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Go To Webinar Control Panel

* Control panel
IS on far right

of screen
* Orange button
W|th Wh'te () 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
guestions 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 dising in
guestions section - O Computer audio Talking

(@) Phone call

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

“ Type in your oo PIN: 602

question and Problem dialing in?
. Talking:
click send |
’ tlﬂ ........................ L PP o L L L FLFLFLALFLL P h
@ GOTOWEbiI'I ar Webinar ID: 271-969-851

& GoToWebinar
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Topics Covered
Classroom Management \

* Create Classroom@ncluding 1:1 Aid€lassrooms)
* Assigning Teacher/Aida 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

* EnteringUnmatchedCBRS Enroliments
* Matching Children and Enroliments

Entering and Signing Classroom Attendance
CB Enroliments Missing Attendance




Classroom Management

Classroomsare created under "Classroom
Management".

This willallow you to assign teachers/aides
to classrooms as well as assign students.

Changeanay also be made as well as
classroom deletions

Go to Attendance > Classroom
Management

Click onQreate New Classroom

Home File Transfer

User Profile

“PORTAL - -

Activities

Aftendance Caseload Maintenance

Billing

First Name:
Last Name:
Email:

-

Edit User Account

USSITIAME, | w — -

Classroom Management

James McGuinnes

_Filter Classrooms

School Year Session | All Sessions

v| Program: Active During (Select Month & Year):

Apply Filter

|| vl v

0 Create New Classroom «b




Create Classrooms
\

* Enter classroom informatiorfields

* SelectSchool Year Classroom Information
School Year

* SelectProgram (2020 - 2021 Winter
* Name your classroom & include hours |Name: |

* |.E.: Room 3102.5 HRPM etc.. Description:
* Typein description ofclassroom & include hours

S
* |LE.: Integrated 2.5 HR PEklc.. # Students: # Teachers: # Aides:

* Enternumber of students, number of teachers, | : | | _ | '
; ) [ + Assign Teachers/Aides |
and number of aidedor this classroom

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

Create Classroom




Assigning Teacher/Aide To Classrooms

R —

Classroom Information
School Year: I} Program:

[2020 - 2021 Winter ~v| |9100 v
more/fless  EERI)
. . . . Name: 9160
* Clickon (+AssignTeachers/Aides) link | | E

Description:

# Students: # Teachers: # Aides:

[ + Assign Teachers/Aides | (=

Create Classroom




AssigningTeacher/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 P e— N Ao
or aide or "Select All" box; i e R R
* Make sure correct role is selected . W Teacher +
@ [ ———— - Ade v
* ClickAssign O [ww e [T
. . @ | - ~ - Aide v
* Onceteacher/aides are assigned to e
classroom, click on "Create Classroom" 0 | e [eher v
. e , T.La.huv’ :
* Should a teacher or aide leave the I———
classroom this is also where you will Cssetst Unassign-> || < Assign oo
un-assign them ‘
Create Classroom — (ummmm




Assigning Teacher/Aide To Classrooms
\‘

* Now you can selectProceed 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




AssigningChildren To Classrooms

/ T A A U I 6 O A ‘I A A 6 G O (‘) .I. A A A A . _ ‘ Child Demographic Info . Service Info A
“ Select "Detalls" link to review service details of the FistName
child o a—
* You can review child info on under the "Child i g
Demographic Info" tab T
* You can review service info under the "Service Info" Culity et
tab
* Ve Pl Sessions For Enroliment Report

—
Y]

U

901 6 AAl ALOI Al EAE 11 03
2 ADT 0066 1 ETE O 061 Al A

A
A I Child Demographic Info Service Info ’

Enter report criteria with from/to dates and click ERPTp—
O 2 O I O %\'l;t:-llment cB
* When ready to assign child to classroom, click T
- Select Report Criteria Elogram; 9165

backbutton to return to Classroom screen

, STAC Code |
CBLJ CBRS¥ Rs L) sEIT U FromDate  9/3/2014

From Date: To Date: ToDam 1050808
9/1/2014 | 6302015 | Fraquency: 2.50isicay

!

Sessions For Enroliment Report




Assigning Children T€lassrooms

* Selectbox of child to be assigned (in

"not assigned" column) or "Select Glssroom: 25 1 Al
| | | afl areoBe assigned s T o ik
- , , L A~ - Select Name Name District | County | DOB
“#1 EAE O! OOECI o DN SR Y

* Tounassigna childselect box next
to child and click Unassign or click
"Select All" box and click Unassign

* Click"Save Changes"

I select Al Unassign —> <-- Assign - Seiect 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 follo g links

* Attendancemay be viewed by clicking on "Attendance"
* Classroominfo, including assigning of teachers/aides, may be updated by clicking "Edit Classroom"
* Childrenmay be assigned or unassigned by clicking "Assign Children"
* Classroomganay also be deleted by clicking "Delete Classroom"

Classroom List:
Hime  FheTianske  AleedsoceandBing  Lokip  Repos  MyAwoum  Pge  FAQ
| « Foer Cassiooms |
l:' ] G I Description ] School Year Tm[nm]tm]:ml - I l _
At (000) 013 T‘NW 9100 0 0 0 ! 1k Chassi00m | ASS )n e 1[De ek%2 Class (oo
mezammmm B 2nHR AN 2013201 ver | 3183 | 6 X [} lralmmoor[ksu;m.nnm
Alteer 2<PRAM|1°1”| ’*rﬁm INTEGRATED 2014 - 2015 Wintex 9165 0 1 2 F0r Classoom ASSEN Chikren | Dekte Classioo
Wrzsmmmm 125 HR A INTEGRATED 20142000 meer | 3165 | 0 1 2 |Fae Ciaswoom Assgn Chidren|Delete Clasaroom.
ATen0an '7 "QNH‘?\“I 25 2013 "(‘NWNG 9100 0 0 0 Ei Classroom Assgn Chidren | Dekte Classrooe
mqnmmuﬂ:) 128 12010201 wmter | 3100 | 6 0 0 [#nzémmm}manrnum[oem-dusmq
Al'ee 2SR 1212) 25 2013 - 2014 Yt 9100 0 0 0 |Ear Classroom|Asign Chikdres | Do bt CIss 100
m:velzmm’?wiﬁ'aimm - 2014.2015%ummer 9985 | 4 | 1 | 0 :atCuwm'a[Aswnu.nmm
Al 2 ﬂﬂlelOOOD "\"ﬂ‘l"'oul - 2014 - ?0‘ Wieds 9"5 [ \ ! 0 EOr Chuw " IASS BN Chikd(es
meummmm W 2R T 0N -0Weeer | 060 | & | 1 o tmmsmw,mg'rﬂ'nin;
Alter 0|25 MR PN (000) 25HR PM 2010 - 2011 Wivie 0160 0 1 0 |Edr Cmsaroom|Aungn Chikiien (Dobkote Closs oo




Creating a Schedule for the School

L E—

* Go to Attendance> Classroom Schedule Maintenanc8y Schedule
* ClickAOT B Al xT 11 OEA O1 b , &AAABue to®dektEhe totrectsdhdoy@ar3 A OO

* TheSAEAAOTI A TAI A 1T 600 AA &EFEITAA TO00 AO xAl1 AO OE/
button.

*

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

Attendance Billing Caseload Prowder [EARLY SUCCESS INC | School Year Session (2019 - 2020 Winler ¥
s | o
| School Year Session | Schedube Name | Sdart Date | Ene Date | |
‘ 2010 - 2020 Wirber | 0904/18-0826/20 Standard 24201 4207020 e Sohedule | £t Closure Dates|Acd Ciesure| Apaky Schedule (o Classroom's Atlendance |Duiede
CIESSFDOm SChEdule Mai“tenar[:e J0748 - 2020 VWb 'm sChadula L TR Lirs ek ] Updaia Cancal Fdi Ciosure Dafes | Add Cleeurs | Apply Scheduls to Classroom’s Aflendance |Daisds
2014 - 2020 Winber BB G/2ED alt DRTME DRS00 Add

II '] II JjL
2018 - 2020 Wirier ]lwwwm- [ovnacz0g [Dd2aczoza | Adn




Adding School Closures

* School closures can be added ahead of | sess [

time to designate holidays or planned i | ot | o | i |
0002000 Weler | DSWDAN1G-DR26020 Slandard L] ARARHRD  (E Schaduie|Edi Closurs Dates Add Closure Aaply Schaduls o Claseroam's Afandance Duiele
school closures/snow days. 0 A (| WO | WA G000 K s B
A15- 200 Wik | WNRERN e WZAI0 |Ei Schaduin |Edf Closurs Daies .'EI{MIIJJ.:W Scheidis 1o Classmom's Afendanca| Deisin
2019 200 Wik | | | A

- LI L] ~

“Clickil T O!' AA #1 1 OO0OA®

Add Closure B
* Addthe date of Closure as well as a Schedule: 0/4/19-6/26/20 alt

AAOAOEDOET T AT A Al EAE| Dateofcosue 05252020 11

Description Memorial Day

OK




Editing a Closure Date

“Clickil T O®WAEO
more closures.

Ly

Zﬂ"lc:-.:ﬁﬂ‘-ﬂh’;'_ IEH:I-II"I'B-WZC-IE'M] 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




Once closures are entered they ¢
Of OEA OAEAAOI A Ol

Al AOOOQO

O
Clicki T O! bl U 3AEAAOI A &
I OOAT AAT AAO

==

School Yewr Session | Schedule Name

I

|

2019- 2020 Wkir | Alemate scnedus

2019 - 2020 Winbar D904/19-06/26120 Standand w20

2019

A0 Edit Schadule| Edit Clasure Dates Add Clasure| Apply Schedule 1o Classroom's Aftendance)

Doial

H232020 ot Schecse | EGt Closurs Dats 400 Cosura Apoty Sreie 1o Classionm's Allendande Cekla

2019 - 2020 Winder 94/ 15-6/2620 sk

¥42019

6252020 Edit Schedule| Edit Closure Dales Add Closure MMHWWM!

019- 2020 Weker ||

[

On the next screeryou can chose the closure
you want to apply to the schedule. The Schedule
Month will allow for the month to be chosen.

Theclosure that is entered for that month will
APDPAAO Powand O/ +6

You will then get a successful message

This can be done foeveryclosure that has been

Start Date

End Date

Description

01/13/20

01/13/20

MLK Day

» Apply Closures for Month to Child Attendance Records )

Schedule Month: [BELUEI]

OK

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

* h . h b Clageroom Name | Description | School Year Session | Program Schedule | |
T t t A - 1AM AQ -1 AM 2019 - 2020 Winte G104 0204 9-06/26/720 Standard | As mm-miapwammmu 's ARend LUmnassign
e process IS e Same u A -2 AQ -2 MTE-ZDNMTba: G160 020041 5-06/26720 Standard M:::Mdﬂhsura mammmmmmmhdx Unassign
- AQ -3 AN AQ -3 AM 2019 - 2020 VWinter 9165 090041 5-06/ 26720 mm[mun Add Claguie Apply Schedule 1o Classroom's Alendance | Linassign
IS done under the By AQ -5 AQ -5 2019 - 2020 Winter 8100 09/04/18-06/26/20 Standard| Assign| Add Clasure /Apply Schedule 1o Classrom's Aendance| Unassign
A -6 AQ - & 2018 - 2020 Winter AL 0904 B-0626720 Bum-'dln.ssl;n 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 oratesures areadded.

* Onceyou Apply the Schedule to Classroom's Attendance this creates closure
attendances based upon the schedule you just created.

* Theseattendances need to be digitally signed, the same way you would previously
sign a Provided or Presergession.

Classroom Name | Description | School Year Session | Program Schedule
A 1AM AQ-TAM (2019 2020 Winter 9100 (0415 06726720 Standard |Assign| Add Closire |Apply Schidule to Classroom's Atlendance Linassign

EL} AQ-2 [2019-200Wels 9160 |OOA19-062620 Standard|hssign| Add Cosue|Apply Schidui 1 Classoom's Alendancs Unassign




Enrollment & ESID
-’

x The enrollment should correspond to a unique approved service on the IEP.
Separate enrollmentdor
x Different service types (OT vs PT vs)ST

x 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

% Individualvs Group (if the CPSE determine a child should receive some individual and
some group of the same service type, they should be separate enrollmgnts

x EachCounty created enrollment has a unique identifier called an Electronic
Service ldentifier or ESID for short. This is how we referem®oliments

x For HIPPA reasons]o not email child names use theESID, the Child Number,
the STAC ID




Unmatched Children and Enrollments
-’

x Typically, all information about a child and the services they are receiving are
entered by the County and uploaded into CP$ertal

xO51T 1 AOAEAA f AEET A 1T O AT OT 111 AT Oyvyog OA
xOnceOEA #1 Ol Ou OPI T AAO OEA 1 £AFZEAEAI EI .
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

x Unmatchedchildren do not have areESID



Child Lookup

T =

‘

Lookup Reports Medicaic

x Lookup > Child Lookup e #amensnce

Child Lookup

I £/ OEA AEEI A

Vd

O I AOO

Qu

x EnterOEA OOAOO
nameand click &arch

. . . . Child Lookup

x Findthe child and cliclDetalls Last Namesch | Soarch inow Asvancea searcncptons

LastName | FirstName | DOB | SED STACID | District | County | MatchStatus
: SCHAFER |FRANCIS 2/11/2010|E23693 East Aurora ERIE County Record | Detalls
x Wildcard searches can be done DY  iseuresjimica [siaasitlrsssssfionios . [erie[GountRecora [oeisie
SCHMITT FREDDIE 3/1/2012 |G04529 Orchard Park ERIE County Record |Detalls

OOEI Ob o A@8 3

5 SCHULZ _ |FREDERIC |3/3/2011 Buffalo ERIE  |County Record |Details
returns W||Son, Sam pson’ SCHULZ  |JONNIE 12/5/2009|E34929 Orchard Park|ERIE |County Record |Detalls
SCHUSTER |JACQUELINE |1/28/2011|F67096 Buffalo ERIE  |County Record |Details
Thompson, etc. SCHUSTER |MARGARITE |3/30/2012|F67281 Buffalo ERIE  |County Record |Details




Child Lookup Advanced Search

x#1 EAE O3EI x 1| AOA
searchcriteria:

School Year

County

Provider

District

STACID

Electronic Service ID (ESID)

X X X X X X



