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SERVICE LOCATIONS & CENTER-BASED PROVIDER SITES 
Quick Reference Guide to Medicaid-Compliant Session Note Entries 

(For Portal, CLAIMS & CLAIMS Online Users) 

 

What do you enter into the Setting Field on the Session Note?   
The list shown below are appropriate Medicaid-compliant “Settings” that could be used in the Setting 
Field.   

 

In addition, you may see “Settings” delineated on the IEP in the Summary-Special Education Programs 

and Related Services Section.  Please see the highlighted information on the screenshot below.  These 

designations are also acceptable to use in the Setting Field. 

 

 

What do you enter into the Location Field on the Session Note? 
The Location Field should show an entry that supports “where” the service was rendered.   
 

For example: 
Setting:  Preschool 
Location:  Montessori Preschool, 123 Main St., Albany, NY 
 

Setting:  Montessori Preschool 
Location:  123 Main Street, Albany, NY   
Since there are many Montessori Schools with the same name, the Location Field should support the exact location the 
service was rendered. 
 

Examples of Settings/Locations that are Medicaid compliant and some that are not Medicaid compliant 
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Caseload Defaults:  The Portal has the ability to create “Caseload Defaults” on Session Notes for the 

following fields: 

1) Setting 

2) Location 

3) CPT Code(s) 

4) ICD Code(s) 

Once the “Defaults” have been set-up, the default settings will autofill into each subsequent session 

note.  If the session note default does not apply to a particular session the “Default” setting can be 

deleted and changed for that specific session (without deleting the Default setting).  Setting up 

“Defaults” is highly recommended. 

This Link (https://support.cpseportal.com/kb/a243/setting-up-defaults-in-your-caseload.aspx)   will 

bring you to the Knowledge Base Article that shows how to set up Session Note Defaults for your 

caseload.   

 

Screen where Caseload Defaults are Entered:

 

 

Screen where Caseload Defaults Auto Fill

 
 

In order to ensure that the Setting and Location entries on the Session Note are being entered in 

accordance with Medicaid guidelines, McGuinness will be reviewing the Setting & Location Fields on all 

Session Notes (for Full-Service Medicaid Counties).   

https://support.cpseportal.com/kb/a243/setting-up-defaults-in-your-caseload.aspx
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After McGuinness has reviewed all of the service locations and CB provider sites for all FSM counties, 

your county will be enabling an edit that requires every service location to be “approved” by 

McGuinness before billing can be submitted to the county.  Providers will receive a one-month 

notification prior to enabling the edit.   

The screenshot shown below will give you an idea of what McGuinness will see on the Approval Screen.  
(Providers do not have access to this screen.) 

 

 

 

This screen above will be filtered for County and Provider for RS and/or CBRS Locations.  As you can see 

each Setting and Location used by each agency will populate to this screen.   

If you cannot submit billing due to a Service Location error, please submit an email to 

Medicaid@cpseportal.com and someone from the Medicaid Team will assist you with your issue. 

 

Supporting Medicaid Guidance 

 

 

mailto:Medicaid@cpseportal.com

