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Go To Webinar Control Panel

Control panel

is on far right

of screen

Orange button

with white () Computer audio
arrow expands @) Phone call

and shrinks Diak: +1 (415) 930-5321

Access Code: 481-480-569 =

control panel Audio PIN: 60

Problem dialing in?

Talking:




Communicating with Presenter

‘\

« All participants are on mute

* You can type in question in the question box

* We will answer your question, and also stop at some point to review the
questions and answers for everyone.



Typing in a Question

() Computer audio
(@) Phone call
Dial: +1 (415) 930-5321

Access Code: 481-480-569 =
Audio PIN: 60 #

« Click the question
bar to expand Problem diling i
queStionS SeCtion . G&:mputeraudin Talking:

(@) Phone call

Dial: +1 (415) 930-5321
Access Code: 481-480-569 =

* Type in your Audio PIN: 60 #
M Problem dialing in?
question and
C“Ck Send felking My Question

test
/ e I, == I i

@ GoToWeblnar Webinar ID: 271-969-851
() GoloWebinar
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*

Topics Covered

Classroom Management "

Create Classrooms (including 1:1 Aide Classrooms)
* Assigning Teacher/Aide to Classrooms

* Assigning Children to Classrooms

* Classroom List

*

Creating a Schedule for the School

* Adding and Editing School Closures

* Applying Schedule to Classrooms Attendance
Unmatched Children and Enrollments

* Child Lookup

* Adding and Editing Unmatched Children/Enroliments

* Entering Unmatched CBRS Enrollments

* Matching Children and Enrollments

Entering and Signing Classroom Attendance
CB Enrollments Missing Attendance




Classroom Management

%PORTAL - -

Home File Transfer Activities Aftendance Billing Caseload Maintenance

+* Classrooms are created under "Classroom

User Profile

l\/\anagement", ol P
+ This will allow you to assign teachers/aides | —

to classrooms as well as assign students.
* Changes may also be made as well as e |

classroom deletions.

_Filter Classrooms

* GO to Attendance > Classroom | | T |
School Year Session |AIISessmns v| Program: Active During (Select Month & Year):
Management ]| Vil v
. ly Filte
# Click on Create New Classroom AeplyFier

0 Create New Classroom h




Create Classrooms

+* Enter classroom information fields

*

*

*

Select School Year

Select Program

Name your classroom & include hours
* [.E.: Room 310 - 2.5 HR PM etc..

Type in description of classroom & include hours
* |.E.: Integrated 2.5 HR PM etc..

Enter number of students, number of teachers,
and number of aides for this classroom

Before you Create the Classroom, you will Assign
Teachers/Aides

\

Classroom Information
School Year

(2020 - 2021 Winter v
morefless

Mame:

Description:

# Students: # Teachers: # Aides:

[ + Assign Teachers/Aides |

Create Classroom




Assigning Teacher/Aide To Classrooms

# Click on (+Assign Teachers/Aides) link

R —

Classroom Information
School Year: I} Program:

[2020 - 2021 Winter ~v| |9100 v
more/less LYY

Name: 9160

I | 9165

Description: AIDE

# Students: # Teachers: # Aides:

[ + Assign Teachers/Aides | (=

Create Classroom




Assigning Teacher/Aide To Classrooms

\

« Refer to ""Not Assigned" list on right

L Only Include in Unassigned List if Discipline Code Is TEACH or AIDE? (will reload lists)

and select name of applicable teacher [—— Nahssiges

or aide or "Select All" box; gy st comeon) P ——
* Make sure correct role is selected i‘ s :'f ::“e
* Click Assign ﬁu .- :- :le_acher g
* Once teacher/aides are assigned to ; :... | ‘; :::he

classroom, click on "Create Classroom" @ [we- - rfih_e:
+ Should a teacher or aide leave the e M

classroom this is also where you will Usteast Unassign-> || <-Assign  Usuea

un-assign them \

Create Classroom ¢




Assigning Teacher/Aide To Classrooms

\‘

* Now you can select "Proceed to Assign Children", "Create Another Classroom", or
"Continue Editing Classroom"

Classroom Created successfully.

Proceed to assign children, or continue?

Proceed to Assign Children Create Another Classroom Continue Editing Classroom




Assigning Children To Classrooms

* Once you select "Proceed

+ Select "Details" link to review service details of the
child

* You can review child info on under the "Child
Demographic Info" tab

+* You can review service info under the "Service Info"
tab

* You can also click on “Sessions for Enrollment
Report” link to run an enrollment report.

* Enter report criteria with from/to dates and click
((Run"

* When ready to assign child to classroom, click
back button to return to Classroom screen

to Assign Children® ——

‘} Child Demographic Info l Service Info

First Name
Last Name
DOB
Gender
Address

County
District

e e

Albany
COHOES CITY SD

Sessions For Enroliment Report

- Select Report Criteria

RS & SEITY

From Date:
| |6/3012015

Service ID

Enroliment
Type

Provider
Name

Program
Code

STAC Code
From Date
To Date
Frequency

e B e eaar

cB

T e ey of
9165

I
9/3/2014

10/30/2014
2.5 hrs/day

Sessions For Enroliment Report




Assigning Children To Classrooms

+ Select box of child to be assigned (in
"not assigned" column) or "Select
All”” if all are to be assigned

# Click “Assign”

* To unassign a child select box next
to child and click ""Unassign" or click
"Select All" box and click "Unassign"

# Click "Save Changes"

Classroom: 2.5 IW AM

Assigned to Classroom

[ No chikdren cumently assigned to classroom.

L Select A1

Unassign >

[ » Fiter Unassigned Children |

Last | First
mmmmc-wnoa
4

<-- Assign

shee 1lcn-YSD Albary 4282010 Detn..‘

- Select Al

Save Changes




Assigning Children To Classrooms

<‘\

« After saving your changes, you can either go to Back to Classroom List or
Continue Assigning Children

Children Assigned Successfully

Return to classroom list, or continue assigning?

Back to Classroom List Continue Assigning Children

W




Classroom List

+ All additions or updates may be accessed by selecting the foIIowinW
* Attendance may be viewed by clicking on "Attendance"
« Classroom info, including assigning of teachers/aides, may be updated by clicking "Edit Classroom"
* Children may be assigned or unassigned by clicking "Assign Children"
* Classrooms may also be deleted by clicking "Delete Classroom"

Classroom List:
Home  FleTranske  AleecwceandBng  Lookp  Reots  MyAounl  Pegle  FAQ
| « Foer Cassiooms |
N P | Duscrotion | _Schoot Year | Progrom | # Siwdomts [ #wachens [#baes [ [ [
ARG (000) 2013 'ouv-w 9100 0 | 0 0 |Gk Cassoom | ASSN Chikdien Dok Clissroom
mezsmmmn B 2nHR AN 2813 20Mvmer | 3188 | 6 1| o |Edr Casroom Assgn Chidren
Al 2<rnm|121”| ‘Hrﬁm INTEGRATED 2014 . 2015 Viintee 9165 0 1 2 [E0r Classeoom ASSQN Chikres Dekte Classioo
wnsmmmm 25 R AM INTEGRATED 20142010 vwter | 3165 | 0 85 2 IFd!cuﬂmMgncnum[ﬁmmnm
ATEN0AY ?wﬂmn?l“l 25 2013 2000t | 9100 0 0 0 [Eok Classroom|Assgn Chidren Dokt Clyssio
memmmmm 128 12010201 wmter | 3100 | 6 0 0 Ien:cmmmegn rnum[oemmssm-n
A2 5 HRAM (1212) 25 2013 2018 | 9100 0 0 0 [Eae Ciawseoom|Assgn Chidren Dokt Clussi
m\rmmmwwmmm . 2014.20155ummer 9985 | 4 | 1 | 0 ’iazcu;s?oa; Aswgn Chiren
AR QNPINJWH«WJOOD 25HRFAl 20145 & e 2014 - 2015 Winted 9185 [ \ 1 0 E0R Chassroom Assgn Chires
mezammwoou W 25 HR P 2013200 Vter | 9160 | & | 1 | 0 'ea«msrwnmg}uc'nmm
Al 0|25 MR P (000) 15HRPM 2010 + 2011 Winder 0160 0 1 0 [Edr Cmsiroom [Aungn Chikaren Dokl Cliss oo




Creating a Schedule for the School

*

*

*

button.

*

Aftendance

Billing

Caseload

Classroom Schedule Maintenance

—

R —

Go to Attendance> Classroom Schedule Maintenance> By Schedule

If there are alternative locations with a different schedule those can also be entered on this screen.

Click drop down on the top Labeled “School Year Session”, and be sure to select the correct school year.

The Schedule name must be filled out as well as the start and end dates. Once this is done click the “Add”

Prowder [EARLY SUCCESS INC | School Year Session (2019 - 2020 Winler ¥

TpE—

| School Year Session | Schedube Name | Sdart Date | Ene Date | |
2010 - 2020 Winker | D9A04119-0626:20 Standard 242019 4232000 Edit Schedule |Edi Closure Dates|Add Ciosure | Apply Schedule 1o Classroom's Allendance |Deiete
J019- 2020 Wrker | | Allamate schaduie CRELIL] B2T020 Updata Cancal| E3f Clasure [afes| Add Ciesirs | Apply Schedula 1o Classroom's Aftardance [aisds
2079 - 2020 Winker BATB-62520 ait DBT4Z01R 06752020 Add
| L L s a1 Tk | |
2018 - 2020 Winitar ]lwwwm at [osvnacz1g [ a0 | B




Adding School Closures

+ School closures can be added ahead of | o | mum_

time to designate holidays or planned o | | in | oo |
WO W0 Gt 40 AV [E8 S 0 oDl R o o St oo et o
school closures/snow days. 04 MV M e W SOt kot ot A o Aoy o Csron's M Do
el D R e
2019 200 Wik | | | A

+ Click on “Add Closure”

Add Closure 0
+ Add the date of Closure as well as a Schedule: 9/4/19-6/26/20 alt
description and click the “Ok” button. Date Of Closure: [06/25/2020

i Description Memorial Day

OK




Editing a Closure Date

+* Click on “Edit Closure date’
more closures.

Ly

Schonl Faar Session Schedubs Name |

20178 - 2020 Winber 0S4 TG0 Standar nw-:z:: :;;";; [Eﬂ Scheciyba |Edl Clos ure Dadas | Add Cloesuns: ?ﬂ{‘_‘u‘ [ o Classro:uﬂ:s Td'l'urﬂ:l?rm i b
e —— S — == 252020 ot Scheduie| B Ghtems Detes| 03 Crosure|Aopsr Schette 1o Ciassroent'’s Atlendance| Deis
2019 - 2020 Virter | | |_ Aadd
Session Name: 9/4/19-6/26/20 alt
School Year Session: 201920 WIN
First Day g Class: 09/04/2019 Last Day of Class: 06/25/2020
Start Date End Date Closure Description
1/13/2020 1/13/2020 MLK Day Edit| Delete
5/25/2020 512512020 Memorial Day Edit| Delete
Add




Applying Schedule to Classroom’s Attendance

Once closures are entered tm
’

to the schedule to the classroom’s attendance.
=

Schoal Yewr Session | Schedule Name Start Date End Dale [ | |

« Click on “Apply Schedule to Classroom’s

Atte N d a N C e 4 2010- 220Nk |ANemas scheas [T [ ot Schathis| Eal Cosure Dates 400 iosurs Apply SCe0.dk 1 Clagiseom's Allendance| Dekla

010 W S4TSR 8 yazi BTSN |Eof Sonede E6l Cours Difes Add Ciosu Apoly Schetils o Cassroom's Alismdance| Dol
2190 Weer | i I | ase |

» Apply Closures for Month to Child Attendance Records )

* On the next screen you can chose the closure
you want to apply to the schedule. The Schedule

Month will allow for the month to be chosen. Schedule Month: [ETNED
* The closure that is entered for that month will Start Date | End Date | Description
appear press “OK” button. 011320  |01/1320 |MLK Day

* You will then get a successful message ox

* This can be done for every closure that has been

entered for the school year.

0 January Schedule Dates applied sucoesshully.

Provider [EARLY SUCCESS INC ~| School Year Session [2015 - 2000 Winter |




Adding Closures to Classrooms

R —

Provider |[EARLY SUCCESS INC | School Year Session [2019 - 2020 Winter |

(o T I

. Classroom Name | Description | School Year Session | Program Schedule | |
* h p h b AL - 1AM A -1 AM 2019 - 2020 Winber o100 nnmnu—msummqnmm-minmsmmmummumumw
T e rocess IS t e Same Ut A -2 AQ -2 2019 - 2020 Winbar 9160 09/04/15-06/2620 Standard | Assion| Add Closure |Apply Schedule o Classroom's Alendance | Unassign
° AQ -3 AM A -3 AM 2018 - 2020 Winter 9165 Q2041 9-06/ 26720 MWG[MEUH Add Clagure |Apply Schedule o Classroom's ARendance | Linassign
IS done under the By AQ -5 AQ -5 2019 - 2020 Winter 2100 09/04/19-06(26/20 Standard| Assign] Add Closure | Apply Schedule 10 Classroom's Aendance| Unassign
A -6 AQ - & 2018 - 2020 Winter AL mﬂ-mﬁulmlassqn Add Closure |Apply Schedule o Classroom's Aendance| Linassign

Classroom Tab

» Add Closure 2¢]

Schedule: Classroom: AQ - 1 AM
Date Of Closure: |05/25/2020

OK




Adding Closures to Classrooms

\

* Click on Apply Schedule to Classroom Attendance once closures are added.
* Once you Apply the Schedule to Classroom’'s Attendance this creates closure

attendances based upon the schedule you just created.

* These attendances need to be digitally signed, the same way you would previously
sign a Provided or Present session.

Classroom Name

School Year Session

Schedule

AQ: 1AM

AQ- 1AM

2010 - 2020 Vinter

5100

(04115-06/26720 Standard

ASSN

Add Clogure

Apnly Schedule io Classroom's Atiendance nassign

Al -2

2018 - 2020 Vinler

160

(0411 5-06/2620 Standard

AN

A Closiure

Apply Schiduli 1o Classroom's Alendance| Unassign




Enrollment & ESID
-’

“* The enrollment should correspond to a unique approved service on the IEP.
Separate enrollments for

** Different service types (OT vs PT vs ST)

< Different frequencies (1x30 vs 1x45 vs 2x30) (if the CPSE alters the IEP and changes
the frequency during the year, a new enrollment should be created)

“* Individual vs Group (if the CPSE determine a child should receive some individual and
some group of the same service type, they should be separate enroliments)

“* Each County created enrollment has a unique identifier called an Electronic
Service Identifier or ESID for short. This is how we reference enrollments

** For HIPPA reasons, do not email child names, use the ESID, the Child Number,
the STACID




Unmatched Children and Enrollments

\

* Typically, all information about a child and the services they are receiving are
entered by the County and uploaded into CPSE Portal

“*“Unmatched [child or enrollment]”: temporary [child or enrollment] records

“*Once the County uploads the official information, the agency can “match” the
temporary records to the County created record. When they do that, any data
entered for the temporary record is moved to the County created one and then
the temporary one is deleted.

“*Unmatched children do not have an ESID



Child Lookup

“* Lookup > Child Lookup

+» Enter the start of the child’s last
name and click Search

+»* Find the child and click Details

*» Wildcard searches can be done by

using “%” ex. Search “%son”
returns Wilson, Sampson,
Thompson, etc.

Child Lookup
Last Name sch \ Search || Show Advanced Search options |
Last Name | First Name DOB SED STAC ID District County | MatchStatus
SCHAFER |FRANCIS 2/11/2010|E23693 East Aurora ERIE County Record | Detalls
SCHAFFER |LATRICIA §/12/2011 |F35053 Iroquois ERIE County Record |Details
SCHMITT FREDDIE 3/1/2012 |G04529 Orchard Park ERIE County Record |Detalls
SCHULZ FREDERIC [3/322011 Buffalo ERIE County Record |Details
SCHULZ JONNIE 12/5/2009|E34929 Orchard Park|ERIE County Record |Detalls
SCHUSTER |JACQUELINE |1/28/2011 |F67096 Buffalo ERIE County Record |Detalls
SCHUSTER |MARGARITE |3/30/2012|F67281 Buffalo ERIE County Record |Details




Child Lookup Advanced Search

* Click “Show Advanced Search options
search criteria:

Child Lookup
Last Name | | Search |[Show Advanced Search options |

..--"""

X/
0.0

School Year

o

*

County

e

*

Provider

District

STACID

Electronic Service ID (ESID)

e

S

3

S

/7
0'0

Child Lookup

Mame [Last,FirstH | Search | [ Hide Advanced Search options ]

School Year & Counly[ | Frovider| ) District] <]
Child Number| | STAC ID)| | Electronic Service ID)| | Medicaid CIN|

Add Unmatched Child



Unmatched Children

“*Navigate top menu to Caseload Maintenance > Unmatched Children

Unmatched Children Add Child _

LastName | ©'"' | mi | From | county District Address1 | City | State | Zip | HomePhone
AYERS EARLENE 8/14/2011 |ERIE BuMalo NY Enroliments f;:i;‘:‘m Edit | Delete
CUMMINS  [VENA 5/26/2011 |ERIE North Collins NY Enroliments ﬁf;‘m‘m Edit | Delete
CUNNINGHAM| THERESIA 8/2/2011 |ERIE  |Frontier NY Enroliments ﬁ::]‘:g:lpt Edit | Delete




Adding an Unmatched Child

<‘\

+* Click Add Child button on Unmatched Children Screen
*»* Enter in the information

< Required fields
o Provider HIGHER LEARNING LLC ¥
e COUﬂty County ERIE ¥ | District v
s District Last Name | | | First Name | | m[]
° DoB _ Gender |
** Last Name _
- . Address 1 | | Address 2 |
% FII’St Name City [ | state | New York v zZip|
,:, D O B Home Phone

SEDSTACID |

“» Gender
“* All other fields optional o



Editing an Unmatched Child

 LastName FirstName | M| | From | County District Addressi | City | State Zip HomePhone | | | * |
AYERS EARLEME BI42011 |ERIE Buffalo NY Enroliments| Attempt Match|  Edit Lhashistes
CUMMINS WENA 52972011 |ERIE Morth Collins MY Enrolimenis Allempl Match| Edit [hizhire

“*You can edit
“*Name
*» Date of Birth
** District
“Click “Update” to save your changes
e e o e RE ¢

AYERS EARLENE i&'uu'z'l;lﬂ | ERIE Buffalo MY Enroliments | astempt Match|  Update Camcel

CLMMING VEMA, S/292011 ERIE Morih Collins MY Enroliments|Altempt Match| Edit Delete




# Once the child is in the CPSE Portal (either in
the system from prior services or has been
entered as an unmatched child) and the
Center-Based (CB) unmatched enrollment has
been created, you can now add the Center-
Based Related Service (CBRS) Enrollments.

+ GO to Caseload Maintenance>CBRS
Enrollments

Caseload Maintenance Lookup




Entering Unmatched CBRS Enrollments

‘\

+ First search for the Center Based enrollment

+ Select the correct session, enter the child's information (Last Name, First Name, DOB)

* Click SEARCH.

CB Enroliments
Session 2015 - 2016 Winter  ~ Provider MISERICORDIA UNIVERSITY SPEECH-LANGUAGE AND HEARING CENTER County v
Last Name sco First Name DOB

Search Clear




Entering Unmatched CBRS Enrollments

R —

+ Click "SELECT" at the end of the row for the correct child.

Provider

. FM“‘““ SQUARE |cB1516W0053700 I

MISERICORDIA UNIVERSITY SPEECH-LANGUAGE AND HEARING

CB1516W0054977

MISERICORDIA UNIVERSITY SPEECH-LANGUAGE AND HEARING
CENTER




*

*  * % %

*

+* You will need to do this for each IEP ordered
service included in the child's center-based

* Upon selecting an enrollment
page will display a grid with the “Included
Services For” and fill in the following data:

Entering Unmatched CBRS Enrollments

From and To dates

RS type (OT/PT/ST)

Individual or Group

Units (Frequency/Duration)
Timespan (Weekly, Monthly, etc.)
Click ADD

program as listed on the IEP.

+ The last row is blank to add new rows

* You can also edit existing rows

, the bottom of the .‘

Included Services for SCOTT, ANDREW

ElectronicServicelD From Te RSType | lorG | Units | Minutes | Timespan
CPSECBRS0000004350|0/2/2015 6/24/2016  |OT 2.00 30 WEEKLY Edit
CPSECBRS0000004360|8/2/2015 6/24/2016  |ST 2.00 30 WEEKLY Edit
CPSECBRS0000004361|9/2/2015 6/24/2016  |PT 200 30 WEEKLY it

1/19/2016 B/ 24/2016 - - Weeky = | Add




View Unmatched Enrollments

<‘\

+*Go to Caseload Maintenance > View Unmatched Enrollments

“*Use this report to match children and enrollments or to delete an
unmatched enrollment.

Home  File Transtar Adineias eSTACS Altendance Biting Caselvad Mantenance Lookup Reports Mehcand Poople My Account Knerateipe Basa

Unmatched Enrollments

Retrlave
|  Counmty | LastMWame | FirstMame DOB | School¥ear | From | To | Type | Service | Description | | |
WESTCHESTER THAMONTOLA (LUKE 122313 (200 Mg DM D228 RS =1 1dh Afandances Attampl Enroblment Malch| Delete

WESTCHESTER Weintraub Shoshana | 020266201920 090319 062620 RS =10 2ndh Aftsndances Atlampt Child Match Dalate




Matching Children

«*Billing cannot be submitted to the County on “Unmatched”

children/enrollments. They can only be submitted for County
created enrollments

“*In order to address this, you need to “Match” the
temporary/placeholder entry to a County created one and then
the data will be merged into the County created entry

“*You can “Attempt Match” from Unmatched Children screen

Jnmatched Children Add Child

Last Mame

FirstName | M1 | From | County | Dvstnict | gamest | cry | suate | Zip | HomePmone | | ‘
LM ts |Astempt Masch| Edit

MERIL WT4INZ ERIE Fronies MY EnrpAments | A%

[Dielote

% Or Attempt Child Match from View Unmatched Enrollments

Jnmatched Enroliments

Hetrleve
‘County | LastName | FirstName | DOB | SchoolYear | From | To | Type | Service | Description k T
IRIE BLUM (MERIL 0&:‘&12!.’0!5!6 [04/06/16 06/30/16 RS T 1230 [Artendance s|Attermpt Chikd Match Uetete




Matching Children

Match Child Against County-Imported Child

Current Unmatched Child: B
BLUM, MERIL  County ERIE  District. Frontier DOB 3/24/2012 »

Potential Matches: /

DOB To Match (3242012 | Search
Showing children matching the DOB, and with the same first |3 v | letters (BLU") in their last name.
LastName | FirstName MI | DOB | County | District Address1 City | State Zip | Home Phone
Select BLUM MERYL 3/24/2012|ERIE Frontier |2250 STATE RTE 32 NY

“*The top of the screen will show the information you entered for the
child

“* The bottom shows the potential matches

“*You can alter potential match search criteria for DOB and First?
letters of their [ast name

“* Make sure the child you are selecting to match is the correct one
and click select



Confirming your Child Match
\

«*Click Select to choose the Count created child that matches your agency
entered child.

“»*The bottom of the screen will ask you to confirm the information.
<*Double check the information for accuracy and if it is correct, click Match

Enowing chilgren makthing ?e DOB, and with he same first |3 v lefters ("BLU") in their last name A 7
¥, | tastName | FirstName | Wi | DOB | County | Distnct | _ Addressi | City | State | Zip | Home Phons
| |seazorzlerie [romer 22s0sTATERTESZ|  |NY |

WARNING: By clicking the button below, you are combining these two children (Including any associated data - not limited to: enroliments,
attendances, medicaid consents, medicaid ehgibility, |EPs, log notes, scrniptsiorders). Make sure the match 1s correct. This cannot be undone.

BLUM, MERIL (3/24/2012) of BLUM, MERYL (3/24/2012)
s | Match! \




Matching Enrollments

+»» Caseload Maintenance > View Unmatched Enrollments

Unmatched Enrollments
Helt i
County | LastName | FirstName | DOB | SchoolYear | From | To | Type | Service | Descnption | |

ERIE BLLM MERIL 024N 2[201516 040616 DESBL1E RS FT 1x30) Altendances Attempd Child Maltch Delete
ERIE GARY HELLY 01/30/11 | 201516 047200116 DESSOME RS aT 1x30 Allendances Dadara
ERIE GEREER IAEGAN 02172201818 DA3016| DEBOE RS 87 x40 Attendances Attempt Enroliment Match  Delete
ERIE HOAMNG JULES 03241 [ 201816 040716 DEBDME RS a7 23 Altendances Allempl Enfolimen] Maich  Delete
ERIE LACHEY I5LAH 06272201516 DADOMG| DEANG RE a7 T iibendances Arlempt Enroliment Match|  Delete

\/

“* If the child is an Unmatched child (agency created) you can Attempt Child
Match

“* If the enrollment has potential matches (same child and service type), the
“Attempt Enrollment Match” link appears



Matching Enrollments to County Created Entries

“

“* The top of the screen shows the agency created enrollment information

“*The bottom shows a list of potential matches based on service type only
(doesn’t check dates)

“*If you can find a County created match, click Select

Match Enroliment Against County-Imported Enrollment

Child:
SHELDON, NEAL County: ERIE  District Orchard Park  DOB 7/22/2011

Curment Unmatched Enroliment:
Session. 2018 - 2016 Winter From Date. 3/3002018 To Date. 8/24/2016

Enroliment Type. RS  Service Type. 8T  Individual or Group. | Frequency. 1x30

Potential Matches:
| Enrcliment Type | Service Type Session  FromDate ToDate | lorG | Frequency | ESID

H-FHEI‘-E“FIS ST 2013 - 20716 Winter| 9172019 63072016 || 230 RS1516W0081795




Confirm Enrollment Match

\‘

“* When you select and enrollment to Match, you will be prompted to
confirm the information.

“*Double check the information is correct.
“*If it is correct, click Match

Potential Matches:
Enroliment Type | Service Type Session From Date | To Date | lorG | Frequency ESID
RS ST 2015 - 2016 Winter|9/1/2015 6/30/2016 I 2x30 RS1516W0081795

WARNING: By clicking the button below, you are combining these two enroliments (Including any associated data - not limited to: attendances,
orders/scripts, log notes, therapist/provider assignments). Make sure the match Is correct. This cannot be undone.

UNMATCHED ENROLLMENT RS1516W0081795
(3/30/2016 - 6/24/2016) - (9/1/2015 - 6/30/2016)
1x30 2x30

mmmmm) ( Match!




Entering Classroom Attendance

<‘\

* Go To Attendance> Classroom Management

# Click on attendance to the right of the classroom

- Filler Classrooms

Session Program_ Active During (Select Month & Year)

2019-2020 Winter M| | ] | i | I

Filter
Class Description School Year Program | # Students | # Teachers | # Aidas l

Attendance |AQ- 1AM (29:00) AQ-1AM 2019 - 2020 Winter| 9100 8 1 0 Edit Classroom|Assign Children
Afttendance  |AQ - 2 (97.0:0) -2 2019 - 2020 Winter| 9160 7 1 0 Eait ClassroomIAssngn Chiidren
Altendance  |AQ - 3 AM (82:0:0) AQ -3 AM 12019 - 2020 Winter| 9165 8 ¢ Edit Ciassroom|Assign Children




Entering Classroom Attendance

\

* The date of 5/25/20 is greyed out since we had previously added it as a Holiday and
applied it to the schedule.

« This will be applied to all the children in the classroom.

Enroliment mon M

05/25/20

9/04/19-6/26/20 (CB1920W0107131)
9/04/19-6/26/20 (CB1920W0105819)
9/04/19-6/26/20 (CB1920W0104753)
9/04/19-6/26/20 (CB1920W0105598)
9/04/19-6/26/20 (CB1920W0105099)
9/04/19-6/26/20 (CB1920W0105096)
11/13/19-6/26/20 (CB1920W0107338)
9/04/19-6/26/20 (CB1920W0106004)




Entering Classroom Attendance

\

# If a child is present single click on the day and it will be highlighted in green. Green
indicates child was present for that day. If all the children were present for a day click
on the checkbox next to the day all the attendances will be highlighted in yellow.

* If the child was absent double click on the day and it will change to the color Red.
Red indicates the child was absent for that day.

Tue 1 Wed b1 Thu &1 Frikd

05/26/20 05/27/20 05/28/20 05/28/20

Total Sessions: 40




Signing Classroom Attendance

‘

Attendance Caseload Maintenance Lookup D

* Go to Attendance > Digital Signature > Sign
Classroom Attendance

Digital Signature

Sign Classroom Aftendance




Signing Classroom Attendance

e

* This screen shows the attendance you need to review/edit/sign for.

* You can filter by a classroom, month, the county and provider.
* Once you have selected your filter, hit “Retrieve”.

Classroom: Month: County: Provider: . .

| — ~| | Apr2021 v | [ROCKLAND v] [JIED, INC v| Retrieve Sign Attandance

(] Child Name 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
0 “—mase—w O

0 — EEE

= ]

0 — ]

0 T

(U e, aswme __-. ---




Signing Classroom Attendance

* Teachers can delete attendances but you cannot adc n this sc f e your
sign your attendances.

* First, select the attendances you wish to sign for by clicking the box next to each
name.

* Once you have reviewed/edited your attendance, click on “Sign Attendance”
* Read the agreement, enter your pin and click “I agree.”

Classroom: Month: County: Provider: Retrieve Sign Attendance

| — i, v| | Apr2021 v| [ROCKLAND ~] [JEE ), INC v |

(] Child Name 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
.

sl LI ]

0 - — - LI ]

O ] L]

O — ] L]

O ] ]

(] ee—— a——_ s | | |




CB Enrollments Missing Attendance

* There are several reasons why CB Enrollments may be missing c es.
* Here are the primary reasons:
* The attendance has been added or modified (matched, signed/co-signed)
The attendance is on an unmatched enrollment (no ESID)
Match to County Created enrollment
The attendance is missing a Signed Date or Cosigned Date
Have the therapist/supervisor sign or co-sign the attendance
The rates have not yet been uploaded

This can be checked by going to Lookup -> Enroliment Lookup -> Select the School Year
Session, County, Provider, and Enrollment Type

* The column on the right that reads "Rates' will show if there is anything there other than $o

* % X * X ¥



CB Enrollments Missing Attendance

« Use Child Lookup screen to find the child and click on the details to see the child details

* On the Enrollment list for that child, find the enrollment corresponding to the attendances
you want to bill

# Make sure the row has an ESID (is a County created enrollment). If there is no ESID, it cannot
be billed. You need to match this enrollment to a County created enrollment

+ Click the Attendance link to view the attendance list

Cﬂd Detalls (OMEGA RENE) << flack 10 Search Rewult
M

% Gender:

County: ERIE
Address: d Park
SO0 G2ict et Matched?: Y

NY

View information foe School Year [ 2015 - 2016 # |

The county deletayd enrcliment

[ . m
nuuul School Year [mn u | | Pronaer nglmlvmmlmmuml

15 - 2016 Yanter| 2/2/2016 6302016 RS15 m:sso HIGHER LEARNING LLC RS ist [s |Anendances -
]zo 15 - zmawnumamsz mo s ammmoma(urafa LEARNING LLC RS s lzzso 0 Atendances|




CB Enrollments Missing Attendance

Make sure the attendance exists in the list.
ore 1d or different

 If it does not appear, then it is not in the system, or it is entered under a di

enrollment
* Make sure there is a date in the Signed Date column

« |f it is empty, have the therapist sign it
# Make sure there is a date in the Co-Signed Date column (even if no co-signature is required for that

therapist)
* If the therapist requires a co-signature, have the supervisor co-sign

* If the therapist does not require a co-signature, have the therapist make sure that their profile only lists
their licensed credential (SLP and not TSHH). Have the therapist un-sign and resign.

* Make sure the Voucher # is empty.
* If it is on another voucher that has not been submitted to the County you can edit that other vouchers

details and remove it. If the voucher has been submitted to the County and the County denied it and you
would like to rebill it, follow the rebilling process.

Attendance List
Child Name: ORTEGA RENE  County: ERIE  Provider HIGHER LEARNING, LLC  District: Orchard Park
ESID: REISITEO0EIEE0  From¥o: 7120168312016  Service: RS-ST(ND) Frequency: 2¢30 l t
1100 AM |11 30AM 130 100 % CECILA CUELLAR Home | 071216 (0712146 [RS160731064200|
[1100AM [1130AM 30 100 (30 [CECILA CUELLAR Home ) |
S AM [1145 A 130 o0 |30 CECILA CUELLAR Home || [

107112116
TG
0772616




Upcoming Webinars

“

+ Case Management (Independents)
* 518 @ 2:30 pm https://attendee.gotowebinar.com/register/20733904658987792

* 5[19 @ 11:00 am https://attendee.gotowebinar.com/register/3296188939408361744

+ Case Management (Agency Service Providers)
* 5/25 (@ 2:30 pm https://attendee.gotowebinar.com/register/1866210295811328272
* 5/26 (@ 11:00 am https://attendee.gotowebinar.com/register/1710046659318322960



https://attendee.gotowebinar.com/register/20733904658987792
https://attendee.gotowebinar.com/register/3296188939408361744
https://attendee.gotowebinar.com/register/1866210295811328272
https://attendee.gotowebinar.com/register/1710046659318322960

Follow-Up

* This presentation will be recorded and the PowerPo
to the Portal Knowledge Base for future reference.

* Helpful Knowledge Base Articles:
* Classroom Management

*  http:/[http://support.cpseportal.com/kb/a42/classroom-management.aspx
* Creating a Schedule for the School

*  http:/[support.cpseportal.com/kb/a228/creating-a-schedule-for-the-school.aspx?KBSearchID=16564
* Entering Unmatched CBRS Enrollments

* http:/[support.cpseportal.com/kb/a254/entering-unmatched-cbrs-enrollments.aspx?KBSearchlD=16570
* Entering Classroom Attendances

*  http:/[support.cpseportal.com/kb/a227/entering-classroom-attendances.aspx?KBSearchlD=16571
* Articles on Unmatched Children/Enrollments:

*  http://[support.cpseportal.com/kb/c11/enrollments.aspx

* Search for help in our Knowledge Base: http://support.cpseportal.com/main/default.aspx
*  Email the CPSE Portal Support Team: support(@CPSEPortal.com



http://http/support.cpseportal.com/kb/a42/classroom-management.aspx
http://support.cpseportal.com/kb/a228/creating-a-schedule-for-the-school.aspx?KBSearchID=16564
http://support.cpseportal.com/kb/a254/entering-unmatched-cbrs-enrollments.aspx?KBSearchID=16570
http://support.cpseportal.com/kb/a227/entering-classroom-attendances.aspx?KBSearchID=16571
http://support.cpseportal.com/kb/c11/enrollments.aspx
http://support.cpseportal.com/main/default.aspx
mailto:support@CPSEPortal.com

