
Using Go To Webinar



 Control panel 
is on far right 
of screen

 Orange button 
with white 
arrow expands 
and shrinks 
control panel

Go To Webinar Control Panel



 All participants are on mute.

 You can type in question in the question box.

 We will answer your question, and also stop at some point to review the 
questions and answers for everyone.

Communicating with Presenter



 Click the question 
bar to expand 
questions section

 Type in your 
question and 
click send

Typing in a Question



Session Notes



 Recap Classroom Attendance/Sign Classroom Attendance – Slide 8

 Attendance Entry/Record – Slide 14 

 Recording Attendance/Treatment Logs 

 Weekly Attendance Calendar 

 Attendance Entry Screen

 Editing an Existing Attendance

 Group Attendance

 Signing Attendance/Review & Sign – Slide 34

 Un-signing Attendance/Making Corrections After Signed – Slide 48

 View Unsigned Attendances – Slide 50
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 Activity Management – Slide 51

 Activity Entry

 View Caseload (for Service Providers) – Slide 54 

 Enrollment Lookup (for Agencies & Independent Providers) – Slide 57

 Move Attendances Between Enrollments – Slide 60

 Print Child Treatment Log – Slide 63

 Print Parent Signature Log – Slide 65

 View Child Activities by Therapist Report – Slide 67
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Recap of Classroom Attendance

 For children in a center based classroom program their presence is recorded as 
present or not.

 There is no distinction between why they were not present.

 No additional information is entered (times, activities, progress, etc.).

 However, their services Center Based Related Services (OT, PT, etc.) are recorded 
with detailed entries.



 Go To Attendance > Classroom Management 

 Click on attendance to the right of the classroom.

Entering Classroom Attendance



 If a child is present single click on the day and it will be highlighted in green. Green 
indicates child was present for that day.  If all the children were present for a day click 
on the checkbox next to the day all the attendances will be highlighted in yellow.

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

Entering Classroom Attendance



 Go to Attendance > Digital Signature > 
Sign Classroom Attendance

Signing Classroom Attendance



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

 You can filter by a classroom, month, the county and provider.

 Once you have selected your filter, hit “Retrieve”.

Signing Classroom Attendance



 Teachers can delete attendances but you cannot add them on this screen before your sign 
your attendances.

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

 Once you have reviewed/edited your attendance, click on “Sign Attendance”

 Read the agreement, enter your pin and click “I agree.”

Signing Classroom Attendance



 For SEIT, fee for related services or related services as part of a center based classroom tuition 
program, the Attendance Entry or Attendance Record contains:
 Child

 Service Type

 Individual vs. Group

 Date of Service

 Time In/Time Out

 Setting

 Location

 ICD 10 Codes

 CPT Codes

 Notes

 Notes are also referred to as session notes, treatment notes or treatment logs.

Attendance Entry/Record



 Used for all services including:

 SEIT / SEIS

 Fee for service related services (OT, PT, etc)

 Related Services that are included on the IEP for a 
child in a center based classroom program (OT, PT, 
etc.)

 Go to Attendance > Weekly Attendance

Recording Attendance/Treatment Logs



 The drop down in the upper left (yellow 
highlight) shows the current therapist.

 You can change weeks by changing the 
“Jump to:” date or using the navigation 
buttons (red arrows).

 The calendar displays the attendance 
entries for the current therapist.

 To add a new entry, click the time slot 
corresponding to when the session was 
provided, and this will bring up the 
Attendance Entry Screen.

Weekly Attendance Calendar



 This screen has fields for:
 Time In / Time Out

 Setting / Location

 # of sessions to bill (should be 1 for most 
related services) SEIT may be in 
increments of 30 or 60 minute sessions 
(per IEP) (I.E. – 2x30 or 1x60)

 Child (enrollment)

 Entry Type

 ICD Codes

 CPT Codes

 Progress indicator

 Notes

Attendance Entry Screen



 You can modify the Time In / Time Out to match exact times.

 Choose the setting that most closely matches the setting where the service was 
provided.

 Provide a description of the location. 

Attendance Entry – Time & Location



 Enter the # of sessions/units to submit to 
the County.

 In top example, this entry would be for 1-45 
minute session.  

 In bottom example, this would represent a 1 
hour SEIT session that would be submitted 
as 2-30 minute sessions (this will always 
match the IEP)

Attendance Entry - # of Sessions



 This is for UDO/USO entries where the 
Supervisor is doing a co-visit with the COTA, 
PTA, CFY, etc. 

 This is not for indicating a co-visit with a 
different discipline.

 When the check box is marked, a drop down 
of supervisors will appear to allow the user to 
specify who the co-visit was with.

Attendance Entry - CoVisit



 The “Child” list is all enrollments assigned to you.

 Each enrollment entry lists:

 Child’s Name

 Frequency

 Service Type

 Individual vs. Group

 Date range

 Select the appropriate one

 Warning! Be careful when selecting if there are multiple lines for a child when:

 You provide both therapy and service coordination.

 They have both individual and group enrollments.

Attendance Entry – Selecting the Child/Enrollment



 This field contains 3 entry types:

 Provided Treatment Session

 Missed Treatment Session

 Make Up Session

Attendance Entry – Entry Type



 The Missed Treatment Session is 
used when the child or the service 
provider is absent. 

 The Missed Treatment Session will 
appear in red on the Weekly 
Attendance screen. 

Attendance Entry – Missed Treatment Session



 If session is a makeup:

 Choose the Entry Type  - Make Up Session.

 In the corresponding date box that appears, indicate the 
date of the missed session that is being made-up.

Attendance Entry – Make Up



 Type the start of the diagnosis code (or 
entire code)…pause for a second for list 
to fill… choose code.

 Once chosen, the code will show in the 
text box highlighted in light blue.

 To add a second code, repeat the 
process.

Attendance Entry – Diagnosis Code



 To add additional ICD codes:

 Click the blank space to the right of the last 
diagnosis code displayed.

 Type the new code…when the list 
appears…select the correct one.

 The additional codes will be displayed in the text 
box.

Attendance Entry – Additional Diagnosis Codes



 Click the blue heart next to the 
Diagnosis Code(s) label.

 A list of the diagnosis that you 

pre-configured as “favorites” 

(My Profile screen) will appear.

 Choose the appropriate diagnosis.

Attendance Entry – Diagnosis Favorites



 Type the CPT Code into the box.

 The description will appear and the units will 
default to “1”.

 If the CPT Code is an untimed code, leave the 
units as “1” (top example).

 If the CPT Code is a timed code (typically 
based in 15 minute units), then change the 
number of units (bottom example).

 Click the blue heart next to the CPT Code(s) 
to create favorites.

Attendance Entry – CPT Code



 From CPT Code list on Resources page of SED Medicaid in Education site 
(http://www.oms.nysed.gov/medicaid/resources/ )

CPT codes are either timed or untimed. Timed codes require the entry of units. When the 
practitioner chooses a code, the number of units must also be indicated.  For example, if the 
physical therapist provided a service (CPT code 97140), and the session lasted 30 minutes, two 
units would be billed.  Untimed codes are used on a one-per-session/per day basis.  With one 
exception, providers should not report more than one physical medicine and rehabilitation 
therapy service for the same 15 minute time period.  The only exception involves a “supervised 
modality” defined by CPT codes 97010-97028 which may be reported for the same 15 minute time 
period as other therapy services.  For more information on the use of CPT codes and the claiming 
parameters, please contact your individual professional organizations.  

CPT Codes – Timed vs. Untimed

http://www.oms.nysed.gov/medicaid/resources/


 This is NOT about whether the child is Medicaid eligible or not.

 This is to indicate that this particular session does not meet all the requirements that Medicaid 
requires.  Examples could include…
 The session was not provided per the IEP because:

 The duration was less than the IEP (20 minutes instead of 30)
 The setting/location was different than specified in the IEP
 The IEP was for group, but there was only one child in session
 The IEP is for 2x30 per week, but this was the third session this week (makeup?)

 Any other possible reason that it would not meet Medicaid standards. 

Attendance Entry –
Does Not Meet Medicaid Requirements



 You can indicate progress using the 
progress indicators.

 In the notes, you can record your notes 
per policies and regulations.

 According to SED site, a session note is 
a “Brief description of the student’s 
progress made by receiving the service 
during the session”.

Attendance Entry – Session Note



 Click any session on the calendar to 
edit or view the details of the 
session.

 If the fields are greyed out and 
there is no save button, that means 
the session is signed and cannot be 
modified without un-signing first. 

Editing an Existing Attendance



 Group attendance is entered using same screen.

 If the chosen enrollment is for “group” the screen 
adds:
 A field to enter # of children in the Group.
 Links to select the other children in the group.  

The selected child is in bold.
 The child name appears as the generic “Child X” 

until you select an enrollment for Child X.

 The screen provides for the ability to enter 
separate ICD, CPT and notes for each child.

 On the calendar, they display as “GRP” and then 
the last names. 

Group Attendance



 After attendance is entered, it needs to be signed.

 Once it is signed, it cannot be modified without going through the “un-signing” process.

 A digital signature is equivalent to signing your name on paper with ink.

 A digital signature requires that you intentionally take action to indicate your signature.

 The action in CPSE Portal is to enter a PIN that you have chosen. 

 Your PIN works in conjunction with your username/password.

 You should never share your password or your PIN with anyone.

Signing Attendance



 Your PIN can be numbers, letters or both.

 Choose a PIN and click Save PIN.

 The screen will prompt you to enter you log 
on password.

 This is NOT your PIN, this is the password 
you use to login to CPSE Portal.

 Click Proceed

Choosing / Changing Your Pin



 The # 1 issue with PINs is letting the 
browser save your PIN.

 Ensure when setting/changing your PIN, 
that your browser doesn’t try to 
overwrite your PIN.

PIN Problems



 Items needed for Signing:

 You must have set your PIN.

 You must have your Title, Signature and Credentials entered.

 You must have a valid (not expired) license / profession entered.

Signing Your Attendance



 Go to Attendance > Digital Signature > Review and Sign Attendance

 This will bring you to a screen which will verify your profile information as well as show unsigned 
attendances.

Review and Sign



 Within the unsigned attendances, 
there will also be icons listed under 
the “Status”

Review and Sign



Review and Sign

 By clicking on the icon, you can see what the reason is.



Review and Sign



 By Week: 

 Under the “By Week” tab, the 
attendances are listed by date. 

 You may view more 
information, as well as sign the 
attendances, by clicking the 
“Review & Sign” link under the 
navigation column.

Review and Sign



 You will then be able to toggle 
between days of the week.

 To sign: 

 Check the desired boxes & click 
“sign”

 If there is a problem with the 
attendance that you’d like to 
correct, use the edit button.

Review and Sign



 By Enrollment:

 Under the “By Enrollment” 
tab, the attendances are 
listed by enrollment. 

 You may view more 
information, as well as sign 
the attendances, by 
clicking the “Review & 
Sign” link under the 
navigation column.

Review and Sign



 To sign: 

 Check the desired boxes 
& click “sign”

 If there is a problem with 
the attendance that you’d 
like to correct, use the 
edit button.

Review and Sign



 With rows selected, click the “Sign 
Attendance Button”.

 In the box that appears:

 Confirm your information

 Enter your PIN

 Click I Agree to certify that you 
have reviewed the information and 
you are signing attesting that 
everything is correct

Sign By Entering PIN



 As a best practice, you should sign frequently.

 At the end of the day after you record your notes for the day, or at the end of 
the week.

 Waiting until the end of the month causes problems.

 There are too many entries to do a proper review.

 It is too long past the activity to remember anything.

Sign Frequently



 If after you reviewed and signed attesting that everything was accurate, 
a mistake is noticed, the process to correct is as follows:

 If the entry is on a voucher to be billed (but hasn’t been paid), it needs to be 
removed from the voucher.

 Use the Unsign screen to unsign the Attendance.

 Edit the attendance to make the correction.

 You can then review and sign the attendance again.

Un-signing Attendance –
Making Corrections After Attendance is Signed 



 Search for attendances.

 Click check box on rows to unsign.

 Click Unsign Attendance.

 Enter the reason (ex. entered wrong time).

 Enter your PIN.

 Click I Agree attesting that you previously verified 
signed but are inaccurate.

Un-signing Attendance



 Go to Attendance > View Unsigned Attendance

 This will give you a list of attendances that have been 
started but not completed.  Incomplete attendances can be 
deleted from here. 

View Unsigned Attendance



 The activities screen is used to record any activities 
related to a child/enrollment that are not directly 
billable.  At this time, none of these entries are 
submitted to the County. Some examples are:

 Absences

 Meetings

 Coordination activities

 Go to Activities > Activity Management. 

Activity Management



 Choose a date, 
and click Add 
Activity.

Activity Management



 Choose the Activity Type

 Choose Enrollment 

 Enter Start Time / End Time 

 Enter a note 

 Click Save

Activity Entry



 Are you a Service Provider working for an agency, and  
can’t find one of your students?

 Go to Caseload Maintenance > My Caseload

 If the child is not listed, contact the administrator of 
your agency and ask them to assign the child to you.

View Caseload –
For Service Providers



 You can also see all of the attendances that you entered for the child by clicking on 
Attendances. 

View Caseload



 In the screen shot below you can see that the last 4 attendances have not been signed 
by the service provider. 

View Caseload 



 You can search for enrollments to find all students 
that have been assigned to your agency. You can 
also see all attendances that you have entered on 
the enrollment.

 If a child is not listed, then contact the County.

 Go to Lookup > Enrollment Lookup

Enrollment Lookup –
For Agency Staff or Independent Providers



 Filter the School Year Session, County, and what enrollment type you are looking for.

 Click on Attendances to see all attendances entered on the enrollment.

Enrollment Lookup



 This will also show if the attendances have been billed, and what Voucher # they 
have been billed on.

 Click on Treatment Log to see the actual session note. 

Enrollment Lookup – Attendance List



 If attendances have been entered on the wrong enrollment, 
then they can be moved from one enrollment to another 
without the service provider having to recreate the 
attendances. 

 In order to move the attendances, they cannot be on a 
voucher. 

 Go to Attendance > Move Attendances Between Enrollments

Move Attendance Between Enrollments



 Filter the School Year, Provider & Last Name of the child.

 This will pull up all enrollments for the child for the school year chosen. 

Move Attendance Between Enrollments



 Select Enrollment by clicking “Select” to the Right.
 Check correct attendances boxes on left

 Click on “Select” on right for applicable enrollment

 Click on “Move” to move attendance to the other enrollment

 You will the confirmation: Attendances moved successfully 

Move Attendance Between Enrollments



 Go to Reports > Child Treatment Log

 The filters will allow you to specify criteria for the report.

 Select Service Provider 

 Select Service Dates 

 Select County

 Select Child(ren)

Print Child Treatment Log



Print Child Treatment Log



 Go to Caseload Maintenance > My Caseload

 Choose the Enrollment needed, and click Generate Blank Signature Logs for Selected 
Enrollment

 On Generate Parent/Guardian Signature Logs, choose month, and click Generate 

Print Parent Signature Log



Print Parent Signature Log



 Go to Reports > View Child Activities by Therapist

 The filters allow you to specify criteria for the report.

 Select Service Provider

 Select Therapist

 Select School Year

 Select Enrollment

 Select Dates

View Child Activities by Therapist Report



View Child Activities by Therapist Report



 Billing (Agencies & Independents Using an Outside System) –

 Aug 9 @2:30 PM 

 https://attendee.gotowebinar.com/register/3955043794564004368

Upcoming Webinars

https://attendee.gotowebinar.com/register/3955043794564004368


Follow-Up

 This presentation will be recorded and the PowerPoint presentation will be uploaded to the 
Portal Knowledge Base for future reference.

 Helpful Knowledge Base Articles:
 Entering Weekly Attendance 

 http://support.cpseportal.com/kb/a38/entering-weekly-attendance.aspx

 Review and Sign Attendance
 http://support.cpseportal.com/kb/a148/review-and-sign-attendance.aspx?KBSearchID=16970

 Move Attendance Between Enrollments
 http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx?KBSearchID=16924

 Child Treatment Log
 http://support.cpseportal.com/kb/a28/child-treatment-log.aspx?KBSearchID=16959

 Parent/Caregiver Signature Logs (blank logs for counties)
 http://support.cpseportal.com/kb/a69/parent-caregiver-signature-logs.aspx?KBSearchID=16964

 Therapist Activity Report
 http://support.cpseportal.com/kb/a27/therapist-activity.aspx?KBSearchID=16966

 Search for help in our Knowledge Base:  http://support.cpseportal.com/main/default.aspx
 Email the CPSE Portal Support Team:  support@CPSEPortal.com

http://support.cpseportal.com/kb/a38/entering-weekly-attendance.aspx
http://support.cpseportal.com/kb/a148/review-and-sign-attendance.aspx?KBSearchID=16970
http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx?KBSearchID=16924
http://support.cpseportal.com/kb/a28/child-treatment-log.aspx?KBSearchID=16959
http://support.cpseportal.com/kb/a69/parent-caregiver-signature-logs.aspx?KBSearchID=16964
http://support.cpseportal.com/kb/a27/therapist-activity.aspx?KBSearchID=16966
http://support.cpseportal.com/main/default.aspx
mailto:support@CPSEPortal.com

