
CPSE Portal
Caseload Maintenance



Webinar Getting Started

CPSE Portal is located at

https://www.cpseportal.com/

https://www.cpseportal.com/


Webinar Outline

 Support Resources 

 Creating Classrooms

 Assigning Teachers to classrooms

 Assigning Children to classrooms

 Adding therapy services for tuition based children



Resources

 Email support@CPSEPortal.com

 CPSE Portal support site http://support.cpseportal.com

 Knowledge Base Articles

 Knowledge Base Menu from www.CPSEPortal.com

 PDF versions of webinars and recorded webinars available on Knowledge Base 
(search “Webinar”)

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


Classroom Management

 Navigate top menu to Attendance->Classroom Management

 Click the Expand Filter to limit list

 Click Collapse Filter to hide filters



Adding a Classroom

 From Classroom Management page, click Create New 
Classroom

 Fields

 School Year / Session

 Program – SED Program Code

 Name – any name to identify classroom

 Description (optional)

 Ratio (optional)



Assigning Teachers to the Classroom

 Click Assign Teachers/Aides link on Classroom information page

 Select people from the left list, choose role and click Assign



Assigning Children to the Classroom

 From Classroom Management page, click Assign Children

 Select students from the left list, choose role and click Assign



Entering Attendance

 Click Attendance link from Classroom management page

 Select individual cells to indicate present that day

 Click the check mark in the day of week heading to mark all children present that day



Adding enrollments for services included 
in the tuition (CBRS)

 CPSE Portal refers to related services that are included in the tuition (not fee 
for service) as Center based Related Services (CBRS)

 Unlike other enrollments, the County does not upload these

 To create them, use the CBRS Enrollments page



Adding CBRS enrollments

 First search for the center based enrollment

 Click the select link on the target center based enrollment



 Upon selecting an enrollment, the bottom of the page will display a grid with 
the services

 The last row is blank to add new rows

 You can also edit existing rows

Adding CBRS enrollments



Additional Information

 Email support@CPSEPortal.com

 CPSE Portal support site http://support.cpseportal.com

 Knowledge Base Articles

 Knowledge Base Menu from www.CPSEPortal.com

mailto:support@CPSEPortal.com
http://support.cpseportal.com/
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