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Logging In/Forgot your password



Changing your password

 http://www.bu.edu/infosec/howtos/how-to-choose-a-password/

http://www.bu.edu/infosec/howtos/how-to-choose-a-password/


Billing Provider PIN



Creating Service Provider Accounts



Creating Service Provider Accounts

 In addition to creating individual invites, you can upload a spreadsheet with 

the following format, which can be downloaded from the knowledgebase.



Creating Service Provider Accounts

Use this link to go to the upload file screen



Creating Service Provider Accounts



Service Provider accounts for agency

 Service Provider (teachers, therapists, etc.)  will receive an email inviting 

them to associate with the agency

 Users that already have an account (from a prior agency/ as an independent, 

etc.) can associate their existing account to the agency

 New users will be able to choose username and password

 They will be asked to enter some basic information including

 License information

 Credentials to be used with digital signature



Creating Service Provider Accounts



Creating Service Provider Accounts



Assign Children To Therapists



Assign Children To Therapists



Assign Children To Therapists



Classroom Management



Classroom Management (Create 

Classroom)



Classroom Management (Assign Children)



Entering Attendance/Session Notes
 Attendance/Session notes should be entered through the “Weekly 

Attendance” screen under the Attendance and Billing menu

 To enter a session, simply click the time on the calendar, select the child, and 

enter the rest of the required information



Attendance Entry

 Time In / Time Out

 Setting (Daycare, home, Preschool)

 Co-visit with Supervisor

 Diagnosis

 CPT Codes

 Make Up (and date being Made Up)

 Session Notes



Entering Attendance on Calendar



Therapist Activity Report



Classroom Attendance Report



FAQ/Links

 https://www.cpseportal.com

 http://support.cpseportal.com

 support@cpseportal.com

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

