÄ ÃÌÉÃË Ȱ2ÅÔÒÉÅÖÅȱȢ  4ÈÉÓ ×ÉÌÌ ÂÒÉÎÇ ÕÐ ÔÈÅ 

ÔÈÅÒÁÐÉÓÔȭÓ ÃÁÓÅÌÏÁÄȢ

*#ÌÉÃË ȰAdd New AssignmentȱȢ

*&ÉÌÔÅÒ ÂÙ %ÎÒÏÌÌÍÅÎÔ 4ÙÐÅȟ 3ÅÒÖÉÃÅ 4ÙÐÅȟ ÏÒ ,ÁÓÔ .ÁÍÅ ÁÎÄ ÃÌÉÃË ȰRetrieveȱ ÔÏ ÂÒÉÎÇ ÕÐ ÁÎÙ 
enrollments that fit the filter description. 

Assigning Enrollments to Therapist
(Assign multiple children to one therapist)



*3ÅÌÅÃÔ ÔÈÅ ÅÎÒÏÌÌÍÅÎÔÓ ÔÈÁÔ ÙÏÕ ×ÁÎÔ ÔÏ ÁÓÓÉÇÎ ÔÏ ÔÈÉÓ ÔÈÅÒÁÐÉÓÔȟ ÁÎÄ ÃÌÉÃË ȰAssign 
3ÅÌÅÃÔÅÄ 4Ï ɍ4ÈÅÒÁÐÉÓÔȭÓ .ÁÍÅɎȱȢ

*ClickȰ2ÅÔÕÒÎ ÔÏ #ÁÓÅÌÏÁÄȱ to return to the previous therapist search page. 

Assigning Enrollments to Therapist


