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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

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

Access Code: 481-480-569 =
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
and answers for everyone.



Typing in a Question
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Case Management

For Agencies
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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.

load Maintenance Lookup Reports Medicaic
Child Lookup
e
Child Lookup
Last Name|sch \ Search || Show Advanced Search options )
LastName | FirstName | DOB | SED STACID | 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 |3/3/2011 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” to see additional search criteria:
Child Lookup

Last Name| Search [ Show Advanced Search opiions |

—
< School Year

< County
< Provider
< District
<« STAC ID

< Electronic Service ID (ESID)

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

School Year[ w | County[ | Provider| | District|
Child Number| | STACID| | Electronic Service ID| | Medicaid CIN|

Add Unmatched Child




< Typically, all information about a child and the services they are receiving are ent

» However, an agency can create temporary child and enrollment records
< These are created when the County is delayed in entering data
< The agency can create these records so that attendance and other information can

» Once the County uploads the official information, the agency can “match” the

» In CPSE Portal, these temporary / placeholder entries are referred to as “Un
» Unmatched children do not have an ESID #

Unmatched Children & Enrollments

by the County and uploaded into CPSE Portal

recorded even though the County has not entered the official information

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 th
temporary one is deleted.



Adding an Unmatched Child

< Navigate top menu to Caseload Maintenance > Unmatched Children

< Click “Add Child” to add an Unmatched Child

Unmatched Children | 544 chilg _
LastName | ©'"' | mi | From | county District Address1 | City | State | Zip | HomePhone
Altempt
AYERS EARLENE 8/14/2011 |ERIE Buftalo NY Enroliments ) saich
Aftempt
CUMMINS VEMNA 5/29/2011 |[ERIE Morth Collins NY Enroliments Match
) Attempt
CUNNINGHAM|THERESIA 8/2/2011 |ERIE Frontier NY Enrollments|1 e




Adding an Unmatched Child

» Click Add Child button on Unmatched Children Screen

< Enter in the information
» Required fields

< County

< District

< Last Name

< First Name

<« DOB

<« Gender

< All other fields optional

Provider

HIGHER LEARNING, LLC »

County ERIE v | District
i FTSTTTE

DOB Gender |
Address 1 | | Address 2
City | State | New York
Home Phone
SEDSTAGID |

Add




Editing an Unmatched Child

< Click on “Edit” next to the child you would like to edit

LastName | FirstName | MI | From | County District Address1 | City | State Zip HomePhone | | | i |
AYERS EARLEME B/1472011 |ERIE Buffalo NY Enroliments| Attlempl Match,  Edit Lhisbistar
.C'.LIMI'.IINS L".-"EM 52972011 |ERIE Morth Collins L MY - L -.:J'Il3||"'lL‘1'I1‘.1-l5.11l.'"l|'_"1 h*:llch- Edit [hazhiztaz
< You can edit
< Name
< Date of Birth
< District
< Click “Update” to save your changes
| mmf m-‘ i nf County District ‘ Address1 | City | State | Zip | HomePhone |
AYERS EARLENE B4201 ERIE Buffalo L) MY Enroliments | astempt Match|  Update Cancel

CLIMIAING. WVEMA 292011 ERIE Nodih Colling MY Enroliments|attempt Match|  Edit




Adding an Unmatched Enrollment

Provider Session From To Enroliment Type | RS Type | lorG Units Minutes | Timespan
HIGHER LEARNING, LLC ¥ | |[2015-2016 Winter v | |[091315 | |(06/24116 | | RS 7| [oT «| |[I »] |2 | |[a5 Weekly ¥ |

Fields
< Session (School year and either summer session or 10-month Sep-Jun called winter)
<« From and To Dates
< Enrollment Type
< CB - tuition based classroom
< SEIT/SEIS = Special Education Itinerant Teacher/Service
<« RS = Fee for Service Related Service (OT, PT, ST, etc.)
<« RS Type - OT, PT,
<« | or Gis Individual vs. Group
< Units/Minutes & Timespan refer to frequency (For ex. 2x45 Weekly)
< 2 = units
45 = minutes
Weekly = Timespan



- Click the Enrollments link on the child

< Enter your data on the blank row and click Add

Adding Enrollments from
Unmatched Children

Unmatched Children Add Child

_ LastName | FirstName | Mi | From | County Distnet Address1 | City | State | Zip | HomePhone & | |

AYERS EARLENE 8/14/2011 |ERIE Buffalo ; NY Enroliments Altempt Match|  Edit D
[ CIRMMINS IVENA 5/262011 |[ERIE North Collins NY nrollments Altemet Mateh|  Edit

Unmatched Enroliments

AYERS, EARLENE cCounty ERIE  Distict Buffale  DOB 81472011 Reds Search

| Provider | Session . From To | Enroliment Type | RS Type | lorG | Units | Minutes | Timespan |
HIGHER LEARNING, LLC  [2015 - 2016 Winter 21212016 B/302016 RS sT I 2.00 30 Weekly Attempt Match

HIGHER LEARNING, LLC * v | v I ' |l Weekly *




< You can add an Unmatched Enrollment to

» For an Unmatched Child you can use

» For a County-created Child, you need to

Adding an Unmatched Enrollment

either a County created child or an =
unmatched child (created by the Caseload Maintenance  Lookup
provider)

Unmatched Children

either Unmatched Children page or
Add/Edit Unmatched Enrollments page

use Add/Edit Unmatched Enrollments



Adding Enrollments from Add/Edit
Unmatched Enrollments

< Search for the child

< Click “Select” next to the child’s name

< Enter your data on a blank row and click “Add”

Unmatched Enroliments

Last Name sm Search [ Show A

Last Name [ First Name DOB STACID District
Select| SMITH iSANFORD 9/16/2012|G04764 Cleveland

Unmatched Enroliments

SMITH, SANFORD County. ERIE District.  Cleveland Hill DOB. sMefz012

Redo Search

Provider Session | From To

Enroliment Type

RSType | lorG | Units | Minutes | Timespan

HIGHER LEARNING, LLC v | ||

v d | |Weekly v |
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Assigning Enrollments to Therapist

Caseload Maintenance > Caseload

Select therapist under “Person”
dropdown and click Retrieve

Click “Add New Assignment”

Add New Assignment

Filter by Enrollment type, Service type, or Last Name and click
“Retrieve” to bring up any enrollments that fit the description

Filter By

’7Pl0vider [LG INTERVENTION SPECIALISTS, INC. | School Year Session | 2019 - 2020 Winter v

Assign Cases To BRANDON KELLY for the 201920 WIN session

|

Filter By...

Enroliment Type: | (Any Enrollment Type) v | Service Type: [ (All Service Types) v | Last Name: |

Items Per Page

Assign Selected to BRANDON KELLY Return to Caseload




Assigning Enrollments to Therapist

< Select the enrollments you want to assign to this therapist and click “Assign S
To [Therapist’s Name]”

~Filter By..
Enroliment Type: [ (Any Enroliment Type) v | Service Type: Last Name: |
ltems Per Page

Assign Selected to BRANDON KELLY Return to Caseload

Status Last Name | First Nime ESID From To Enroliment Type | RS Type Freq G Provider County District
T [UNMATCHED [ALDRICH FORFIRIO 9/9/2019  |6/26/2020 RS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
ALl ADOLFO CBRS1920W0000468 |9/9/2019  |10/14/2019 CBRS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
ALl ADOLFO CBRS1920W0000473|10/15/2019 |6/26/2020 CBRS ST 4.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
O ALLEN ADOLPH CBRS1920W0000355|9/9/2018  |6/26/2020 CBRS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
ALLISON ADRIAN CBRS1920W0000382 |9/9/2018  |6/26/2020 CBRS ST 2.00x 30 Weekly I |LG INTERVENTION SPECIALISTS, INC.|DUTCHESS |Beacon Attendance
O ALLRED KORY CBRS1920W0000447 |9/9/2019  |6/26/2020 CBRS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
ALVARADO |AGUSTIN CBRS1920W0000257 |9/9/2018  |6/26/2020 CBRS ST 4.00x 30 Weekly I |LG INTERVENTION SPECIALISTS, INC.|DUTCHESS |Beacon Attendance
AMBROSE |FREDRIC CBRS1920W0000200(9/9/2018  |6/26/2020 CBRS ST 4.00x 30 Weekly I |LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Poughkeepsie|Attendance
O ANAYA DINO CBRS1920W0000176 |9/9/2018  |6/26/2020 CBRS ST 4.00x 30 Weekly I |LG INTERVENTION SPECIALISTS, INC.|DUTCHESS |Beacon Attendance
O ANDERSON AL CBRS1920W0000161 |9/9/2018  |6/26/2020 CBRS ST 4.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Arlington Attendance
ANDRADE  |ALAN CBRS1920W0000571|9/9/2018  |6/26/2020 CBRS ST 2.00x 30 Weekly I |LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Poughkeepsie|Attendance
O ANDREWS  |WANDA CBRS1920W0000561 |9/9/2018  |6/26/2020 CBRS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Wappingers |Attendance
O ANTHONY  |ALBERTO CBRS1920W0000391 |9/9/2018  |6/26/2020 CBRS ST 2.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Arlington Attendance
ARCHER ALDEN CBRS1920W0000128 |9/9/2018  |6/26/2020 CBRS ST 4.00x 30 Weekly I |[LG INTERVENTION SPECIALISTS, INC. DUTCHESS |Arlington Attendance
O ARIAS EARNESTINE|RS1820W0023296 10/7/2019  |6/26/2020 RS ST 2.00x 30 WEEKLY| | |LGINTERVENTION SPECIALISTS, INC. DUTCHESS |Poughkeepsie|Attendance

L/
0’0

Click “Return to Caseload” to return to the previous therapist searc



Assigning Therapists to Children
For CBRS/RS

Caseload Maintenance > Assign
Child’s Therapist(s) and Service
Provider(s)

Search for a child and select the
child you are working on

Select the enrollment

« =

C' # & httpsy//training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx

e

Home

“sPORTAL

Hello, TrainingUser68 . You are currently lagged in for TrainingProvider138 (Logout )

File Transfer Aftendance Billing Lookup Reports Medicaid People My Account Knowledge Base

Select a Child
Last Name|A|\oc | Search [ Show Advanced Search options ]

Last Name | First Name DOB SED STAC ID District County

Select| ALLOCA Trysten 10/17/2009|E44333

ALBANY CITY SD|Albany

ALBANY CITY SD|Albany

‘ Select|ALLOCCA  |Isaberla 1/27/2007 |D54522

@ James McGuinness & Associates

JAMES McGUINNESS
& ASSOCIATES INC.
Consultants

« =

C' A B httpsy//training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx

vl =

Home

“sPORTAL

Hello, TrainingUser68 . You are currently lagged in for TrainingProvider138 (Logout )

File Transfer Attendance Billing Lookup Reports NMedicaid People My Account Knowledge Base

Select a Child
ALLOCCA, Isaberla  cCounty: Albany  District ALBANY CITY SD  DOB: 1/27/2007 Redo Search

Select an Enrollment

Service ID Enroliment Type | Service Type | Frequency | From Date | To Date | /G | Assigned Therapist/Service Provider
Select|RS1112W0014469 RS PT 2x30 3/19/2012 6/22/2012 I
‘ Select|RS1112W0014485 RS ST 5%30 3/1/2012 6/22/2012 I
Select|SE1112W0002798 SEIT 20x30 3/19/2012 6/22/2012
Select|SE1112W0002782 SEIT 10x30 1/23/2012 3M16/2012
Select|RS1112W0014484 RS ST %30 1/23/2012 2/29/2012 I

@ James McGuinness & Associates

JAMES McGUINNESS
& ASSOCIATES INC.
Consultants




Assigning Therapists to Children
For CBRS/RS

< Select a therapist from the
Available Therapists section

< Click “Add Therapist(s)/Service
Provider(s)”

< To remove assigned therapists,
select the therapist from the
Assigned Therapists section
and click “Remove Therapist”

/' [FY Maintaining Us x [ Service Provide % { M www.oms.nyse: X | [ Product Backio x { [FJ Portal - CPSEP: x { % MigratingTo & % ! [ Login Successf xf [} Assign Child's 1 x\ Sia - Elastic | 41 X |

€ - C A |2 httpsy/training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx

—

rune I Transer

Select a Child
ALLOCCA, Isaberla

Select an Enroliment

County: Albany

oy

LuuRup

District: ALBANY CITY SD

REpUTs

DOB: 1/27/12007

roupc

Redo Search

Wy AT

Service ID Enrollment Type | Service Type | Frequency | From Date | To Date | I/G | Assigned Therapist/Service Provider
Select| RS1112W0014469 RS PT 2x30 3/19/2012  [p/22/2012 | |
Select| RS1112W0014485 RS ST 5x30 3/1/2012 6/22/2012 [ |
Select|SE1112W0002798 SEIT 20%30 3/19/2012  |6/22/2012
Select| SE1112W0002782 SEIT 10x30 112312012 |3/116/2012
Select| RS1112W0014484 RS ST 5x30 1/23/2012  [2/29/2012 | |
Assigned Therapists Available Therapists
_ Last Name First Name NPI Last Name ;lrst NP1 -
(] |ADONRI Cordelle 1326290289 e D
[ |ALFARO  |Oluwafolakemi Adebosipo| 1497907604 [#] |AFONSO Yaurdin 176074476
(] |AMALFITANO Mechel 128568857
] |ARISTILDE Mayana
[} |JAUER Lydia Nicole
[ |BARKET Leisha 157861310
L |BARKGFF Ean 179003880
(] |BENCAL Cheikhouna
= Daniel
(]
) [BHASIN David 197285941
) [BoDNER Wakuv 147779985
[ |BOTTJER Eudasia 160901297
— Rachel
(]
) [BOWEN Hope
O lpuckLeY William

‘ I| Add Therapist(s) Service Provider(s) |

@ James McGuinness & Associates




Assigning SEIT Teacher to Children

Caseload Maintenance > Assign
Child’s Therapist(s) and Service
Provider(s)

Search for a child and select the
child you are working on

Select the SEIT enrollment

E—p -
Select

« =

C' # & httpsy//training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx

e

Home

File Transfer

Select a Child

Attendance

“sPORTAL

Billing

Last Name|Alloc

Hello, TrainingUser68 . You are currently lagged in for TrainingProvider138 (Logout )

Lookup Reports

Medicaid People My Account Knowledge Base

Search [ Show Advanced Search options |

Last Name

First Name

DOB

SED STAC ID District County

10/17/2009|E44333

ALBANY CITY SD|Albany

‘ Selecl|ALLOCA  [Trysten
Select|ALLOCCA

Isaberla

1/27/2007 |D54522

ALBANY CITY SD|Albany

@ James McGuinness & Associates

JAMES McGUINNESS
& ASSOCIATES INC.
Consultants

« =

C' A B httpsy//training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx

vl =

Home

File Transfer

Select a Child
ALLOCCA, Isaberla

Select an Enrollment

Altendance

County: Albany

“sPORTAL

Billing

District: ALBANY CITY SD

Hello, TrainingUser68 . You are currently lagged in for TrainingProvider138 (Logout )

Lookup Reports

NMedicaid People My Account Knowledge Base

DOB: 1/27/2007 Redo Search

Service ID Enroliment Type | Service Type | Frequency | From Date | To Date | /G | Assigned Therapist/Service Provider
Select|RS1112W0014469 RS PT 2x30 3/19/2012 6/22/2012 I
Select|RS1112W0014485 RS ST 5%30 3/1/2012 6/22/2012 I
SE1112W0002798 SEIT 20x30 3/19/2012 6/22/2012
SE1112W0002782 SEIT 10x30 1/23/2012 3M16/2012
Select|RS1112W0014484 RS ST %30 1/23/2012 2/29/2012 I

@ James McGuinness & Associates

JAMES McGUINNESS
& ASSOCIATES INC.
Consultants




Assigning SEIT Teacher To Children

< Select a SEIT teacher from the
Available Therapists section

< Click “Add Therapist(s)/Service
Provider(s)”

< To remove assigned therapists,
select the therapist from the
Assigned Therapists section
and click “Remove Therapist”

/' [FY Maintaining Us x [ Service Provide % { M www.oms.nyse: X | [ Product Backio x { [FJ Portal - CPSEP: x { % MigratingTo & % ! [ Login Successf xf [} Assign Child's 1 x\ Sia - Elastic | 41 X |

«->C N0 https://training.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service_Providers.aspx =
rome e Transier oy Luunup nepuIts reupie iy ACCUUTIC Dasc
Select a Child

ALLOCCA, Isaberla

County: Albany

Select an Enroliment

District: ALBANY CITY SD

DOB: 1/27/12007

Redo Search

Service ID Enrollment Type | Service Type | Frequency | From Date | To Date | I/G | Assigned Therapist/Service Provider
Select| RS1112W0014469 RS PT 2x30 3/19/2012  [p/22/2012 | |
Select| RS1112W0014485 RS ST 5x30 3/1/2012 6/22/2012 [ |
Select|SE1112W0002798 SEIT 20%30 3/19/2012  |6/22/2012
Select| SE1112W0002782 SEIT 10x30 112312012 |3/116/2012
Select| RS1112W0014484 RS ST 5x30 1/23/2012  [2/29/2012 | |
Assigned Therapists Available Therapists
_ Last Name First Name NPI Last Name ;lrst NP1 -
(] |ADONRI Cordelle 1326290289 e D
[ |ALFARO  |Oluwafolakemi Adebosipo| 1497907604 [#] |AFONSO Yaurdin 176074476
(] |AMALFITANO Mechel 128568857
] |ARISTILDE Mayana
[} |JAUER Lydia Nicole
[ |BARKET Leisha 157861310
L |BARKGFF Ean 179003880
(] |BENCAL Cheikhouna
= Daniel
(]
) [BHASIN David 197285941
) [BoDNER Wakuv 147779985
[ |BOTTJER Eudasia 160901297
— Rachel
(]
) [BOWEN Hope
O lpuckLeY William

‘ I| Add Therapist(s) Service Provider(s) |

@ James McGuinness & Associates




View Unmatched Enrollments

%

» Go to Caseload Maintenance > View Unmatched Enrollments

J/
0’0

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

Home  File Trarstar Acineis eSTACs Altesnigance Bilang Caseload Mantenance Liookug: Reports Iechand Peogle My Accound Knersteige Basa
Unmatehed Enrollments

|  County | LastMame | FirstMame DO8 | School¥ear | From @ To | Type | Serwice | Description | | |
WESTCHESTER THAMONTOLA (LUKE 122313 |21 M8 228 2218 RS =1 1dh Alandancas Aftempl Enrobment Malch| Daleta
WESTCHESTER Weintraub Shoshana 0272616 201920

090319 062620 RS =10 2udh

Amandances Attlempt Child Match Dwlate
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Matching Children

Billing cannot be submitted to the County on “Unmatched”
children/enrollments. They can only be submitted for County created enrollm

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

You can “Attempt Match” from Unmatched Children screen

Jnmatched Children Add Child

Last Mams
LM

FirstName | M1 | From | Coumty | Dmner | Adamsst | Cry | state | Zip | HomePhone | I ‘
— 242012 ERIE Eronter v Enrolments |[Afempt 1Match

Cdit Dinlete

Or Attempt Child Match from View Unmatched Enrollments

Jnmatched Enroliments

5

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




Matching Children

Match Child Against County-Imported Child

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

Potential Matches: 4/

DOB To Match (3242012 | Search
Showing children matching the DOB, and with the same first |3« | 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 |
name

< Make sure the child you are selecting to match is the correct one and click s



Confirm Child Match

< Click Select to choose the County 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

Howing children makching e DOB, and with the same first |3 v jetters ("BLL") in their last name

Setect|BLUM MERYL 372472012 |ERIE

s
| LastName | FirstName Wi | DOB | County | Distnct | Addressi | City | State | Zip | Home Phone
: 2(ERIE  |Frontier 2260 STATE RTE 32 f

NY

N\

WARNING: By clicking the button below, you are combining these two children (Including any associated data - not limited to: enroliments,
attendances, medicaic consents, medicad ehigibility, IEPs, log notes, scnptsiorders). Make sure the match i1s comrect. This cannot be undone.

-

BLUM, MERYL (3/24/2012)

BLUM, MERIL (3/24/2012)
7 —

Match!

\




Matching Enrollments

< Caseload Maintenance > View Unmatched Enrollments

Unmatched Enrallments
Heligws
County | LastMame | FirstName | DOB | School'Year | From | To | Type | Service | Descnption | I

ERIE BLUA MERIL 03/2412{201516 D4/06M1E DESSDME RS PT 130 Allendances Atbemgt Child Match Delete
ERIE GARY KELLY 0130V (2018516 D4/20016 DE/SOME RS aT 1%30 Attendantes Diadasa
ERIE GEHEER MEGAN 02172201816 DA30E DESOME RS a7 Ix3D Albendances Anempt Enraliment Match  Delete
ERIE AN JULES 03241 (201516 04076 DEBDIE RS a7 230 Allendances Allempl Enrolimen! Maich|  Delete
ERIE LACKEY 1544 0G/2TM2 (201516 DWIOA6| DEADAG RS 87 I Afbendances Aftempt Enrallment 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 Enrollment Against County-Imported Enrollment
Child;
SHELDON, NEAL County ERIE  District Orchard Park  DOB 7/22/2011

Current Unmatched Enroliment:
Session. 2018 - 2016 Winter From Date. 3/30/2016 To Date. 8/24/2018

Enroliment Type. RS  Service Type. 8T  Individual or Group. | Frequency. 1x30
al Matches:
Enrollment Type | Service Type Session  FromDate ToDate | lorG | Frequency | ESID

Select| RS ST 2013 - 2016 Winter 31/2015 63072016 |1 2330 RS1516W0081795




Confirm Enrollment Match

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

R/

< 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
ectRS 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

mmm) | Match!




Enrollment Lookup Report

A report of all enrollments

< Lookup > Enrollment Lookup

Caseloag Manienance Lookup Heports M

Enrolment Lookup
L L
\/
< Choose filters, and click Search
Enroliments
215200 Wirkwr * ERIE ¥ cBRSs Semch _
[HIGHER (EARNING LLC v | ¢ns
LSBT
ch
| ®atus | EMO | LastMame | FiniName  County | Proviesr | _ Otstnet Ilvn-n'm-]nyp sun | Fwguency | inaviouaiOrGroup | mame |
| RMM"‘IWW))' M(N'l M.W el .NMb‘CUi LCARNING LLC .D'WW ' Pl "n|.J|b .'a JU 'UW o0 I :*UUJJJ [Ninncarces
| REVIGWOOTITHS ADAIR Ellﬂu‘“ R HIGHER LEARNING LLC Buftals ‘M ‘\!T W25 A0 xN | 'aco'n Aenaan ey
. ' ) 4 ‘ + '
| RE1SIGWVOOTITES ADDIBON ﬁOﬂ s MIGHER LEARNING LLC Ik RS L WI2018 4152006 120 " [200000 |Attencances
:UMMM AYFR! mm R HIOHER LEASNING LILC mb RS (8T J20ME  S3201E % ! ’nacm aAlrncary rs
] ] | ‘ ) ' \
| REISIGWIOTSI5E IARNIART Luu-cu. ERE WIGHER LLARNING LLC e Ton 88 ESI [WV2018 92015 (00 ' (500300 | Aencarcey
REISIGVO0THSS BATEMAN  IRIGOSERTO ERIE  HIGHER LEARNING. LLC (Eoen RS IsT G125 602016 2% . 1500000 | Afencances | *
Facsd
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< Attendances on an enrollment

< Why an unmatched enrollment is not matching the county’s enrollment

Enrollment Lookup Report

» Can use to find:

< Why an enrollment isn’t showing up for billing

Enrollments
School Year Session [2019 - 2020 Winter v County CCBRS Freval
Provider | LG INTERVENTION SPECIALISTS, INC. V| [ =153
CIseIr
Ocs
Status ESID Last Name First Name County Provider District Enroll Type RS Type Start End Frequency Indiv / Grp Program 1:1 Rate Sessions Billed SED Weeks Enrolled Calendar Weeks Enrolled
UnMatched ALDRICH PORFIRIQ DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Wappingers RS ST 9/9/2019  |6/26/2020 |2x30 I 0.00 [0.00 39 4 Attendances
RS1920MW0023200 (ALDRICH PORFIRIO DUTCHESS |LG INTERVENTION SPECIALISTS, INC. [Wappingers RS ST1 91972019  |6/26/2020 |3x60 G 9200-2 T0.00 |0.00 39 41 Attendances
RS1920W0023295 ARIAS EARNESTINE |DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Poughkeepsie RS ST 10/7/2019  |8/26/2020 |2x30 I 9200-2 60.00 (0.00 36 7 Attendances
RS1920W0023221 |AVILES THEROMN DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Hyde Park RS oT 992019 |6/26/2020 |1x30 I 9200-2 60.00 |0.00 39 41 Attendances
RS1920W0023222 |AVILES THERON DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Hyde Park RS PT 9/9/2019  |6/26/2020 [1x30 I 9200-2 60.00 (0.00 39 41 Attendances
RS1920W0023280 |AVILES THEROMN DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Hyde Park RS 5T 91972019 [10/16/2019 |2x30 I 9200-2 60.00 |0.00 ] 5 Attendances
RS1920W0023238 |BERGMAN  |JOSEF DUTCHESS |LG INTERVENTION SPECIALISTS, INC. |Rhinebeck RS PT 9/9/2019  |6/26/2020 |2x30 I 9200-2 60.00 (0.00 39 41 Attendances
RS1920W0023224 [BIGGS BORIS DUTCHESS |LG INTERVENTION SPECIALISTS, INC. [Wappingers RS ST1 91972019  |6/26/2020 |3x60 G 9200-2 T0.00 |0.00 39 41 Attendances
RS1920W0023208 [BOYER BILLY DUTCHESS |LG INTERVENTION SPECIALISTS, INC. [Wappingers RS ST1 91972019  |6/26/2020 |3x60 G 9200-2 T0.00 |0.00 39 Attendances




< The enrollment should correspond to a unique approved service on the IEP.

+» For HIPPA reasons, do not email child names, use the ESID, the Child Numb

Enrollment & ESID

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
enrollments)

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

the STAC ID



How to find an ESID

Use Child Lookup to view enrollments for a child

View Information for School Year | 2015 - 2016 v

Enroliments
Stetka
_Status | SchooiYear | From | To | ESD | Provider | Enroliment | Service Frequenc
2015 - 2016 Winter | 12/1/2015 |6/30/2016 RS1516W0082349 HIGHER LEARNING, LLC |RS ST 4x30
2015 - 2016 Winter | 10/21/2015 | 11/30/2015 RS1516W0081747 [HIGHER LEARNING, LLC [RS IsT 00
Use Enrollment Lookup to view List
Enroliments
2N E - 2016 Winder ¥ ERIE * L CBRS Spmich
"FIGHER LEARNING, LT ¥ | #rs
LIsEIT
* aoe
Status ESID LastName | Firsthame | county Frowider Destnct Enrolment Typs RS Type | St | Eng Frequency  Ingmideal OrGroup  Rate |
RS161EWTDNB033T [AS80TT MELIRA ERIE HIGHER LEARMNING LLC DEpE\.I' S 57 1205 RANGTIE 30 1 500000 |Afendances
RSIS1EWDITITIG |ADAIR LLUALIMNE ERIE HIGHER LEARNIMNG. LLEC |Buffain =] 57 SU2NS  eA0E I i S0 0000 | Anendances
RS1S16W0OTITES (ADDISON RIOET ERIE HIGHER LEARMNING. LLC |BuMaio RS 8T S1U2ANS 4306 D 1 S00000 |Anendances
Unitatchied AYERS EARLENE ERIE HIGHER LEARMNING. LLC |BufTako ] L1 HLVE [DNINE I3 1 00000 | AfScndanics
RS151EWTI0 T [BARNHART LEATRICE ERIE HIGHER LEARNING. LLC |Ken'Ton RS an NI RIS I 1 200000 |Afendanies
RS EWON TS5 | BATEMAN RIGOBERTD ERIE HIGHER LEARNING. LLE |Eden =i 57 S5 [ eA0GE I 1 S0 0000 |Afendances




Enrollment Assignments Report

Easy way to access child enrollment

information

Can also assign or remove therapists

from assignment

Reports > Enrollment Assignments

Search by School Year or Provider and

click Retrieve

Guinness & Associates

Enroliment Assignments

FiRers

[&hﬂﬂ\'llr'mu L Wirar ¢ |  Prosider

v #dissing Assigrements Only

Enroliment Assignments




Enrollment Assignments Report

< Find the child you
need and click “Edit
Assignment”

< Select the enrollment

< Add or Remove
therapists as needed

Enroliment Assignments

~Filters
School Year:[2014 - 2015 Winter v Provider:{ v] ¥ Missing Assignments Only Retrieve
Last Name | First Name I Electronic Service ID | Related Service Code Provider County District Th Last Name First Name Or Group

SCHENECTADY |Burnt Hills- Ballston Lake Edit Assignment]
ST Albany ALBANY CITY SD Edit Esn_mment
PLA Albany ALBANY CITY SD Edit Assignment|
ST Albany ALBANY CITY SD Edit Assignment
PSY Albany ALBANY CITY SD Edit Assignment|
ST Albany North Colonie 0809 Edit Assignment|

[ Maintaining Us x { [ Serice Provics x ' M wwwomsnyse: x ( [I] Product Backio. x { [ Portal -CPSEP- x % Migrating To 4 % ( [*] Login Successtt x / [ Assign Child's | x I3 Sia - Biastic 4 X

& & C # [B8 hps;//raining.cpseportal.com/Attendance/Assign_Child_Therapists_and_Service Providers.aspx

e

T e rransier sy Counup repuits, euca reupe Wy ACCoue vase T
Select a Child
ALLOCCA, Isaberla  County: Albany  District ALBANY CITY SD  DOB: 1/27/2007 Redo Search
Select an Enroliment
Service ID Type | Service Type | Frequency | FromDate | To Date | IiG | Assigned Therapist/Service Provider
1112W0014469| RS PT 2x30 3119/2012  [6/22/2012 | |
111210014485 RS sT 5%30 312012 |6/22/2012 | |
lect|SE1112/0002798 SEIT 20%30 3/19/2012  |6/22/2012
elect|SE1112W0002762 SEIT 10x30 1232012 [3/16/2012
1112170014484 RS sT 5%30 1232012 [2129/2012 | |
A d Available Therapists
__| LastName First Name NPI Last Name. First e
() [ADGNRI Cordelle 1326290289 A I
[ |ALFARO [s] po| 1497907604 [#] |AFONSO Yaurdin  [176074476
O [AMALFITANO Mechel 128588857
(0 |ARISTILDE Mayana
O |AUER Lydia Nicole
[ [BARKET Leisha 157681310
() |BARKOFF Ean 179003880
0 [BENCAL Cheikhouna
- Daniel
[ |BHASIN Davia 197285941
() |BODNER Wakuv 147779985
() [BOTTJER Eudasia 160901297
o Rachel
() |BOWEN Ciope
[ IBUCKLEY Wil e
« I

Remove Therapist

| Add Therapist(s)iService Provider(s) |

© James McGuinness & Associates




Important Note:

<|f you do not match your enrollments,
you cannot bill for those services




Follow-Up

< This presentation will be recorded and the PowerPoint presentation will be uplo
the Portal Knowledge Base for future reference.

<+ Helpful Knowledge Base Articles:

< Articles on Unmatched Children/Enrollments:

< http://support.cpseportal.com/kb/c11/enrollments.aspx

< Assigning Children to Therapist(s)/Service Provider(s) (including teachers):
< http://support.cpseportal.com/kb/a34/assign-children-to-therapist.aspx
< How to look up a child by ESID:

< http://support.cpseportal.com/kb/a178/how-to-look-up-a-child-by-esid-.aspx

< Email the CPSE Portal Support Team: support@CPSEPortal.com



http://support.cpseportal.com/kb/c11/enrollments.aspx
http://support.cpseportal.com/kb/a34/assign-children-to-therapist.aspx
http://support.cpseportal.com/kb/a178/how-to-look-up-a-child-by-esid-.aspx

Upcoming Webinars

» Case Management (Independent Providers)
» 6/14 @ 11:00 am

» Registration Link:
https://attendee.gotowebinar.com/register/3094714430039910924

» 6/16 @ 3:00 pm

» Registration Link:
https://attendee.gotowebinar.com/register/8012755174292203278

» Case Management (Agency Service Providers)
» 6/21 @ 11:00 am

» Registration Link:
https://attendee.gotowebinar.com/register/7116953364329283086



https://attendee.gotowebinar.com/register/3094714430039910924
https://attendee.gotowebinar.com/register/8012755174292203278
https://attendee.gotowebinar.com/register/7116953364329283086

