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❑Today’s webinar is for agencies (and their service providers) that are using the 
McGuinness CLAIMS/EnterClaims software – It is not for CPSE Portal Users.

❑SLPs that will be using the Portal to generate a digital speech recommendation should 
register for one of the following webinar presentations.

▪ Thursday, June 5, 2025 at 3:00, or

▪ Friday, June 6, 2023 at 9:30

Please contact Deb Frank if you need the registration links.

CLARIFICATION



❑McGuinness Medicaid Team

▪Deborah Frank, McGuinness Medicaid Specialist 

❑McGuinness CLAIMS/CLAIMS Online Team

▪Madison Fama, CLAIMS Team Leader

INTRODUCTIONS



❑GENERAL
▪ What is a Digital Order/Recommendation?
▪ Benefits of Using the EnterClaims Digital Order
▪ Required Elements of a Written Order
▪ Timing of the Speech Digital Order

❑ FOR THE THERAPIST (SLP)
▪ How to Create the Digital Order – (Therapist)
▪ Credential Verification

❑FOR THE AGENCY
▪ Digital Order Management from EnterClaims
▪ Digital Order Management from CLAIMS

TOPICS COVERED

We will 
stop for 
Questions/
Answers 
after each 
agenda 
topic.  



The following information will be sent as follow-up to today’s presentation.  
This information should be shared with the appropriate personnel.  

▪ Recording of the Presentation

▪ PowerPoint Presentation

▪ CLAIMS Maintenance for EnterCLAIMS Digital Orders

▪ Tutorial for SLPs Only

▪ Tutorial for SLPs & Admin

PRESENTATION FOLLOW-UP



❑The McGuinness Medicaid Department does not have access to 
your CLAIMS or EnterCLAIMS databases.  

❑If an SLP needs assistance with the EnterClaims Digital Order 
process, please contact your agency.

▪ The agency will contact their McGuinness CLAIMS/EnterClaims Client 
Relationship Manager (CRM) to troubleshoot the issue.  

▪ The agency will apprise the therapist of the resolution.

ENTERCLAIMS DIGITAL ORDER SUPPORT



What is a digital order/recommendation?  

❑It is a written order/recommendation (for Speech Therapy 
Services) that is created on the computer and digitally 
signed, rather than written on paper and signed with a pen.  

❑The digital order follows all the requirements of a paper 
order except that it is created and signed digitally.

ENTERCLAIMS DIGITAL ORDER/RECOMMENDATION



❑There are many benefits of using the digital option for Speech recommendations.

▪ The digital recommendation is Medicaid-compliant and verified upon completion, 

▪ The resulting digital order does not need to be scanned, entered and uploaded to 
the Portal,

▪ The digital recommendation will limit (or eliminate) requests for replacement 
prescriptions.

▪ Having the SLP create the digital recommendation for the enrollment will ensure 
that the resulting services are Medicaid reimbursable.  

❑All full-service Medicaid counties have discontinued the practice of accepting paper 
prescriptions for speech services and are now requiring their SLPs to complete a digital 
order.  

DIGITAL SPEECH RECOMMENDATIONS



From the Medicaid Provider & Billing Handbook, Page 21

❑It should be noted that the written order/written referral must be in place prior to the 
initiation of services (prospective), including evaluations.  

From the Medicaid Q & A – Question # 94
❑Can a NYS licensed and currently registered speech-language pathologist (SLP) who has not seen 

the student write a referral for speech therapy?  No.

The SLP cannot write a referral if they have not seen the student 18NYCRR 505.11 states that a 
written order must contain a diagnostic statement and purpose of treatment.  It is not 
acceptable under the Medicaid program for the ordering referring professional never to have 
met with the child as it is incompatible with the obligations of the ordering practitioner to 
assure that the ordered care, services, or supplies will meet the recipient’s needs and restore 
him or her to the best possible functional level.  [December 13, 2010] (Citation:  Slide #81)

WHEN SHOULD A WRITTEN ORDER BE COMPLETED?

(Timing of the Written Order) – Medicaid Handbook / Q&A

Questions?  Contact Medicaid@CPSEPortal.com.



Listed below is a list of all the required (8) elements of a Written Order from the Medicaid Provider & Billing Handbook.  In addition 
to selecting the enrollment(s) that apply to the digital order, only the items in red will need to be entered when creating the digital 
order; all other requirements will come up automatically when the digital order is generated. 

1. Child’s Name (comes from CLAIMS). 
2. Term of Service – The time period for which the service(s) are being ordered are determined by the enrollment dates entered 

into CLAIMS.  
3. Service/Frequency & Duration (will auto-fill from the enrollment in CLAIMS)
4. Patient Diagnosis and/or reason/need for ordered service(s).  (can be entered into CLAIMS or on the order directly)
5. Signature of a NYS Medicaid enrolled provider who is a NYS licensed, registered, and/or certified, as relevant, physician, 

physician assistant, or licensed nurse practitioner acting within the scope of their practice.  
6. Signature Date – The complete date the order was written and signed – Entered automatically when created.  
7. Practitioner’s NPI and/or License number(s) (Comes from the Find Therapist Screen).
8. Practitioner’s Contact Information (Office stamp or pre-printed address and telephone number permitted – Comes from the 

Find Therapist Screen).

REQUIRED ELEMENTS OF A 
WRITTEN ORDER/REFERRAL/RECOMMENDATION



❑The service (OT/PT/ST/Psychological Counseling) can be listed on the written order along 
with one of the following references:

➢Option 1: Specific reference to adopt the frequency and duration “As per the IEP” 

(If this option is used, each time the the IEP is amended, a new prescription is required  for 

all Medicaid related services – even if the related service did not change.), 

..OR..

➢Option 2:* Specific Frequency and duration of the ordered service(s) – 2x30 Ind.,

* Using Option Two is “best practice” and will limit the number of prescriptions required throughout the 
school year.

3.  SERVICE(S) BEING ORDERED
Frequency & Duration of Service



❑If the “As per IEP” reference is used to adopt the frequency and duration 
of the ordered service, each time that the IEP is amended (for any reason) 
or a new service is added, a new written order will be required for all 
Medicaid related health services – even if there is no change for the related 
service.  

❑Why?  Because the written order is directly linked to the IEP that was in 
place at the time that the written order was completed.  As a result, any 
subsequent IEP amendments that occur after the written order is initially 
completed will require a new order (for all Medicaid services).  

3.  FREQUENCY & DURATION OF SERVICE
New Information from SED



Go to:  Maintenance>Billing Maintenance>Pay Source Maintenance

After the setting is changed, export services in CLAIMS (EnterClaims>Export Services)

How to Set Up the Specific Frequency 
& Duration Option for the Digital Order



.

WARNING 
When the Frequency & Duration Option is Selected



Are there any questions about the “General Medicaid 
Topics” that we just covered or how to set up the 
frequency and duration option for digital orders?

QUESTIONS?



❑How to Create the Digital Order
▪ Completing the Digital Order Template in EnterClaims

▪ Signing the Digital Order

▪ View/Print/Delete the Resulting Order

▪ Reports

✓Completed Digital Orders

✓Missing Digital Orders

❑Credential Verification*
▪ How to Complete Credential Verification in EnterClaims

* The EnterCLAIMS Digital Order button will be greyed out (not available for use) until credential verification has been 
completed in CLAIMS, exported to EnterCLAIMS and completed by the therapist in EnterClaims.

T H E R A P I S T



❑Digital orders* can be created from the Home Page from the “My Cases” Screen – as 
illustrated in the screenshot below.

ENTERCLAIMS DIGITAL SPEECH ORDER
(How to Create the Digital Speech Order)



1. The Agency Contact Information is prefilled with the

name, address and phone number for the agency and is exported

directly from CLAIMS.  

2. The Order Information is prefilled with the child’s name,

service type and time period.  Any Diagnoses entered on the CLAIMS

enrollment, will auto-fill.  You can add new ICD codes by clicking the

“Add” link.  If the diagnosis box is not checked, it will not apply to  

the prescription.  The Frequency/Duration is selected under Frequency.  

3. The  Enrollment that was selected on the Home Screen will populate in the 
Selected Therapies Section.  

4. The Ordering Provider Information is auto filled from the therapist’s

Information Screen (Find Therapist) from a CLAIMS export.  

Click SAVE.  

ENTERCLAIMS DIGITAL SPEECH ORDER
(Completing the Digital Order Template)



Relatively New Section on the Digital Order Template – Order Dates

The SLP will have the option to select one of the three options shown below for the term of service on 
the digital order.  

Option 1 – School Year (7/1 to 6/30) is the default option and is the recommended option.

Option 2 – School Year Session can be used to create a “session only” (Summer/10-Month) digital order.

Option 3 – Specific Dates will allow the SLP to type in the specific term of service dates.

ENTERCLAIMS DIGITAL SPEECH ORDER
(Order Dates:  Term of Service Section of the Template)



Due to the recent information from SED, the EnterClaims Digital Order default option 
of, “As per IEP” should not be used moving forward.  Instead, the specific service 
mandate option (e.g., 2x30 Ind) should be used on the digital order (as shown below).  

ENTERCLAIMS DIGITAL SPEECH ORDER
(Frequency & Duration Option)



ENTERCLAIMS DIGITAL SPEECH ORDER
(Signing the Digital Speech Order)

After you click SAVE, the Create Digital Order? Screen 
appears so you can sign the order.

▪ The attestation box must be selected to complete 
the order.  

▪ Check the Export to CPSE Portal box.  
(If there is no ESID # assigned to the child, you will not be able to
send the digital order to the Portal.)

▪ Enter Pin #**

▪ Click Sign* 

* The date that the digital order is created becomes 
the signature date of the order, which is the first date 
that prescription is valid for Medicaid claiming.  

**Same Pin # used to sign session notes.  

Attestation Screen



VIEW / PRINT THE RESULTING ORDER

IMPORTANT NOTE  
The term of service specifies the “entire” time 
period (school year) that the prescription “could 
be” valid.  It does not mean that the prescription is 
valid for this entire period of time.

The signature date determines the first date of 
coverage for the prescription – the first date that 
Medicaid can be claimed.  

The signature date is the same date the order was 
created in EnterClaims.

HOW TO PRINT THE DIGITAL ORDER

Click VIEW from either Therapist>Digital 
Orders or Maintenance>Digital Orders
When the image comes up, you can
Right click >PRINT.  

If the Frequency and Duration Option is 
selected for the digital order, the 
mandate will populate at the top of the 
digital order where highlighted. 



❑From the Therapist Menu>Digital Orders, the SLP can view, print or delete the order. 
To Print, click the “View” button.  When the image pops up, right click>click print.  To 
delete*, click the “Delete” button.  

(* The digital order cannot be deleted once it has been sent to the Portal.  A new order would need to be generated.)  

VIEW / PRINT / DELETE
THE DIGITAL ORDER



❑From the Therapist Menu>Digital Orders, the SLP will scroll down to the second 
table, “Missing Digital Orders.”  All the children listed in this table have missing digital 
orders.  From here the SLP can click the “Enter Digital Order” button to complete the 
missing digital order(s) for the selected child.

HOW CAN I SEE IF A DIGITAL ORDER IS MISSING?
(from EnterClaims)



DIGITAL ORDERS SCREEN
Completed & Missing Digital Orders



❑Therapists must complete the Credential Verification process in EnterClaims prior to creating any 
digital orders.  

❑Go to Therapist>Credential Verification. Click “Verify” at the end of the row to verify the 
credentials.

❑ If the SLP’s credentials are not “verified,” the Enter Digital Order Button will be greyed out.  

THERAPIST CREDENTIAL VERIFICATION 

“Requires Verification” status causes the 
Enter Digital Order to be greyed out.  Once 
Verified the button becomes live.



THERAPIST CREDENTIAL VERIFICATION 

Click “Verify” at the end of each 
row to verify the information in 
the Portal and SED.  

Do not click verify if the 
information is incorrect.  



THERAPIST CREDENTIAL VERIFICATION 

Click “Verify” at the end of each row to verify 
the information in the Portal and SED.  



THERAPIST CREDENTIAL VERIFICATION 

The information entered into the Professions Screen in CLAIMS feeds into the Credential 
Verification Screen in EnterClaims for the SLP.  

Once the therapist completes the verification process in EnterClaims, the therapist will 
click the Send to CPSEPortal button to send the verification information to the Portal.

CLAIMS

ENTERCLAIMS

MY ACCOUNT>MY PROFILE

Send to CPSE Portal Button



The EnterClaims Training Database will be used to show 
you a live demonstration.

▪ How to enter an EnterClaims Digital Order from the Therapist’s Home 
Page.

▪ How to view, print and delete the digital order.

▪ How to use the Completed and Missing Tables.

▪ How to enter Credential Verification from the Therapist Menu.

LIVE DEMONSTRATION



Are there any questions about… 

❑ Entering/Viewing the Digital Order, or 

❑ The Credential Verification Process?

QUESTIONS?



❑Digital Order Management from EnterClaims

▪ Admin User Screen

▪ Digital Order Screen (Maintenance Menu>Digital Orders)

▪ Digital Order Maintenance

▪ Reports (Missing & Completed)

❑Digital Order Management from CLAIMS

▪ Digital Order Maintenance

▪ Prescription Maintenance

▪ EnterClaims Menu (Import/Export)

A G E N C Y



Enter your Admin User Name & Password>Click Login.

DIGITAL ORDER MANAGEMENT 
FROM ENTERCLAIMS - AGENCY



Go to Maintenance>Digital Orders

ADMIN USER SCREEN



ADMIN DIGITAL ORDERS SCREEN
Maintenance>Digital Orders

❑ On this screen your office staff will be able to see if the digital order has been sent to either CLAIMS or the CPSE Portal.  (Columns 
marked with the red arrows)   

❑ If the therapist did not check the box to send the digital order to the Portal when the digital order was created or if the child did not 
have an Auth # when the therapist created the digital order, the agency can send the digital order from this screen.

❑ Filtering is also available on this screen.  Your office staff will be able to filter to include orders sent to the Portal, include orders sent 
to CLAIMS or exclude any un-exported orders.  

❑ You can view and/or print the digital order by clicking the View button at the end of the row.  



From the Reports Menu, there is a report that can be run to see what digital orders 
have been completed and what digital orders are missing.  

❑ Therapies:  Completed Digital Orders – Select report from Drop Down>Filter for dates>Run

❑ Therapies:  Missing Digital Orders – Select report from Drop Down>Filter for dates>Run

REPORTS
Reports>General>Select Report>Enter From/To Dates>Run

COMPLETED
MISSING



From the Missing Digital Orders Report:

REPORTS
Export Reports to Excel

Filtered Report – Preschool Services Only

Un-Filtered Report – All Program Types (EI, PS, SA)



❑You can also look up enrollments missing prescriptions in CLAIMS using the Service 
Enrollments Missing Prescription Report.  

(Reports>Child Reports>Missing Items>Service Enrollments Missing Prescription)

HOW CAN I SEE IF A DIGITAL ORDER IS MISSING?
(From CLAIMS)



What fills into the Digital Order from CLAIMS?  

1. The Agency Contact Information (name, address, phone #), is pulled from a CLAIMS 
export.  If the agency contact information (address/phone) needs to be updated, you 
should contact your CRM.  (The agency cannot update this information.)

DIGITAL ORDER MANAGEMENT FROM CLAIMS



2. The Order Information (child’s name, service type, time period and diagnoses) are 
prefilled from the child’s enrollment screen in CLAIMS.  

DIGITAL ORDER MANAGEMENT FROM CLAIMS

Find Child Screen
To

Enrollment Screen
To Digital Order Template 

Service Type, Time Period, & Service Delivery Child’s Name Information from both screens auto-fill here.



(Continued)

The child’s diagnoses, ICD code(s), are pulled from the Child’s Enrollment Screen; however, all of the 
pertinent ICD code(s) for the child must be entered to the child’s information screen (Find Child) first or 
the ICD code(s) will not  be available for selection on the 

Child’s Enrollment Screen. 

DIGITAL ORDER MANAGEMENT FROM CLAIMS

Find Child Screen to Enrollment Screen to Digital Order Template



3. The Speech enrollment that was selected on the My Cases Screen will populate to the 
Selected Therapies section of the digital order template.

DIGITAL ORDER MANAGEMENT FROM CLAIMS
(Continued)

CLAIMS Enrollment Screen to Digital Order Template



4. The Ordering Provider Information is prefilled from the therapist’s information in CLAIMS 
(Find Therapist:  Therapist’s profession, NPI, License # and credentials* for the therapist’s 
signature).  This is pulled from a CLAIMS export.  

**If the therapist’s “Title” is not filled in on the Find Therapist Edit Screen, the therapist’s credentials will not 

accompany their signature on the digital order.  

DIGITAL ORDER MANAGEMENT FROM CLAIMS
(continued)

This therapist’s “Title” was not 
filled in on the Therapist’s Screen.   
As a result, the SLP’s credentials 
do not appear with the digital 
signature.   



DIGITAL ORDER MANAGEMENT FROM CLAIMS
(continued)

*The “License Field” on the Therapist screen is    

where the license number is currently 

displayed; however, the “Profession Screen” is 

where the information is pulled for the digital 

order.  

Vvv

If the information on the 
Profession Screen is not 
completed and/or current, 
the SLP will not be able to 
create the digital order.  
The “Enter Digital Order” 
button will be greyed out.



DIGITAL ORDER MANAGEMENT FROM CLAIMS
(continued)

If your SLPs are not entered into the “Professions Screen,” they will not be able to 
create the digital order.  When the SLP tries to create the Digital Order, the “Enter 
Digital Order” button will be greyed out and the SLP will not be able to proceed.  How 
do you enter the SLP’s Profession Information? On the Find Therapist Screen, click the 
Professions Icon that is located to the right of the Profession field (as shown below).



DIGITAL ORDER MANAGEMENT FROM CLAIMS
(continued)

To add the SLP’s profession, select Speech Therapy using the drop-down arrow and 
click the “Add” button.  CLAIMS will ask you, “Would you like to fill in the credential 
information for the therapist?  Click YES.  



DIGITAL ORDER MANAGEMENT FROM CLAIMS
(continued)

After the profession of Speech has been successfully added:

1. Fill in Credential Information* on the right side of the screen:
Select Credential Type (License)

Enter License #

Enter Credential Start Date

Enter Credential End Date

2. Click Update

3. Click OK

*After the credential information

has been completed, you will 

need to “Export Therapists.”



DIGITAL ORDER MAINTENANCE FROM CLAIMS

❑Agency Address/Phone Number:   Needs to be hard coded by McGuinness technical staff.

❑Find Child:  Enter all ICD Codes for the child

❑Enrollment Screen:  Select the appropriate ICD Code(s) for each enrollment.

❑Find Therapist:  Make sure the following fields are populated:
▪ Title

▪ NPI & License (which are entered from the Profession Screen)

▪ Profession Screen 
(Credential Information: Credential Type, License #, First License Date, Licensed Through Date)

❑Reports Screen (CLAIMS) (Service Enrollments Missing Prescription)

❑EnterClaims Menu (Import Digital Orders & Export Therapists)



If the SLP uses the Digital Order in EnterClaims, your office staff will not have to enter 
the speech scripts manually into CLAIMS on the Enrollment Prescription Screen.  The 
script information (that is now entered manually on the Prescription Screen for Speech Therapy) will be sent 
electronically to CLAIMS during the Digital Order Import from EnterClaims.   

PRESCRIPTION MANAGEMENT – FIND CHILD



As you can see from the screenshot below, the two speech prescriptions (digital orders) 
show the “Created User” as “EnterClaims” and shows the date/time that the digital order 
was created.  

PRESCRIPTION MANAGEMENT IN CLAIMS



How is the digital order information (that is entered by the therapist) sent to CLAIMS?

From the Import Digital Orders Screen (EnterClaims>Import Digital Orders).  

Same process as Import Bills (Gather, Preview, Post).  

DIGITAL ORDER MANAGEMENT FROM CLAIMS
(Continued)



The EnterClaims Training Database will be used to show 
you a live demonstration from the Agency EnterClaims
Login.  

▪What digital orders were sent to the Portal?

▪What digital orders were sent to CLAIMS?

▪How to “VIEW” the digital order.

▪How to export the digital order to the Portal.

▪How to view “Completed” and “Missing” digital orders

LIVE DEMONSTRATION



Are there any questions about the…

❑ Digital Order Management from EnterClaims

❑ Digital Order Management from CLAIMS

QUESTIONS?



❑Medicaid References:

▪ Medicaid Provider Policy & Billing Handbook - http://www.oms.nysed.gov/medicaid/handbook

▪ Questions & Answers - http://www.oms.nysed.gov/medicaid/q_and_a/q_and_a_combined_revised_12_9_16.pdf

❑ If the agency needs assistance with the EnterClaims Digital Speech Order process, please contact your 
CLAIMS/ENTERCLAIMS Client Relationship Manager. 

❑ If the SLP needs assistance with the EnterClaims Digital Order process, please contact the appropriate person in your 
agency.  The agency will contact McGuinness to troubleshoot the issue and the agency will report the resolution to the 
SLP.  

❑ If you have any questions regarding Medicaid compliance, please contact Deborah Frank  Medicaid@cpseportal.com .   

FOLLOW-UP

http://www.oms.nysed.gov/medicaid/handbook
http://www.oms.nysed.gov/medicaid/q_and_a/q_and_a_combined_revised_12_9_16.pdf
mailto:Medicaid@jmcguinness.com


I want to thank everyone for taking the time to 
attend this presentation.  

I hope you found the content helpful.  

Deborah Frank

THANK YOU!


