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CPSE Portal Introduction
and Initial Setup
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What Is The CPSE Portal



CPSE Portal

“

* CPSE Portal is a web based system that provides a mechanism for exchanging
data between the County and its providers.

* One component of this system is capturing session notes [ treatment logs for
provided services.

Support@CPSEPortal.com
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* What will functionality County vendors utilize?
« Recording service providers and their credentials (NPI, license, etc.)

* Entering Treatment logs for:

* SEIT services

* Related Services including both fee for service as well as services provided as part an approved
center based preschool program

« Entering attendance (Present/Absent) for children attending a Center Based preschool
program.

* Generating electronic bills to the county for SEIT, Related Services and Center Based
Tuition billing.

Support@CPSEPortal.com



Three Types Of Provider Users
\
* Agency Administrators: o

* These individuals work for an agency.
* They perform tasks as a vendor related to billing.

* They also perform caseload management tasks such as assigning therapist to children, assigning
children to classrooms (for center based children).

* Agency Service Providers:
* These individuals work for an agency as a therapist.
* Their role is entering and signing session notes.
* Independent Providers:
* They are a service provider that performs the same tasks as an agency service provider.

* They are a vendor that contracts directly the county and thus also has the role of billing
administrator.

Support@CPSEPortal.com



How Do Users Get Logins

e

* The process is done by “invitations”.

* An invitation is created to invite the individual to create a login for an agency.

* The individual uses this invitation to create a username and password to the system.
* This process will be covered at the end of the webinar.

* For Agencies: the County will create an initial invitation for an administrator. That
administrator will then invite additional users for their agency.

* The County will also create an initial invitation for the Independent Provider.

* If you are already using CPSE Portal for another County, that same username will be
used.

Support@CPSEPortal.com



Process Overview -

Independent Providers

\

# County uploads list of children and their services (enrollments).

* Provider enters session notes [ treatment logs for the enrollments.

* The provider digitally signs the session notes [ treatment logs.

+ Billing Provider bundles signed entries into an electronic voucher.

« Billing Provider digitally signs and submits electronic voucher to County.

Support@CPSEPortal.com



Process Overview —

Agency SEIT / Related Service Providers
o

# County uploads list of children and their services (enrollments).

* Agency administrator assigns the children’s services to a SEIT [ therapist.

* The SEIT [ therapist enters session notes [ treatment logs for the enrollments.
* The SEIT [ therapist digitally signs the session notes [ treatment logs.

* Agency administrator bundles signed entries into an electronic voucher.

* Agency administrator digitally signs and submits electronic voucher to County.

Support@CPSEPortal.com



Entering Attendance on Weekly Calendar

Weekly Attendance
[ [ ~| Jump To: [07/09/23 Seron
_
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jul 09, 2023 Jul 10, 2023 Jul 11, 2023 Jul 12, 2023 Jul 13, 2023 Jul 14, 2023 Jul 15, 2023
Tam
8am

08:20 am to 08:50 am
T
9am 09:00 am to 09:30 am
Beniamin Jor 09:15 am to 09:45 am
T

10:00 am to 10:30 am 10:00 am to 10:30 am
11:00 am to 11:30 am
11am

12pm

1em

2em

3pm

4pm




Session Note [ Treatment Log

=L 8 Henlamin danes 8T RES- )]

Time In:|09:15 AN Time CQut: | 09:45 Setting:
Community Setting -

Bill this session as: |1

X30 minute session(s)

Location:
Co-WVisit with Supervisor

-

[* Jones. Benjamin 1 Enrolliment:
: Jones, Benjamin 2x30 - ST -1 07/03/23 - 08/11/23

I ESID RS232450026429 MNickname

Service Type ST

Entry Type: mMake Up Session

Frequency 2 x 30

-

Make Up for: [07/05/2023 |

w» Diagnosis Code(s):

CPT Codes: [Lookup] Units:
¥ 92507 TREATMENT OF SPEECH, LAMGUAGE, WOICE,

COMMUNICATION, AND/ OR AUDITORY PROCESSING DISORDER; 1
INDIVIDUAL

-

-

-

Does Mot Meet Medicaid Requirements
Progress: Regression No Frogress

Limited Progress Frogress
Session Notes:

ASked to bring peer w) him. Targeted pronoun "I" in sentences +7/10. Recalled
placement for g/k, described wverbally to peer. Topple game w/ peer- worked on

gk syllables w decreased fronting wy A +8/M12 w/ tongue down placement only.
Sent note to parent.

=
Signature: Betty Boop. CCC-SLP

SUPPOW@CPSEPOFtaI com Profession: SLF License: NPI-




Digitally Sign Attendance

Notes

NOTES ARE FOR DEMONSTRATION
JSES ONLY.

NOTES ARE FOR DEMONSTRATION
)SES ONLY.

NOTES ARE FOR DEMONSTRATION
)SES ONLY.

NOTES ARE FOR DEMONSTRATION
)ISES ONLY.

NOTES ARE FOR DEMONSTRATION
JSES ONLY.

NOTES ARE FOR DEMONSTRATION
JSES ONLY.

NOTES ARE FOR DEMONSTRATION
)SES ONLY.

NOTES ARE FOR DEMONSTRATION
JSES ONLY.

From Date: To Date: Enroliment: County: Provider: Ratilove Sign Attendance
13/24/2015 | |6724/2015 | | Not Selected v | |Albany v | |TrainingProvider100 v |
® Last First Service Service CoVisit Make Up Start End CPT ICD
Name Name Date Setting
] MANNIX Klay 5/05/2015 Daycare
By entering my pin number, I/We certify that on the dates selected, the
] MANNIX Kiay 5/07/2015 Daycare selected children received the services noted and that documentation exists
and is maintained on file verifying the delivery of said services in accordance
- i with all relevant Federal, State and Local Laws and Regulations governing the
1 NYAHAY Mikiala 5/11/2015 Daycare Medicaid process.
) NYAHAY Mikiala  5/13/2015 Daycare NOTE: Credentials are REQUIRED to sign. Please verify credentials on your
profile page.
[J NYAHAY Mikiala  5/18/2015 Daycare - - )
Name & Credentials: [Klerisa SAMOUHA CCC-SLP ]
L NYAHAY Mikiala 5/19/2015 Daycare NPI: (1508012717 |
0] NYAHAY Mikiala  5/26/2015 Daycare Date: Eting ,
Pin: |
) NYAHAY Mikiala ~ 5/29/2015 Daycare | agree.
Y

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Support@CPSEPortal.com




Process Overview —

Approved 4410 Preschool Center Based Program
o

# County uploads list of Center Based children and their included related services
(CB and CBRS enrollments).

* Agency administrator assigns children to various classrooms.
* Agency administrator assigns the children’s included related services to therapist.

* An agency administrator or classroom teacher records children’s classroom
attendance (present / absent / closed).

* The therapist enters session notes [ treatment logs for the CBRS enrollments.
« The therapist digitally signs the session notes / treatment logs.

Support@CPSEPortal.com



Process Overview —

Approved 4410 Preschool Center Based Program

\

* An agency administrator or classroom teacher digitally signs a monthly attendance
log for the classroom.

* Agency administrator creates an electronic voucher for all Center Based children.

* Agency administrator creates a zero dollar electronic voucher for all Center Based
children’s corresponding included services (CBRS).

* Agency administrator digitally signs and submits electronic vouchers to County.

Support@CPSEPortal.com



Classroom Attendance

Current Week |
<. 01/31/21 - [02/06/21 >

Enroliment Mon Tue Wed Thu Fri

02/01/21 02/02/21 02/03/21 02/04/21 02/05/21
[9/09/20-6/24/21  (CB2021W0020658)
19/09/20-6/24/21  (CB2021W0020738)
0/09/20-6/24/21  (CB2021W0021332)
19/09/20-6/24/21  (CB2021W0020660)
19/09/20-6/24/21  (CB2021W0020991)
[9/09/20-6/24/21  (CB2021W0021327)

Support@CPSEPortal.com

Total Sessions: 30




Voucher Details

Voucher Details

Voucher#: RS160731064142 . . Description: July 2016
Voucher header information Occupational
Billing Date: 8/1/2016 Therapy
Claimant Executive Director
Authorized Mary Jones LI
Claimant:
Service month filter ~ Service Type filter
Unassigned = not on voucher  Assigned = items on voucher A=Adjustment R=Regular

| July 2016 v ¥ |Programi| (Service) v | . U i d Assianed
(July 2016 7] @ 5200 nassigne ssigne

O Last Name First Name Month Sessions Amount Sve ESID .

] |ASH SON July 2016 |6 $300.00 (R) |ST RS1617S0083825

[ |BERMAN MARCELINA  |July 2016 |7 $350.00 (R) (ST RS161750083262

) [BLUM MERYL July 2016 |2 $100.00 (R) |PT RS161750083935

(| |BRADLEY GILBERT July 2016 |4 $200.00 (R) [OT  |RS1617S0084047

(] |BREWSTER |RAMON July 2016 |5 $250.00 (R) [ST RS161750083820

[ | |BUSTAMANTE |RICHARD July 2016 |5 $250.00 (R) |ST RS1617S0084049

() |BYRD BRITTANI July 2016 |1 $50.00 (R) |ST RS161750084015

| |CALHOUN KRISTAL July 2016 (5 $375.00 (R) ST RS1617S0083260

[ |CAMPOS CAREY July 2016 (4 $200.00 (R) |ST RS1617S0083934

[ |CARUSO LOWELL July 2016 (4 $200.00 (R) |ST RS1617S0083928 -
If you are looking for entries that are not appearing, try clicking "recalc"! <-- Unassign

Assign -->
Return to Voucher Management Recalc Save Amount Billed: $0.00

Support@CPSEPortal.com



Voucher Summary

.[E] P 0 RT‘\ L Voucher Summary SRS ;56115::
age

HIGHER LEARNING, LLC Bill Date: 8/1/2016
mm Voucher#: RS160731064142
Tax ID: Service Month: July 2016
E vider : Voucher Description: July 2016 Occupational
Therapy
| = ERIE
Child Name ESID Frequency Service Dates Of Service Rate Units | Minutes | Amount
Per Unit
BRADLEY, GILBERT RS1617S0084047 2x30-1 RS -OT |Jul 2016 - 19, 21, 25, 26 $50.00] 4.00 30 $200.00
DEVRIES, SHAYNA RS1617S0083923 2x30- 1 RS-OT |Jul 2016 - 12, 13, 19, 21, 26, 28 $50.00] 6.00 30 $300.00
HEIN, SHEENA RS1617S0083946 3x30- 1 RS-OT |Jul 2016 - 12, 13, 15, 19, 21, 22, 26, $50.00] 8.00 30 $400.00
28
MCCORD, THERON RS1617S0083270 1x30 - | RS -OT |Jul 2016-6, 19, 26 $50.00| 3.00 30 $150.00
NIETO, OWEN RS1617S0083427 2x30- 1 RS -OT |Jul 2016 - 12, 13, 18, 19, 21 $50.00| 5.00 30 $250.00
VICKERS, KIARA RS1617S0083792 1x30 - | RS-OT |Jul 2016-21.26 $50.00| 2.00 30 $100.00
WHITT, ROLLAND RS1617S0083265 1x30 - | RS-OT |Jul 2016-6, 22,25 $50.00] 3.00 30 $150.00
Grand Total: $1,550.00

| certify that on the dates above, the above named child received the services noted and that documentation exists and is maintained on file verifying the delivery of said services in

accordance with all relevant Federal, State and Local Laws and Regulations governing the Medicaid process.

Authorized Signature: Certification:

Support@CPSEPortal.com



Uploading Attendance [/ Session Notes -

Agency Using an Outside System
\‘

* Some agencies may already have a system where their providers enter their session
notes and digitally sign them.

« If your agency does use their own system, then CPSE has a mechanism for uploading
a file of those entries.

* Information about that process can be found here:

* http://support.cpseportal.com/kb/a67/schema-for-attendance-file-
upload.aspx?KBSearchiD=16206

Support@CPSEPortal.com


http://support.cpseportal.com/kb/a67/schema-for-attendance-file-upload.aspx?KBSearchID=16206

Training Webinars

« Over the next few months we will be holding training webinars on various topics.

* In order to maximize relevancy, the timing of the webinars will correspond to the
stage of the implementation. For example, we won’t be training on how to create a
billing voucher in May, since that won’t be used until August.

* Each webinar will have a different target audience such as:
* Independent Provider
* Agency Service Providers
* Agency Service Providers and Independent Providers
* Agency Administrators
* Center Based Agency Administrators
* Agency Administrators and Independent Providers

Support@CPSEPortal.com
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Initial Set-Up For
Agency Service Providers
And

Independent Providers
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Portal Invitations

Support@CPSEPortal.com



CPSE Portal

BEFRIILTTL AMES MCGUINNESS
& ASSOCIATES INC.

e —
(E] P 0 R I A I Hello, kkr .. You are currently logged in for ADMIN (Logout)

Home Activities IEP eSTACs Attendance Billing Lookup Documents Reports IMaintenance Medicaid Service Bureau Medicaid People Iy Account Knowledge Base
News Feed
User Profile View All Your Articles
U-semame: kk New CPSE Portal features for 2020-2021
First Name 7/7/12020 more dismiss
Last Name: Anew version of CPSE Portal arrives on 7/8
Email kk .com
Edit User Account

@ James McGuinness & Associates

Support@CPSEPortal.com



Portal Invitations

e

* The agency is the primary link between the CPSE Portal & service providers.
* Agencies will send an email invitation to a Service Provider to join the Portal.

* The service provider will click the link in the email and set up your username,
password, and PIN.

* The county will send Independent Providers an email invitation to join the Portal.

* Independent providers will need to click the link in the email and set up your
username, and password, and create a PIN for submitting vouchers to the county.

* When creating your log on information, make sure that your NPI, license number,
and email address are correct. This is especially important for service providers
who work for multiple agencies.

Support@CPSEPortal.com




Portal Invitations -

Sample Email Invite

K

After the agency or county sends out the invitation, the service proﬁer or independent
provider will receive the following email. The provider will click the link to set up their
account in the Portal. The email will come from noreply@CPSEPortal.com.

ge (Plain Text) =) — O

en invited to be associated with the agency = R inthe CPsSEPortal system. Please follow the link below to confirm this
invitation, an d associate yourself with this agency.

etest/CPSEPortalTraining/People/Invites/AgencylnvitationResponse.ashxPcode=1f259a85efb642c2923b0143ec5771dc2

H is is an automated email and should not be replied to.

Support@CPSEPortal.com



Portal Invitations —

Accepting Invitation

This screen comes up after the provider clicks the link. The service provider/independent
provider will confirm everything that is shown with the red arrow, and will fill in all the

yellow arrow information and then click the “Accept Invitation” button. At this point, the
invitation process is complete.

“ePORTAL

Support@CPSEPortal.com
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Choosing Username, Password
and PIN

Support@CPSEPortal.com



Choosing Username and Password

+ Choose a good username that can be remembered (name, email address, first initial &
last name, etc.)

* If your desired username is in use by somebody else, the screen will show you:

User Account Information
Username

ptaft | | A Taken |

« If your preferred username is unavailable, try again until you find an available one:

User Account Information
Username

)

* Choose a password that is strong but that you can remember and reenter to confirm
it.

Support@CPSEPortal.com




Choosing Your PIN

* GO to My Account -> My Pin

* Enter your PIN number and click the button
(“Choose PIN” for first time PIN setup, “Change
PIN”” for changing current PIN)

« Enter your login password (NOT your pin) to
confirm your PIN change and click “Proceed”

* http://support.cpseportal.com/kb/a125/choosing-a-

pin.aspx?KBSearchlD=16318

Support@CPSEPortal.com

\

Home File Transfer Activities Altendance

PIN Selection

You have already chosen a PIN.
PIN Number- |

Change PIN

Billing

Password Verification

Password

For additional security, please re-enter your login password.

Proceed



http://support.cpseportal.com/kb/a125/choosing-a-pin.aspx?KBSearchID=16318

Resetting Forgotten Passwords

e
“sPORTAL

« If you have forgotten your password you do not
need to contact CPSE Portal support. You can
reset your own password by using the Forgot
Your Password? link on the Log In screen.

* On the Password Recovery page, enter your
user name and click Submit. You will be
emailed a new password.

* http://support.cpseportal.com/kb/a49/forgot-
your-password.aspx?KBSearchlD=16316

Support@CPSEPortal.com

Home  Knowledge Base

(Login)

User Name: | ]*
Password: | L*

[CJRemember me next time.

]
Forgot your password?

Password Recovery

your password.

Forgot Your Password?

Enter your User Name to receive

User Name: |

]



http://support.cpseportal.com/kb/a49/forgot-your-password.aspx?KBSearchID=16316

Changing Your Password

e

* GO to My Account -> Change Password.

. People My Account KnoM]
* Enter your current password in the password

field.
* Enter your New Password.

Change Password

* Re-enter your New Password to confirm it was
entered correctly.

PORTAL

Home Activities Attendance Billing oof
* http://support.cpseportal.com/kb/a14/change- Change Password
password.aspx?KBSearchiD=16315 _ == 2
Confirm New Password: | Zﬁ

Support@CPSEPortal.com [Change Password] [Cancel



http://support.cpseportal.com/kb/a14/change-password.aspx?KBSearchID=16315

Edit My User Information

I A I Hello, . You are currently logged in for|

* Go to My Account -> My Profile & click on “User -~ | mssiiem | - | e

[Knowledg

My Account

Information” tab. a
* This screen may be used to update user name and/or ]
email address. =
« Click “Update” and you will receive the following
message: User Information Updated Successfully —

* My PrOfiIe: [ Personal and Professional User Information Favorites »
+*  http://support.cpseportal.com/kb/as9/edit-my-user- Usernare

o [ b _ Last Name |:|
information.aspx?KBSearchlD=16250 —

Email | &~

h

Support@CPSEPortal.com Update



http://support.cpseportal.com/kb/a59/edit-my-user-information.aspx?KBSearchID=16250
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Independent Providers ONLY



Billing Provider Profile —
Independent Providers ONLY

My Account

* Independent Providers ONLY will need to
create a Billing Provider Profile in order to bill

the county.

* Go to My Account -> Billing Provider Profile

Support@CPSEPortal.com



Billing Provider Profile —

Independent Providers ONLY

All information entered on this screen will ONLY be the Indepe
information.

Billing Provider Profile I

Billin Avidar !
Name |

Billing Add

Address ;]UZTN'BW'EUUUUI'I'RE'E\J I

Address 2
City[ffs.._... | srm[@ ZipE

Phone Numberl

Update

~Information from NPPES NPI Registry
Click here for NPPES website

NPl ThisNPIis foran | ]

Organization Name

Mailing Address 1| ]
Mailing Address 2

City [ | state NY zip[ ]

Primary Taxonomy Type Classification Specialization State License
252Y00000X Agencies Early Intervention Provider Agency

Support@CPSEPortal.com
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Initial Set-Up For Agencies
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Portal Invitations

Support@CPSEPortal.com



Portal Invitation Process for Agency

e

The agency is the primary link between the CPSE Portal & service providers.

The agency will be sent an email invitation to join the Portal.

You will click the link in the email and setup your password and PIN.

Ensure NPI/BEDS code are correct.

Billing providers will need to create a PIN for submitting vouchers to the county.
An agency will get one invitation, and then they can invite staff as appropriate.

If you already use the Portal, the county will link your current logon to their county.

When inviting service providers, make sure that their NPI, license number, and email
address are correct. This is especially important when a service provider works for multiple
agencies.

* % X X X X *  *

Support@CPSEPortal.com



NPI Lookup

If you need to invite a service provider and do not know their NPl #,
for them using the NPI Lookup feature on the Lookup Menu. Goto Lookup -> NPI
Lookup.

Lookup Documen ts Rep P 0 R I AI Hello, You ar]
Lookup

_ AL e — [E—

Crganization Other

g [ R
Name

Name

lastName [ |FistName [ ]
S N oA
Name Name

ice

Search

® James McGuinness

zC
3
o

Support@CPSEPortal.com



‘\

Portal Invitations -
Single Service Provider Invite

Support@CPSEPortal.com



Portal Invitations —

Single Service Provider Invite

Agencies will send an invitation to a Service Provider. A service
who is an individual who provides services to the child. To send an invitation, go to
People -> Invitations.

~User Profile

Email: Imell@imeguinness.com




Portal Invitations —

Single Service Provider Invite

After you click Invitations, the following screen appears. !
providers information. Note that the service providers name & credentials will
appear next to their NPl #. Make sure this information is correct before clicking

““Send Invite.” , ~

First Name Last Name
Lisa | [smith

Email Confirm Email
||L3mith@gmail_com | ||Lsmith@gamil.com

Provider User Type

| I . INC Vl |Senfice Provider » |
Profession

| OT - Licensed Occupational Therapist
NP1

NYS License Nuthber

[013595 |

Support@CPSEPortal.com



Portal Invitations — Single Service Provider Invite

Sample Email

ﬂ

After the agency sends out the invitation, the service provider will receive the
following email. The service provider will click the link to set up their account in the
Portal. The email will come from noreply@CPSEPortal.com.

n Text)

You have been invited to be associated with the agency S R Inthe CPSEPortal system. Please follow the link below to confirm this
invitation, and associate yourself with this agency.

http://cpsetest/CPSEPortalTraining/PeoplefInvites/AgencylnvitationResponse. .ashx?code=1f259a85efb542c393b0143ec5771dc2

MOTE: This is an automated email and should not be replied to.

Support@CPSEPortal.com



Portal Invitations — Single Provider Invite

Accepting Invitation

This screen comes up after the service provider clicks the link. The serﬂprovider will
confirm everything that is shown with the red arrow, and will fill in all the yellow arrow

information and then click the “Accept Invitation” button. At this point, the invitation
process is complete.

“ePORTAL

Support@CPSEPortal.com
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Portal Invitations -
Invite Multiple Service Providers

Support@CPSEPortal.com



Portal Invitations —

Invite Multiple Users

* As an alternative the agency can also invite “multiple” service providers at once
by completing the template shown below. When complete, this templateis
imported and all service providers listed in the template will receive the email
invitation. Service provider information needed is: First Name, Last Name, Email, NPl &
Profession Code.

A |=] C b E F €] H I

* Additional information can be found in the Knowledge Base:

* http://support.cpseportal.com/kb/a66/service-provider-user-template-to-import-
therapists-and-users.aspx?KBsearchlD=16175 or (search for “template” or
invitations”).

Support@CPSEPortal.com



http://support.cpseportal.com/kb/a66/service-provider-user-template-to-import-therapists-and-users.aspx?KBsearchID=16175

Portal Profession Codes

The list of profession codes that can be used:

+ The Portal Profession Codes must be entered on the Zr«;fession

template and can be found in the Knowledge Base

Description

IClassroom or 1:1 AIDE

IAUD Audiologist

article below.
« http://support.cpseportal.com/kb/a66/service- = T —
provider-user-template-to-import-therapists-and- Ol
users.aspx?KBsearchlD=16175 or (search for o Ez:
“template” or invitations”). - —

ITSLD Teacher of Speech & Language Disabilities

VI Teacher of the Visually Impaired

Support@CPSEPortal.com


http://support.cpseportal.com/kb/a66/service-provider-user-template-to-import-therapists-and-users.aspx?KBsearchID=16175

Invitations —

Multiple User Template

I

To send an invitation using the template, go to People -> Invitations.

Support@CPSEPortal.com




Invitations —

Multiple User Template
‘\

You will then choose Import Invitation Batch File.

Manage Invitations

User Type (All) ~ | Show Only Pending O Search

|No invitations found.|

Support@CPSEPortal.com Invite Someone Import Invitation Batch File h




Invitations — Multiple User Template

Upload Template
o

You will then click Choose File, find your template, and click Upload.

Home File Transfer Activities eSTACs Attendance Billing Caseload Maintenance Lookup Documents Reports Medicaid

People My Account Knowledge Base

Agency Invitation Batch Import

Select a File
The file must be an Excel spreadsheet that follows the template that has been given to you (download template). After uploading the file, we will allow you to preview the invitation batch before proceeding to the
import.

Choose File |No file chosen (u— Upload —

© James McGuinness & Associates

Support@CPSEPortal.com



Invitations — Multiple User Template

Preview Invitations

# This screen will show problems as well
as successful imported entries.

# Click either “Accept & Send Invites” or
“Decline & Cancel”.

Support@CPSEPortal.com

\‘

Agency Invitation Batch Import

Invites Preview - Accept or Decline?

Invalid Invites - Will NOT be imported

First Name | Last Name Email Is Supervisor | Profession Code | NPl | Name in NPl Registry | NY License Number | Invalid Reason
Barb Jones bj@cpseportal.com [N SPED "NPI" must be valid
Valid Invites - Will be imported & sent

First Is Profession NY License
parst | LastName Email Siparsisor o NFI Name in NPI Registry Hreens
BROOKE |DEMNER |ba@cpseportalcom |N oT 1003003567 |MS. BROOKE DEMNER, OTR 123456
Christina | LOEWENSTEIN cl@cpseportalcom |N ot 1003004102|LAURIE CHRISTINA LOEWENSTEIN, OTR |556677
Jen Owen-Jones _|jo@cpsepartalcom |N ot 1003011255 JENNIFER JEAN OWEN, OTR 888222
NEREIDA  [Wright nw@CPSEportal.com|N SLP 1003001595 oy o0 O RENE FILLYER-WRIGHT. 554433

Accept & Send Invites

Decline & Cancel
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Portal Invitations -
Office Users

Support@CPSEPortal.com



Portal Invitation -

Office User

My Account

* To send an invitation to office staff who will be
using the Portal, go to People -> Invitations.

+ The next screen will then be to Invite Someone.

« Enter all information on this screen, and your
User Type will be “Office”.

+ If your Office user will be submitting vouchers .

First Name Last Name

to the county, then you will need to check the j ) e J

Confirm Email

box “Allow user to submit vouchers to B e
Provider — U;;f'c:ype |> .
Co u n ty » ° t »'Qllz;u;r to submilt vouchers A—

to county
v

)

Invitations

Support@CPSEPortal.com i Send Invite




Portal Invitation —

Office User
-’

After the agency sends out the invitation, the office user will receive the following
email. The office user will click the link, to set up their account in the Portal. The
email will come from noreply(@CPSEPortal.com.

een invited to be associated with the agency SR in the CPSEP 1
3 ith thi

and associate yourself wi this agency.

Support@CPSEPortal.com



Portal Invitation —

Office User
-’

This screen comes up after the office user clicks the link. The office user will fill'in
the information below and then click the “Accept Invitation” button. At this point,
the invitation process is complete.

’6PORTAL E s

Consultants
Home  Knowledge Base

CPSEPortal Invitation
You have been invited to be associated with £ as an office user in the CPSEPortal system. Please confirm your details below, select a usemame and password and then you may log in to the system. If any of your details are incorrect, please let the agency know and they will re-invite you.

Name Confirmation - Confirm this information is correct.

First Name  Last Name

Lisa

Email Confirmation - Must match address invitation was sent to. You may update your email address after confirming your invitation, if necessary.
Email

User Account Information
Usemame

Password Confirm Password

l | | | —
Accept Invitation (G

© James McGuinness & Associates
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Agency Billing Provider Profile



Agency Billing Provider Profile

+ Agencies will need to create a Billing
Provider Profile.

* Go to My Account -> Billing Provider Profile

Billing Provider Profile
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Agency Billing Provider Profile

All information entered on this screen will be the agencies infor | /.
information should be for an organization.

Billing Provider Profile
l Provider Info ] User Information

Billin{
Name|ACHIEVEMENTS

Billing Al |
Address 1 623 New Loudon Road
Addll ] [

City|Latham | : tateM Zip/12110
|

Phone Number 5T8-782-1T78

Update

~ Information from NPPES NPI| Registry
Click here for NPPES website

NPI % This NP1 is for aleman';ann |

?man.izamn.blame | Mailing Address 11
Mailing Address 2
City | state NY  zZip o]

Specialization State License “

Primary Taxonomy Type Classification
Y 252Y00000X Agencies Early Intervention Provider Agency
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Portal User Access
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Portal Admin- User Access

People My Account

* Go to People -> Users
* Within User Access:
* See all users assigned to your agency
* Assign role of Billing Staff
* Assign role of Service Provider
* Remove access to Portal or delete provider or roles

Support@CPSEPortal.com



Portal Admin- User Access

Viewing/changing Existing Users
o

You will check off if a staff member is a Service Provider, Supervisor, a Basic User or
a Billing Admin. Some staff may have more than 1 box checked.

Users
Provider l l l l l
Username FirstName | Last Name Email Associated Person | Service Provider | Supervisor | QA Supervisor | Basic | Billing Admin

ALEXA FLANAGAN12 demo@cpseportal.com | FLANAGAN, ALEXA 0 ] update cancel delete
RIKKIPUCKETT10516  Josephine  |Acheta demo@cpseportal.com | PUCKETT, RIKK| edit delete
RINADOWNING10517  Cathy Campbell Imell@jmeguinness.com DOWNING, RINA edit delete
PENEL BUCKLEY12095  Wendy Hil demo@cpseportal.com  BUCKLEY, PENELOPE edit delete
MITCHWHEELER14250 Katherne  Agard demo@cpseportal.com WHEELER MITCHELL edit delete
BARBR MCKEET98 RUTH AGNE demo@cpseportal.com  MCKEE, BARBRA edit delete
ABIGA.COTTON10257  Aimee Alvarez demo@cpseportal.com COTTON, ABIGAIL edi delete
MINAGILLESPIE3614  Abigal Andrews demo@cpseportal.com | GILLESPIE, MINA edit delete

Admin-(management/
administrators) can
submit vouchers on
behalf of the agency
Basic- (clerical/billing
staff)

Supervisor (UDO/USO)
QA Supervisor (quality
assurance supervisor)
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News Feed
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News Feed | My Articles

News Feed contains current articles and updates to the » ed can be
found in 2 ways.

Your current News Feed will be located For all News Feed articles:
on your Home Page My Account -> My Articles -> View

J—
@ P 0 R I A I Hello, | You are currently logged in for ADMIN (Logout)
JAMES MCGUINNESS @
P

JAMES McGUINNESS
& ASSOCIATES INC
Consultants

ASSOCIATES INC.

@ P o RTAI Hello, [ " You are currently logged in for JUNT INC (Logout)
@ Consultants

| File Transfer Activities eSTACs Attendance Billing Caseload Maintenance Lookup Documents Reports Medicaid Medicaid People My Account Knowledge Base

Home Activities 1E eSTACs Attendance Billing Lookup Deocuments Reports Maintenance Medicaid Service Bureau

People My Account Knowledge Base h Hide from news feed
New CPSE Portal features for 2020-2021
esieed Anew version of CPSE Portal arrives on 7/8 71712020
User Profile — View All Your Articles
Username Article Body
| —— W -
First Name: (0 New CPSE Portal features for 2020-2021 The new version adds optional features like the ability to create a school schedule and enter missed sessions. If these changes are of interest to you, there are Knowledge Base articles below to get you
71712020 more dismiss started
Last Name: Queawr Anew version of CPSE Portal arrives on 7/8
Email: T —— DO NOT UPLOAD Telepractice consent —
Edit User Account 4132020 more diomiss g — —
Do Not Upload Telepractice consent to CPSEPortal at this escription L1
time Creating a School Schedule support.cpseportal.com/kbla228/creating-a-schedule-for-the-school-aspx
Entering SEIT, RS and CBRS attendance |support cpseportal com/kb/a229/entering-attendance-for-seit-rs-enrolments aspx
Entering Classoom Attendance support.cpseportal.com/kb/a227 /entering-classroom-attendances. aspx?KBSearchlD=14096

© James McGuinness & Associates
Related Documents
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Closing

Support@CPSEPortal.com



Portal Training —

Knowledge Base

\

* The Knowledge Base provides numerous articles,
trainings, webinars and other pertinent

information that will help answer your questions EPORTAL
before having to contact Portal support. ) O &
+ You can simply click the Knowledge Base tab in the e
Portal or you can go to: m m
* http://support.cpseportal.com/kb e
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http://support.cpseportal.com/kb

Knowledge Base Links

\‘

* Template to Import Multiple Therapists & Portal Profession Codes:

http://support.cpseportal.com/kb/a66/service-provider-user-template-to-import-therapists-
and-users.aspx?KBsearchlD=16175

* Forgot Your Password:
http://support.cpseportal.com/kb/a49/forgot-your-password.aspx?KBSearchiD=16316

* Choosing A PIN:
http://support.cpseportal.com/kb/a125/choosing-a-pin.aspx?KBSearchiD=16318

« Edit My User Information:
http://support.cpseportal.com/kb/a59/edit-my-user-information.aspx?KBSearchiD=16250
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Closing remarks

* The Portal is a helpful tool for both the County and their preschoolm

* Please attend the webinars that pertain to your profession. If you cannot attend, then register
for the webinars so you will receive a copy of the webinar and slide show.

# CPSE Portal Address (you may want to bookmark):
https://www.cpseportal.com

* |n addition to the Portal Knowledge base, our Help Desk is available through email at
support@CPSEPortal.com

* When emailing the Help Desk, do not use the child’s name as this is a HIPPA violation!!
* Use the child’s ESID # or their child #.
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