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CB Agency Case Management
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Looking Up Children



Child Lookup

Go toLookup-> ChildLookup.

o] OAO OEA OOAOQOO 1 ~E
and clickSearch.

* Find the child and clicetalils.

*

Wildcard searches can be done by
OOEI C Obbo Ad8 3 AAC
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

-

*#1 EAE O3EIl x | *
Child Lookup
Name (Last.First)| | Search

[ Hide Advanced Search options |

* School Year

* County

* 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 Add Unmatched Child
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Unmatched Children and Unmatched Enrollments



Unmatched Children & Enrollments
\

* Typically, all information about a child and the services they are receiving are entered by the
County and uploaded into CP3Fortal.
* However, an agency canreate atemporary childand temporaryenrollment records.
* These are created when the County is delayed in enteruoaga.

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

</ TAA OEA #1 O1 OUu OPIT AAO OEA 1 £ZFZEAEAI EIT A
records to the County created record. Whematching the recordsany data entered for the

temporary record is movedver to the County createdrecord and then the temporary one is
deleted.

*YT #03% 01 OOAT h OEAOA OAI P OA OWnMatcBebdABA A E |
* Unmatched children do not have an ESH

Support@CPSEPortal.com




Enrollment & ESID
-’

x The enrollment should correspond to a unique approved service on the IEP.
Separate enrollmentdor
x Different service types (OT vs PT vs)ST

x 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

% Individualvs Group (if the CPSE determine a child should receive some individual and
some group of the same service type, they should be separate enrollmgnts

x EachCounty created enrollment has a unique identifier called an Electronic
Service ldentifier or ESID for short. This is how we referem®oliments

x For HIPPA reasons]o not email child names use theESID, the Child Number,
the STAC ID

Support@CPSEPortal.com
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Support@CPSEPortal.com

Creating an Unmatched Child

* Goto Caseload Maintenance UnmatchedChildrenA |

B OBA T

IEAIA K

Mddd AABABAOO Q DPEITA

Add Child

Provider [

County |

v| District |

Last Namg| |

DOB | cender[ |

| First Name |

| mi[]

Address1 |

City |

| State | New York

Home Phone |

SEDSTACID |

| Address 2 | |

v| Zip | |




Home

File Transfer

Editing an Unmatched Child

Activities

eSTACs

Aftendance

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 toCaseload Maintenance Unmatched Children
* You cankedit:
* #EEI A8 O Al A
*  Date of Birth
*  District
* # | ESAEEA Ad@gade your changes.
Unmatched Children Add Child
Child Number Last Name First Name Mi pos | County District Address1 | City | State | Zip HomePhone
(62000210698 || || |Nolan 'KINGSTONCITYSD  v| | Enroliments|Attempt Match| Update  Cancel

Support@CPSEPortal.com



Adding an Unmatched Enrollment

* You can add an Unmatched Enrollme

County created child or an Unmatched Child (created by s I i
the provider).

* For an Unmatched Child:
* You can use th&Jnmatched Childrempage or
* You can go to theAdd/Edit Unmatched Enrolimentsage.

* For a Countycreated child, you can only use the
Add/Edit Unmatched Enrolimentsage.

Support@CPSEPortal.com



Adding Unmatched Enrollments

from the Unmatched Children Screen

* YoucanaddAT AT OT 111 AT O AUOITAEI
child (CB, RS or SE®hly).

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 | HomeFhone *

C62000210698 Nolan 127712018 KINGSTON CITY SD Enroliments|Attempt Match| Edit Delete

%l OAO A1l AAOA 11 OEA AILATE Ol x AT A Al

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

(Center Based, Related ServiceSEIT)

Go toCaseload Maintenance Adc
*3AAOAE AEEI Ad éeIeTcﬁé‘Lunmmsmnmm

MName [LﬂSt,Fir&tH Type Name>SEARCH Search | [ Show Advanced Search options |

* Fill in all of the pertinent information in the table:
* Provider, Session, From/To Dates, Enrollment Type, RS Type, | or G, Units, Minutes, Timespan)
“#1 EMdE® O

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

CB/RS OTIPTIST FREGQUENCY/DURATION
Provider Session From To Enroliment Type | RS Type | lorG | Units | Minutes | Timespan
v] | v | | ' ' v i v | |l | |[Weeky ¥ | | Add

Support@CPSEPortal.com



Adding an Unmatched Enrollment

(CenterBasedRelatedService)

1 EOAO UIT O AOAAOA OEA #" Ol I AOCAEAA Al O]
the CBRS unmatched enrollments.

* REMEMBER all of your unmatched CBRS enroliments will need to be under the
unmatched CB enrollment.

I:
AMBROSE, FREDRIC ~ County: ULSTER  District HIGHLANDCSD  DOB: 41612017  pago Search

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

LEARNING TOGETHER, INC. 2023 - 2024 Winter 9/5/2023 62112024 CB G 2.00 300 |Weekly Edit = Attempt Matcljj Add CBRS | Delete

| LEARNING TOGETHER, INC. ¥|

| < |

| | | v v ] | Weekl v) Add

Support@CPSEPortal.com



Adding an Unmatched Enrollment

(Center Based Related Service)

* This will show the unmatched CB enrollment at
unmatched enrollments will be added at the bottom.

Ju—
CB Enroliments Unmatched CB Enroliment for Fredric Ambrose
Session | ~ |Provider [ LEARNING TOGETHER, INC. ~|  County Last Name | | First Name | | poB[ ] et Eler
County District ElectronicServicelD Provider Program Start Date End Date
ULSTER HIGHLAND CSD  §_|AMBROSE FREDRIC LEARNING TOGETHER. INC. -G 09/05/2023 06/21/2024 Select
e ———— e ——
Showing top 25 results...
Included Services for AMBROSE, FREDRIC Enter the CBRS Unmatched Enroliments(s) for Fredric Ambrose
ElectronicServicelD From To RS Type | lorG Units Minutes Timespan
CPSECBRS0000124607|9/5/2023 6/21/2024 PT | 2.00 30 WEEKLY Edit Delete
[9/5/2023 | |[6/21/2024 | || v | v ] | 1 | |[WEEKLY ~| Add




Adding an Unmatchecenroliment

(For Center Based Related Services
o

After the Unmatched CB Enrollment has been createghu can alsareate the CBRS
by going to Caseload Maintenance CBRXnrollments.

e o
Complete all of the informationneeded to search: :
* Session, County, Last Name, First Name & DOB and sec

CB Enrollments
Session | v |Provider | v|  County Last Name | | First Name | | DOB[ || Search | Clear
i t i i 1 t

Support@CPSEPortal.com



Adding an Unmatched Enrollment

(For Center Based Related Services)

CB Enrollments Unmatched CB Enroliment for Fredric Ambrose
Session | v | Provider [LEARNING TOGETHER, INC. v|  County Last Name | | First Name | | pos[ | Search..| [Cless
County District AL ElectronicServicelD Provider Program Start Date End Date
ULSTER HIGHLAND CSD  §_|AMBROSE FREDRIC LEARNING TOGETHER, INC. -G 09/05/2023 06/21/2024 Select
Showing top 25 results.
Included Services for AMBROSE, FREDRIC Enter the CBRS Unmatched Enroliments(s) for Fredric Ambrose
ElectronicServicelD From To RS Type | lorG Units Minutes Timespan
CPSECBRS0000124607(9/5/2023 621/2024 PT | 2.00 30 WEEKLY Edit Delete

19552023 | |[6i21/2024 |

Al

] |l Il | |[WEEKLY w]| | Add




CompletedUnmatchedEnroliment for

Center Based and Center Based Related Service

CB Enroliments Unmatched CB Enrollment for Fredric Ambrose

Session | v |Provider [LEARNING TOGETHER, INC. ~|  County Last Name | | First Name | | pos[ ] et Clear
County District Last Name First Name ElectronicServicelD Provider rogra Start Date End Date
ULSTER  |HIGHLAND CSD AMBROSE FREDRIC LEARNING TOGETHER, INC. -G J09/05/2023 06/21/2024  |Select
“"-——-—l/

Showing top 25 results...

Included Services for AMBROSE, FREDRIC Completed Unmatched CBRS Enroliment(s) for Fredric Ambrose
Electronic ServicelD From To RS Type | lorG Units Minutes Timespan
CPSECBRS0000124607|9/5/2023 5/21/2024 PT | 2.00 30 WEEKLY Edit Delete
CPSECBRS0000124608|9/5/2023 6/21/2024 OT1 G 1.00 30 WEEKLY Edit Delete
CPSECBRS0000124609|9/5/2023 6/21/2024 ST | 4.00 45 WEEKLY Edit Delete
CPSECBRS0000124610(9/5/2023 5/21/2024 PNT | 1.00 30 MONTHLY Edit Delete
[9/5/2023 | |[pr21/2024 | || I | ] | |[WEEKLY ~]| | Add
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Assigning Therapist to Children



Assigning Enrollments tal herapist

(Assign multiple children to one therapist)

* Go toCaseload Maintenance Caseload

“3A1 ARO OEAOAPEOO Oir@ _ |
L oo - o ~ Provider | ~v|  School Year Session | 2021-2022 Winter | Person: | v|  Retrieve
AT A Al EAE 0O2AO00EAOAL — - ___T_J{

OEAOAPEOOS O AAOQAT T AAS
* # 1 EANIENe® Assignment§ AN Assiommen

“&EI OAO AU %l OI 11T AT O 4UPAh Rekiov®E OA AWDEAIC
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 Enroliments to Therapist

3 A1 ARG OEA AT 0il1ii Al 00 OGEAO Ul O Assigh O
3AIl AAOAA 41 ¢+ 4EAOADEOOGO . Al AYvyods
* Click02 AOOOT OforeturA 1 fé grekidud therapist search page.




