
Using Go To Webinar



*Control panel 
is on far right 
of screen

*Orange button 
with white 
arrow expands 
and shrinks 
control panel

Go To Webinar Control Panel



*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.

Communicating with Presenter



*Click the question 
bar to expand 
questions section

*Type in your 
question and 
click send

Typing in a Question



Center Based Set Up & 
Attendance for CB Agencies



*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/Enrollments

*Entering Unmatched CBRS Enrollments

*Matching Children and Enrollments

*Entering and Signing Classroom Attendance

*CB Enrollments Missing Attendance

Topics Covered



*Classrooms are created under "Classroom 
Management".  

*This will allow you to assign teachers/aides 
to classrooms as well as assign students.  

*Changes may also be made as well as 
classroom deletions.

*Go to Attendance > Classroom 
Management

*Click on Create New Classroom

Classroom Management



Create Classrooms

*Enter classroom information fields  

*Select School Year 

*Select Program

*Name your classroom & include hours 

*I.E.: Room 310 -2.5 HR PM etc..

*Type in description of classroom & include hours

*I.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



*Click on (+Assign Teachers/Aides) link

Assigning Teacher/Aide To Classrooms



*Refer to "Not Assigned" list on right 
and select name of applicable teacher 
or aide or "Select All" box;

*Make sure correct role is selected

*Click Assign

*Once teacher/aides are assigned to 
classroom, click on "Create Classroom"

*Should a teacher or aide leave the 
classroom this is also where you will 

un-assign them

Assigning Teacher/Aide To Classrooms



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

Assigning Teacher/Aide To Classrooms



*/ÎÃÅ ÙÏÕ ÓÅÌÅÃÔ ͼ0ÒÏÃÅÅÄ ÔÏ !ÓÓÉÇÎ #ÈÉÌÄÒÅÎȰ
*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 

*9ÏÕ ÃÁÎ ÁÌÓÏ ÃÌÉÃË ÏÎ Ȱ3ÅÓÓÉÏÎÓ ÆÏÒ %ÎÒÏÌÌÍÅÎÔ 
2ÅÐÏÒÔȱ ÌÉÎË ÔÏ ÒÕÎ ÁÎ ÅÎÒÏÌÌÍÅÎÔ ÒÅÐÏÒÔȢ
* Enter report criteria with from/to dates and click 
Ȱ2ÕÎȱ

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

Assigning Children To Classrooms



*Select box of child to be assigned (in 
"not assigned" column) or "Select 
!ÌÌȱ ÉÆ all are to be assigned 

*#ÌÉÃË Ȱ!ÓÓÉÇÎȱ

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

*Click "Save Changes" 

Assigning Children To Classrooms



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

Assigning Children To Classrooms



*All additions or updates may be accessed by selecting the following links: 

*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



*Go to Attendance> Classroom Schedule Maintenance> By Schedule 

*Click ÄÒÏÐ ÄÏ×Î ÏÎ ÔÈÅ ÔÏÐ ,ÁÂÅÌÅÄ Ȱ3ÃÈÏÏÌ 9ÅÁÒ 3ÅÓÓÉÏÎȱȟ ÁÎÄ ÂÅ sure to select the correct school year.

*The 3ÃÈÅÄÕÌÅ ÎÁÍÅ ÍÕÓÔ ÂÅ ÆÉÌÌÅÄ ÏÕÔ ÁÓ ×ÅÌÌ ÁÓ ÔÈÅ ÓÔÁÒÔ ÁÎÄ ÅÎÄ ÄÁÔÅÓȢ  /ÎÃÅ ÔÈÉÓ ÉÓ ÄÏÎÅ ÃÌÉÃË ÔÈÅ Ȱ!ÄÄȱ 
button. 

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

Creating a Schedule for the School



*School closures can be added ahead of 
time to designate holidays or planned 
school closures/snow days.  

*Click ÏÎ Ȱ!ÄÄ #ÌÏÓÕÒÅȱ 

*Add the date of Closure as well as a 
ÄÅÓÃÒÉÐÔÉÏÎ ÁÎÄ ÃÌÉÃË ÔÈÅ Ȱ/Ëȱ ÂÕÔÔÏÎȢ

Adding School Closures



*Click ÏÎ Ȱ%ÄÉÔ #ÌÏÓÕÒÅ ÄÁÔÅȱ ÔÏ ÅÄÉÔ ÔÈÅ ÃÌÏÓÕÒÅ ÁÌÒÅÁÄÙ ÅÎÔÅÒÅÄ ÏÒ ÁÄÄ 
more closures. 

Editing a Closure Date



*Once closures are entered they can be applied 
ÔÏ ÔÈÅ ÓÃÈÅÄÕÌÅ ÔÏ ÔÈÅ ÃÌÁÓÓÒÏÏÍȭÓ ÁÔÔÅÎÄÁÎÃÅȢ 

*Click ÏÎ Ȱ!ÐÐÌÙ 3ÃÈÅÄÕÌÅ ÔÏ #ÌÁÓÓÒÏÏÍȭÓ 
!ÔÔÅÎÄÁÎÃÅȱ

*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. 

*The closure that is entered for that month will 
ÁÐÐÅÁÒ ÐÒÅÓÓ Ȱ/+ȱ button.

*You will then get a successful message

*This can be done for every closure that has been 
entered for the school year. 

!ÐÐÌÙÉÎÇ 3ÃÈÅÄÕÌÅ ÔÏ #ÌÁÓÓÒÏÏÍȭÓ !ÔÔÅÎÄÁÎÃÅ



*The process is the same but 
is done under the By 
Classroom Tab

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.

Adding Closures to Classrooms



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 enrollments)

×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 STAC ID



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

×Ȱ5ÎÍÁÔÃÈÅÄ ɍÃÈÉÌÄ ÏÒ ÅÎÒÏÌÌÍÅÎÔɎȱȡ ÔÅÍÐÏÒÁÒÙ ɍÃÈÉÌÄ ÏÒ ÅÎÒÏÌÌÍÅÎÔɎ ÒÅÃÏÒÄÓ

×Once ÔÈÅ #ÏÕÎÔÙ ÕÐÌÏÁÄÓ ÔÈÅ ÏÆÆÉÃÉÁÌ ÉÎÆÏÒÍÁÔÉÏÎȟ ÔÈÅ ÁÇÅÎÃÙ ÃÁÎ ȰÍÁÔÃÈȱ ÔÈÅ 
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 ÔÈÅ ÓÔÁÒÔ ÏÆ ÔÈÅ ÃÈÉÌÄȭÓ ÌÁÓÔ 
name and click Search
×Find the child and click Details

×Wildcard searches can be done by 
ÕÓÉÎÇ ȰϷȱ  ÅØȢ 3ÅÁÒÃÈ ȰϷÓÏÎȱ 
returns Wilson, Sampson, 
Thompson, etc.



Child Lookup Advanced Search

×#ÌÉÃË Ȱ3ÈÏ× !ÄÖÁÎÃÅÄ 3ÅÁÒÃÈ ÏÐÔÉÏÎÓȱ ÔÏ ÓÅÅ ÁÄÄÉÔÉÏÎÁÌ 
search criteria:

× School Year

× County

× Provider

× District

× STAC ID

× Electronic Service ID (ESID)


