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Weekly Rate Calculation Methods
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Weekly Rate Calculation Methods

® Preschool now supports 3 different ways of calculating the weekly tuition
rate

¢ CHILDWEEKS

® Total enrollment cost / # of weeks on enrollment
®* PROGRAMWEEKS

® Total program cost / # of weeks on program

¢ SESSIONWEEKS

® Total program cost / 40 weeks or Total Program Cost / 6 weeks



Weekly Rates

® For each different method, the total enrollment cost will always be the same
® Atthe end of the enrollment, the total amount paid is the same

® The difference is how the monthly bills are calculated

® Inall cases, Preschool calculations CB enrollment monthly bills as

® First month = # weeks in month x weekly rate
® Middle months = 4 x weekly rate

® Last month =Total enrollment amount — all previous amounts (the remainder)

® Thisis true both for children that attend the full year, or enroliments that either start or end
late




CHILDWEEKS

Total enrollment cost /| # of weeks on enrollment

This is the method that Preschool has historically used

Pros

® It'sthe way it has always been done

® Cons

® When a child starts late, their rates are different then other children in the same program

® When a child ends early, the weekly rate changes and thus system goes back and makes lots of small

adjustments on the month previously paid months that in the end, all net to zero, just making things
messy



PROGRAMWEEKS

® Total program cost [ # of weeks on program

® Pros
® Every child in the same program will have the same weekly rate regardless of when the child
starts or ends
® When a child ends early, the weekly rate does not change, and thus no retroactive
adjustments for prior paid months

® Cons

¢ 777



SESSIONWEEKS

® Total program cost / 40 weeks or Total Program Cost / 6 weeks

® Pros
® Every child in the same program will have the same weekly rate regardless of when the child starts or ends

® When a child ends early, the weekly rate does not change, and thus no retroactive adjustments for prior paid
months

® For Sep-Jun months where there are 4 weeks, the monthly amount billed is 1/10t" of the tuition, so it looks
p Y
clean

® Cons
e ?7?




PROGRAMWEEKS vs SESSIONWEEKS

® Either one works fine
® For programs that are 40 weeks, they are identical

® SESSIONWEEKS is more likely to have “clean” weekly rates without
rounding issues



Example Comparison #1

® Assume a 39 week CB program
® 9/7/22-6/23/23
® 5 hours perday/ 5 days per week
¢ Tuition = 37124
® Assume 4 different children attend this program (all at shrs/sdays)
® Child1 9f7/22-6/23/23 (39 weeks [ FTE=1.000)
® Child 2 9/14/22 —6/23/23 (38 weeks | FTE=.974)
® Child3 9/28/22 —6/23/23 (36 weeks [ FTE=.923)
® Child 4 121/7/22 —6/02/23 (28 weeks [ FTE = .717)



sume a 39 week CB program
9/7/22 — 6/23/23
5 hours per day / 5 days per week
Tuition = 37124

Comparison of Weekly Rate

CHILDWEEKS PROGRAMWEEKS SESSIONWEEKS
Start End Weeks FTE Total Cost Weekly Rate Total Cost Weekly Rate Total Cost Weekly Rate
Child 1 09/07/22| 06/23/23 39 1.000 $ 37,124.00 |$ 951.90)$ 37,124.00 | $ 951.89]$ 37,124.00 | $ 928.10
Child 2 09/14/22|  06/23/23 38 0.974 $ 36,158.77 |$ 951.55]$ 36,158.77 |$ 951.89]$ 36,158.77 | $ 928.10
Child 3 09/28/22| 06/23/23 36 0.923 $ 34,265.45 |$ 951.82]$ 34,265.45 |$ 951.89]$ 34,265.45 | $ 928.10
11/07/22|  06/02/23 28 0.717 $ 26,617.90 | $ 950.641$ 26,617.90 | $ 951.891$ 26,617.90 |$ 928.10




CHILDWEEKS Payments by Month

Two different children
® Child1 9/7/22 —6/23/23 (39 weeks [ FTE=1.000) Weekly Rate
® Child 2 9/21/22 —6/23/23 (37 weeks | FTE=.948) Weekly Rate .
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PROGRAMWEEKS Payments by Month

Two different children
® Child1 9/7/22 —6/23/23 (39 weeks [ FTE=1.000) Weekly Rate :
® Child 2 9/21/22 —6/23/23 (37 weeks | FTE=.948) Weekly Rate
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SESSIONWEEKS Payments by Month

Two different children
® Child1 9/7/22 —6/23/23 (39 weeks [ FTE=1.000) Weekly Rate
® Child 2 9/21/22 —6/23/23 (37 weeks | FTE=.948) Weekly Rate
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I Payment List

Payments are made through February 2023

Mid-march, child moves out of state, so March is partial month

From left to right, CHILDWEEKS / PROGRAMWEEKS / SESSIONWEEKS
In all scenarios, total paid is 25, 689.80

CHILDWEEKS requires adjustments to original paid months
PROGRAMWEEKS & SESSIONWEEKS do not need to adjust prior months

Comparison for Child leaving program early

Originally, child is enrolled from g9/7/22 — 6/23/23

B paymentLizt [l Payment List [+ |
{Paments | StacSummany | Payments i StacSummay | Paymerts Stac Summary |
| Label [ FromDate| ToDate| Program | Frequency | Aide] Provider [ Toa Paid|  Claimed]| Fectt | Label [ FromDate| ToDate| Program | Fiequency | ide [ Provider [ Tol Paid] _Clamed| Rectt_| [ Label | FromDate| ToDate[ Progam | Frequency | fice | Provider [ Tea Paid| _ Claimed | Rect |
M| & | ow/072z| 0317/23[91600 [ 5his /5 davs [N |ARCJEFFERSON - ST, |$25.689.80 $25.689.80 | 3000[=1 | P & [ oworsz| 03723 HE0) | Ghis /5 davs W |ARCJEFFERSON -ST | $25 589,80 $25.689.80| $0.00 (<1 | » | & | 09/07/22] 0341772331604 |5 his /5 days [N [ARCJEFFERSON - 5T |$25,689.80[ $25,689.80 $0.00 %1 |
" Show Payments for Selected Enolment @ Include Pending Payments " Show Payments for Selected Enraliment @ Include Pending Papments " Show Paymerts for Selected Ervollment. & Include Pending Payments
@ how Payments for All Envallments © Show anly Processed Rie-Align & Show Payments for & Enrollmerts.  Show anlp Processed Re-Align ' Show Payments for All Enroliments " Show only Processed Fedlign
Label | Month Adi| Amount| Status | PaymentBaich | BaichDats| Check# | CheckDate| ClamBaich | ClaimDiate | Rect | ClaimberviceTy| Label | Month #di|  Amount| Staus | PaymeniBaich| BaichDale| Check#f | CheckDate| ClaimBalch | ClamDale| Rech | ClamSeviceTy) Lobel | Month Adi o Status | PeymeniBaich | BatchDate| Check#f | CheckDate | ClamBaich | ClaimDale | Rect | Clam3erviceTy)
3 09/2022 | R | 10/20722 EDUC Y| A |0s2022 23001 120122 EDUC ¥ A [03/2022 3 230012 | 10720722
/2022 | A 1 720722 EDUC A 10,2022 23.001 720722 EDUC A_[10/2022 s -00 /20722
/2022 | R | 10720722 EDUC A /2022 23001 /20722 EDUC A /2022 X -00 /20722
/2022 | A 1 720/22 ED| A 1202022 23.001 720722 EDUC A 12,2022 E -00 /20722
/2022| R 720722 ED! A /2023 230010 | 10/20/22 EDUC A /2023 X -00 /20722
/2022 [ A 1 | 10720722 ED| A 022023 23.0010 720722 EDUC A 02,2023 I -00 720722
/2022 | R 720722 EDi A 032023 230011 |1 _|/2n,zz EDUC A [03/2023 .4 00 720122
72022 | A 1 | 10720722 EDUC
/2023 R 720/22 EDUC
72023 [ A 1 | 10720722 EDUC
02/2023| R | 10/20722 EDUC
0272023 | A |1 1720422 EDUC
03/2023| R | 10720722 EDUC
Ll | oL 2 L i
Payment Paid Claimed Pagment Paid Claimed Payment Paid Claimed
Flefresh Total of Selected Papments [ 000 | 000 [ 0.00 Refiesh Totslof Selected Payments [ 000 000 | 000 Refresh Totsl of Selected Paymens | 0 | o0 000




Enter Invoices

For Paying RS/SEIT, CB, Evals, and
Transportation

ooooooooooooooo @CPSEPortal.com



Live Demo
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CB Payments

. Payments Claims Providers CPSE

=t Mew Enter Invoices

: 2
J Enter Invoiges 1

o create a payment R =
batch for Center Based Check Log 1

AP Import / Export L

Services go to shlls s
Payments > Enter 2 Preschool (25-26 10 Month)

File Child /Services Payments Claims Providers CPSEPortal Reperts Medicaid Maintenance  Systemn  View  Window Help

| 1 Current Child DOB Eligibility STACID | Cument Sess. — '
nVOICQS. Lookup Chid &= |[JACOBIE. JOHN [eratzzizt [ot/on 24 - 0asa /s | (2526 10 Manth ] i j ;‘g" ot

Child / Services I

Payments & Enter Invoices

Make sure you are in
: e Center Based ﬂ |
the correct schoolyear. | _.

7« Show all Enioliments
" Show only enrollments for

5 Haurs / Déy

Service Morth -
eeeeeeee 5 Days / Week

Then select the service
type and the Provider

hen select Create
ent Batch

olsupport@CPSEPortal.com



CB Payments

Make sure you select the top option ‘Create Payments Only’ then click OK

Preschool will create the batch then when the batch is created a pop up will
display. Click ok

® Once the batch is created you can click Edit Payment batch to view the batch.

= =]

] Enter Invoices

rrrrrrrr

Service Type P hool
[CerterBased -]  [ELMCREST CHLD.CTR - SPICE rescno

Batch Created!

olsupport@CPSEPortal.com



CB Payments

Once you click edit payment batch you will see the enrollments.

To enter payments, enter a number in the Att Colum.

Provider:

Preschool will generate the total amount based on the rate and the FTE.

olsupport@CPSEPortal.com

Show Types: W Regular [ Adustments [ Rate Changes & Al Months
: " Service Month Only :
Mon-Payment Code: T atal Paid: Order By: Service Month [08/31 /2025 =k
| | Add Child Nek Erroled | [s000 [Crid Name
ChildM ame FCoc | From T MoPay | AmtPaid | Calculate: | Rate/Sess | 5548 Hrz/Day | Dapsw | 1 ClassH atio
SMITH.JOHN 9165 | 07/07/28| 08/15/28 R 07/25 |1 $0.00 $0.00 $158.33 0612421 |25 5 $633.33 12010
SMITHAJOHN 9165 | 07/07/28| 08157428 R 08425 |1 $0.00 $0.00 $782.00 0612421 |25 5 $0.00 1201:0m
SMITH.JOHN 9165 | 07/07/28| 08/15/28 R 08425 |1 $0.00 $0.00 $158.33 0612421 |25 5 $HEE7 12010
Show Types: ¥ Regular [ Adustments [ Rate Changes @ All Months Provider:
¢ £ Service Month Only .
Mon-Payment Code: Total Paid: Ordes By Service Month [0g#31./2025 -
L! Add Child Mot Enrolled | I$5 E4Z00 [Child Mame
Mates | ChildM arme PCac | Fram Ta Term RAA | mrnpy | FTE At | NoPay | AmtPaid | Calculates | Rate/Sess | 558# DOB Hrz/Day | Dayza | 1:1 Amt ClassRatio
SMITH.JOHN 9165 | 07/07/28| 08/15/2¢ R 07425 1 a $3.128.00| $3.128.00 | $782.00 0EA12/21 |25 5 $0.00 12:01:m
SMITHJOHN 9165 | 07/07/28| 08/15/2¢ R 07425 1 a $633.32 | $633.32 [4$158.33 0EA2/21 |25 $633.33  [1201:01
SHITHJOHN 07/07/28| 08/15/2¢ 08/25 |1 1] $1.564.00 | $1.564.00 | $782.00 0E/12/21 12:01:m
4 1 1 HI



CB Payments

To finalize, click Process Invoice to process the payment batch.

SMITHJOHN
SMITH.JOHN
SMITH.JOHN

Process
Letters ivioia

ll

| Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE == R |
Show Types: ¥ Regular [ Adjustments |~ Rate Changes & AllMonthe Provider:
| } " Setvice Month Only 5
Non-Paymert Code: e e Service Month 0873172025 =]
v | Add Chid Not Enrolled [s56az00 [Crild Name =]
Motes | ChidName [Tem [R/ [mmyy [FTE [att [ MoPay| amtPaid [ Calculate:| Rate/Sess [ SS# DOB Hrs/Day| Daysw [ 1:1 Amt [ ClassRalio
SMITH,JOHN 9165 | 07/07/2% R |07/25 1 [} $3,128.00| 06/12/21 25 |5 120101
R 1 ] $633.32 osn2/21 |25 |5 1201:01
R 1 1] $762.00 06/12/21 |25 5 12.01:01
1 0] 06/12/21 5

=]

Add
Papmerts { Sesich ‘

Delete

PCoc | From To
08/15/2¢|
BAS/Z| 07/25
$1,564.00
b P, s th B b 0o BN et B e D p I N na S g M B pirsstnl T e mertttima, |

=
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On the Process batch screen, the
only Requirement is a batch
number

You can also add a description,
comments, as well as a County
Voucher Number, Vendor Invoice
Number, and Vendor Invoice
Date. You can click Auto
Generate Batch number and
Preschool will generate a batch
umber for you.

olsupport@CPSEPortal.com

CB Payments

«=] Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE

By Child

Detail By Provider

Show Types: W Reaular [ Adjustments [ Rate Changes " Al Months
] 7 Service Manth Oy

Mon-Payment Code: Total Paid BB

Fizcal'Year | Batch Mumber County Vaucher Mumber “Yendar Invaice & “endor Irevoice Date

I | | ] MDD (] |

Description CB paymentz for service months thiu dug 2025

Comments

0K .-'DK'+ Frint F‘a_l,lmeni Detail DK + Print F'a_l,lmeni

Auto Generate Batch Cancel
Mumber




When you are ready click OK
to process the batch, you can
click one of the "OK + Report”
options to generate a
payment detail report.

Print by Child will print a
report by Child

® Print by Provider will list items
provider.

olsupport@CPSEPortal.com

CB Payments

=) Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE

Show Types: W Reoular [ Adjustments [ FRate Changes & Al Manths
] " Service Month Only
Mon-Payment Code: Total Paid Order By

Fizcalvear  Batch Mumber County Waoucher Mumber

Wehdor Invoice #

Yendor [nvoice Date

EEl) 1 1

MDD Ay (] ]

Description ]EB payments for zervice monthe thiaAug 2025

Comments

0K + Print Fayment Detail
ot By Child

0K + Print Papment
Detail By Provider

Auto Generate Batch

Mumber | Lanicel




SEIT/RS Payments

To create a payment batch for SEIT or RS Payments go to Payments > Enter
Invoices.

. Payments Claims Providers CPSE
o Mew Enter Invoices

® Make sure you are in the correct school year. 2 Ereriiges &
gency Rate Adj.
. . Check Lo
® Then select the service type and the Provider g

AP Import / Export

| g e

® Then select Create Payment Batch

L= [ ]

,1.1 Create Payment Batch

Edit Payment Batch
Edit Payment Batch by
tonth

08/25 -
“upport@CPSEPortal.com



SEIT/RS Payments

Make sure you select the top option ‘Create Payments Only’ then click OK

Preschool will create the batch then when the batch is created a pop up will
display. Click ok

] Enter Invoices = |
Sevice Typs Provider
|Riel Services. | [ELMCREST CHILDRENS CENTER i Payrnert Batch
Preschool X

Edit Payment Batch
Edit Payment Batch by
onth

‘+ Create Payments Only 1

Eatch Created!

" Create Payments and Adjustments

iDBREE -
0K Cancel
—

WUpport@CPSEPortal.com

Cleanup



SEIT/RS Payments

Once the batch is created, click Edit Payment batch to view the items on the
batch.

f E Enter Invoices =?|

Service Type Provider
[Rel Services |  [ELMCREST CHILDRENS CENTER

+ Create Payments Only

it Payrent Batcd
(" Create P. k d Adjust it
Service Manth i Haa Bl bt Edit Payment Batch by
Month
iDB.”ZE -
0K Cancel

olsupport@CPSEPortal.com



SEIT/RS Payments

Once you click edit payment batch you will see the enrollments.

To enter payments, enter the number of SEIT/RS Sessions provided for the
month.

® Preschool will generate the total amount based on the rate and the number of
sessions

=] Payment Edit Screen (RS)- BUILDING BLOCKS LEARNING CENTER, LLC

Show Types: W Regular [ Adustments [ Rate Changes All Services ™ Al Months Provider:

; 7 Service Month Only 3 -
Mor-Payment Code: T atal Paid: Orcler By: Service Month 104,-'33,-'2025 =Ra|
] | AddChid Not Ervolled | 5575 [Chid Narme

Fix Exp RSDescription

EnrollzdSessions ClazsRatio Pricr Paid

7| _ 0E/21/21 1 T
E | E. CLp (& 0
JACOBIE JOHN 0T - |09/01/25)| 01/15/26| 6/30/2026 R |11/25 $0.00 $66.00 |2/ WEEK Oceupational Ther. 06/21/21 |1 0
JACOBIE JOHN 0T - |09/01/25)| 1/15/26| 6/30/2026 R |12/25 $0.00 $66.00 |2/ WEEK Oceupational Ther. 06/21/21 |1 0
JACOBIE JOHN 0T - |09/01/25| 11/A15/26| 6/30/2026 R |0/26 $0.00 $66.00 |2/ WEEK Oceupational Ther. 06/21/21 |1 0
JACOBIE JOHN 0T - |09/01/25| 11/A15/26| 6/30/2026 R | 02/26 $0.00 $66.00 |2/ WEEK Oceupational Ther. 06/21/21 |1 0
JACOBIE JOHN 0T - |09/01/25)| 11/A15/26| 6/30/2026 R | 03/26 $0.00 $0.00 $66.00 |2/ WEEK Oceupational Ther. 06/21/21 |1 0

olsupport@CPSEPortal.com



SEIT/RS Payments

If you exceed the sessions per month Preschool will warn you.

® If the number you entered is correct you can click ok and proceed.

Kt LE

Show Types: ¥ Regular [ Adjustments [ Fate Changes [a) Gervices = % Al Months Provider:

" Service Month Only

Mon-Payment Code: Service Month 104,*3@.-"2_028

Tatal Paid: Order By:
_'J Add Child Nat Envaled | [3534 10 [Enid Name
Framm T

RxE i it ClassR atio

Frior Paid

i 1
JACOBIEJOHN 0T - | 09/01/25 | 01115426 | 6/30/2026 R $0.00 $0.00 $66.00 | 2/ WEEK Occupational Ther. 06/21/21 |1 3k 0
JACOBIE JOHN 0T - | 09/01/25 | 01415/26] 6/30/2026 R $0.00 $0.00 $66.00 | 2 /WEEK Occupational Ther, 06/21/21 |1 36 1]
JACOBIE JOHN 0T - | 09/01/25 | 01115/26 | 6/30/2026 R $0.00 $0.00 $66.00 | 2 /WEEK Occupational Ther. 06/2144 |1 26 1]
JACOBIEJOHN 0T - | 09/01/25 )| 01/415/26] 6/30/2026 R $0.00 $0.00 $66.00 | 2 S WEEK Ocecupational Ther. 06/21/21 |1 36 1]
JACOBIE JOHN 0T - | 03/01/25 | 01115/26] 6/30/2028 R $0.00 $0.00 $66.00 | 2 /WEEK Occupational Ther 06/21441 |1 36 1]
JACOBIE JOHN 0T - | 09/01/25 | 01115426 | 6/30/2026 R $0.00 $0.00 $66.00 | 2 /WEEK Occupational Ther. 06/21/21 |1 3k 0

Warning! This child was only enrolled for 8 sessions per
manth!

You are exceeding that number!

olsupport@CPSEPortal.com




SEIT/RS Payments

To finalize, click Process Invoice to process the payment batch.

|l Payment Edit Screen (RS)- BUILDING BLOCK NING CE} | [E&]=]
Show Types: ¥ Reguar [ Adjustments |~ Rate Changes [AliSemvices v @ AllMonths Pravider:
| € Service Month Only o
Non-Payment Code: } Total Paid: Order By: Service Month |04/730/2026 | E4|
| Add Child Not Enrolled [s343800 [Child Name -
Notes | ChidName ST | From To RxExp Teim R | mmyy | Sess | NoPay Calcdmt | $/Sess | EnolledSessions | RSDescription 558 DOB ClassRatio | Total Prior Paid
JACOBIEJOHN OT - |09/01/25| 01/15/26 | 6/30/2026 R |03/25|9 1$584.00 | $66.00 |2/ WEEK. Occupational Ther. 08/21/21 1 % 1]
JACOBIE JOHN 0T - | 09/01/25| 01/15/26 | 6/30/2026 R |10/25(8 $528.00 |$66.00 |2 /WEEK 1] i Ther. o06/21/21 |1 3* 1]
JACOBIE JOHN 0T - |08/01/25 01/16/26 | 6/30/2026 R _|11/555 1$330.00 |2/ WEEK | Occupational Ther. 1 3 o
JACOBIE JOHN 0T - | 09/01/25| 01/15/26 | 6/30/2026 R |[12/25]10 Occupational Ther. 1 3* Q
JACOBIE JOHN 0T - | 09/01/25| 01/15/26 | £/30/2026 R |01/26|6 Occupational Ther. 1 36 1]
JACOBIE JOHN - | 09/01/25| 01/15/26 | 6/30/2026 R |02/26|7 Occupational Ther. 1 36 0
N ] 1 1 Occupational Ther. 1 E 0
L pamten, 0, Bt st .J""‘-—‘,‘—“JJ " M'J’""‘ gt nae aadt™ Y Y W *u’—“‘-,~q...,_,.’-—-. L
Delete | PEAdd s Search ‘ Letters | Fm: Apply | Cancel

olsupport@CPSEPortal.com



SEIT/RS Payments

On the PFOCESS batch screen, the .ﬁpaymemEdﬁscmen{Rs')-smmmsEL?CKS-LEARMrMGcEMER; LLC
only Requirement is a batch Stiow Types: [~ Fegua [V Adjusrents [~ Rale Changes [alServoes = & A Morihs

Non-Payment Code: " Service Month Orly

Total Paid: Order By:
number | | Add Chid ot Emolled I [s13z.00) [Chid N}Iame
. . FiscalYear  |Batch Mumber ounby Vaucher Humber “endar Invoice # “endar Invoice D ate
® You can also add a description, el t lt i | o B
CO m m e rTtsl a S We | | a S a CO U nty Description lHS pawments for service months thiu Dec 2025

Voucher Number, Vendor Invoice

Number, and Vendor Invoice A

Date. You can click Auto

Generate Batch number and . . . —_—
Preschool will generate a batch A DA 1 4t i |

umber for you.

olsupport@CPSEPortal.com



When you are ready click OK

SEIT/RS Payments

==| Payment Edit Screen (RS)- BUILDING BLOCKS LEARNING CENTER, LLC

MNon-Fayment Code:

Show Types: [ Regular W Adjustmentz [ Fate Changes &l Services ™ All Months

7 Service Month Orly

to process the batch, you can
click one of the "OK + Report”
options to generate a
payment detail report.

® Print by Child will print a
report by Child

® Print by Provider will list items
provider.

olsupport@CPSEPortal.com

Total Paid:

|

Order By

Fizcal vear  Batch Mumber County Woucher Humber Wendor Invoice # Wendor Invoice D ate

) 1 1

[MuDDAY (|

Description ]HS pavments for zervice months thru Dec 2025

Commerts

Ok, k. + Print Payment Detail
= By Child

0F + Print Fayment
Detail By Provider

Auto Generate Batch
Mumber

‘ Lancel




Eval Payments

o create a payment batch for Evaluations, go to Payments > Enter Invoices.

Make sure the correct school year is selected  Trome came v oo

& Mew Enter Invaices

Then select the service type and the Provider & &ore &
Agency Rate Adj.
Check Log

Then select Create Payment Batch AP Import/ Export i

i 1

[= o]

\Uppor’c@CPSEPor‘tal.com



Eval Payments

Make sure you select the top option ‘Create Payments Only’ then click OK

Preschool will create the batch then when the batch is created a pop up will
display. Click ok

er Invoices :?|

:] Create Payment Batch

Preschool

(' Create Payments Only Edit Payment Batch

il

Batch Created!

(~ Create Payments and Adjustments

0K Cancel
-

Cleanup

\\”"p"”@cpswm”"'”m




Eval Payments

Once the batch is created, click Edit Payment batch to view the items on the
batch.

[ o |

olsupport@CPSEPortal.com



Eval Payments

Once you click edit payment batch you will see the evaluations.

All of the evaluations will have a NoPay code attached. To enter a payment,
remove the NoPay code.

® Preschool will generate the total amount based on the evaluation rate and
evaluation date.

=l Payrnent Edit Screen (EVAL)- BUILDING BLOCKS LEARNING CENTER, LLC

Show Types: W Regular [ Adustments [~ Rate Changes Al Months

e y " Service Month Only
Total Paid: Order By;

[ Mo rvoice. | Add chidNot Envoled | 57 [Chid Name

Motes | ChildMame Bilingual | MoPay | AmtPaid | Calculate | RA8 | CPSEDate | 554

[ NEM 000 OB

==l Payment Edit Sereen (EVAL)- BUILDING BLOCKS LEARNING CENTER, LLC
Show Types: W Regular [ Adjustments [ Fate Changes Al Morthe

) " Service Manth Only
LomRsnen dlcode: Total Paid: Order By:
] | AddChidNotErvoled | [ [Chid Name

Mates | ChildM ame
B JACOBEJOHN

EVAL | gy | Bilingual | HoPay | ArtPaid

[ W 10500 TRE00 R

_ 05/21/

hoolsupport@CPSEPortal.com



Eval Payments

To finalize, click Process Invoice to process the payment batch.

<5} Payment Edit Screen (EVAL)- BUILDING BLOCKS LEARNING CENTER, LLC
Show Types: [V Regular [~ Adusiments [~ RateChanges & All Months Provider.
© Service Month 0 .
NerPayment Code: E oo G Service Morih [6ami 7202 B
~| addchidNotEnled | [ [CrdName 7]

Notes | ChildName DOB EVAL Bilingual | NoPay | AmtPaid | Calculater| B/A | CPSEDate | 558

JACOBIE JOHN 06/21/21 SPL _03/26 N § 15500 $163.00 R

A0 s pommtinntnd BT g ol e b o B i i o B o B o B P I--'-‘—rr"“w,wj»f—l

Add Process |
Delete | porcy, | Seach 7 Apply Cancel

olsupport@CPSEPortal.com



Eval Payments

On the Process batch screen, the ::-lﬁ Paymment Edit Screen (EVAL)- BUILDING BLOCKS LEARNING CENTER, LLC
Only ReqUirement is a batch ShowTypas: 1 Begfar: T Sadustnents T Rate Chences & Al Months

Mon-Payment Code: ! " Service Month Only
b _ Tatal Paid: Order B
number ] | 4dd Chid Not Envolied. | [ [Chid Nars
[ ) H H Fiscal*fearf Batch Mumber Coumty Youcher Mumber Yendar Invoice § Yendar [nvaice Date
You can also add a description, il l | b 5

comments, as well as a County

Voucher Number, Vendor Invoice
Number, and Vendor Invoice Dot
Date. You can click Auto
Generate Batch number and —— =
Preschool will generate a batch | P bt | b | o

Description EMAL payments for service months thru Mar 2026

umber for you.

olsupport@CPSEPortal.com



When you are ready click OK
to process the batch, you can
click one of the "OK + Report”
options to generate a
payment detail report.

® Print by Child will print a
report by Child

® Print by Provider will list items
provider.

olsupport@CPSEPortal.com

Eval Payments

«=| Payrment Edit Screen (EVAL)- BUILDING BLOCKS LEARNING CENTER, LLC

Show Types: W Reoular [ Adjustments [ Rate Changes & Al Manths

] " Service Month Only
Mon-Payment Code: Total Paid Order By
J | 4dd Chid Not Envolied. | [ [Chid Name

Figcalvear  Batch Mumber County Woucher Humber Wendor Invoice # Yendor [nvoice Date

EE ) 1 1

(MDD Ay (o~ ]

Description lEV.-’-\L payments for service months thru Mar 2026

Comments

0k + Print Payment Auto Generate Batch

| Cancel

By Child Detail By Provider Murber

o ‘ 0Ok + Pont Fayment Detail




Transportation Payments

To create a payment batch for Transportation Payments, go to Payments > Enter
Invoices.

Make sure you are in the correct school year.

® Then select the service type and the Provider (For Parent transport select All
Parents)

® Then select Create Payment Batch i
e Enter Invoiges 1
§ Agency Rate Adj. ] &
- = Check Log

& Show all Enrollments AP Import / Export =
~ Show only enroliments for s i |

5 Hours/Day
5 Days/Week.

\Uppor’c@CPSEPor‘tal.com



Transportation Payments

Make sure you select the top option ‘Create Payments Only’ then click OK

Preschool will create the batch then when the batch is created a pop up will
display. Click ok

] Enter Invaices

= =

PPPPPPPP

Preschool

Batch Created!

olsupport@CPSEPortal.com



Transportation Payments

Once the batch is created, click Edit Payment batch to view the items on the
batch.

(E=ER <=

olsupport@CPSEPortal.com




Transportation Payments

Once you click edit payment batch you will see the enrollments.

® There are three options

1. Number of Trips One way or Both Ways.
2. Amount Paid

3. Orsplit transportation

olsupport@CPSEPortal.com



Transportation Payments

Number of trips, if you pay transportation by trips, you will enter the number of
trips and Preschool calculate the amount due based on the rate and number of

trips.

.
= 2 Edl RANS}- BIRN e
Show Types: ¥ Reguar [ Adustments [~ Rate Changes © Al Months Provider: [an =]
Non-Payment Code: Total Paid ;e:-e;j“ i Service Month 0873172025 ==l Refiesh \
| Add chidNotEroled | [5EoE 00 [Chad Name =1
[ Notes | ChiidName [mmyy [Sev. [0w  [BW  [AmiPaid |HoPay | Calculote:| 0W Rate |BwW Rate | R/A |Fom | To Tem | SS# [oos |
DBIE JOHN [07/25 |BAS |8 |$12500 [$2500 [s5000 (R | i— V21721 |
00, $50.00
.00

oK
(= Divide amount equaly among kted children

" Allocate child amount based on # of trips taken

WP U o WP ST SRR ,‘Mw J.Jw—r’-—-’w*"--"-’w—w

spitTians || Delete |Pm‘ s=th Procces Aoy Carcel

Nupport@CPSEPortal.com




Transportation Payments

Amount Paid, if you pay transportation by simply entering the amount paid, enter
the amount paid in the AmtPaid column.

[ 2l EaScreen (CTRaNS - B0 (===
Show Types: ¥ Reguar [ Adustments [~ Rate Changes © Al Months Provider: [an =]
Non Papment Code: = < dz’;:”’ Moo Ol Senvice Morth [oa7720% Bl Rehesh \
~| Add ChidNotEnolled | 35555 00 [Chid Mame -
[ Notes [ ChidName mngy [Serv. |OW |BW | AmtPaid | NoPay | Caleulste | 0w Rate [BwRale |R/A [Fiom | To Tem | SS# [oos |
$150 | |$12500 [$2500  [$5000 R | 07/0 I I 71 773 W
| [ 08/21/21 |

|JACDBIEJOHN [07/25 [BAS |5

$0.00 $0.00

$0.00

(= Divide amount equaly among kted children ¢

" Allocate child amount based on # of trips taken

Transportation Amourk
b
WP U o WP ST SRR ,‘M'W‘-'ng’d’*“"u}‘*l‘w

e PR S e

Key? GplitTr:nsl Delete | s

Nupport@CPSEPortal.com

!
Focses Aoy Corcel

Search




Transportation Payments

Split Transportation, clicking the Split Trans button will allow you to enter the total amount of the
transportation invoice and provide you with two options for splitting the payments.

® Divide equally among the children on the batch.
® Allocate payments for children based on the number of trips taken.
= I Ed RANS)- BIRN S eI
Show Types: ¥ Reguar [ Adustments [~ Rate Changes © Al Months Provider: [an =]
Non-Payment Code: o gl ;exce Mrth Orly Service Month 0873172025 ==l Refiesh \
~| Add ChidNotEnolled | 35555 00 [Chid Name -
[ Notes !Ehﬂdﬂame I [ser [ow  [Bw  [AmiPaid |MoPay | Calculate | 0w Rale |BW Rale |R/A |From | To [Tem [ssa [oos |
JACOBIE JOHN |07/25 [BAS |5 ‘1:3 |$1. |$12500 [$2500  |350.00 /2] g;_ﬂ_

| |JACOBIE JOH
| 08/25 | BAS

(= Divide amount equaly among kted children

" Allocate child amount based on # of trips taken

Transportation Amount
b

!
Focses Aoy Corcel

GplitTransl Delete |PM‘ ‘ s=th

Nupport@CPSEPortal.com



Transportation Payments

To finalize, click Process Invoice to process the payment batch.

<= Payment Edit Screen (CTRANS)- BIRNIE E]
Show Types: ¥ Regular [~ Adustments |~ Rate Changes @ Al Months Provider: [an =]
(@] i 3
Non-Payment Code: Totsl Paid: Dld:fl;rm Morth Only Service Month 08/31/2025 | 4| Refresh I
| ~| AddohidNot Emoled | ez 00 [ChidName 2
| Notes [ ChidName [mmyy [Serv. [ow  [BwW  [AmtPaid |MoPay | Caiculate:| 0w Rate [BW Rate |[R/a [From  [To  [Tem [sst [ooe |
JACOBIEJOHN 07/25 [BAS |5 $125.00 (412500 32500 35000 R |07/07/2 08/15/2¢ 06/21/21
» B 1 0770772
SMITHJOHN 07/25 | BAS $5,000.00 $000  [$000  [$000  |R | 07/07/2t07/25/2 06/12/21

Split Trans Delete Search

Add
Payments

Process
Invoice

Apply |

olsupport@CPSEPortal.com




Transportation Payments

On the Process batch screen, the | < Payment it screen (CTRANS)- BRNIE
Only ReqUirement is a batch ST (G | MR MR & AllMorths

Mon-Payment Code: ! (" Service Month Only
b _ Tatal Paid: Order By
number J x| A Chid Net Emveled | 567 0g [Child Name
[ ) H H Fizcal*fear | Batch Mumber County Yaucher Nurmber “endor Tnvoice # “Wendor [rvoice Dlate
You can also add a description, e | | s ET

comments, as well as a County

Voucher Number, Vendor Invoice
Number, and Vendor Invoice R
Date. You can click Auto
Generate Batch number and — |
Preschool WI” genera te 3 ba tCh oK 'DK+Prin'BtPPEﬂ|i'Fdent[iétéil DDK'E:ahDg’r;tFF"[aDir&eer:t guto'GSE;rg: Batch o]
umber for you.

Description CTRAMNS pavments for service months thru Aug 2025

olsupport@CPSEPortal.com



When you are ready click OK
to process the batch, you can
click one of the "OK + Report”
options to generate a
payment detail report.

® Print by Child will print a
report by Child

® Print by Provider will list items
provider.

oolsupport@CPSEPortal.com

Transportation Payments

==| Payment Edit Screen (CTRANS)- BIRMIE

Show Types: ™ Regular [ Adustments [ Fate Changes * Al Months
] ™ Service Month Orly
Mon-Payment Code: Total Paid Order By:

Fizcalvear  Batch Mumber County Waucher Mumber

Wehdor Invoice #

Yenhdor [nvoice Date

) 1 1

MDY (v

Description ]ETF!!—'«NS pavments for zervice months thru dug 2025

Comments

0K + Prirt Payrnent

0K .EIK + Firt F"a_l,lment Dretail
i Detail By Provider

By Child

Auto Generate Batch

Mumber ‘ Ll




Adjustments Using Enter Invoices

Preschoolsupport@CPSEPortal.com



Live Demo
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SEIT Sessions

= Enroliment RS / SEIT ==
« £ Times PerWeek: 3
STAC  [03/01/2506/30/25 0T S200BUILDING BLOCKS LEARNING CENTER, Agency30 $66.00 (1714200 =] Minutes per Session [3
Progam  [BULDING BLOCKS LEARNING CENTER. Agency30 $66.00- 3200 (28912) =] Weeks: [18
SveTwe  [occupationsi Therspy Seltng [ Clacsioon j Total Sessions: [35
@ Indvidaal  © Group Group Size [ Location [ =l Raek[gE00
Stat Date: EndDate Term Date Total Amount: [2376.00
[oarm 72025 2] -] [onsizee [E]+] MMDDAE] ] I Consutation ™ Annisl Review & Weekly
RixStart Date RixEnd Date Plx Signatise Date  ICD 9 Disgnosis: ICD 10 Diagnosis: Didering Provider: © Monthy
0370172025 [2] ] [o6/30/2025 o] ~] [oerz0/2025 [~ ] | ] [re2 ][Rl Wisam [7300) =] Ot
Confimation Lettes | Terrnation Lelter ‘ Amhouzdml.;ﬂel‘ Senvice Confimation letler | Show Comments | History
| Type | Progiam [ MivatesPerSessior | Rx Start Date | A
3 & 0 &
abssasnmt, ™ L P PSRN
5TACs Profie | oK | Apply ‘ ﬂml 4 Summay | Requie |  Delele ‘ Cancel | |
——

upport@CPSEPortal.com

® To adjust the number of RS/SEIT Sessions, start by looking up the child,
then click on the $ Summary Button at the bottom of the screen.



Adjusting the number of RS/SEIT Sessions

JACOBIE. JOHN 2b-26 10 Month

Payment Summary
Type | Maonth | Provider PCode | Type | Akt | Rate Batch Date | Batch # Reazon ClaimD ate
R 09/25 |BUILDING BLOCKS 5200 |OT |E |$EE.00 3 332026 | 26-0004
F 10425 |BUILDING BLOCKS 53200 |0OT |5 |$66.00 3 | 3/31/2026 | 26-0004
R 11425 |BUILDING BLOCKS 53200 |OT |8 |$66.00 : 3172026 | 26-0004
R |01/26 |BUILDING BLOCKS  [9200 (0T |8 [$E6.00 ate Adjustment
F 02/26 |BUILDING BLOCKS 53200 |0OT |9 |$66.00 : A S ARG | 2EUUE |
R 03/26 |BUILDING BLOCKS 5200 |0OT |8 |$66.00 : 3432026 |2E-DDE|4 |

® The $ Summary Screen will show all the payments made across
enrollments and service types.

® (This is not the best place to review a child’s payment history, see the
“Reports” section later in the slides.)

® To create the adjustment, right-click on the payment that needs to be
adjusted, then click ‘Create Adjustment.’

upport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

® After you click “"Create Adjustment”, the
adjustment window will open.

® At the bottom left of the window is the number
of sessions that were paid in the selected
payment batch.

Enter the correct number of sessions there
(NOT the adjustment number).

So, if we need to take back 2 sessions in this
example, we enter 8, instead of -2.

Preschool will automatically give you a negative
$132 adjustment.

If you need to recoup everything, enter an
adjustment session of zero.

Preschoolsupport@CPSEPortal.com

:"‘E‘E Manual Adjustment for JACOBIE,JOHN

BUILDING BLOCKS LEARMING CEMTER.

= O

Service Month: 1242025
RS OT

Reazon:
f* Change In BS/SEIT Sezsions
" Other: |
Current Payable DK
Sess Total
10 BRO.00 Bl
Adiugtment
Sezs Hew Total Adjuzt At
10 BRO.00 0o

:"‘E‘E Manual Adjustment for JACOBIE,JOHN
BUILDIMG BLOCKS LEARMING CENTER.

Service Month: 12/2025
RS OT

Feasan:
f* Change In BS/SEIT Sezsions
™ Other: |
Current Payable ol
Sess Total
10 B60.00 — |
Adjustrent
Sers Mew Total Adjuzt At
g 528.00 -132.00




Adjusting the number of RS/SEIT Sessions

Fayment Summary

Type | Month | Provider PCode | Type | Atk | Rate Arnount | Statug | Batch Date | Batch # Reazon ClaimD ate
R 09/25 | BUILDIMG BLOCKS 9200 |OT | [$66.00 | $396.00 /2026 | 26-0004

R 10/25 |BUILDING BLOCKS 9200 |07 |5 |[$6E.00 | $330.00 33172026 | 26-0004

R 11/25 | BUILDING BLOCKS 9200 |OT |8 |$66.00 | $528.00 331/2026 | 26-0004

R 12/25 |BUILDING BLOCKS 9200 |OT |10 [$66.00 | $6E60.00 3431/2026 | 26-0004

A 12/25 | BUILDIMG BLOCKS 9200 |OT |-2 |$66.00 | [$132.00) Change in

R M/26 |BUILDING BLOCKS 9200 |07 |8 |$66.00 | $528.00 AN /2026 | 26-0004

R 02/26 |BUILDING BLOCKS 9200 |OT |9 |$66.00 | $594.00 331/2026 | 26-0004

R 03/26 |BUILDING BLOCKS 9200 |OT |8 |[$66.00 | $528.00 3431/2026 | 26-0004

® Clicking OK will save the Pending payment to the child, and you will see it
on the $ Summary Screen in Red text.

olsupport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

“pamens cams ronies o © All that is left to do is process the adjustment batch.

Mew Enter Invoices

e _ ® Todo this, goto Payments > Enter Invoices.

Agency Rate Adj. !

Check Lo . B

o i _ ® Onthe Enter Invoices screen, select the Service type and the

s

provider, and click ‘Edit Payment Batch'.

Service Type Pravider
[Rel. Services || |[BLILDING BLOCKS LEARNING CEMTER, LLC

0426 v]

oolsupport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

«=] Payment Edit Screen (RS)- BUILDING BLOCKS LEARNING CENTER, LLC

Sho T_'r'li'E .............................. I” Rate Changes [All Services _* & Al Manths

 Service Month Only
Tatal Paid: Order By:

] - | AAA ThilA Bl Ak Emreallad | | TTr—"

Mon-Paument Code:

® On the payment batch, uncheck Regular at the top and check Adjustments.

=] Payment Edit Screen (RS)- BUILDING BLOCKS LEARMING CENTER, LLC

Show Types: [ Regular ¥ Adjustments [ Rate Changes [a) Sarvices ¥ & Al Months Provider:
MNon-Payment Code: © Servca Mool Service tdonth [nay20/2028 -1

Total Paid: Order By:
] _vJ Add Child Not Enrolled [tz 00] |Child Hame
L

Motes | ChildName
B3 JACOBIEJOHN  OT

® This will display the adjustment(s) that you created.

olsupport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

Show Types: [ Regular ¥ Adustmerts I RateChanges [AllServices ~ ¢ AllMonths Provider.
" Servi 5
NorrPayment Code: . 2 d:f;;“ Moot ok Senvice Morith 473072025 B
7| _AddChid Not Emvolled | [i5757 05 [Chid Name ~]
Rx Exp R/2| mmyy | Sess | NoPay | AmtPaid | CalcAmt | $/Sess | EmtolledSessions | RSDescription ClassRatio | Total
JACOBIE JOHN 0T - 09/01/25 01/15/26 6/30/2026 A 12/25 -2 ($132.00) ($13200) $66.00 2/WEEK Occupational Ther. 06/21/21 36 13

P R e ey et Y e N S S Y ISR S e G~ )

Key? Dokt [ potd | seach Letirs [ Piocsss

o =1

® To finalize, click Process Invoice to process the payment batch.

olsupport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

® On the Process batch screen, the
only Requirement is a batch
number

You can also add a description,
comments, as well as a County
Voucher Number, Vendor Invoice
Number, and Vendor Invoice
Date, if you use those systems.

You can click “Auto-Generate
Batch Number,” and Preschool
will generate a batch number for
you.

oolsupport@CPSEPortal.com

=5 Payment Edit Screen (RS)- BUILDING BLOCKS LEARMNING CENTER, LLC
Show Twpes: [ Regular ¥ Adjustments [ Rate Changes [Al Services = Al Months

MNon-Payment Code:

(" Service Manth Only
Total Paid:

|

Order By:

_'_| &dd Child Mot Ernrolled

[ig122.00) [Child Mame

Fizcal Year

Batch Number

aunty Yaucher Mumber Wendar Invaoice # Yendar Invoice Date

Bz

Drescription

Comments

]HS pavments for service months thru Dec 2025

OE + Print Payment Detail
By Child

—_—

Auto Generate Batch
Murmber

OE + Print Payment

Detail By Provider Cancal




Adjusting the number of RS/SEIT Sessions

When you are ready, click "OK" to
process the batch. You can click one
of the "OK + Report” options to
generate a payment detail report.

Print by Child will print a report by
Child

Print by Provider will list items by
provider.

If you need a report, but didn't click
the button to give you one here, you
can go to the Check Log to get it
later.

oolsupport@CPSEPortal.com

==| Payment Edit Screen (RS)- BUILDING BLOCKS LEARNING CENTER, LLC

Show Types: [ Regular W Adustments [ Fate Changes Al Services ™ O &l Months

Mon-Payment Code: " Service Month Only

Total Paid: Order By:
] | AddChidNot Erolled | 575200, [Chid Name
Fizcal Year  Batch Mumber County Youcher MNumber Vendor Invoice # Vendor [nvoice Date
[205 -] | ] ] [MuDDAY ] |
Descriptian ]HS payments for zervice months thiu Dec 2025
Comments
OF. + Print Paprent O etail QK + Print Papment Auto Generate Batch
Uk By Child Dietail By Provider Murber ‘ Lancel




Payments Claims Providers CPSE

" Center-Based Rate Adjustments

Enter Invoiges

5 Daps/\eek

Service Month
08/25 -

[ ]
adjustment batch to apply the rate change to the existing payments.
Do this AFTER you've brought in and applied the rate change.

To do this, go to "Payments” => “Enter Invoices”.

oolsupport@CPSEPortal.com

-
Agency Rate Adj.
Check Log
AP Import / Export L
I (S LR R AN N P LR PN R ) [
B Enter Invoices [o =] s
Service Type Pravider
[CenterBased |  [ELMCREST CHLD CTR - SPICE TN cisae Payiment Baich
—_—
‘* Show all Enroliments E: f
' Show only enrallments for b |
5| Hous/Day
Edit Payment Batch by
Month

If a Center-Based program has a rate change (covered in a previous webinar), you can create an

On the Enter Invoices screen, select the Service type and the provider, and click Create Payment

Batch.
Center-based adjustments should NEVER be created manually on the $ Summary screen.



Center-Based Rate Adjustments

P& Enier invoices =

eeeeeeeeeee

ate Payments Only
LCieate Payments and Adjustments;
[ners -
oK Caneel
T

® Make sure that "Create Payments and Adjustments” is selected, then click OK.

® Preschool will create the batch, then when the batch is created, a pop-up will
display. Click OK.

® After the batch is created, click Edit Payment Batch to view the items on the
batch

oolsupport@CPSEPortal.com



Center-Based Rate Adjustments

<! Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE

Show Types: | Fegular | W Adjustments ™ Fate Changes i+ Al Manths
] " Service Month Only
NCIFI'PEI'.JITIEI"I'I Code: . Trkal Paid: Mrdar B

® On the payment batch, uncheck Regular at the top and check Adjustments and Rate
Changes.

<=l Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE
Show Types: [ Fegular ™ Adustments W Fate Changes % All Months Pravider:
MNon-Payment Code: g bonlh ok Service Month |0&/31/2025

Total Paid: Order By:
] _vj Add Child Mot Enralled [s557000 [Child Mame
i F 3

® This will display the adjustment(s) that Preschool created.

olsupport@CPSEPortal.com



Center-Based Rate Adjustments

» 6§ ; B
A |08/25 |0857 |0 $2,856.64] $2.856.64| $2,856.67

B = 0
JACOBIEJOHN | 9185 | 07/07/2¢ | 08/15/2¢|

i gt ppessiecatit i, o astnd S ey P oV g W

P

- .

2| Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE follf® =

Show Types: [~ Regular ¥ Adustments ¥ Rate Changes & Al Months Provider:

' € Service Month Only
Non-Payment Code: Total Paic: Ordet By Service Month 08/31/2025 =]
| AddChidNotErwolled | [35570 00 [Crild Name -
Notes | ChildName PCoc| From To Tem R/A | mmyy | FTE Att | NoPay | AmtPaid | Calculate| Rate/Sess | 554 DOB His/Day | DaysAW | 1:1 Amt ClassRatio
B 1]
|08/21/21 |25 L | $0.00 120101

f PRI SEpetRany i e S eSSy e R ¥

P
P Lo | oce

Search | Letters I‘

Delete | pﬂm

Key?

® Tofinalize, click Process Invoice to process the payment batch.

olsupport@CPSEPortal.com



® On the Process batch screen, the
only Requirement is a batch
number

You can also add a description,
comments, as well as a County
Voucher Number, Vendor Invoice
Number, and Vendor Invoice
Date. You can click "Auto
Generate Batch Number,” and
Preschool will generate a batch
number for you.

oolsupport@CPSEPortal.com

Center-Based Rate Adjustments

=] Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE

Show Types: | Regular v Adjustments W Rate Changes

MonFPavment Code:

Al Months
7 Service Month Only

Tatal Paid: Order By:
Fizcal Year | Batch Mumber ounty Youcher Mumber Yendor Invoice # Wendor Invoice Date
| - ] MDD (] ]
Deseriptian ICB payments for service months thiu Aug 2025
Comments
oK 0OF. + Frint Payment Detail 0k + Print Payment Auto Gﬁzﬁ:ﬁ: Batch Cancel

By Child Detail By Provider




Center-Based Rate Adjustments

bt Wh e n yOU a re readyl Cl iCk O K ﬁ Payment Edit Screen (CB)- ELMCREST CHLD CTR - SPICE
to p rocess th e batc h ] YO U Ca n 2::;::121 I::d:egular ¥ Adustments ¥ Rate Changes f[:"‘ ,:_!la[rjizr;t:jmth -
: Total Paid: rder By:
click one of the "OK + Report” ! ] s vt | [155 55— [cadnom
H FizcalYear  Batch Mumber County Youcher Humber Yendor Invoice # Vendor Invoice Date
options to generate a gt | | e 5
p a y m e nt d eta i | re p O rt . Descriptian ]CB payments for service months thu Aug 2025
® Print by Child will print a o
report by Child
A ) ) . . . oK, u oK + Prinéypgﬁli'rdent Dietail DDKe:a:i'gr;tFﬁ:agy\a?llth Auta Gr\?:ﬂba; Batch ‘ Caneel ‘
Print by Provider will list items

by provider.

oolsupport@CPSEPortal.com



Reports

Preschoolsupport@CPSEPortal.com




Check Log

The check log is where you'd look to pull past
processed payment batches.

WIonTn}

Payments Claims Providers CP5

Y It a”OWS yOU to re-prlnt those payment _f Mew Enter Invoices 1§
Enter Invoices

5 p - i -.Ap;x:mﬁamhﬁm. f

® It allows you to undo (delete) a payment L P

T Trp et Epo — .

batch (as long as it’s not claimed on an AVL). —

To open it, go to "Payments” -> “"Check Log".



Check Log

@ al
1
Clear
1

i, Provider Name
W B RS [ | 0 b
W OSEIT R EVAL  Vendort
endor  UnLogged
© Commertial Transpitets
¢ Batert Tramporters (" Hol Frocessed | PintVoucher |
Batch # YendIny # Balch Dale Voushe: # Check Dats Piocsss Date
From [ [ =353 BT =l
To I I B [ B K3
Pravider Batch Tope | Baich | Balch Diate Total | Check B | CheokAmt [Vendor | Vendorlne | County Theck Date | Electionical |Vendor# |Frocessed | Frocessed | 0Kt Updated D | Updaed By | Contiact # | NoPay | Conliact | Descrpton CreatedDateTh
Invoios | Date Vouche f brited Date Batch Procecs [ine

Fiint Batch Fieport

Fiint Rieport - By Child Piirt Report - By Program

Excel Recale

Mark As Processed

Ll |
Delete Payment Batch

Edit Batch | Editwith Attendance




[ checklog == uezm)
* Education, /Service Prose. Provider Name © Al 1@
Fe RS [ARC ERIE COUNTY MY - GREEN ACFES Bal P tonged ——
[~ SEIT [ EvaL Vendor # il (===
© Commercis I Transporters s IQ
C B T 7 Mot Processed | PinkVoucher |
Batch Yend Inv # Batch Date Vousher B Cheok Date Procass Date
From 21-4033 [ I el | [ Bl 3K
To 21405 [ [ B | 2R3 B~
Provvider Batch Type | Batch Batch Dat= Total | Check# | Check Amt| Verdor | Vendor Inv | Couniy Check Date| Elestorical ly | Yendor # Processed| Prossssed 0K to] Updated Date| Updated By | Contract # Ho Pay| Cortiact Desciption dDateTime | £
Invoics # Dete | Voucher # Submitted Date | Batch Process Line
¥ EEFCERIE 5 IR THd/20z2 460,388 39 CHZZETHT 1 0 Qe ECNICT 02 ST 171572022 me,
T'h tion is th | filter f icet d

providers.
The yellow section is the specific filter for specific IDs like batch #,

o

voucher #, batch date, etc.

If you know exactly which batch to look for, or on which date it was
processed, enter the same batch # or the same batch date in both

the “From” and the “To"” boxes.

Click “Retrieve” to search for it.



Check Log

Ll |

Edit Batch ‘ Edit withAttendance‘ Delete PaymentBatch‘ Mark A3 Processe d] Excel | Recale ‘ Print Report - By Child | Pririt Report - By Program | Print Batch Report |

® Atthe bottom of the Check Log are buttons that manage the selected
payment batch.

® Most commonly used are the highlighted ones that print different reports
for the batch.

® The “Excel” button exports the whole list of batches to Excel (not the
details inside the selected batch).

® Other buttons like “Edit Batch”, “Edit with Attendance”, or “Delete
Payment Batch” should not be used unless directed by your support
CRM. They are for special circumstances and specific situations only.



ABA Children Costs

Accrual Tool

Agency Rate Changes

AVL / Clairming >
Budget Tool

Child Activity Note Listing

Child Age Out Report

S Payment Forecast Report

CPSE Meeting Forms

SRR ® Itisinthe middle-lower section of the menu list for “"Reports”.

® It will look like this when you open it:

Medicaid Billable Reports

Medicaid Consent Received

Medicaid Reports 1l Payment and Attendance Forecasts.
s = [ Report type: Service type: 4 §
Missing Requirements Csesion [ ] i e Sorbel
i CSeh " Attend; RS
On Hold Children ch. Y. ;nma;c:m ::sm e —— t
il " Other  From: To
Overlapping STACs 7% =] [00%7% [=]|| I UssFioesisdRates [ TRANS (2™ Caneel
— Edit Fiates
Over Payment Listing L | ,_]
Paper STACs F | Provider [ Providers |
Expoit To ]C:\Users\benny\Ducuments\PreSchun\FnrecastZBAprZDZG,x\s Change

Paper STAC Listing
Paper STAC Summary

Payment
Payment Batch Reports
Payrments By Check Date

Payment / Claiming Deta

Payment Forecasts ,
Payment Override
Payment Summary
Payment Totals By Month

Prescription Reports >

Provider Payment Reconciliation

e



Payment Forecast Report

11} .F’aj'ment and Attendance Forecasts

: il Eepn‘r?\t:vpe' Service E;pe' [ 5
i« 5 Sort by
* Gession | 24-25 2 Month i & Pamerts v e LElLAL Bun

& Child narne

 Goh v " Attendance I~ RE
" Provider
§ i I Incl Pmts. [~ sgiT
" Other  From: Ta C Distiet e
07/01/24 |« [08/31/24 =B | [T Use Projected Rates [~ TRANS L

Edit Rates I

Pravider. ]AII Providers j

Export Ta: 1(3:\Users'\benﬂy\Dm:uments‘.PreSchuulFurecaStZSAprE 026 xls

Change I

® Date filters (blue box): Specifies the date range to run the report. If the date range is too
big, the report may take a while to load.

® Type filters (orange box): Specifies different forecast types, which service types to run,
and the sorting method.

® The “Provider” dropdown filters which provider to run the report on.
The "Change” button changes the folder location you want to export the Excel to.



Payment Forecast Report

il Payment and Attendance Forecasts

= Report type: Service lype:
& Session [24-252 Month e 7 @ Sort by i

& IChidname

Coschvi [ ] € Mtendance RS
© Provider Expatt

[ Inol Pts [~ gEIT

 Other From T
et [=]  [0eai =] | [ UseProjsctedRates — TRANS | D! Cancsl

Edit Rates

Provider | Providers |

Export To: IC:\U5Ers\benny\Dur,uments\PrBSr,huannrecastZBAprzt}Zﬁ,xls Change
PAYMENTS: CB - 7/1/2024 to 8/31/2024

Last Name First Mame [} Doe Sex CIN # M YN & /N Ent Date | School District Start Date | EndDate | Provider Service Type Service Sub-Type | Frequency Type Frequency Session Duration Rate

» |ADAMS MARTIN 12/17/2015) M | GJE0491Q “williamsville 7/8/2024 | 8/16/2024 |BLOOM CREATIVE ce Selt-Contained weekly 5 5 $6,263.00
ADKINS DEXTER 12/18/201¢] M Lancaster 7/15/2024 | 8/16/2024 | BUFFALD HEARING [5] Sell-Contained ekl 5 $6511.56
ADKING JAMIE 4/4/2020 | M| GTEI843 Buitalo 7/8/2024 | 8/16/2024 | BUFFALD HEARING CB Self-Contained ‘weekly 5 5 $7.817.00
ADKING LAWRENCE 1419/2020) M | GKE2081Z Buftalo 7/8/2024 | 8/16/2024 | BUFFALD HEARING ce Self-Contained weekly 5 5 $7.817.00
AGUILAR SAMUEL 7/24/2020| M |GN36252w Bulfalo 7/8/2024 | 8/16/2024 | BAKER VICTORY 5] Integrated \Weekly 5 5 7.493.00
ALEXANDER MNETTIE g/4/2020 | F M73824H Buitalo 7/B/2024 | BAE/ UFFALO HEARING Cl eli-Containg: ‘weekly 7817,
ALLEN JULIAN 4/3/2m9 6756825 Buffalo 7/8/2024 | BAE/ AKER WICTORY Ci ell-Containe: ‘weekly rogzon |
ALVARADD AL 6/16/2020 K2B8645 Cheektowaga-Sloan 71172024 | 8B/, LIFFALO HEARING Cl eli-Containex Weekly £.511 51
ALVARADD LAURENCE 6/1/2020 KE57470U Buitalo 7/B/2024 | BAE/ EAGUE FOR THE Cl eli-Containg: ‘weekly 5,783,
ALVARADOD LORRAINE 318/2020] F Spiingvile Griffith 7/8/2024 | 86/ EAGUE FOR THE [ Integrated ekl 4,460
ALVBREZ BRANDON 8/28/2020)| M | GKBITEEQ Buifalo 7/8/2024 | B/16/2024 | BAKER YICTORY CB Sell-Contained ‘weekly 5 5 $7.062.00
ALVAREZ DORA 11/22/2015) F | GH4006S) Sweet Home 7/8/2024 | 8/16/2024 | BUFFALD HEARING ce Self-Contained ‘weekly 5 5 $7.817.00
ALVEREZ 1RME 612/2020| F | GN79277C Bulfalo 7/8/2024 | 8/16/2024 | BAKER VICTORY 5] Sell-Contained ekl 5 5 $7.062.00
ANDERSON CHRISTOPHER 5/27/2020| M | GMBA085K Tonawanda City 7/8/2024 | B/16/2024 | BEYOND LEARNING CB Sell-Contained ‘weekly 5 5 $5.503.00
ANDERSON KRISTINA §/7/2020 | F | GM39881T Buftalo 7/10/2024 | 8/16/2024 | BAKER YICTORY ce Self-Contained weekly 5 5 $7.062.00
ANDERSON RON 10/18/201¢] M | GGF00465 Cleveland Hil 7/8/2024 | 8/16/2024 | BORNHAYV SPECE C [5] Integrated ekl 5 5 $5,784.00
ANDREWS ENRIOUE B/24/2013| M | GM33Z13N Sweet Home: 7/8/2024 | B/16/2024 | BORNHAVA SPECE C CB Sell-Contained ‘weekly 5 5 $6.506.00
ANDREWS MARLENE FA0/2020) F | GN17182M Buftalo 7/8/2024 | B/16/2024 | BAKER VICTORY ce Self-Contained weekly 5 5 $7.062.00
ARMSTRONG ALTON H | 1//2021 | M Orchard Park 7/8/2024 | 8/16/2024 | WEE CAN 5] Integrated \Weekly 5 5 $8,665.00
ARMSTRONG DARRYL 5/8/2020 | M | Gx246348 Swieet Home 7/8/2024 | B/16/2024 | ARC ERIE COLINTY CB Sell-Contained ‘weekly 5 5 $7.337.00
ARMSTRONG JIMMIE 9A0/2019 | M | GIET:A) Frortier 7/8/2024 | B/16/2024 | BUFFALD HEARING ce Self-Contained weekly 5 5 $7.817.00

® For example:

¢ Report Type — "Payment.”
Shows the $ amount forecasted and actually paid.

® Service Type —"CB.”
hows only CB services for the 24-25 2-month session.



Payment Forecast Report

LA RPL g in =T Al

FRate Jul 2024 Forecast Jul 2024 Actual Aug 2024 Farecast Aug 2024 Actual Total Forecast Tatal Actual
$6.263.00 $4.175.32 $4.175.32 $2.087.68 $2.087 E8 $6.263.00 $E.263.00
$6.511.56 $3.906.93 $3.906.93 $2.604.63 $2.604.E3 $6.511.56 $E.511.56
F7.817.00 $5.211.32 $5.211.32 $2.605.68 $2.605.E68 $7.817.00 $7.817.00
$7.817.00 $5.211.32 $5.211.32 $2.606.68 $2.605.E8 $7.817.00 $7.817.00
$7.493.00 $4.995.32 $4.995.32 $2.497.68 $2.497 E8 $7.493.00 $7.493.00
$72.817.00 $5.211.32 $5.211.32 $2.605.68 $2.605.E8 $7.817.00 $7.817.00
$7.062.00 $4.708.00 $4.708.00 $2.354.00 $2.354.00 $7.062.00 $7.062.00
$6.511.56 $3.906.93 $3.906.93 $2.604.63 $2.604.E3 $6.511.56 $E.511.56
$5.738.00 $3.858.68 $3.858.68 $1.929.32 $1,929.32 $5.788.00 $5,758.00
$4.4E0.00 $2.973.32 $2.973.22 $1.486.62 $1.486. 62 $4.4E0.00 $4.460.00
F7.062.00 $4.708.00 $4.708.00 $2.354.00 $2.354.00 $7.062.00 $7.062.00
F7.817.00 $5.211.32 $5.211.32 $2.605.68 $2.605.E68 $7.817.00 $7.817.00
$7.062.00 $4.708.00 $4.708.00 $2.354.00 $2.354.00 $7.062.00 $7.062.00
$5.905.00 $3.939.32 $3.938.32 $1.969.68 $1.969.E68 $5.908.00 $5.909.00
$7.062.00 $4.708.00 $4.708.00 $2.354.00 $2.354.00 $7.062.00 $7.062.00
$5.784.00 $3.856.00 $3.856.00 $1.928.00 $1.928.00 $5.784.00 $5.784.00
$6.506.00 $4.337.32 $4.337.32 $2.168.68 $2.168.E8 $6.50E.00 $E.506.00
$7.062.00 $4.708.00 $4.708.00 $2.354.00 $2.354.00 $7.062.00 $7.062.00
$8.565.00 $5.710.00 $5.710.00 $2.855.00 $2.955.00 $8.565.00 $8.565.00
$7.337.00 $4.991.32 $4.891.32 $2.445.68 $2.445 68 $7.337.00 $7.337.00
$7.817.00 $5.211.32 $5.211.32 $2.605.68 $2.605.E8 $7.817.00 $7.817.00
$8.565.00 $5,710.00 $5.710.00 $2,855.00 $2,8655.00 $8.565.00 $8,565.00
$5.055.20 $3.373.20 $2.373.20 $1.686.E0 $1.68E.E0 $5.0558.20 $5.059.20
F7.817.00 $5.211.32 $5.211.32 $2.605.62 $2.605.68 F7.817.00 $7.817.00

® You would need to scroll to the right side of the resulting table to see the
detailed forecast vs. actual amount breakdown by month.



" Other  From:

07/01/24 [ -]

1l Payment and Attendance Forecasts

{* Session |24-25 2 Manth =
£ Sch.y,

Payment Forecast Report

I F‘iépoli"type:

£ Payments

@ Atendance
[~ Incl. Pmts.

To:
08/31724 | [ UseProject=d Rates

Edit Fates

Frovider [ Provicers

El

S érvlce .Ejpe:
[ cs
[¥ RS
[~ SEIT

" Provider

€ District

Expart
Cancel

Export Tox ]C \Users\benny\Documents\PreSchoolForecast28Apr2026 s

Change

ATTENDANCE: RS - 7/1/2024 to 8/31/2024

Start Date | EndDate | Provider Sewvice Type | Service Sub-Type | Fiequency Type Frequency Session Duiation Rate Jul 2024 Forecast Jul 2024 Actual | Aug 2024 Forecast Aug 2024 Actual | Percent Attended Total Forecast Total Actual
| M| 7/8/2024 | 6/16/2024 | HEARING AND RS ST WEEKLY 2 0 $60.00 i 7 4 2 75.00% 12 3
TI8/2024 | B/16/2024 | THERAPELITIC LINK. RS ar WEEKLY 2 an $60.00 8 9 4 2 91672 12 i
TI8/2024 | B/16/2024 | HEARING AND RS MU WEEKLY 1 45 $30.00 4 3 2 3 100.00% [ 3
T/8/2024 | B/16/2024 | HEARING AND RS 5T WEEKLY 2 45 $90.00 8 7 4 5 100.00% 12 12
TI8/2024 | B/16/2024 |ASSOCIATED RS ar WEEKLY 2 £l $60.00 8 7 4 1 EE.6T% 12 8
7412024 | 8/31/2024 | HEARING AND RS ST WEEKLY 2 30 $60.00 10 4 8 1 27.79% 18 5
7/B/2024 | B/16/2024 | ECMC RS ST WEEKLY 2 £l $60.00 i 6 4 4 83.33% 12 o
|| 74172024 | B/3172024 | BAKER VICTORY RS ST WEEKLY 1 0 60.00 5 3 4 3 B6.67% 9 6
741/2024 | B/31/2024 | THERAPELITIC LINK. RS 5T WEEKLY 1 an 50.00 5 4 4 2 B6.67% 9 3
7/8/2024 | B/16/2024 |BEYOND RS ar WEEKLY 2 an 50.00 ] [ 4 4 100.00% 12 12
7/8/2024 | B/16/2024 | LIBERTY RS aT WEEKLY 2 i £0.00 [] 7 4 5 100.00% 12 12
7/8/2024 | B/16/2024 | LIBERTY RS COR MONTHLY 1 £l $60.00 1 0 1 1 50.00% 2 1

® Another example:

¢ Service Type —"RS.”
Shows only RS services for the 24-25 2-month session.

® Report Type — "Attendance.”
Shows the number of sessions forecasted and actually provided.




Report twpe: Service type:

St by:
-
" Pamens . * Child name
" Attendance I —
[~ Incl Pmts. [~ sEIT ravider
T
[¥ Use Projected Rates [ TRANS District
Edit Fiaes |

Payment

-orecast Rep

ort

"%, Projected Rates = m] x
-
ProviderN ame Prow. Code Year Prog. CD. | 5T CD' | Current Last Rate Lst Rate Y | Estimated Rate | Estimation Methoay
BUFFALD CITY SD 140600010000 202526 (9100 | $34.711.00 | $34.711.00 | 202526 $34,711.00 Actusl
BUFFALO CITY 5D 140600010000 202526 (9135 T $43.00 $43.00 202526 $43.00 Actusl
Bun | BUFFALO HEARING | 140701996432 202526 (5100 | $48.26400 | $48.264.00 | 202526 $48.264.00 Actual
i BUFFALO HEARING | 140701996432 202526 (9135 T $42.00 $43.00 202526 $43.00 Actual
CHC LEARNING CTR - | 140201938083 202626 | 9101 | $68.800.00 46880000 | 202526 $68,800.00 Actual 1
E wport | CLIMICAL ASS0C OF | 431701880007 202526 (9135 T $46.00  _471446.00 202526 $46.00 Actual /
= EAST AURORA UFSD | 140301030000 202626 (9160 | $43895 01 44389300 | 202526 $43,895.00 Actual =
ECMC 140600880012 202626 (9135 T $0.00 $42.00 202425 $42.00 LastRate =
Cancel | GATEWAT 140203397682 202526 (9100 | $54.219.00 | $54219.00 | 202526 $54.219.00 Actual
o HAMBURG CSD 141601060000 202526 (9135 T $0.00 $42.00 202425 $42.00 LastRate
HEARING AND 200000066951 202526 (9135 T $42.00 $43.00 202526 $42.00 Actusl
HOLLAND CSD 141701040000 202526 (9135 T $43.00 $43.00 202526 $43.00 Actusl
IROQUOIS C50 141301060000 202526 (9160 | $36.658.00 | $36.63800 | 202526 $36.6958.00 Actual
KENMORE-TOMAWAN | 142601030000 202526 (9160 | $32167.00 | $32157.00 | 202526 $32.167.00 Actual
LEAGUE FOR THE 800000052286 202626 | 9101 | $36.733.00 | 43573300 | 202526 $36,733.00 Actual
LEAGUE FOR THE 800000052286 202526 (9135 T $43.00 $43.00 202526 $43.00 Actual
LEAGUE FOR THE 800000052286 202626 (9160 | $27.533.00 | 42753300 | 202526 $27,533.00 Actual
LIBERTY 800000070122 202626 (9135 T $44.00 344.00 202526 $44.00 Actual
FIONEER CSD 043501050000 202526 9160 | $34.808.00 | $34,808.00 | 202526 $34,808.00 Actual
SUMMIT 140203998223 202526 (9100 | $64.573.00 | $6457300 | 202526 $64.573.00 Actual
SUMMIT 140203998223 202526 (9115 | $32.759.00 | $32.759.00 | 202526 $32,759.00 Actusl
SUMMIT 140203998223 202526 (9135 T $42.00 $43.00 202526 $42.00 Actual
SUMMIT 140203998223 202526 (9160 J $52.450.00 | 452458000 | 202526 $52 460,00 Actual
SWEET HOME CSD 140207060000 202526 (9160 | $0.00 $0.00 202526 $0.00 LastRate
WEE CaM 800000058305 202526 (9135 T $42.00 $43.00 202526 $43.00 Actual
WEE CAN 800000058305 202626 (9160 | $52.878.00 | 45287300 | 202626 $62,878.00 Actual
Actual I hetai Inflate 37 I Closz

® The “"Use Projected Rates” checkbox allows you to run the report based on rates

you configure.

® The “Edit Rates” button opens a window for you to see the rates that you're going

to use to run the report.

® You can manually edit a rate in the “"Estimated Rate” column.




Ewals

STACID

SSN I
eSTACs Student # !1 400068290
CIM # i

Add Child ta CIN Lookup ]

Medicaid Consent and Eligibility I [~ Has Assis%f’fech Device
|1 Has B

/ Add

| AddedBy | added | |

Upload to CPSE Portal

iew Full Log

Aictivity

® First, look up the child you want to
run the report on, and go to their
yellow child screen.

® Then, click the "Summary"” button.

® The report will look like this:

EEEA=

W _J Mew

Lookup Child
Delete

Payment Summary

£ Child Summary - Payment History

Provider:

DIVERSIFIED SERVICES LLC

Prograr:

]Edu:alinn

TYPE

EVAL - Edu Select All Payments

Claim Selected Payments
Select AllErolments | Claiw Date:
SekctAlEval | [0WZEE0Z6  [E=]
Clain Envoliments
FBiun Payment Report
Fiun Enralment Rreport
Cancel

Frem: [1719720;
To [1119720
Paid Amt: [§1658.00

Payments
SewviceDale [Amount | NoPay| Belch# | BetchDate | ClamDate | AVL | Check # | Check Date | Voucher # | Invoice # [
b 11923 (915800 | [230433  |3/72/2023 [5/9/023  [zm [ [ [ [230433 |

Ermlments

FromDale | ToDale e | ServiceType | ProgDisphame Sessian TotaPayments | FTE | ProviderMame
Occupaional Therapy IVERSIFIED
Psycholagical L 240 VERSIFIED
Socid ol 136 VERSIFIED
Speech/Language AL |23 iE SIFIED
usic AL |23 160 L0
FFALD HEAS 44.765.00 AL0
[ AL HEAS onth [47,817.01 ALO
[& AL HEAS 04.00 AL0
ALO HEAS onih | 38,0401 Al
AN | B ACIAL UDENT
I PA A 0.00 ANCESCA,
] I COMMERCIEL G onth ST STUDENT
9/3/2024_|6/20/2075 | TRAN | B COMMERCIAL FLAN |24 RST STUDENT
AN | B PA FLAN | 24-25 2 Month | $680.00 ANCESCA
AN | B FA G $4,320.00 ANCESCA
— EE COMMERCIAL R onth [$0.00 FST STUDENT
|70z 572025 | TRAK| BA: PA A onth | $900.00 ANCESCA




Payment Summary

E2), Child Summary - Payment History

Provider Paymer s
[FUFFALD HEARING AND SPEECH CENTER ServiceDale | Amourt | NoPay | Balch B | BalchDale | ClamDale | VL Check # | Check Dale | Voucher # | Invoice £
P [5/30/2023 | $4,008.20 233506 |10/25/202 4/3/2024 | 2301 233506
Program 9/30/2023 [ $114.35 205135 |6/28/2025 | 7/14/2025 | 2308 253
[FUFFALD HEARING AND SPEECH CENTER | 5/30/2023 | 446684 234880 | 1/26/2024 | 4/3/2024 | 2301 234880
) . . 10/31/2023 | $4,008.20 233973 | 1173072027 4/3/2024 | 2301 FEETIE]
e to p ISt IS you r paYI I le nts TYPE 10/31/2023 | $468.84 234880 [1/26/2024 | 4/3/2024 | 2301 234380
B SekctdlPamens T0/31/2023_| $114.35 S1B_[526/2025 (/2005|2306 24515
_selecthlPamerts | T1/30/2023 | $4,008.20 234354 [12/20/2027 4/3/2024 | 2301 234354
T 11/30/2023 | $468.84 234880 [1/26/2024 | 4/3/2024 | 2301 234580
O r e se ec e e n ro I’ ' le n S T/ANNZE | $114.36 245136 |B/0/25 | 742005 | 206 24513
L] Selast Al Envolimants | Claim Date T2/31/2023 | $466.84 234880 [1/26/2024 | 4/3/2024 | 2301 234380
) 12/31/2023 [ $114.35 205135 |6/28/2025 | 7/14/2025 | 2308 253
Select Al Evals MEDE v 123172023 | $4,008.20 234765 |[1/10/2024 | 4/3/2024 | 2301 234785
/3172024 |$4,477.04 240034 |2/23/2024 | 4/3/2024 | 2301 240034
EnEriclents ] 1 /32| $11436 45135 |6/28/2025 | 7/14/2025 | 2906 A5
e R o . 2/28/2024 | 411436 205135 |5/20/2006 | 7/14/2025 | 2306 24515
—] L 9/s/202 202372024 | $4477.04 240451 |3/18/2024 | 6/27/2024 | 2302 240451
. . Fiun Envaliment Feport To: [§7217300 33142024 |$114.35 205135 |6/28/2025 | 7/14/2025 | 2308 253
[ ) /3172024 | 44,477 04 240885 |4/15/2024 | 9/16/2024 | 2303 240885
e O OI I l IS IS y0U r &] Paid Amt: [¢44 766. 4/30/2024 | $4.477.04 241278 5/14/2024 |B/27/2024 | 2302 241278

Errolments

TotalPapments

FTE | ProvideName

1 FromDate | ToDate Type | ServiceType | ProgDispame Code | Session
e n ro l I Ie n S I e O e rS O 1M15/2023 |119/2023 |EWAL|Edu Education Eval |22-2310

$156.00 DIVERSIFIED

11642023 | 116/2023 [EWAL| 0T Occupational Therapy | EVAL | 222310 $158.00 DIVERSIFIED

20372023 | 2/3/2023 | EWAL|Pape Psychological Ewal 222310 $240.00 DIVERSIFIED

m t 2342023 | 2/3/2023 |EVAL |Soc Socisl EvAL |22-2310 $138.00 DIVERSIFIED

p a y e n S = 143142023 | 1/31/2023 |EVAL | SPL Speech/language  |EWAL 222310 $158.00 DIVERSIFIED
12/6/2023 | 12/6/2023 | EWAL | MUS Music EWAL | 23-24 10 $160.00 BUFFALOD

CB k LO
9/3/2024 | 6/20/2025 |CB BUFFALO HEARING | 9100 | 242510 $46.904.00 1 |BUFFALD
74742025 | 8A5/2025 |CB BUFFALO HEARING | 9100 | 25-26 2 Month | $8,044.00 1 |BUFFALD
9/5/2023 | 6/21/2024 | TRAM | BASIC COMMERCIAL TRAN | 23-24 10 $0.00 FIRST STUDEMT
9/5/2023 | 6/21/2024 | TRAM| BASIC PARENT THRAN |23-24 10 $5.040.00 FRANCESCA
7/8/2024 | BAB/2024 | TRAN BASIC COMMERCIAL TRAN | 24-25 2 Maonth | $0.00 FIRST STUDENT
9/3/2024 | 6/20/2025 | TRAM| BASIC COMMERCIAL TRAN | 24-2510 $0.00 FIRST STUDEMT
7/8/2024 | 8672024 | TRAM| BASIC PARENT TRAN | 24-25 2 Manth | $660.00 FRANCESCA
9/3/2024 | 6/20/2025 | TRAN| BASIC PARENT TRAN | 24-2510 $4.920.00 FRAMCESCA
TIFI2025 | 8A15/2025 | TRAM BASIC COMMERCIAL TRAN | 25-26 2 Month | $0.00 FIRST STUDEMT
A FAR0e L RAR2025 | TRAN BASIC PARFRT ITRAN | 25.28 2 Manth | £300 00 | FRAMCESCA



Payment Summary

® The top-right section gives you several options

1BUFFALI] HEARING AND SPEECH CENTER

mrnmemms o sreeccmren | © DO NOT use the claim functions here. These are for
o st special circumstances like eval AVL adjustments, and

s ol clicking them won't actually claim the payment.
Select Al Ervaliments | Claim Date:
_ SelectAlEygls PICEEE

Claim Enrollrngs J FTE: ]‘—

Bun Payment Heport.' | Frorm: fm
Run Enroliment Report | To: [6771720: ¢ RUn Payment Re pO rt

&J Paid Amt: [$44 766,

® The two useful buttons are:

® Run Enrollment Report



Payment Summary

[ pechonl @it Payment bistory - @ X
| % 4 4 Tof1+ YoM e S @&F&(0r <] [ |# Toam 0 79079
Preview |
BT chidsupt
Claim Selected Pa-"lmentsl 2 :--HBALLFSFALD HEARING AND SPEECH CENTER? 403,00 i e A

Erie County Health Department

PreSchool Program

Child Payment History
Child: FOX, DOMINICK DOB: 03/27/20

2 ) - FRANCESCA NICHOLSONGE,106.00
Select Al Ermolments | Clairn Diate: it
BUFFALOD HEARING AND SPEECH CENTER?.409.00
-~ DIWERSIFIED SERVICES LLC4,312.00
Select All Evals | IU4!28!2U2E E : I

FE[T
Fiam: [9/5/202.
To: |E!21 1200

Claim Enroliments

Run Payment Report

Run Enroliment Repart

Service Type: CB

Provider Dizplav Name:

BUFFALO HEARING AND SPEECH CENT  Vendor Number: 109950

InvoiceNo Invoire Date Service Date Res/Adjust NonPay Code  1:1 Aide (Included) Paymt Ami

23-3306 10125723 093023 R 50.00 $4.008.20

234880 0126724 09/3023 A 50.00 $468.84
| 245133 0528723 09/3023 A $0.00 $11436

Qancel Paid &mt: |$44 766 23-3973 113023 1031123 R 50.00 54.008.20
: Heas 234380 0126724 1053123 A 50.00 $468.84

245133 0572825 105123 A $0.00 $11436

23.4354 122013 113023 R 50.00 54,008.20

234880 0126724 113023 A $0.00 $468.84

245133 0572825 115023 A 50,00 511436

234763 0110724 123123 R 50.00 $4.003.20

234880 012624 125123 A $0.00 $468.84

245135 052825 123123 A 50.00 S11436

24-0034 022324 013124 R $0.00 $4.477.04

245135 0572825 013124 A 50,00 511436

240451 03/18724 022024 R 50.00 $4.477.04

® The “"Run Payment Report” button will give you a multi-page printable
report that shows ALL the child’s processed payments grouped by
service types and then providers.



Payment Summary

[ pschool - Child Enrollment Report

X ( 162 b M S&Fd=([oo <[ |8 Toars w0z 1gdiE
Fieview |
ET- chidemolLipt
O R ALFFAL O HEAR S8D SPEEDH Brintel Ou: 042875 Erie County Health Department Page Nambr: 1
g TR e N Uit L, Preschool Program
& DlgﬁcsuFFALD HEARING AND SPEECH CI Child Enronment Report

] ) TRANSFIRST STUDENT
Select Al Ernoliments | Claim Date: A TRANSRANCE SCAICHOL SO Child: FOX, DOMINICK DOB:  03/27/20

! CBBUFFALD HEARING AND SPEECH CI
TRANSFIRST STUDENT e Session istric ject ast S ast Appr's
Select All Evals 04/28/2026 ’ﬂ, hd T it iiovson Loe Smts s St Late  Luideay

BO.00EVAL

Clsi Erval EVALBUFFALD HEARING AND SPEECH Provider Ivalse/  CPSE/ EVAL/  Irip  Lripw Districy Disar Hry
A 60.00CB Ivpe  Prosram RS  Service FrmDate  ToDate X/Wk  Sess Rate Total Wdraw TermDate Grp FIE Dav
aim Enrolments FTE: 1 COBLIFTAL D HEARING AND:SREECHICH SED CB  BUFFALOEEA 070725 084325 80400 5804400
ARANSHRSTSTUDENT, CNIY CB  BUFFALOHEA 070725 015023 6 6 SEOMO0 5804400 100 50
TRANSFRANCESCA NICHOLSON
BunF = 58.00EVAL SED TRAN FIRST STUDEN 0 0 5380000  $380000
oun a_'r'ITIE'I"It E'-'|:ICI|'t Fram: 9/5/202: EVALDIVERSIFIED SERVICES LLC CNTY CB FIRST STUDEN BASIC 070725 0815725 RT 30 SI821 354630
: SED TRAN FRANCESCAN 0 0 5380000  $380000
CNIY PA  FRANCESCAN 070725 015725 0 $60.00 5000
TD' 5;21 "2u' STAC |Iype  Session District Rejected  LastSent  LastApor'd
: ) ©B 2425 10 Month Williamsville 110124 110424
Eancel Paid At t44 766 Provider/ Erallvp! CPSE/ Il Lrips' District! Disal Hrs Davy
" - - Type  Program RS  Service FrmDate XWk  Sess Rate Totll Wdraw TermDate Crp FTE Day Wk
SED CB  BUFFALOHEA 090324 062025 1690400 54690400
CNIY CB  BUFFALO HEA 090324 0672075 39 30 S4600400  $4690400 1000 50
SED TRAN FIRST STUDEN 0 0 52800000 52800000
CNI¥Y CB  FIRST STUDEN BASIC 090324 062023 RT 199 SIS $2305095
SED TRAN FRANCESCAN 0 0 800000 52800000
CNIY PA  FRANCESCAN 090324 0672075 0 $60.00 5000

® The “"Run Enrollment Report” button will give you a multi-page printable report that
shows ALL the child's STACs and enrollments.

® Eachrow hastwo lines: "SED” and "CNTY".

¢ “SED” shows what is approved.

® “CNTY"” shows what is in Preschool as an enrollment.




Payment List

To view the payment list, start by looking up the child. Then go to the Grey
Enrollment screen.

® Once on the enrollment screen, double click on the Enrollment.
® All enrollments of the same type will display.

® Canfilter by Enrollment.

olsupport@CPSEPortal.com



This will show all
processed payments.

® Will show batch number,
and check info if entered.

® Displays what STAC
record it is attached to

® Displays if the payments
were claimed to SED on
nAVL.

olsupport@CPSEPortal.com

Payment List

Stac Summary |
Label ESID Fram To Program Frequency Aide Provider Tatal Faid UnPaid Claimed | UnClaimed | STACID | Rectt
P | A |CB252650049858 |07/07/25 08/15/25| 9165-H |25 hrs /5 days Y |ELMCREST CHLD CTR -SPICE | $7.712.00 $0.00| $7,713.00 $0.00 $0.00 uj]
B |CB262650049857 |07/07/26 08/15/25| 91E6H | 2.6 hrs /8 days N |ELMCREST CHLD CTR - SPICE |$17.140.00 |$17.140.00 $0.00 $0.00($17,140.00 uj]
= Show Payments for Selected Enralment " Include Pending Payments Total of Selected Enrolled Paid UnPaid Claimed UrClairned
* Show Payments for All Enrollments & Show only Processed Enrallments 0.001 0.001 0.001 U_UU] 0.00
Label | tonth Adi Amount | Status PaymentBatch | BatchDate | Check# CheckDate | ClaimBEatch ClaimDate | Rectt | ClaimServiceType Payee
b| B | 072025 | R $6.713.32 251170 04/28/26 o1 EDUC ELMCREST CHLD
B | 07/2025 [ A |0 $5.713.36 25117 04/28/26 o1 EDUC ELMCREST CHLD
B | 082025 | R $2.856.68 251170 04/28/26 o1 EDUC ELMCREST CHLD
B | 08/2025 [ & |0 $2.856.64 25117 04/28/26 o1 EDUC ELMCREST CHLD
Payrment Paid Claimed
flefiesh Bee ol Tatal of Selected Papments 0.00 0.0 oo




$ Summary

The $ Summary will show you all payments for entered for a child

To view the $ Summary screen, look up the child and go to the Grey Enrollment
screen, then click the $ Summary Button.

® The report will show all payments for the given service type

® If onthe SEIT/RS Screen, all SEIT or RS payments will display.

® (Can create adjustments on using this screen.

® If onthe CB Screen all CB Tuition and CB Aide payments will display

not make manual adjustments on CB payments.

oolsupport@CPSEPortal.com



Closing

Preschoolsupport@CPSEPortal.com




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

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

® http://support.cpseportal.com/kb

Preschoolsupport@CPSEPortal.com

Preschool Knowledge Base

“sPORTAL
a4

Knowledge Base
J

cPsePortal v)»  Preschool >




Knowledge Base Articles

Enter Invoices (RS, CB, Eval, Transportation)
® http://support.cpseportal.com/kb/a63s/creating-payment-batches-in-preschool.aspx

CB Rate Adjustments

® http://support.cpseportal.com/kb/a728/automatic-payment-adjustments-in-preschool.aspx

Adjusting the number of RS/SEIT Sessions

® http://support.cpseportal.com/kb/a808/adjusting-the-number-of-rs-seit-sessions.aspx

Creating an additional Payment batch for the month

® http://support.cpseportal.com/kb/a8o7/creating-an-additional-payment-batch-for-month-non-cpse-
portal-users-only.aspx

Preschoolsupport@CPSEPortal.com



Survey

® At the end of this webinar there will be a 5 questions survey

® If you have time, please complete the survey as it will help us to improve our
future webinars

olsupport@CPSEPortal.com



Closing Remarks

® If you need assistance with Preschool the Preschool Helpdesk is available
through email at preschoolsupport@cpseportal.com

® When you send us an email:

® Do not use child’s name

® Use ESID #, Child # or STACID #

® Include any error or warning messages you received

Preschoolsupport@CPSEPortal.com



