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How To Look Up Children In The Portal



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

Search

!

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
* You can also lookup children by other information. \’

* Click “Show Advanced Search options’ to see additional search criteria:
* School Year

* COUﬂty Child Lookup
. Name (Last,First)| | Search | [Hide Advanced Search options ]
* Provider
*+ District
* STACID #

+ Electronic Service ID #

Child Lookup
Name (Last,First)| | Search [Hide Advanced Search options ]

School Year[ v County ) Provider| V) District

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

Add Unmatched Child

Support@CPSEPortal.com
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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 into
eSTACs by the school district. The County then uploads from their Preschool system into the
CPSE Portal.

* However, an agency can create a temporary child and temporary enroliment records.
* These are created when the school district 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 and ESID #

(Electronic Service ID Number)

\

* The enrollment should correspond to a unique approved service on the IEP.

* There will be enrollments for:
+« Different Service Types (OT vs PT vs ST)

+« Different frequencies (1X30 vs 1x45 vs 2x30)

# Individual vs Group (if the CPSE determines 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
|dentifier or ESID for short. This is how we reference enrollments.

Support@CPSEPortal.com
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Creating Unmatched Children



Creating an Unmatched Child

Under the Lookup Tab
+ You can add an Unmath-

* GO to Lookup -> Child Lookup and search for the child.
 If the child is not in the Portal, you can then click on “Add Unmatched Child”.

Child Lookup
Name (Last,First)| ~4~ Search [ Hide Advanced Search options ]
School Year | County v Pigie V] District

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

Add Unmatched Child

Support@CPSEPortal.com



Creating an Unmatched Child

Under the Caseload Maintenance Tab

\

Provider [ N v
* GO0 to Caseload Maintenance -> county | District\‘ ‘ v .
° . o Last Name First Name Ml
Unmatched Children and click “Add Child” o8 | ] comer[]
* Fill in the “Add Child” screen and click Address 1 | | Address 2 | |
“Add” (address & phone # are optional) B I | jsite[NewYor ] zp| '
* The child will then be given a child #. SEDSTACID | |

Support@CPSEPortal.com



Unmatched Children

Editing an Unmatched Child

Add Child
Child Number | Last Name | First Name | Ml DOB Gender | County District Address1 City | State | Zip | HomePhone
C14000241462 |[LACY WORY 10/1/2019 |'m ERIE Cheekiowaga-Sloan Enrollments| Attempt Match| Edit Delete
C40000198044 |(PEARCE BERYL 11M152018|F MNIAGARA | NIAGARA FALLS CITY 5D Enroliments| Attempt Match Edit Delete
C40000190740 |[RANGEL LANDON 202372017 M MNMIAGARA | NORTH TONAWANDA CITY 5D Enroliments| Attempt Match| Edit Delete
* Go to Caseload Maintenance -> Unmatched Children
*  You can Edit:
*  Child’s Name
* Date of Birth
*  District
H (13 V24
#  Click “Update” to save your changes.
Unnﬁlched Children Add Child
Child Number Last Name First Name 1] DOB Gender | County District Address1 | City | State | Zip HomePhone
14000241462 |[LACY ||[IVORY | 110172019 m | ERE | Cheektowaga-Sloan v/ | ||Enroliments |Attempt Maich| Update  Cancel
40000198044 |PEARCE BERYL 1/15/2018 F NIAGARA | NIAGARA FALLS CITY SD Enrollments |Atiempt Match| Edit Delete
40000190740 |RANGEL LANDON 22312017 M NIAGARA NORTH TONAWANDA CITY SD Enrollments |Atiempt Match| Edit Delete
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Creating Unmatched Enrollments

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 Unmatched Enrollments

from the Unmatched Children Screen

* You can add an enrollment by choosing the “Enrollmen atched
child (RS or SEIT). Go to Caseload Maintenance -> Unmatched Chtldren

ﬁnmatched Children  a44child

Child Number | LastName | FirstName | Ml | DOB | Gender | County District Address1 | City | State | Zip | HomePhone

14000241462 |LACY IVORY 10/1/2019 |m ERIE Cheektowaga-Sloan Enrollments| Attempt Match| Edit Delete

+ Enter all data on the blank row and click “Add”’

Unmatched Enroliments

LACY,IVORY  County: ERIE  District Cheektowaga-Sloan  DOB: 10/1/2019 Bode tearch

SEIT/RS  OTPTIST FrequencyiDuration
Provider Session From To Enroliment Type | RS Type | lorG Units Minutes | Timespan
BUFFALO HEARING & SPEECH CENTER, INC 2023 -2024 Winter ~|9/1/2023 6/30/2024 RS ST | 2.00 30 Weekly Edit = AtiemptMatch| | Delete

|BUFFALG HEARING & SPEECH CENTER, INC V|

(<]

| |l (I vl v ] |l | |[Weekly v| Add




Adding Unmatched Enrollments

from the Add/Edit Unmatched Enrollments Screen

* You can also go to Caseload Maintenance -> Adc

* Search child’s name, and click “Select” Unmatched Enroliments

o . . . o o Name (Last First) > Search | [ Show Advanced Search options |
« Fill in all of the pertinent information in the table: ore L1711 Type Name> SEARCH

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

+ All of the information entered should match the IEP.

Unmatched Enrcllments

LACY, 'WORY County: ERIE District: Cheektowaga-Sloan DOB: 112012 | Rpedo Search

Prowvider Session From To

BUFFALO HEARING & SPEECH CENTER L INC 2023 - 2024 Winter 12023 S/30/2024 Edit Attempt Match Delete

[BUFFALO HEARING & SPEECH CENTER, INC ~| ||

~1 |l I J

Add

OoOT1 /PT1 /ST1 are group services
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Assigning Therapist and Children



Assigning Enrollments to Therapist or

Assign Therapist to Child
o

* This function can be done two different ways.

* 1. The agency can select the therapist, and assign children to the therapist’s caseload by
choosing specific students.

* This is very helpful at the beginning of the school year when there are many children that need to
be assigned to the therapist.

* 2. The agency can select one child, and assign each therapist to the specific service.

* This is more common when there is a new student entering during the year.

* Therapist’s must be assigned to the child/enrollment in order for the therapist to
create session notes.

Support@CPSEPortal.com



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

Filter By
’7P rovider

Retrieve

* GO to Caseload Maintenance -> Caseload
# Select therapist under “Person” dropdown

nnnnnnnnnnnnnnnn

and click “Retrieve”. This will bring up the

therapist’s caseload.
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# Click “Add New Assignment”.

« 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 Dana™ " for the 202425 WIN session

Fitter By...
Enrollment Type: | (Any Enrollment Type) v | Service Type: |(All Service Types) v | Last Name: |
ltems Per Page |50 v| lR . l

Assign Selected to Dana Return to Caseload




Assigning Enrollments to Therapist

+ Select the enrollments that you want to assign to this t
Selected To [Therapist’s Name]”.

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

Support@CPSEPortal.com

L\\:' Filter By. ..
Enroliment Type: | (Any Enrollment Type) v | Service Type: [PT ~| Last Name: |
ltems Per Page
Assign Selected to Dana Return to Caseload
Status Last Name First Name ESID From To Enroliment Type | RS Type Freq VG Provider County | District

[ aH CBRS2425W0I Qre2024 11/24/2024 CBRS PT 2 00x 30 WEEKLY | | ERIE Buffalo Attendance
(] AH CBRS2425W0OI 117252024 | 6/26/2025 CBRS PT 1.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] AH CBRSZ2425W0I 11/25/2024 | 6/26/2025 CBRS PT 1.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] MDA CBRS2425W0O QMTI2024 |10/20/2024 CBRS PT 2.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] WHAM CBRS2425WO 9/9/2024 11/24/2024 CBRS PT 2.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] WHAM CBRSZ2425W0I 11/25/2024 | 6/26/2025 CBRS PT 2 00x 30 WEEKLY | | ERIE Buffalo Attendance
(] 2 CBRS2425W0O1 e2024 12/31/2024 CBRS PT 3.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] 2l CBRSZ2425W0I 1272025 5/26/2025 CBRS PT 3.00x 30 WEEKLY | | ERIE Buffalo Attendance
[ 1ARD CBRSZ2425W0I Qe2024 11/24/2024 CBRS PT 2 00x 30 WEEKLY | | ERIE Buffalo Attendance
(] OM CBRS2425W0O1 62024 11/24/2024 CBRS PT 2.00x 30 WEEKLY | | ERIE Buffalo Attendance
(] OMN CBRSZ2425W0I 11/25/2024 | 6/26/2025 CBRS PT 2.00x 30 WEEKLY | | ERIE Buffalo Attendance




Assigning Children to Therapist

(Assign one child to multiple services)

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

3 Select a Child

ame (Last,First”ace, cl | Search [ Show Advanced Search options ]
Child Number | Last Name First Name DOoB CIN District County
ct|C14000107823 |ACEVEDO CLAYTOM 1/22/2015 Buffalo ERIE

sk Search for Child’ and then Click “SeleCt”. Select|C14000157818 |[ACEVEDO |CLAYTOM 12/1/2016 Grand Island|ERIE

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

Select a Child
ACEVEDO, CLAYTON  County: ERIE  District: GrandIsland DOB: 12/1/2016 Redo Search

elect an Enrollment

Service ID Enroliment Type | Service Type | Frequency | From Date | To Date | /G | Assigned Therapist/Service Provider
Select|RS1920W0103028 RS ST 2x30 oM2/2020 602020 | |

Support@CPSEPortal.com




Assigning Children to Therapist

* Select a therapist from the Available Therapists section,
Therapist(s)/Service Provider(s)”. You can have more than one therapist assigned.

* To remove assigned therapists, select the therapist from the Assigned Therapists
section, and click “Remove Therapist”.

Select a Child

JWCEVEDO, CLAY TOM County: ERIE District: Grand Island DOB: 12/1U2016 | Redo Search
Select an Enrocllment
[ [ Service ID [ Enrciime nt Type | Service Type | Frequency | From Date | To Date | WG | Assigned Therapist/Service Provider
|select [ RS1920VvWO105028| RS [ ST |2x30 |SMzr2020 |6ra3ovz0z0 |
Assigned Therapists Available Therapists
[ [ Last Mame | First Mame | NP1 lr [ | Last Name First Name NP1 e~
|D |aNDRADE  [ALAN [17v202434905 | O |ABRAHAM  |[ALETHA 216193725 o
[ | ABRAMS JACQUELIN | 1003208976
[ [AcKERMAMN GEMNE 13165438575
[ | ADKINS ABEL
] [AHMED RETA 639581416
O | ALBRIGHT  [TOMJ A 09313989
O [ALLISOMN ADRIANM 1275958043
C [ARIAS ALEC 0 | 13268465626
O [arROYO HKACIE 1215201017
] [AasHBY ZEMAIDA 1407018525
[ [svaLos HRISTAL 1124200761
| AL, ALl 1194088799
| AWVILES ZULmMA 1073060901
O | BALLARD SELA 0 |1538473822
[ BAROMN ERA -
w eeeeeeeeeeeeee : _
Add Therapist{s)/Service Prowvider(s)
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Matching Children



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”.

Unmatched Children

Add Child
Child Number Last Name First Name i DoB Gender County District Address1 City State Zip HomePhone
C14000241462 LACY PNORY 10/1/2012 'm ERIE Cheektowaga-Sloan Enrcliments|Attempt Match Edit Delete
C40000158044 PEARCE BERYL 11152018 |F NIAGARA | NIAGARA FALLS CITY SD Enrollments|Attempt Match Edit Delete
C40000190740 |RANGEL LANDOMN 2/23/2017 |M NIAGARA | MORTH TONAWANDA CITY SD Enrollments|Attempt Match Edit Delete
o [ ] L]
-
* Oryou can “Attempt Child Match’ from the Caseload Maintenance -> View
Unmatched Enrollments screen.
n%Inrrlatq:he\t:l Enrollments
School Year| Al School Years ~ | Retrieve
County Child Number Last Name First Name DOoOB School Year From To Ty pe Service Drescription
MNIAGARA | C4000017 229209 CROSS PATS™Y 101316 | 202021 OF/0S/20|0814/20| CBEBRS PMNT 110 MOMNTHLY | Attendances Delete
ERIE 14000241462 LA™y 'O RN 10119202324 O9/01/23 |06/ 3024 | RS ST 2x30 Altendances|Attempt Child Match Delete
NIAGARA (C40000151478 LUDWIS LAUREEMN 12/14516| 202021 O7/06/20 |08/ 14,20 CBRS  |ST1 S5x120 Attendances Delete
MNIAGARA | C40000703114 LUTE FATC A 052415 | 202021 OF/0S/20|0814/20| CBEBRS PMNT 110 MOMNTHLY | Attendances Delete




Matching Children

* The top of the screen will show the unmatched information you entered for the child.
* The bottom of the screen shows the potential County matches.

* Make sure the child you are selecting to match is the correct one and click “Select”.

F
Match Child Against County-Imported Child

Agency information —
County: Albany  Disirict. ALBANY CITY SD  DOB: 11/13/2020

Potential Matches: County information <

Showing children matching the DOB, and with the same first and last name.
LastName | FirstName | Ml | DOB | County District Address1 City | State | Zip | Home Phone
~ AYSON 11/13/2020|Albany  |ALBANY CITY SD ALBANY|NY  |"

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!”’

lb1L|eatch Child Against County-Imported Child

Current Unmatched Child:
AYSON  County: Albany  District ALBANY CITY SD  DOB: 11/13/2020

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
Select YSON 11/13/2020/Albany  |ALBANY CITY SD|/ " |ALBANY |NY

\ Agency information County information /

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, scriptsiorders). Make sure the match is correct. This cannot be undone.

_SON (11/13/2020) - SON (11/13/2020)




Matching Children

you click on “Attempt Match”, and receive “No Potential Matche: -

 FOuNC
* Either the County has not sent the child to Portal, or %atch Child Against County-Imported Child

* You have entered wrong information about the child.

Current Unmatched Child:
* For example: mden  County: ORANGE  District MARLBOROCSD  DOB:

* The wrong Date of Birth
* The child has a hyphenated name, but the County doesn’t.

. . Showing children matching the DOB, and with the same first and last name.
* The wrong school district. [No potential matches found |

Potential Matches:

* You can go to Reports -> Enrollments Uploaded County, filter for County, School Year and
Service Type (CB,CBRS,SEIT,RS).
* Look for the child in the list. Does the County name match what you entered? Is there a space or a
hyphen?
# If you still cannot match the child, then contact the Help Desk at Support@CPSEPortal.com, and we
can assist you.



mailto:Support@CPSEPortal.com
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Matching Enrollments

Support@CPSEPortal.com



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 Unmatched Enrollments to

County Created Enrollments

I v

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

* 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:

°  county: SCHENECTADY District Scotia  DOB: 4/5/2019

Current Unmatched Enrollment:
Session: 2022 - 2023 Winter From Date: 12/13/2022 To Date: &/22/12023

Enroliment Type: CBRS  Service Type: OT  Individual or Group: | Frequency: 2x30

Potential Matches:
nroliment Type | Service Type Session FromDate | ToDate | lorG | Frequency ESID

SE[ECTF)BRS oT 2022 - 2023 Winter|1213/2022  |6/22/2023 2%30 (HEN 0




Matching Unmatched 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-Imported Enroliment

t BURNT HILLS-BALLSTON LAKE CSD DOB: 11/3/2018

Child:
| . County: SCHENEC TADY Distric

Current Unmatched Enroliment:
Session: 2022 - 2023 Winter From Date: 1/56/2023 To Date: 6/22/2023
nrellment Type: CBRS Service Type: OT dividual or Group: 1 Frequency: 2x30
Potential Matches:
nroliment Type | Service Type | Session | From Date | To Date | 1or G | Frequency | ESID |
Select|CBRS loT |2022 - 2023 wWinter|1/5/2023 |6/22/2023 i |2x30 | —|

VWARNING: By clicking the button below, you are combining these two enroliments (including any associated data - not limited to: attendances, orders/scripts, log notes, therapist/provider assignments). Mak cann
UNMATCHED ENRCLLMENT CBRS2223W00252 40
(1/5/2023 - 6/22/2023) d (1/5/2023 - 6/22/2023)
2x30 2x30
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Reports
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Enrollment and ESID #

(Electronic Service ID Number)

* The enrollment should correspond to a unique approved servic

* There will be enrollments for:
+ Different Service Types (OT vs PT vs ST)

+« Different frequencies (1x30 vs 1x45 vs 2x30)
# Individual vs Group (if the CPSE determines 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
|dentifier or ESID for short. This is how we reference enrollments.

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

Support@CPSEPortal.com



How to Find an ESID #

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

)
I' k € H l »
click “Details™. [temarooren
I MName {L::lst_First}|a_||:;.e1|.|rue||:|a_-;|I | Search [ Hide Advanced Search options ]
School Year cﬁur‘ll’)’ Provider| ~ | DiStril:t| ~

Child Mumber| | STAC ID| | Electronic Service ID| |

Add Unmatched Child

Child Number Last Name First Name DOoOB CIN District County Match Status
C14000107823 [(ACEVEDO CLAYTON 1/22/2015 Buffalo ERIE County Record_|Details
C14000157818 |(ACEVEDO CLAYTON 12M1/2016 Grand Island | ERIE County Reco Details

%hild Details (ACEVEDO, CLAYTON)

<< Back to Search Results
Child Number: C14000157818 CIN: STAC ID: 184516
DOB: 12M1/2016 Gender: M
Address: County: ERIE

District: Grand Island
Matched?: Y

. NY

l Enroliments l Written Orders I Documents

View Information for School Year: |2019 - 2020 v

Strikethrowgh = The county deleted this enrollment.
Status School Year From To ESID

Provider Enroliment CB Program CB Type Aide Frequency Service Frequency Individual Or Group Service Setting
2019 - 2020 Winter [5/12/2020 |6/30/2020 |RS1920W0105028 |[BUFFALO HEARING & SPEECH CENTER, INC  |RS ST 2%30 I

Attendances | Details

Support@CPSEPortal.com



Enrollment Lookup Report

* Areport of all enrollments.

* GO to Lookup -> Enrollment Lookup
* You can also find the ESID # for each child on this report.

Enrollments

School Year Session [2019 - 2020 Winter _v| County [ERIE___ + FCERS Search ’

Provider [BUFFALO HEARING & SPEECH CENTER, INC v | MRS

EsET
HEcs

CB SED Calendar

cB Aide/Nurse Aide Rate Sessions Weeks Weeks Maximum

Classroom Frequency Billed Enrolled Enrolled Sessions

RS
Type

Indiv Service
IGrp | Setting

Enroll
Type

-

Status ESID Last Name First Name DOB County Provider District Start End Frequency Program

Type

BUFFALO
HEARING &
CE1920W0045034  |ACEVEDO CLAYTON 1/22/2015 |ERIE SPEECH |Buffalo ce 0/3/2019 | 6/24/2020 |5 hrsiday 91001 N 35152.00556.10 40 43 Attendances
CENTER,
INC

BUFFALO
HEARING &
RS1920W0105028 ACEVEDO CLAYTON 121172016 |ERIE SPEECH Grand Island |RS 8T 5/12/2020 |6/30/2020 |2x30 I 9200-2 5500 12.00 T 2 16 Attendances
CENTER,
INC

BUFFALO
HEARING &
RS1920W0103951  |ADAIR QUINN 9/29/2016 |ERIE SPEECH E‘;{;ﬂ“"dﬂ
CENTER,

INC

BUFFALO
HEARING &
RS1920W0103952  |ADAIR QUINN 9/29/2016 |ERIE SPEECH
CENTER,
INC

BUFFALO
HEARING &
CB1920W0046905 |ADKINS IRVING 12/31/2016 |ERIE SPEECH | Frontier cB 4/8/2020 |6/24/2020 |5 hrsiday 9100-1 N 10545 60|56 00 12 12 Attendances
CENTER,
INC
BUFFALO
HEARING &
CBRS1920W0015129 | ADKINS IRVING 12/31/2016|ERIE SPEECH  |Frontier CBRS sT 4/8/2020  |6/24/2020 |3x30 1 9100-1 0.00 6.00 12 12 Aftendances
CENTER,
INC -

RS ST 17272020 |6/30/2020 |2x30 I 9200-2 55.00 14.00 24 27 52 Aftendances

Tonawanda 1x30
City RS COR 1272020 | 6/30/2020 MONTHLY I 9200-2 55.00 24 27 6 Altendances

Excel




Enrollment Lookup Report

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

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

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

* Report can be exported to Excel

Enrollments

School Year Session [2019 - 2020 Winter _~ | County [ ERIE ~ FACBRS Search ‘?

Provider [BUFFALO HEARING & SPEECH CENTER, INC ~ | BRrRs

EsEIm
HEce

cB RS SED Calendar -

Indiv Service cB = Aide Sessions Maximum
Type = By Frequency | /=, Setting TR Classroom | Alde/Nurse Frequency Billed E":"f;'l‘:d Eﬁ"sll Sessions [ ]

Enroll

Status ESID Last Name First Name DOB County Provider District Type

Type

BUFFALD
HEARING &
CB1920W0045034 | ACEVEDO CLAYTON 1/22/2015 |ERIE SPEECH  |Buffalo ce WIP019 | B/24/2020 |5 hrsiday 910041 N 35152 00556 10 40 a3 Attendances
CENTER,
INC
BUFFALO
HEARING
RS1920W0105028 |ACEVEDO CLAYTON 12/1/2016 |ERIE SPEECH  |Grand island |RS sT 512/2020 |6/30/2020 |2x30 1 9200-2 5500 1200 T 8 16 Attendances
CENTER,
INC
BUFFALO
HEARING & | ronawanda
RS1920W0102951  |ADAIR QUINN 9/20/2016 |ERIE SPEECH | (o RS sT 1/2/2020 |G/30/2020 |2x30 1 9200-2 55.00  |14.00 24 27 52 Attendances
CENTER,
INC
BUFFALO
RS1920W0103952 | ADAIR QUINN 9/29/2016 |ERIE SPEECH o RS COR  |U/22020 |6/30/2020
CENTER, |CW¥
INC
BUFFALD
HEARING
CR1920W0046905 | ADKINS IRVING 12/31/2016 |ERIE SPEECH  |Frontier cB A/RP020 | 6/24/2020 |5 hrsiday 910041 N 10545 60|56 00 12 12 Attendances
CENTER,
INC
BUFFALO
HEARING
CBRS1920W0015129| ADKINS IRVING 12/31/2016 | ERIE SPEECH  |Frontier CBRS sT AIBZ020  |6/24/2020 |3x30 1 91001 000 6.00 12 12 Attendances
CENTER,
INC -

®

1x30
MONTHLY 1 9200-2 55 00 24 27 6 Attendances

®

@®

Excel




Enrollments Added by County Report

* GO0 to Reports -> Enrollments Uploaded By County o

+ 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 enroliment.

County: Provider: [BUFFALO HEARING & SPEECH CENTER, INC ~| School Year Session” [2019 - 2020 Winter

AddedAﬂer:l:l Added Before: [ Retrieve 1

~|Ece BEcBrs BHsEIT ERSs

Export to Excel <

P

County Provider Child senoot oo To Date E“'_I';::":“' s‘_?,;“;:'a ESID Frequency P Attendance | View i
ERIE EEE?EIE:O [NARING & SPEECH |acevEDO, CLAYTON (201920 WIN | 9/3/2019 | 6/24/2020 |CB CB1920W0045034 |5 hrsiday 8/22/2019 | Aftendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |\ cEVEDO, CLAYTON 201920 WIN | 5/12/2020 | 6/30/2020 |RS sT RS1920W0105028 | 2x30 6/3/2020 Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH | s pair, QUINN 201920 WIN | 1/2/2020 | 6/30/2020 |RS sT RS1920W0103951  |2x30 1/24/2020 | Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH | s pair, QUINN 201920 WIN | 1/2/2020 | 6/30/2020 |RS CcoRr RS1920W0103952 R_:SI?JTHLY 1/24/2020 | Attendance | View
ERIE EEE?EIE:O [IARING & SPEECH |apkins, IRVING 201920 WIN | 4/8/2020 | 6/24/2020 |CB CB1920W0046905 |5 hrsiday 9/15/2020 | Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |\ priNs. IRVING 201920 WIN | 4/8/2020 | 6/24/2020 |CBRS sT CBRS1920W0015123|3x30 9/15/2020 | Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |y cUIRRE, ADAM 201920 WIN | 9/1/2019 | 5/13/2020 |RS sT RS1920WO0101769 | 2x30 9/5/2019 Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |y cUIRRE, ADAM 201920 WIN | 9/1/2019 | 6/30/2020 |Los PT RS1920WO0101770 | 1x30 9/5/2019 Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |y cUIRRE, ADAM 201920 WIN | 9/1/2019 | 5/13/2020 |RS CcOoR RS1920WO0101771 R_:SI?JTHLY 9/5/2019 Attendance | View
ERIE EEE?EIE:O [NARING & SPEECH | apimaD, NORMAN 201920 WIN | 9/3/2019 | 6/24/2020 |CB CB1920W0045049 |5 hrsiday 8/23/2019 | Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |4 EXANDER, ADAN 201920 WIN | 9/1/2019 | 6/30/2020 |RS oT RS1920WO0101776 | 2x30 9/5/2019 Attendance | View
ERIE EEE?EIE:O I:E:AR'NG & SPEECH |4 EXANDER, ADAN 201920 WIN | 9/1/2019 | 6/30/2020 |RS PT RS1920WO0101777 | 1x30 9/5/2019 Attendance | View
R BUFFALO HEARING & SPEECH | 1, co nmier s P R I P PR D e P N R




O to Reports -> Enrolimer

* You can search by school year or Provider.

* Easy way to access child enrollment information.

* 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.

Enrollment Assignments Report

I

Peop

Enroliment Assignments

Enrollment Assignments

—Filters

School Year | 2019 - 2020 Winter

Provider | BUFFALO HEARING & SPEECH CENTER, INC ~ |

Missing Assignments Only

Retrieve

Last First Electronic Service Related Service - - From Individual Or Therapist Last Therapist First
Name Name D Code e ST TR Date WEED | FoareEy Group Name Name

BUFFALO HEARING & SPEECH CENTER, ] 1x30 Eait
ADAIR QUINN RS1920W0103952 COR v ERIE Tonawanda City 01/02/2020 |06/30/2020| X530 -
ADKINS IRVING CBRS1920W0015129  |ST BUFFALO HEARING & SPEECH CENTER. |gp)e Frontier 04/08/2020 |06/24/2020|3x30 Edit

INC ASSIgnment

BUFFALO HEARING & SPEECH CENTER, 1x30 Eait
ALVARADO |AGUSTIN  |RS1920W0108855 Ccor Buf ERIE Ken/Ton 0412912020 |06/30/2020| 020 e gnment
ALVARADO |AGUSTIN  |RS1920W0108854 ST BUFFALO HEARING & SPEECH CENTER, |gge Ken/Ton 04/29/2020 |06/3012020|2x30 can nment
AQUINO REED CBRS1920W0011994  |PT BUFFALO HEARING & SPEECH CENTER, |-p Ken/Ton 04/08/2020 |06/24/2020|2x30 Edit

INC Assignment
AVALOS LANCE SE1920W0014359 BUFFALO HEARING & SPEECH CENTER. |2 Lancaster 06/09/2020 |06/30/2020|4x30 Edit

INC Assignment
BENEDICT |JULISSA RS1920W0104810 sT BUFFALO HEARING & SPEECH CENTER. |gn)2 Gowanda 0472212020 |06/30/2020|1x30 Edit

INC Assignment
BERMUDEZ |LEOLA CBRS1920W0014830 |ST BUFFALO HEARING & SPEECH CENTER. |NiAGARA |LOCKPORT CITY SD 03/16/2020 |06/24/2020|2x30 ga nment
BERMUDEZ |LEOLA CBRS1920W0014831 |OT BUFFALO HEARING & SPEECH CENTER. |NiAGARA |LOCKPORT CITY SD 03/16/2020 |06/24/2020|2x30 o nment




e —

Closing

Support@CPSEPortal.com



Important Reminder

<‘\

+* You cannot bill on Unmatched Enrollments.

* Therefore, you should be matching your children, and unmatched enrollments
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

Knowledge Base Links

\

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

* http://support.cpseportal.com/kb/a34/assign-children-to-therapist.aspx?KBSearchiD=19809

* How to Look Up a Child by ESID #:
* http://support.cpseportal.com/kb/a178/how-to-look-up-a-child-by-esid-
.aspx?KBSearchiD=19810
* Enrollments Added by County Report:

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

Support@CPSEPortal.com


http://support.cpseportal.com/kb/c11/enrollments.aspx
http://support.cpseportal.com/kb/a34/assign-children-to-therapist.aspx?KBSearchID=19809
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


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

