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Go To Webinar Control Panel

• Control panel 
is on far right 
of screen

• Orange button 
with white 
arrow expands 
and shrinks 
control panel

Preschoolsupport@CPSEPortal.com



Communicating with Presenter

• All participants are on mute.

• You can raise your hand in response to a question we ask. Do not raise your 
hand to ask a question. 

• You can type in question in the question box.
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Can’t Hear the Webinar?

• Under the Audio tab, you can choose Computer Audio, Phone Call or No Audio. If you 
choose No Audio, you will not be able to hear the webinar!
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Raising your hand

• On bottom left 
of control panel 
is a button with 
a hand icon.

• Click that 
button to raise 
your hand.
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Typing in a Question

• Click the question 
bar to expand 
questions section.

• Type in your 
question and click 
send.
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Handouts
If you would like to download the handout:

• Click the “Handouts” icon on the control panel.  

• Click the link for the handout that you would like to 
download.
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Payments – For Counties use The 
CPSE Portal
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Processing Vouchers from the CPSE Portal

For Paying RS, SEIT, and CB Enrollments



Downloading Vouchers

• Submitted vouchers are 
available under CPSE Portal 
>> Download Vouchers

• This will display all 
submitted vouchers that 
have not yet been 
processed. 

• You can also search for 
vouchers by service type, 
provider, and voucher 
number under “Search.”



Downloading Vouchers Cont.

• Once vouchers populate, you can 
select all vouchers you wish to 
download

• If there is a previously downloaded 
voucher you wish to redownload, 
select the “Include Previously 
Downloaded” check box under the 
search option.



Processing Vouchers

• To process any downloaded 
vouchers, navigate to CPSE 
Portal >> Process Vouchers

• Select the provider and 
voucher you would like to 
process  and confirm the 
information

• For CB, the “Rate Override” 
option will be automatically 
selected.

• Click “Process.”



Processing Vouchers Cont.

• Review the items on the voucher for 
any warnings or failures: use the key at 
the bottom.

• Any warnings or failures will display in 
the middle panel for review

• The right panel will display the details 
for the items being billed

• Once ready, click “Process Voucher.”



Preschoolsupport@CPSEPortal.com

Processing Rate Adjustment Vouchers from the 
CPSE Portal



Downloading CB Rate Adj. Vouchers

• If you allow your 
providers to submit Rate 
Change vouchers you 
will download them the 
same way as any other 
voucher CPSE Portal >> 
Download Vouchers



Downloading CB Rate Adjustment Vouchers 
Cont.

• Just find the correct voucher and 
download it, you can match the $ 
amount or the Voucher Number.



Processing Vouchers

• To process the rate change voucher, navigate to CPSE Portal >> Process Vouchers

• Select the provider and voucher you would like to process  and confirm the information

• Click “Process.”



Processing CB Rate Adjustment Vouchers Cont.

• Review the items on the voucher for any warnings or failures: use the key at the bottom.

• Any warnings or failures will display in the middle panel for review

• The right panel will display the details for the items being billed

• Once ready, click “Process Voucher.”
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Enter Invoices

For Paying Evals, and Transportation



Eval Payments

• To create a payment batch for Evaluations, go to Payments > Enter Invoices.

• Make sure the correct school year is selected

• Then select the service type and the Provider

• Then select Create Payment Batch
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Eval Payments

• Make sure you select the top option ‘Create Payments Only’ then click OK

• Preschool will create the batch then when the batch is created a pop up will 
display. Click ok
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Eval Payments

• Once the batch is created, click Edit Payment batch to view the items on the 
batch. 
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Eval Payments

• Once you click edit payment batch you will see the evaluations.

• All of the evaluations will have a NoPay code attached. To enter a payment, 
remove the NoPay code. 

• Preschool will generate the total amount based on the evaluation rate and 
evaluation date. 
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Eval Payments

• To finalize, click Process Invoice to process the payment batch.
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Eval Payments

• On the Process batch screen, the 
only Requirement is a batch 
number 

• You can also add a description, 
comments, as well as a County 
Voucher Number, Vendor Invoice 
Number, and Vendor Invoice 
Date. You can click Auto 
Generate Batch number and 
Preschool will generate a batch 
number for you.
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Eval Payments

• When you are ready click OK 
to process the batch, you can 
click one of the “OK + Report” 
options to generate a 
payment detail report.

• Print by Child will print a 
report by Child

• Print by Provider will list items 
by provider.
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Transportation Payments

• To create a payment batch for SEIT or RS Payments go to Payments > Enter 
Invoices.

• Make sure you are in the correct school year.

• Then select the service type and the Provider (For Parent transport select All 
Parents)

• Then select Create Payment Batch
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Transportation Payments

• Make sure you select the top option ‘Create Payments Only’ then click OK

• Preschool will create the batch then when the batch is created a pop up will 
display. Click ok
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Transportation Payments

• Once the batch is created, click Edit Payment batch to view the items on the 
batch. 
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Transportation Payments

• Once you click edit payment batch you will see the enrollments.

• There are three options

• Number of Trips One way or Both Ways.

• Amount Paid

• Or split transportation
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Transportation Payments

• Number of trips, if you pay transportation by trips, you will enter the number of 
trips and Preschool calculate the amount due based on the rate and number of 
trips.
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Transportation Payments

• Amount Paid, if you pay transportation by simply entering the amount paid, enter 
the amount paid in the AmtPaid column.
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Transportation Payments

• Split Transportation, clicking the Split Trans button will allow you to enter the total amount of the 
transportation invoice and provide you with two options for splitting the payments.

• Divide equally among the children on the batch. 

• Allocate payments for children based on the number of trips taken. 
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Transportation Payments

• To finalize, click Process Invoice to process the payment batch.
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Transportation Payments

• On the Process batch screen, the 
only Requirement is a batch 
number 

• You can also add a description, 
comments, as well as a County 
Voucher Number, Vendor Invoice 
Number, and Vendor Invoice 
Date. You can click Auto 
Generate Batch number and 
Preschool will generate a batch 
number for you.
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Transportation Payments

• When you are ready click OK 
to process the batch, you can 
click one of the “OK + Report” 
options to generate a 
payment detail report.

• Print by Child will print a 
report by Child

• Print by Provider will list items 
by provider.

Preschoolsupport@CPSEPortal.com



Preschoolsupport@CPSEPortal.com

Adjustments Using Enter Invoices



Adjusting the number of RS/SEIT Sessions

• To adjust the number of RS/SEIT Sessions, start by looking up the child, 
then click on the $ Summary Button at the bottom of the screen.

Preschoolsupport@CPSEPortal.com



Adjusting the number of RS/SEIT Sessions

• The $ Summary Screen will show all the payments made across 
enrollments and service types.

• (This is not the best place to review a child’s payment history, see the 
“Reports” section later in the slides.)

• To create the adjustment, right-click on the payment that needs to be 
adjusted, then click ‘Create Adjustment.’
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• After you click “Create Adjustment”, the 
adjustment window will open. 

• At the bottom left of the window is the number 
of sessions that were paid in the selected 
payment batch. 

• Enter the correct number of sessions there 
(NOT the adjustment number). 
So, if we need to take back 2 sessions in this 
example, we enter 8, instead of -2.

• Preschool will automatically give you a negative 
$132 adjustment.

• If you need to recoup everything, enter an 
adjustment session of zero.
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Adjusting the number of RS/SEIT Sessions



Adjusting the number of RS/SEIT Sessions

• Clicking OK will save the Pending payment to the child, and you will see it 
on the $ Summary Screen in Red text.
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Adjusting the number of RS/SEIT Sessions

• All that is left to do is process the adjustment batch. 

• To do this, go to Payments > Enter Invoices.

• On the Enter Invoices screen, select the Service type and the 
provider, and click ‘Edit Payment Batch’.
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Adjusting the number of RS/SEIT Sessions

• On the payment batch, uncheck Regular at the top and check Adjustments.

• This will display the adjustment(s) that you created.
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Adjusting the number of RS/SEIT Sessions

• To finalize, click Process Invoice to process the payment batch.
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Adjusting the number of RS/SEIT Sessions

• On the Process batch screen, the 
only Requirement is a batch 
number 

• You can also add a description, 
comments, as well as a County 
Voucher Number, Vendor Invoice 
Number, and Vendor Invoice 
Date, if you use those systems.

• You can click “Auto-Generate 
Batch Number,” and Preschool 
will generate a batch number for 
you.
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Adjusting the number of RS/SEIT Sessions

• When you are ready, click “OK” to 
process the batch. You can click one 
of the “OK + Report” options to 
generate a payment detail report.

• Print by Child will print a report by 
Child

• Print by Provider will list items by 
provider.

• If you need a report, but didn’t click 
the button to give you one here, you 
can go to the Check Log to get it 
later.
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Center-Based Rate Adjustments

• If a Center-Based program has a rate change (covered in a previous webinar), you can create an 
adjustment batch to apply the rate change to the existing payments. 

• Do this AFTER you’ve brought in and applied the rate change.

• To do this, go to “Payments” => “Enter Invoices”.

• On the Enter Invoices screen, select the Service type and the provider, and click Create Payment 
Batch.

•  Center-based adjustments should NEVER be created manually on the $ Summary screen.
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Center-Based Rate Adjustments

• Make sure that “Create Payments and Adjustments” is selected, then click OK.

• Preschool will create the batch, then when the batch is created, a pop-up will 
display. Click OK.

• After the batch is created, click Edit Payment Batch to view the items on the 
batch
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Center-Based Rate Adjustments

• On the payment batch, uncheck Regular at the top and check Adjustments and Rate 
Changes.

• This will display the adjustment(s) that Preschool created.
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Center-Based Rate Adjustments

• To finalize, click Process Invoice to process the payment batch.
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Center-Based Rate Adjustments

• On the Process batch screen, the 
only Requirement is a batch 
number 

• You can also add a description, 
comments, as well as a County 
Voucher Number, Vendor Invoice 
Number, and Vendor Invoice 
Date. You can click “Auto 
Generate Batch Number,” and 
Preschool will generate a batch 
number for you.
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Center-Based Rate Adjustments

• When you are ready, click OK 
to process the batch. You can 
click one of the “OK + Report” 
options to generate a 
payment detail report.

• Print by Child will print a 
report by Child

• Print by Provider will list items 
by provider.
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Reports



Check Log

• The check log is where you’d look to pull past 
processed payment batches.

• It allows you to re-print those payment 
reports.

• It allows you to undo (delete) a payment 
batch (as long as it’s not claimed on an AVL).

• To open it, go to “Payments” -> “Check Log”.



Check Log



Check Log

• The orange section is the general filter for service types and 
providers.

• The yellow section is the specific filter for specific IDs like batch #, 
voucher #, batch date, etc.

• If you know exactly which batch to look for, or on which date it was 
processed, enter the same batch # or the same batch date in both 
the “From” and the “To” boxes.

• Click “Retrieve” to search for it.



Check Log

• At the bottom of the Check Log are buttons that manage the selected 
payment batch.

• Most commonly used are the highlighted ones that print different reports 
for the batch.

• The “Excel” button exports the whole list of batches to Excel (not the 
details inside the selected batch).

• Other buttons like “Edit Batch”, “Edit with Attendance”, or “Delete 
Payment Batch” should not be used unless directed by your support 
CRM. They are for special circumstances and specific situations only.



Payment Forecast Report

• It is in the middle-lower section of the menu list for “Reports”.

• It will look like this when you open it:



Payment Forecast Report

• Date filters (blue box): Specifies the date range to run the report. If the date range is too 
big, the report may take a while to load.

• Type filters (orange box): Specifies different forecast types, which service types to run, 
and the sorting method.

• The “Provider” dropdown filters which provider to run the report on.

• The “Change” button changes the folder location you want to export the Excel to.



Payment Forecast Report

• For example:

• Report Type – “Payment.”
Shows the $ amount forecasted and actually paid.

• Service Type – “CB.” 
Shows only CB services for the 24-25 2-month session.



Payment Forecast Report

• You would need to scroll to the right side of the resulting table to see the 
detailed forecast vs. actual amount breakdown by month.



Payment Forecast Report

• Another example:

• Report Type – “Attendance.”
Shows the number of sessions forecasted and actually provided.

• Service Type – “RS.” 
Shows only RS services for the 24-25 2-month session.



Payment Forecast Report

• The “Use Projected Rates” checkbox allows you to run the report based on rates 
you configure.

• The “Edit Rates” button opens a window for you to see the rates that you’re going 
to use to run the report.

• You can manually edit a rate in the “Estimated Rate” column.



Payment Summary

• First, look up the child you want to 
run the report on, and go to their 
yellow child screen.

• Then, click the “Summary” button.

• The report will look like this:



Payment Summary

• The top list is your payments 
for the selected enrollments.

• The bottom list is your 
enrollments (like folders of 
payments).



Payment Summary

• The top-right section gives you several options

• DO NOT use the claim functions here. These are for 
special circumstances like eval AVL adjustments, and 
clicking them won’t actually claim the payment.

•  The two useful buttons are:

• Run Payment Report

• Run Enrollment Report



Payment Summary

• The “Run Payment Report” button will give you a multi-page printable 
report that shows ALL the child’s processed payments grouped by 
service types and then providers.



Payment Summary

• The “Run Enrollment Report” button will give you a multi-page printable report that 
shows ALL the child’s STACs and enrollments.

• Each row has two lines: “SED” and “CNTY”. 

• “SED” shows what is approved.

• “CNTY” shows what is in Preschool as an enrollment.



Payment List

• To view the payment list, start by looking up the child. Then go to the Grey 
Enrollment screen.

• Once on the enrollment screen, double click on the Enrollment.

• All enrollments of the same type will display. 

• Can filter by Enrollment.
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Payment List

• This will show all 
processed payments.

• Will show batch number, 
and check info if entered.

• Displays what STAC 
record it is attached to

• Displays if the payments 
were claimed to SED on 
an AVL.

Preschoolsupport@CPSEPortal.com



$ Summary

• The $ Summary will show you all payments for entered for a child

• To view the $ Summary screen, look up the child and go to the Grey Enrollment 
screen, then click the $ Summary Button.

• The report will show all payments for the given service type

• If on the SEIT/RS Screen, all SEIT or RS payments will display.

• Can create adjustments on using this screen.

• If on the CB Screen all CB Tuition and CB Aide payments will display

• Do not make manual adjustments on CB payments.
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Closing



Preschool Knowledge Base

• The Knowledge Base provides numerous 
articles, trainings, webinars and other 
pertinent information that will help answer 
your questions before having to contact 
Preschool support.

• You can simply click the Knowledge Base tab in 
the CPSE Portal or you can go to:

• http://support.cpseportal.com/kb
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Knowledge Base Articles

• Enter Invoices (RS, CB, Eval, Transportation)

• http://support.cpseportal.com/kb/a634/creating-payment-batches-in-preschool.aspx 

• CB Rate Adjustments

• http://support.cpseportal.com/kb/a728/automatic-payment-adjustments-in-preschool.aspx  

• Adjusting the number of RS/SEIT Sessions

• http://support.cpseportal.com/kb/a808/adjusting-the-number-of-rs-seit-sessions.aspx  

• Creating an additional Payment batch for the month

• http://support.cpseportal.com/kb/a807/creating-an-additional-payment-batch-for-month-non-cpse-
portal-users-only.aspx  
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Survey

• At the end of this webinar there will be a 5 questions survey

• If you have time, please complete the survey as it will help us to improve our 
future webinars
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Closing Remarks

• If you need assistance with Preschool the Preschool Helpdesk is available 
through email at preschoolsupport@cpseportal.com 

• When you send us an email:

• Do not use child’s name

• Use ESID #, Child # or STAC ID # 

• Include any error or warning messages you received 

Preschoolsupport@CPSEPortal.com
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