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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

Recap Classroom Attendance/Sign Classroom Attendance
* Attendance Entry/Record - Slide 14

* Recording Attendance/Treatment Logs

* Weekly Attendance Calendar

* Attendance Entry Screen

* Editing an Existing Attendance

* Group Attendance
* Signing Attendance/Review & Sign — Slide 35
* Un-signing Attendance/Making Corrections After Signed - Slide 49
* View Unsigned Attendances — Slide 51

page 1



*

*

*

*

*

%k

Topics Covered

\

Activity Management - Slide 52

* Activity Entry

View Caseload (for Service Providers) - Slide 53

Enrollment Lookup (for Agencies & Independent Providers) — slide 54
Move Attendances Between Enrollments - Slide 61

Print Child Treatment Log — Slide 64

Print Parent Signature Log — Slide 66

View Child Activities by Therapist Report — Slide 68
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Recap of Classroom Attendance

\‘

* For children in a center based classroom program their presence is recorded as

present or not.
* There is no distinction between why they were not present.
* No additional information is entered (times, activities, progress, etc.).

* However, their services Center Based Related Services (OT, PT, etc.) are recorded
with detailed entries.



Entering Classroom Attendance

R —

* 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 ¥  l e | I
Filter
M Class Description School Year Program | # Students | # Teachers | # Aides |
|Attendance AQ - 1 AM (29:0.0) AQ-1AM 2019 - 2020 Winter 9100 8 1 0 Edr Classroom|Assign Children
Attendance  |AQ - 2 (97:0:0) -2 2019 - 2020 Winter| 9160 7 1 0 Ean Classroom|Assign Children
JAttendance AQ - 3 AM (82:0:0) AQ -3 AM 2019 - 2020 Winter 9165 8 2 0 Edr Classroom |Assign Children




Entering Classroom Attendance

gh%e?in green. Green

« If a child is present single click on the day and it will be highli
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 wed M ™muld Frid

05/26/20 05/27/20 05/28/20 05/29/20

Total Sessions: 40




Signing Classroom Attendance

* Go to Attendance > Digital Signature >
Sign Classroom Attendance

‘

Attendance

Caseload Maintenance Lookup

Digital Signature

Sign Classroom Attendance




Signing Classroom Attendance

* This screen shows the attendance you need to review/edi :

* You can filter by a classroom, month, the county and provider.

* Once you have selected your filter, hit “Retrieve”.

Classroom: Month: County: Provider:
[— v| [Apr2021 v| [ROCKLAND v] [JEED, 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

“——eane u ||

0

0

0

0 | |
0

0

0

Retrieve Sign Attendance




Signing Classroom Attendance

ﬂ

o —— :
* Teachers can delete attendances but you cannot add them on this screen before 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:
[— i, v | |Apr2021 v | [ROCKLAND v] [JE ), INC v

Child Name 12 3 4 5 6

S

Retrieve Sign Attendance

- - - - a W

0000000

-
.| a——__ .




Attendance Entry/Record

* For SEIT, fee for related services or related services as part of a cent
program, the Attendance Entry or Attendance Record contains:

Child

Service Type
Individual vs. Group
Date of Service
Time In/Time Out
Setting

Location

ICD 10 Codes

CPT Codes

Notes

* Notes are also referred to as session notes, treatment notes or treatment logs.

O R R T S S R R



Attendance Entry — CBRS

(Center Based Related Services)

\

* The services provided to a child in a Center Based program is called Center Based
Related Services, which is commonly called CBRS.

* Even though CBRS is included within the cost of the tuition, it is imperative that
ALL CBRS have attendance/session notes entered into the Portal.

* These session notes are needed for the County to be able to bill Medicaid for any
services provided for possible reimbursement.



Recording Attendance/Treatment Logs

“

* Used for all services including:
« SEIT [ SEIS
« Fee for service related services (OT, PT, etc)

sPORITAL

* Related Services that are included on the IEP for a Home =~ Actviles ~ Attendance  Caseload Maint
child in a center based classroom program (OT, PT,
etc.)

Login Successful

lou have logged in succes YVeekly Attendance

* Go to Attendance > Weekly Attendance




Weekly Attendance Calendar

The drop down in the uppe
highlight) shows the current therapist.

You can change weeks by changing the
“Jump to:” date or using the navigation
buttons (red arrows).

The calendar displays the attendance
entries for the current therapist.

To add a new entry, click the time slot
corresponding to when the session was
provided, and this will bring up the
Attendance Entry Screen.

r left (yellow R —

Weekly Attendance 4
|CUELLAR, CECILA- SLP “v| Jump To: [05/08/16 save
Sunday Monday Tuesday Wednesday Thursday Friday
May 08, 2016 May 09, 2016 May 10, 2016 May 11,2016 May 12, 2016 May 13, 2016
8am
g m 09:00 am to 09:30 am
09:15 am to 09:45 am HAGMLE DELONG
JOSEFA LEVINE
10w T —— 10:10 am to 10:40 am
MAGDALENA DELONG TRACEY FELICIANO
. 10:45 am to 11:15 am
11:00 am to 11:30 am TRACY CRAIN
1w BRAIN LEVY -
11:45 am to 12:15 pm
12 12:00 pm to 12:30 pm BRAIN LEVY
P TRENT MCCORMACK
12:50 pm to 01:20 pm
1PM 101:00 pm to 01:30 pm RENE ORTEGA
MAGDALENA DELONG -




* This screen has fields for:

*

%k

*

* ¥ X * X ¥

Attendance Entry Screen

Time In / Time Out
Setting / Location

# of sessions to bill (should be 1 for most
related services) SEIT may be in
increments of 30 or 60 minute sessions
(per IEP) (I.E. - 2x30 or 1x60)

Child (enrollment)
Entry Type

ICD Codes

CPT Codes
Progress indicator
Notes

New Session for May 18, 2021

Time In:(09:00
Bill this session as:Dx minute session(s)
[JCo-Visit with Supervisor

Time out:(09:30_|[AM ]

Not Selected

Location:

-

[ Child 1]

Child:

| Not Selected

Entry Type:

w Diagnosis Code(s):
Search by code or description...

CPT Codes: [Lookup]

L1

S

L1

L1

v
v
v
v

L]

doooiu

[J Does Not Meet Medicaid Requirements

Progress: CNo Progress_ Limited Progress O Progress

Session Notes:

]

save

cancel




Attendance Entry — Time & Location

<‘\

* You can modify the Time In / Time Out to match exact times.

* Choose the setting that most closely matches the setting where the service was
provided.

* Provide a description of the location.

New Session for May 13, 2016

Time In:[10:05 |/ AM v | Time Out:10:50 |[AM v |
1 | x 45 minute session(s)

() Co-Visit with Supervisor

Setting:
v

|

| Daycare

Location:
Lakeview Children's World, Lakeview Rg
Hamburg Ny




Attendance Entry - # of Sessions

\
* Enter the # of sessions/units to submit to

the County.

Time In:/10-05 AM '| Time Out:[10;50 ][AM v |
. D x 45 Minute session(s)
* In top example, this entry would be for 1-45 o

minute session.

* In bottom example, this would represent a 1

hour SEIT session that would be submitted

Time In.g PM v

as 2-30 minute sessions (this will always 7
match the IEP)

) COVIRTW pervisor

Time Out'p3:45 |[PM v |




Attendance Entry - CoVisit

* This is for UDO/USO entries where the S —
Supervisor is doing a co-visit with the COTA,

PTA, CFY, etc.

New Session for May 11, 2016

* This is not for indicating a co-visit with a
) e e . ' TimeIn:io2:45 |[PmMv|  TimeOutigs45 |[PM v|
different dlSCllene. | [1 ] x30 minute session(s)
@ Co-Visit with Supervisor | v |K
X

* When the check box is marked, a drop down
of supervisors will appear to allow the user to
specify who the co-visit was with.



Attendance Entry — Selecting the Child/Enrollment

T

* The “Child” list is all enrollments assigned to you. S

+ Each enrollment entry lists:
o1 1 Time In:[o2-45  |[PM v | Time Outo3:45  |[PM v | : Set
* C h | I d s Name e R = "Not Selected
@ Co-Visit with Supervisor [ 4| Locat
* Frequency D
. [FELICIANO, TRACEY ] Child:
* Service Typ e FELICIANO, TRACEY 3x30 - ST - 1 12/01/15 - 06/30/16
Not Selected
. ASH, SON 2x45 - OT - | 12/01/15 - 06/24/16
* In d VI d Ual VS. G rou p CRAIN, TRACY 3x30 - ST - 1 09/01/15 - 06/30/16

DELONG, MAGDALENA 3x30 - ST - 1 09/01/15 - 06/30/16

* Date ran ge LEVINE, JOSEFA 2x30 - ST - | 01/04/16 - 06/30/16

LEVY, BRAIN 3x30 - ST - | 12/01/15 - 06/30/16
MCCORMACK, TRENT 2x30 - ST - 1 09/01/15 - 06/30/16

%k Select the appropriate one ORTEGA, RENE 3x30 - ST - | 02/02/16 - 06/30/16

* Warning! Be careful when selecting if there are multiple lines for a child when:
* You provide both therapy and service coordination.
* They have both individual and group enrollments.



Attendance Entry — Entry Type

“

# This field contains 3 entry types:

+* Provided Treatment Session
+ Missed Treatment Session
* Make Up Session

[EH ™ ]

Child:
‘-" © o 2x30- ST- 10119721 - 06/2521 v

Entry Type: {Provided Treatment Session |

[

Child:
“" . 12x30- 3T - 10119/21 - 06/25/21 v

Entry Type:{Missed Treatment Session v

[ T ]

Child:
‘IH.'., A 2x30- 5T -1 0118721 - 06/25/21 V‘

Eniry Type:IMake Up Session v| Make Up for :




Attendance Entry — Missed Treatment Session

| Chid
* The Missed Treatment Session is B 2430 ST 10171921 - 062501 v
. . Entry Type:Missed Treatment Session v
used when the child or the service el inen eson
provider is absent.
L v| JumpTo: 08116121 Save

* The M issed Treatment Session Wi” - May 16, 2021 May 17, 2021 May 18, 2021 May 19, 2021 May 20, 2024 May 21, 2021 May 22, 2021
appear in red on the Weekly
8
Attendance screen.
9
u
M




Attendance Entry — Make Up

<--...lllllIIIIII..IIIIllgii..-___‘

* If session is a makeup:

* Choose the Entry Type - Make Up Session.

* In the corresponding date box that appears, indicate the
date of the missed session that is being made-up.

[ T ] Child:
| B, 2 2x30 - ST -1 0119121 - 06125021 vl

Entry Type: [Make Up Session v| Make Up for :]




Attendance Entry — Diagnosis Code

“

# Type the start of the diagnosis code (or

entire code)... pause for a second for list
tofill... choose code.

* Once chosen, the code will show in the
text box highlighted in light blue.

* To add a second code, repeat the
process.

@ Diagnosis Code(s):
Search by code or description

¥ Diagnosis Code(s):

Fa4

F84

Pervasive developmental disorders
F84.0

Autistic disorder

F84.2

Rett's syndrome

F84.3

o~

1Ld

¥ Diagnosis Code(s):
F84.0




Attendance Entry — Additional Diagnosis Codes

“

¥ Diagnosis Code(s):

* To add additional ICD codes: F84.0
« Click the blank space to the right of the last
diagnOSiS code dISplayed » Diagnosis Code(s):
. F84.0 F84.5
* Type the new code... when the list F845
appears...select the correct one. i L

* The additional codes will be displayed in the text

box.  Diagnosis Code(s):
F84.0 F84.5




Attendance Entry — Diagnosis Favorites

“

* Click the blue heart next to the
Diagnosis Code(s) label.

* Alist of the diagnosis that you
pre-configured as “favorites”
(My Profile screen) will appear.

* Choose the appropriate diagnosis.

@pgnosis Code(s):
earch by code or descnption...

F84 - Pervasive developmental disorders « %
F84.0 - Autistic disorder

F84.5 - Asperger's syndrome N

Sof 1 A,0UUED ., 11 OOKIHI




Attendance Entry — CPT Code

Type the CPT Code into the box.

The description will appear and the units will
default to “1”.

If the CPT Code is an untimed code, leave the
units as “1” (top example).

If the CPT Code is a timed code (typically
based in 15 minute units), then change the
number of units (bottom example).

Click the blue heart next to the CPT Code(s)
to create favorites.

\

CPT Codes: [Lookup]

¥ 192507 TREATMENT OF SPEECH, LANGUAGE, VOICE,

COMMUNICATION, AND/ OR AUDITORY PROCESSING DISORDER,;
INDIVIDUAL

Un

@

v[_ ]
v[ ]

L[

CPT Codes: [Lookup]

© (97112 THERAPEUTIC PROCEDURE, ONE OR MORE AREAS,

EACH 15 MINUTES; NEUROMUSCULAR REEDUCATION OF MOVEMENT,
BALANCE, COORDINATION, KINESTHETIC SENSE, POSTURE, AND/OR
PROPRIOCEPTION FOR SITTING AND/OR STANDING ACTIVITIES

Units:

2]

¥ 197110 THERAPEUTIC PROCEDURE, ONE OR MORE AREAS,

EACH 15 MINUTES; THERAPEUTIC EXERCISES TO DEVELOP STRENGTH
AND ENDURANCE, RANGE OF MOTION AND FLEXIBILITY

[r ]




CPT Codes — Timed vs. Untimed
-’

* From CPT Code list on Resources page of SED Medicaid in Education site
(http://www.oms.nysed.gov/medicaid/resources/ )

CPT codes are either timed or untimed. Timed codes require the entry of units. When the
practitioner chooses a code, the number of units must also be indicated. For example, if the
physical therapist provided a service (CPT code 97140), and the session lasted 30 minutes, two
units would be billed. Untimed codes are used on a one-per-session/per day basis. With one
exception, providers should not report more than one physical medicine and rehabilitation
therapy service for the same 15 minute time period. The only exception involves a “supervised
modality”” defined by CPT codes 97010-97028 which may be reported for the same 15 minute time
period as other therapy services. For more information on the use of CPT codes and the claiming
parameters, please contact your individual professional organizations.


http://www.oms.nysed.gov/medicaid/resources/

Attendance Entry —

Does Not Meet Medicaid Requirements

\

* This is NOT about whether the child is Medicaid eligible or not.

* This is to indicate that this particular session does not meet all the requirements that Medicaid
requires. Examples could include...
* The session was not provided per the IEP because:
+ The duration was less than the IEP (20 minutes instead of 30)
* The setting/location was different than specified in the IEP
* The IEP was for group, but there was only one child in session
# The IEP is for 2x30 per week, but this was the third session this week (makeup?)

* Any other possible reason that it would not meet Medicaid standards.

' Does Not Meet Medicaid Requirements




Attendance Entry — Session Note

* You can indicate progress using the
progress indicators.

* In the notes, you can record your notes
per policies and regulations.

* According to SED site, a session note is
a “Brief description of the student’s
progress made by receiving the service
during the session”.

\

‘

Progress: () No Progress  Limited Progress ® Progress

Session Notes:

Goal #1. Much more verbal. First day spontaneous speech was observed.
Initial sd. rep. 1x. Additional speech fluent. Modeled slow easy speech.

Goal #2. Th sd. error. Modeled correct production|




Editing an Existing Attendance

# Click any session on the calendar to
edit or view the details of the
session.

* If the fields are greyed out and
there is no save button, that means
the session is signed and cannot be
modified without un-signing first.

Monday
May 02, 2016

Tuesday Wednesday Thursday
May 04, 2016

May 03, 2016 May 05, 2016

MAGDALENA DELONG
09:20 am to 09:50 am
09:45 am to 10:15 am
E—
10:10 am to 10:40 am TRACY CRAIN
10:35 am to 11:05 am
TRACEY FELICIANO
11:00 am to 11:30 am 11:00 am to 11:30 am -
BRAIN LEVY BRAIN LEVY
11:30 am to 12:00 pm
BRAIN LEVY
12:00 pm to 12:30 pm 12:00 pm to 12:30 pm
TRENT MCCORMACK TRENT MCCORMACK

12:45 pm to 01:15 pm
01:00 pm to 01:30 pm 01:00 pm to 01:30 pm JOSEFA LEVINE
MAGDALENA DELONG TRACEY FELICIANO
NET T
TRACY CRAIN

02:30 pm to 03:00 pm 02:30 pm to 03:00 pm
RENE ORTEGA RENE ORTEGA




Group Attendance

Group attendance is entered using same screen.

If the chosen enrollment is for “group” the screen

adds:

A field to enter # of children in the Group.

* Links to select the other children in the group.
The selected child is in bold.

* The child name appears as the generic “Child X”
until you select an enrollment for Child X.

The screen provides for the ability to enter
separate ICD, CPT and notes for each child.

On the calendar, they display as “GRP” and then
the last names.

New Session for Jun 20, 2016
Time In:jog:15  |[AM v Time Out:pg:a5  |[AM v Sciimg-
(A v | log:45 ][ ] | Preschool v
E x 30 Mminute session(s)
[ Co-Visit with Su N '-003“0':
Number of Children i Group:
[BERTRAND, GORDON || Child 2:
[E(‘:'EI‘Z"; BRENT] g———— [BIRCH, BRENT 2x30 - ST - G 12/21/15 - 06/24/16 v
I I l
[ Child 4] v Diagnosis Code(s):
[ Child 5] Search by code or description
CPT Codes: [Lookup] Units:

[BERTRAND, GORDON |
[BIRCH, BRENT |

[ Child 3]

[ Child 4]

[ Child 5]

Child 3:

| Not Selected

¥ Diagnosis Code(s):
Search by code or description

v

09:15 am to 09:45 am

GRP BERTRAND, BIRCH




Signing Attendance
\‘

* After attendance is entered, it needs to be signed.

* Once it is signed, it cannot be modified without going through the “un-signing” process.
+ A digital signature is equivalent to signing your name on paper with ink.

+ A digital signature requires that you intentionally take action to indicate your signature.
* The action in CPSE Portal is to enter a PIN that you have chosen.

# Your PIN works in conjunction with your username/password.

* You should never share your password or your PIN with anyone.



*

*

*

*

Choosing [ Changing Your Pin

Your PIN can be numbers, letters or both.

Choose a PIN and click Save PIN.

‘

PIN Selection

You have not yet chosen a PIN. You will be unable to digitally sign attendance until you do so. Please create one now.

PIN Number: [Jon1975

L

| SavePIN

The screen will prompt you to enter you log

on password.

This is NOT your PIN, this is the password
you use to login to CPSE Portal.

Click Proceed

Password Verification B

For additional security, please re-enter your login password.

Password [ g]

Proceed




PIN Problems
\

* The # 1issue with PINs is letting the PIN Selection
browser save your P| N. ou have not yet chosen a PIN. You will be unable to digitally sign
PIN Number@S Y | SsavePIN
L
* Ensure when setting/changing your PIN, PIN Seloction
that your browser doesn’t try to You have not yet ¢ IN. You will be unable to digitally sign attendance un

overwrite your PIN.

Password Verification o

For additional security, please re-enter your login password.

Password | f]

Proceed =




Signing Your Attendance

<‘\

* [tems needed for Signing:
* You must have set your PIN.

* You must have your Title, Signature and Credentials entered.
# You must have a valid (not expired) license [ profession entered.



Review and Sign

* Go to Attendance > Digital Signature > Review and Sign Attendance e

* This will bring you to a screen which will verify your profile information as well as show unsigned

attendances.
P 0 RT AL et ALEAS LOPEZ8684  You st curenty logged o ALEASE |

Home Actvities Attendance Caseload Maintenance Lookup Reporis My Account Knowledge Base

Digital Signature

~User Profile
Username: ALEAS.LOF

First Name: Kathleen
Last Name. Wilhelm

Email- demo@cps

Edit User Account ]

~My Professional Profile

Mame. ALEASE LOPEZ
MPI: 1234567890 invald NFI

/ License(s)
Profession License Date Of Through License Lookup Attestation Status Attest

|Lbnensea Qccupational Therapist 012345 LooKup DQES NOT REQUIRE ATTESTATION

My_signature
Aloase Loy, OTRIL
Alease Lopez. OTRIL

Edit My Profile




Review and Sign

T [T EpUIS Ty P AIUWIEUYE Dase
_Profile
First Name: Ab\SE Last Name: LOPEZ NP 1234567850
Edit e Signing As: Alease Lopez, OTRIL
Status | Profession Code I Deseription "";‘:"'

e ) credennas - :
i Credenfials at mnm&:mm nal CBNES

* Within the unsigned attendances, -

there will also be icons listed under Edng::’f:‘“’"‘ e

the “Status,, - Linsigned Aftendances

# H-FI'UIITI!
012245 NY

School Year Session. [ {School Year Ssssion) ¥ Apply Filter
[ T T I
@ A green check means there are no errors
Status Child Date of Service | Time In | Time Out |
“«_‘hﬁ yellow exclamation point is a warning and will not prevent signing. A |mock soacum|  wszme 1200 | 1230 | Edit
xA red “X" means there is an error that will prevent signing. A |bLock sonoun|  wsz0e 1z00 | 1za0 | Ea
x BLOCK, JOAQUIN 28 0800 0630 Edit
A, |8Lock sonaun| 32018 115 | 1145 | Ean
A, |sexTon DonatD|  as201e os00 | 0830 | Edi
x SEXTON, DONALD Ye2018 0815 0845 Edit
& SEXTON, DONALD Ye2018 1250 o120 Edit
x SEXTOMN, DONALD 126 08:15 0645 Edit




Review and Sign

+ By clicking on the icon, you can see what the reason o ————

e

Profie
Fitsthame,  ALEASE  LastMaek  LOPEZ  MPL 123456780
Eor 6 Sgning As Aeas= Lopez. OTRIL
Status rn-n-l Descripban [T[ # | Stae | From | ®
— e T o ot Wrmwm Lcense 012345 WY

NYS Ofice o Frofesssons. Search

_ Uns=gned Altendances

W O

Fales Found With Anendance
Ission Type | [ | Data Causing miue | l

WARHNING Excesds Weskly Frequency for Ersollime=nt. Ennolimeni Freguency: 3x30

Ilm]nmiumm

ok |
Am0E /

BLOCK. JOAN 0 1200 1330

BLOCK, JOADLUMN J|ace 0800 08 20

BLOGCK, JOACL N Iwing 1MS 45

SEXTOM, DORMALD 362078 0513 0845

SEXTOM, DORALD 367018 1250 0130

A

A

x

A
. (il SEXTOM, DOMNALD 2010 0b 00 [ 08 20
¥

A

b 3

SEXTOMN, DOMaLD 7208 0h 15 08 45




Review and Sign

15sues Found Wih Anendance

2018

asaes

ERROR

MEgIcaN efgate AMeNdance 00es nol |

Coman o bilkadse 1CO code

Gom ° PN Creaec T L— [ SR SN e
- | Session Notes Mssing | ICD Cooes
e ~ - ERROR ATendance Is m.“.“_‘o’_t“t”“c__. R rissng | .
| Altendance duration difiers from (he Expecieo Service Time: 45 | Acwal Service
Scnodl Year Sesson {Schadl Year v WARNING expecied time of the CFT codes on | Time 30 | C°T Code 57530 | CPT Duration
e, ‘ i Sendance L
Altendance dwation difers flom the | Expecies Service Time 45 | ACual Senvie
| aven | opween | oy WARNING!  expecied teve of the COT coses on | Tme 30 | CPT Coge. §7633 | CPT Dwration
ANENOSN0E 30
- Exceecs \Weelly Freguency for
WARNING Envciment Enrchment Freqguency: 3«30

392018 G |

M\ sexton powain)  amaom o800 | 0830 | Ge

| ;x‘?sexton DONALD| 362018 0815 | 0845 | Eom
| Tm DONALD w0 1250 | ot30 Ben :
K seconoommn|  wmaom | osss | osus | e |




Review and Sign

* By Week:

* Under the “By Week” tab, the
attendances are listed by date.

* YOou may view more
information, as well as sign the
attendances, by clicking the
““Review & Sign” link under the
navigation column.

P 0 RTA L Hello, ALEAS LOPEZBE84 . You are curmently logged in for ALEA SE LOPELZ (Logout)
E]

Home  Activities Aftendance Caseioad Mainienance Lookup Reports My Account Knowledge Base
~ Profile
First Narms: ALEASE Last Name: LOPEZ NP1 1234567890
Eait e Signing As Alease Lopez. OTRIL
Status | Profession Code Description C Iw“ o # State | From | To
Edit o Credentials: Licensed Occupational
c aT Trerapis! License |012345 NY

MY'S Qe of Professions Search

Q Missing Attestations. Mo Missing Atiesiations!

Edit c PIM Created

= Linsigned Atlendances

School Year Session. (Gchool Year Session) * Apply Filter

[ Audit l By Week By Enroliment

Date | End Date | Number Of Unsigned Attendances |
03042018 | 03N V2018 15 Review And Sign
0311/2018 | 031772018 3 Review And Sign

© James McGuinness & Associates




Review and Sign

\

* You will then be able to toggle _— :
between days of the week. s

Showing ARendances for the week of: 342016 - 3107018 Sige

Suncay (9) % Tusaday (5) w ¥ih Tharscay (1) Frcay Satureay (0)
— e
sty | SN0 26 sorvn | tovice e | Tew oo | geswens MR orr | ioo P,
Name Type Date In on To & Seseon To Bl | Cotdes | Codes

* To sign:
* Check the desired boxes & click
“sign” | (P ) [ O [ | -
* If there is a problem with the
attendance that you’d like to
correct, use the edit button.

97530
1

Q BURBCHS RS1IENUCSEE  OT | COBSNB 1000AM10I0 A %0 '3 W0 0 |




Review and Sign

* By Enrollment: QPORTAL Heto ALEAS LOPEZ8864 - Youae cutenty 099 1 or ALEASE LOPEZ Lot

* Under the “By Enrollment” Home Acbes  Mewince  CmecMaene Loy Repots  MyAcom  Koowedge e
tab, the attendances are -
liStEd by enrO”ment. Edit e Signing As Alease Lopez, OTRIL
« Youma . {m: Profession Code Description °",‘;""“’" s | s | prom | ®
y view more Eait 0 Credentials: ‘ Q ot Uc%mnal | License ‘\012345 NY

NYS Office of Professions Search

information, as well as sign |

0 Missing Attestations: |No Missing Attestations!
the attendances, by ca @) wrme
clicking the “Review & G R

Sign” link under the S —— i

navigation column O e e e —
L]

Child ESID Service Month | Service | Number Of Unsigned Attendances | Navigation |

BLOCK, JOAQUIN |RS1718W0057165| March 2018 or 5 Review And Sign)|

BRAY, OLIN RS17T18W0054342  March 2018 or | 2 Review And Sign|

BURROWS, TYREE|RS1718W0054986  March 2018 or_ | 3 Review And Sin|

ENGEL, IGNACIO |RS1718W0054642| March 2018 or 2 Review And Sign|

SEXTON, DONALD |RS1718W0054249|  March 2018 oT 5 _|Review ﬁ'?ﬂ’ﬁfﬁ"ﬁ

SLOAN, LEONEL |RS1718W0054245) March 2018 oT 1 Review And Sign|




Review and Sign

- - Maech 2018
Child Name:SL0CK, JOAGUN ESID:RS 17120057165 Sun Mon Tue Wee Thu Fn
Service Type-Ocrupaniona Theragy IND Frequency:axid | 28 26 27 28 1 2 3
Dates: 1020017 - 0&/21/18 Status:0x ¢ 5 L v v
| 1 9 14 15 % 17
. B 19 20 2 2 23 2
% TO Slgn- 25 2 21 28 2 B 3
° L > 3 1 5 & 7

Segm Alvencdnnce

* Check the desired boxes [ e | e | e | e | | 2, [ 2, o~
& click “sign” e -

« If there is a problem with A |esipaaty o | | W | g e
the attendance that you’d | -
like to correct, use the A Lt s | o0 | o | [0 e -
edit button. | " .

p LT T S PR I ,,: -
A fovsnnbicrcadeescid @ | oam | | [0 | e




Sign By Entering PIN

* With rows selected, click the “Sign
Attendance Button”.

* In the box that appears:
* Confirm your information
* Enter your PIN

# Click | Agree to certify that you
have reviewed the information and
you are signing attesting that
everything is correct

From Date: To Date: ~ Enroliment: County: Provider: Retrlove Sign Attendance.
(3/2012016 | 6/2012016 | [Not Selected v| [ERIE v| [HIGHER LEARNING v |

Ol et R First  Service  #of Minutes  oovice covisit M€ gar End  cPT  IcD
Name Date Sessions Sessions Setting  Therapist Eor Time Time Codes Code
Notes for trd
. amet, conseg
S Universal 10:35  11:05 Fgo.1, 2met
@ FELICIANO TRACEY  5/05/2016 1 g Y A8 105 gas07 50 interdum ny

congue may
ma!

By entering my pin number, I/We certify that on the dates selected, the
selected children received the services noted and that documentation exists
and is maintained on file verifying the delivery of said services in accordance
with all relevant Federal, State and Local Laws and Regulations governing the
Medicaid process.

NOTE: Credentials are REQUIRED to sign. Please verify credentials below. If
they are not correct, update them on your profile page.

Name & Credentials: |CECILA CUELLAR, CCC-SLP |
NPI: [1205011178 |

Date:




Sign Frequently

“

* As a best practice, you should sign frequently.

* At the end of the day after you record your notes for the day, or at the end of
the week.

* Waiting until the end of the month causes problems.
* There are too many entries to do a proper review.
* Itis too long past the activity to remember anything.



Un-signing Attendance -

Making Corrections After Attendance is Signed

\

« If after you reviewed and signed attesting that everything was accurate,
a mistake is noticed, the process to correct is as follows:

+ |f the entry is on a voucher to be billed (but hasn’t been paid), it needs to be
removed from the voucher.

* Use the Unsign screen to unsign the Attendance.

* Edit the attendance to make the correction.
* You can then review and sign the attendance again.



Un-signing Attendance

Search for attendances.

Click check box on rows to unsign.

Click Unsign Attendance.

Enter the reason (ex. entered wrong time).
Enter your PIN.

Click I Agree attesting that you previously verified
signed but are inaccurate.

» ‘ Hello, CECIL.CUEL

Attendance Caseload Maintenance Lookup f

Digital Signature

Unsign Aftendance

By entering my pin number, I/We certify that on the dates selected, the
selected services, which | previously verified and signed, were not accurate,
and must be changed in order to accurately reflect the services that took place
for the specified children on the specified dates.

Reason for
unsigning z

Pnl




* GO to Attendance > View

View Unsigned Attendance

# This will give you a list of attendances that have been
started but not completed. Incomplete attendances can be
deleted from here.

\

Unsigned Attendance

Unsigned Attendances

s

Enroliment Type  |(Al) | Provider  |HOFFMAN, KRISTEN | From Date [03/01/2020 To Date [03/31/2020 et
Last Name | First Name | Service Date | Start Time | End Time | Attendance Type | Enrollment Type | RS Type | Service Provider | ESID
AYERS ISABELL  [3/18/2020 11.00AM  [11:15AM Delete

e

Attendance Billing

View Unsigned Attendances




Activity Management
o

* The activities screen is used to record any activities

related to a child/enrollment that are not directly P
billable. At this time, none of these entries are (E) P O RTAL

submitted to the COunty. Some examples are. Home Activities Attendance Caseload Maintd

+ Absences Activity Management
* Meetings flew Chid £

+ Coordination activities

* GO to Activities > Activity Management.



Activity Management

April 2016 May 2 2016

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 1) 2 3] 4 5| 6] 7 1. 2 3 4

3 4 5 6 7 8 9 8 9 10 M 12 13 14 5 6 7 8 9 10 1
10 1 12 13 14 15 16 15 16 17 18 19 20 21 12 13 14 15 16 17 18
17 18 19 20 21 22 23 2 13 24 B ¥ 271 18 19 20 2 22 2 2

24 25 26 271 28 29 30 29 30 A

Showing Activities & Attendances for 05/03/2016 Add Activity | €

Activities Attendances
sk C h O O S e a d at e start | End | LastName | First Name ESID Type Notes g Py R —— ;;:: e Type | Units —
9 9:30 AM [10:00 AM |[FELICIANO  [TRACEY RS1516W0081917 |Child Absent |Sick Edit | Delete Noles for training purposes, Lorem

ipsum dolor sit amet, consectetur

L -
and click Add 945 11015 |cqun  [tRacY  |Rststewo0rseas|sT -1 [L00%  [adbiscng it Nula st amet terdum
congue mauris ut tincidunt molestie.
Nunc dapibus ...

° . Notes for training purposes. Lorem
l \Ct l V l ty ipsum dolor sit amet, consectetur
o 11:00 |11:30 1.00 x |adipiscing elit. Nulla sit amet interdum
A Am |BWY EHSH ESUERDIHIEE (S nunc. In quis scelerisque mauris. Donec

congue mauris ut tincidunt molestie.
Nunc dapibus ...

Notes for training purposes. Lorem
ipsum dolor sit amet, consectetur
12:00 |12:30 _y |1.00x |adipiscing elit. Nulla sit amet interdum
PM PM MCCORMACK| TRENT RS1516W0081895)ST - | 30 nunc. In quis scelerisque mauris. Donec
congue mauris ut tincidunt molestie.
Nunc dapibus ..
Notes for training purposes. Lorem
ipsum dolor sit amet, consectetur

2 g 1.00 x |adipiscing elit. Nulla sit amet interdum
oM p  |DELONG MAGDALENA RS1516W0079750(ST - I |50 nunc. In quis scelerisque mauris. Donec
congue mauris ut tincidunt molestie.
Nunc dapibus ...

Notes for training purposes. Lorem
ipsum dolor sit amet, consectetur

1.00 x |adipiscing elit. Nulla sit amet interdum
ORTEGA RENE RS1516W0082830 ST - | 30 nunc. In quis scelerisque mauris. Donec
congue mauris ut tincidunt molestie.
Nunc dapibus ...

2:30  |3:00




*

*

*

Choose the Activity Type
Choose Enrollment

Enter Start Time /[ End Time
Enter a note

Click Save

R —

Activity for 05/03/2016
Activity | Meeting v
Enroliment IFELICIANO. TRACEY > RS (ST) 9200-2 3x30 - | - (12/1/2015-6/30/2016) v I
Start Time: | | |AM v | End Time: | | |AMv|
Notes:
Vz
Save




View Caseload -

For Service Providers

* Are you a Service Provider working for an agency, and B

can’t find one of your students? _

My Caseload

* Go to Caseload Maintenance > My Caseload

* |f the child is not listed, contact the administrator of
your agency and ask them to assign the child to you.

Lookup

¥




* You can also see all of the attendances that you entered for t

Attendances.

View Caseload

| o

d by clicking on

ilter By

My Caseload

Provider: | GEBAUER,BE Lt

Session: 2019 - 2020 Winter  ~ |

Search

Status ESID Last Name First Name County Provider District Type From To Service Assigned
—_ R31920VW0023159 |AYERS ISABELL Albany GEBAUER.BETTY |GUILDERLAND CSD RS 12/09/19 |06/26/20 |ST 2x30 Individual Attendances |(Defaulis
—_ RS1920VW0022957 BENTON JERRCD Albany GEBAUER.BETTY |GUILDERLAND CSD RS 092319 |06/26/20 |ST 2x30 Individual Attendances |Defaulis
— RS1920VV0014784 |(CHERRY YOMNG SCHENECTADY |GEBAUER.BETTY |(Mohonasen RS 0203/12 |11/1912 |ST 2x30 Individual Altendances |Defaults
(] RS1920VV0015042 (CHERRY YOMNG SCHENECTADY |GEBAUER.BETTY |(Mohonasen RS 11/20/M2 (06/26/20 [ST1 1X30 Group Altendances |Defaults
(] RS1920VW0015043 (CHERRY YOMNG SCHENECTADY |GEBAUER.BETTY (Mohonasen RS 11/20/M9 (06/26/20 (ST 1x30 Individual Attendances |Defaults
(] RS1920VW0014850 |(COPE ROGELIO SCHENECTADY |GEBAUER.BETTY |[Scheneciady RS 10/07/1D (08/26/20 (ST1 2x30 Group Altendances |Defaulis
(] RS1920VW0015008 |(COPE ROGELIO SCHENECTADY |GEBAUER.BETTY |[Scheneciady RS 11/25/19 (06/26/20 (COR 1x30 MONTHLY Indi Altendances |Defaulis
(] RS1920WVW0014799 DANILA FOSTER SCHENECTADY |GEBAUER.BETTY |(Mohonasen RS 02/023/19 |03/06/20 (ST 2x30 Individual Altendances |Defaults
(] RS1920WVW0014800 DANILA FOSTER SCHENECTADY |GEBAUER.BETTY |[Mohonasen RS 02/023/19 |03/06/20 (COR 1x30 MONTHLY Individual Altendances |Defaults
(] RS1920WW0015027 DOCKERY EDWARD SCHENECTADY |GEBAUER.BETTY |[Scheneciady RS 12/09/19 (06/26/20 (ST1 2x30 Group Altendances |Defaults
(] RS1820WVW0015168 DOCKERY EDWARD SCHENECTADY |GEBAUER.BETTY |[Schenectady RS O1/27/20 |06/26/20 (COR 1xX30 MONTHLY I Altendances |Defaulis
(] RS1920WVV0015204 ELDRIDGE ELwooD SCHENECTADY |GEBAUER.BETTY |[Schenectady RS O1/27/20 |06/26/20 (ST Zx30 Individual Altendances |Defaulis
(] RS1920WVV0014945 FOSTER ERNEST SCHENECTADY |GEBAUER.BETTY |Schalmont RS 10/29/192 (01/28/20 (ST 1x30 Individual Altendances |Defaulis
(] RS1920WVV0014937 FULTOM ALBERT SCHENECTADY |GEBAUER.BETTY |[Schenectady RS 11/M12/19 (06/26/20 (ST1 3x30 Group Altendances |Defaulis
(] RS1920W\V0014737 HARDEN DUDLEY SCHENECTADY |GEBAUER.BETTY |Schalmont RS 0%/03/19 |09/23/M19 (ST 2x30 Individual Attendances |Defaults
—_ RS1920WVW0014845 HARDEN DUDLEY SCHENECTADY |GEBAUER.BETTY |Schalmont RS 092419 |06/26/20 |ST 3x30 Individual Attendances |Defaulis
—_ RS1920VV0023219 HERBERT DUNCAMN Albany GEBAUER.BETTY |GUILDERLAND CSD RS 01/20/20 |06/26/20 |ST 3x30 Individual Attendances |Defaulis
— RS1920WVV0023268 HERBERT DuUMNCAM Albany GEBAUER.BETTY (GUILDERLAND CSD RS 01/20/20 |06/26/20 (COR 1X30 MONTHLY Indi Altendances |Defaults
(] RS1920WVVO022745 HONG IRA Adbany GEBAUER.BETTY |(GUILDERLAND CSD RS 020419 |05/26/20 (ST Zx30 Individual Altendances |Defaults
(] RS1920WVV001 5057 HUGHES RUSSELL SCHENECTADY |GEBAUER.BETTY |Schalmont RS 10/29/12 (11/25/19 (ST Zx30 Individual Attendances |Defaults
(] RS1920WVV0015058 HUGHES RUSSELL SCHENECTADY |GEBAUER.BETTY |Schalmont RS 11/26/19 (06/26/20 (ST1 1xX30 Group Altendances |Defaulis
(] RS1920WVW001 5059 HUGHES RUSSELL SCHENECTADY |GEBAUER.BETTY |Schalmont RS 11/26/19 (06/26/20 (ST 1x30 Individual Altendances |Defaulis
(] RS1920W0014812 (JOMNES MICHAEL SCHENECTADY |GEBAUER.BETTY |[Scheneciady RS 02/03/19 | 10/04/19 (ST Zx30 Individual Altendances |Defaults
(] RS1920WW0014857 (JOMNES MICHAEL SCHENECTADY |GEBAUER.BETTY |Scheneciady RS 10/07/19 (06/26/20 (ST1 2x30 Group Altendances |Defaults
(] RS1920WW0014555 KRAUSE EvVOMN SCHENECTADY |GEBAUER.BETTY |[Scheneciady RS 02/03/19 |06/26/20 |ST1 2x30 Group Altendances |Defaults
(] RS1820WVW0022743 LEARY STEWVIE Adbany GEBAUER.BETTY |[GUILDERLAND CSD RS 02/04/12 |11/21/12 (ST Zx30 Individual Altendances |Defaulis
(] RS1920WVW0023123 LEARY STEWVIE Adbany GEBAUER.BETTY |GUILDERLAND CSD RS 11/22/19 (06/26/20 (ST 1x30 Individual Altendances |Defaulis
(] RS1920WVWV0023124 LEARY STEWVIE Adbany GEBAUER.BETTY |GUILDERLAND CSD RS 11/22/19 (06/26/20 (ST1 1x30 Group Altendances |Defaulis
] RS1920WVW0014897 LOMNG TMARTIN SCHENECTADY |GEBAUER.BETTY |[Schalmont RS 10/29/19 |06/26/20 |ST 2x30 Individual Altendances |[Defaulis




View Caseload

* In the screen shot below you can see that the last 4 attendz

O
o L]
by the service provider.
Ihtt.endam::nlz List
Child Name: AYERS, ISABELL County: Albany Provider: GEBAUERBETTY District: GUILDERLAND CSD
ESID: RS1920W0023152 From/To: 12/9201%-6/26/2020 Service: RS-5T (IND) Frequency: 2x30
Service Date | Make Up | Medicaid | TimeIn | Time Out | Duration | # Sess | Mins/Session Service Provider Setting | Ind/Grp | Signed Date | Co-Signed Date Voucher #
12/10/19 12:50 PM [1:20 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 01/04/20 01/04/20 RS200102193725| Treatment Log
12/12/19 12:55 PM [1:25 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 01/04/20 01/04/20 RS200102193725| Treatment Log
12/17/19 12:15 PM [12:45 PM |30 1.00 30 KRISTEN HOFFMAM [Home I 01/04/20 01/04/20 RS200102193725| Treatment Log
12/19/19 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 01/04/20 01/04/20 RS200102193725| Treatment Log
01/02/20 1:30 PM |2:05 PM 35 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/07/20 12:50 PM [1:20 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/09/20 1:00 P 1:35 PM 35 1.00 30 KRISTEN HOFFMAN |Home | 02/02/20 020220 R5200213143706 | Treatment Log
01/14/20 1:20 PM [1:50 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/16/20 12:55 PM [1:30 PM 35 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/21/20 350 PM 4:20 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/23/20 12:55 PM [1:25 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
01/30/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 02/02/20 02/02/20 RS200213143706| Treatment Log
02/04/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM |Preschoal |1 03/08/20 03/08/20 RS200308133622 | Treatment Log
02/06/20 1:05 PM [1:35 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 03/08/20 03/08/20 RS200308133622 | Treatment Log
02/11/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 03/08/20 03/08/20 RS200308133622 | Treatment Log
02/13/20 300 PM (230 PM 30 1.00 30 KRISTEN HOFFMAN |Home | 03/08/20 03/08/20 RS5200308133622 | Treatment Log
02/25/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 03/08/20 03/08/20 RS200308133622 | Treatment Log
02/27/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I 03/08/20 03/08/20 RS200308133622 | Treatment Log
03/03/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I Treatment Log Details
03/05/20 1:00 PM [1:30 PM 30 1.00 30 KRISTEN HOFFMAM [Home I Treatment Log Details
03/12/20 12:55 PM [1:30 PM 35 1.00 30 KRISTEN HOFFMAM [Home I Treatment Log Details
03/18/20 Mot Ok 11:00 AN [11:15 AM 15 1.00 30 KRISTEN HOFFMAM I Treatment Log Details




Enrollment Lookup -

For Agency Staff or Independent Providers

‘

* You can search for enrollments to find all students
that have been assigned to your agency. You can
also see all attendances that you have entered on
the enrollment. Shiolmenttookp

« If a child is not listed, then contact the County.

* GO to Lookup > Enrollment Lookup




Enrollment Lookup

* Filter the School Year Session, County, and what enrollment type.you are looking for.

+* Click on Attendances to see all attendances entered on the enrollment.

Erﬁollments
School Year Session | 2019 - 2020 Winter | County | SCHENECTADY w | CICBRS oo
Provider | GEBAUER,BETTY | FRrs
OsEIT
Oce
Status ESID Last First County Provider District Enroll RS Start End Frequency | MIV/ | program | 1:1 | Rate | SeSSions | SED Weeks C\?\::::sa g
Name Name Type Type req ¥ GIp : Billed Enrolled Entotled
RS1920W0014784|CHERRY  |YONG SCHENECTADY |GEBAUER,BETTY [Mohonasen |RS sT 9/3/2018  [11/19/2019 230 1 9200-2 51.50 |16.00 10 1 Attendances
RS1920W0015042 [CHERRY  |YONG SCHENECTADY |GEBAUER,BETTY [Mohonasen |RS ST1 11/20/2019 |6/26/2020 [1x30 G 9200-2 51.50 [8.00 30 31 Aftendances
RS1020W0015043|[CHERRY  |YONG SCHEMECTADY |GEBAUER BETTY |Mohonasen |RS sT 11/20/2019 |6/26/2020 [1x30 1 9200-2 51.50 |11.00 30 £y Aftendances
RS1920W/0014850 |COPE ROGELIO |SCHENECTADY |GEBAUER BETTY |Schenectady|RS ST1 10/7/2019 |6/26/2020 |2x30 G 9200-2 51.50 |28.00 36 a7 Aftendances
RS1920W0015008 |COPE ROGELIO |SCHENECTADY |GEBAUER BETTY |Schenectady|RS COR 11/25/2019 |6/26/2020 ::g?qmw 1 9200-2 51.50 |3.00 29 30 Attendances
RS1920W/0014799 | DAVILA FOSTER |SCHEMECTADY |GEBAUERBETTY |Mohonasen |RS sT 9/3/2018  |3/6/2020 |2x30 1 9200-2 51.50 |37.00 25 26 Attendances
RS19200/0014800 | DAVILA FOSTER |SCHEMECTADY |GEBAUERBETTY [Mohonasen |RS COR  |9/3/2019  |3/6/2020 :unglTHLY 1 9200-2 51.50 |4.00 25 28 Attendances
RS1920W0015027 [DOCKERY |EDWARD |SCHEMNECTADY |GEBAUER.BETTY [Schenectady|RS ST1 12/9/2019 |6/26/2020 |2x30 G 9200-2 51.50 [16.00 27 28 Aftendances
RS1920W0015168 | DOCKERY |EDWARD |SCHEMNECTADY |GEEAUER.BETTY [Schenectady |RS COR 172712020 |6/26/2020 ::gr?lmw 1 9200-2 51.50 |1.00 21 21 Aftendances
RS1920W0015204 |ELDRIDGE |[ELWOOD |SCHEMNECTADY |GEBAUEREBETTY |Schenectady|RS sT 172712020 |6/26/2020 |2x30 1 9200-2 51.50 |7.00 21 21 Aftendances
RS1920W0014945|FOSTER  |ERNEST |SCHENECTADY |GEBAUERBETTY [Schalmont |RS sT 10/29/2019 [1/28/2020 [1x30 1 9200-2 51.50 |9.00 13 13 Aftendances
RS1920W0014937 [FULTON  |ALBERT |SCHENECTADY |GEBAUER,BETTY |Schenectady|RS ST1 11122019 [6/26/2020 |3x30 G 9200-2 51.50 |30.00 31 32 Aftendances




Enrollment Lookup — Attendance List

* This will also show if the attendances have been billed, and
have been billed on.

* Click on Treatment Log to see the actual session note.

Attendance List
Child Name: CHERRY, YONG  County: SCHENECTADY  Provider: GEBAUER.BETTY  District: lMohonasen
ESID: RS1920W0014784  From/To: 9/3/2019-11/1%/2012  Service: RS-ST(IND)  Frequency: 2x30
I
Service Date Make Up Medicaid Time In Time Out | Duration | # Sess % Mins/Session Service Provider Setting IndiGrp Signed Date | Co-Signed Date Voucher #

091119 910AM 940 AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 10/05M19 10/02/19 RS191005101620|Treatment Log
09/16/M19 9:35AM  |10:05 AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 10/05M19 10/02/19 RS191005101620|Treatment Log
09/18/19 900 AM  [9:30 AM 30 1.00 30 KRISTEMN HOFFMAN |Preschool || 10/05/19 10/05/19 RS191005101620| Treatment Log
02/23/19 900 AM  [9:30 AM 30 1.00 30 KRISTEM HOFFMAN |Preschool || 10/05/19 10/05(19 RS191005101620| Treatment Log
09/25M19 8:55AM  |9:25 AM 30 1.00 a0 KRISTEN HOFFMAMN |Preschaoal |1 10/05M19 10/05/19 RS191005101620 | Treatment Log
09/30M19 9:00AM 930 AM 30 1.00 a0 KRISTEN HOFFMAMN |Preschaoal |1 10/05M19 10/05/19 R5191005101620(|Treatment Log
10/0219 915AM  |9:45 AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 111119 11/11/19 RS5191111104620 |Treatment Log
10/07M19 9:00AM  |9:30AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 1111119 11/11/19 RS5191111104620 |Treatment Log
10/09M19 9:00AM  |9:30AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 11119 111119 RS191111104620 |Treatment Log
10/21M19 9:00AM  |9:30AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 11119 111119 RS191111104620 |Treatment Log
10/23/19 900 AM  [9:30 AM 30 1.00 30 KRISTEMN HOFFMAN |Preschool || 111119 1111719 RS191111104620 |Treatment Log
10/28/19 900 AM  [9:30 AM 30 1.00 30 KRISTEM HOFFMAN |Preschool || 111119 1111719 RS191111104620 |Treatment Log
11/01/19 1115 AM |11:45 AM 30 1.00 a0 KRISTEN HOFFMAMN |Preschaoal |1 12/02M19 12/02/M19 RS191202143036 | Treatment Log
11/13/19 910 AM 940 AM 30 1.00 a0 KRISTEN HOFFMAMN |Preschaoal |1 12/02M19 12/02/M19 R5191202143036 |Treatment Log
11/15/19 10:50 AM |11:20 AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 12/02M19 12/02/19 R5191202143036 | Treatment Log
111819 915 AM  |9:45 AM 30 1.00 30 KRISTEN HOFFMAMN |Preschool |1 12/02M19 12/02M19 R5191202143036 | Treatment Log




Move Attendance Between Enrollments

Attendance Billing Caseload

# If attendances have been entered on the wrong enrollment,
then they can be moved from one enrollment to another
without the service provider having to recreate the

attendances.

* |In order to move the attendances, they cannot be on a
voucher.

+ GO to Attendance > Move Attendances Between Enrollments

Move Attendance Between Enrollments 41"'9




Move Attendance Between Enrollments

* Filter the School Year, Provider & Last Name of the child.

\‘

* This will pull up all enrollments for the child for the school year chosen.

-l}aove Attendance Between Enrollments
School Year Session| 2019 - 2020 Winter  + |Provider| GEBAUER BETTY v |

Last Name harden | Search
school Year County District Provider ESID Last Name | First Name | Enroliment Type | From Date | To Date | RS Type | Frequency | Individual Or Group
2019 - 2020 Winter| SCHENECTADY [Schalmont| GEBAUER BETTY |[RS1920W0014737 [HARDEN DUDLEY RS 9/3/2019 9/23/2019 |ST 2%30 | Select
2019 - 2020 Winter | SCHENECTADY |Schalmont | GEBAUER BETTY |RS1920W00145845 [HARDEN DUDLEY RS 924/2019  |6/26/2020 |ST 330 | Select




* Select Enrollment by clicki

Move Attendance Between Enrollments

+ Check correct attendances boxes on left

# Click on “Select” on right for applicable enrollment

+ Click on “Move” to move attendance to the other enrollment
* You will the confirmation: Attendances moved successfully

W.

mj\ﬂove Afdtendance Between Enroliments

School Year SESSiOI‘Il 2019 - 2020 Wintar

~ |Provider GEBAUER BETTY ~ |

Last Name [harden

School Year County District Provider ESID Last Name | First Name | Enroliment Type | From Date | To Date | RS Type | Frequency | Individual Or Group
2019 - 2020 Winter [SCHENECTADY |Schalmont |GEBAUER,BETTY |RS1920W0014737 |HARDEN DUDLEY RS 9/3/2019 9/23/2019 |ST 2x30 I Select

2019 - 2020 Winter [SCHENECTADY |Schalmont | GEBAUER,BETTY |RS1920W0014845 |HARDEN DUDLEY RS 9/24/2019 6/26/2020 |ST 3x30 [ Select
Selected Enroliment Info

rvice Date Service Provider Individual Or Group [ County | District | ESID [ Enrcliment Type | From Date | To Date | RS Type | Frequency | Individual Or Group |

[ |[3r3/2020 KRISTEN HOFFMAN [I |Select| SCHENECTADY |[Schalmont |[RS1920W0014737 |RS |erai2019 |s/z3/2019 |sT |2x30 1 |
1 |3s5/2020 KRISTEN HOFFIMAN [I

1 [are/2020 KRISTEN HOFFMAN [I

O |3/10/2020 KRISTEN HOFFIAN [I

1 |3r11/2020 KRISTEN HOFFIMAN [I

O [ar1z/2020 KRISTEN HOFFMAN [I .ﬁ




Print Child Treatment Log

* Go to Reports > Child Treatment Log T

« The filters will allow you to specify criteria for the report. £

+ Select Service Provider _

. Child Treatment Log
* Select County

+ Select Child(ren)

Provider Service Provider -Service Dates County Children Print Report
& Al [\n ) -v—\‘ ©12020- 2021 Winter v/ [\(AII} v [\(AII} v|
O Choose Date Range

From Date: To Date:
912020 6/30/2021




Print Child Treatment Log

L

Printed: 5/28/2021 8:25:51 AM

@ P 0 RT AL Child Treatment Log —

09/01/2020 - 06/30/2021
ESID: CBRS2021W. . Occupational Therapy- Individual

B

Child: CHlEE S Date of Birth: €. Therapist: Dol " G
Date / Time Setting ICD/CPT Notes
Codes
04/16/21 Universal Pre-K F82 Student engaged in fine motor tabletop task tracing three various Notes Entered:
Classroom shapes, triangle, circle and square with modified tripod grasp and 1 5/4/2021 9:12:26 AM
In: 10:05AM 97530x2 vc to stay on boundary line while tracing to increase coordination Notes Last Modified:
Out: 10:35AM followed by coloring each shape according to color chart with 5/4/2021 9:12:26 AM
minimal whole space when coloring and 1 vc to color within
boundary lines. Signed:
5/4/2021
D - ITA
Cosigned:
5/5/2021
KEE ——
MSOTR/L
Meets Medicaid Requirements:
Yes
05/04/21 Universal Pre-K F82 Student engaged in fine motor task tracing various shapes with right | Notes Entered:
Classroom modified tripod grasp with 1 vc to stay on boundary lines when 5/7/2021 11:00:51 AM
In: 12:00PM 97530x2 tracing followed by coloring each shape with 1 vc to slow down to Notes Last Modified:
Out: 12:30PM increase motor coordination in right dominant hand. Composed first 5/7/2021 11:00:51 AM
three letters in first name independently with visual model of rest of
letters in first name due to difficulty with formation of letter y with Signed:
directionality. 5/7/2021
DT A
Cosigned:

NOT COSIGNED

Meets Medicaid Requirements:
Yes




Print Parent Signature Log
+ Go to Caseload MaintenaW

* Choose the Enrollment needed, and click Generate Blank Signature Logs for Selected
Enroliment

* On Generate Parent/Guardian Signature Logs, choose month, and click Generate

Caseload Maintenance

Generate

My Caseload

Choose one of the following options for log generation:
O Don't specify month

® One for each month

O These Months:

Month

Sep 20

Oct 20

MNov 20

Dec 20

Jan 21

Feb 21

Mar 21

C B [

Apr 21

0|0|0|0|0|0|0|0|0o|o

May 21

Jun 21

(0]
o
3
[
g
o

Pa renﬁGuardjLI._ll;l Signature Logs




Print Parent Signature

Preschool Confirmation of Delivery of Services

“sPORTAL pran

Service Month

COLUMBIA County
s e 5oE mﬁPI_Aiquw v ’
[ — Occupational Therapy 2%30
e

R ——
Agency Name NP1
Al e 1396907697 |Taconic Hills CSD
Name of Individual Provider Profession License NP1
D Licensed Occupational Therapist Assi] 007630 | 1053612770
Date of service Start time End time Session Code: Parent/Guardian Signature/Verifying
P,CA TA MU, S Witness Signature

Service Codes: P-Service Provided, CA-Child Absent, TA-Teacher Absent, MU-Makeup, S-CPSE Meeting

I certify that on the dates above, the above named child received the services noted and that documentation exists and is mamtained on file
wverifying the delivery of said services in accordance with all relevant fiederal, state and local laws and regulations governing the Medicaid

process.
Drate:

Therapist Si e




View Child Activities by Therapist Report

<‘\

* GO to Reports > View Child Activities by Therapist

Reports My Account

* The filters allow you to specify criteria for the report.

* Select Service Provider 5
WView Child Activities by Therapist ]

* Select Therapist I
* Select School Year
* Select Enrollment View Child Activties by Therapist
_Filters
* Select Dates |
Provider (MR MM W v|  Therapist s ey ™ School Year | 2000-2021v|  Enrollment v

From Date [5/01/2021 To Date |05/28/2021

Show Notes [ Include Aftendance / Treatment Logs Search

Excel




View Child Activities by Therapist Report
o

Child ServiceProvider | County ESID EnrolimentDescription Activity | AttendanceType | Date f‘.t:,: ::l Duration | SessionsToBill
L v
f e % |COLUMBIA|CHI CBRS (OT) S160-A 301 (070612028 |y tance 710612020, 12:30 PM |1:00 PM |30 100
4 08/14/2020)
: CBRS (OT) 9160-A1x30 -1 - (07/06/2020- |Child | |
: _+ ¢ |COLUMBIA|CBI ) i 7108/2020/ 100 PM [1:30PM |30
f ! ¢ |COLUMBIA|CRI GBRS (OT) 160-A A0 -1 (OTOT2020- | e TOVEd TEGIMENL 40090 465 1 125 PH 30 100
! i 08/14/2020) Session
f - ¢ |COLUMBIA(CBI GBRS (OT) 160-A 01 (O7I0GT2020- | g rOVIEA TrEMENL 7 e 100 P [130PM (30 100
) 08/14/2020) Session
f - ¢ |COLUMBIA(CBI GBRS (OT) 9160-A X301 (OT6T2020- |1 1 TOVOEO TEERMENL o0yl 00 P [1:30 P 130 100
) 08/14/2020) Session
: CBRS (OT) 9160-A 1x30- 1 - (07/08/2020- Provided Treziment | |
| r ¢ |coLUMBIA/CBI o) Aterdance) .~ 71272020/ 100 PM [1:30PM |30 100




Upcoming Webinars

e

+ Ulster County Review/Q&A
* 7[13 @ 2:30 pm https://attendee.gotowebinar.com/register/5266566553159641871
* 7[14 @ 11:00 am https://attendee.gotowebinar.com/register/667213756661032975

+ Please email the topics you would like to review or any questions you have to
bborter(@jmcguinness.com so we can prepare this webinar for you. We want to
make sure we have the topics ahead of time so we can ensure we answer your
questions the best we can. Even if you think you are the only one with this
question, please send it in anyway. If we do not have enough topics or
questions to cover, we will not have this webinar.



https://attendee.gotowebinar.com/register/5266566553159641871
https://attendee.gotowebinar.com/register/667213756661032975
mailto:bborter@jmcguinness.com

Upcoming Webinars

“

+« Billing (Agency & Independent Providers — Using an Outside System)
* 8/9 (@ 2:30 pm

T~

+ Billing (Agency & Independent Providers — Using the CPSE Portal)
* 810 (@ 11:00 am
https://attendee.gotowebinar.com/register 0 64004368

* 811 @ 2:30 pm
https://attendee.gotowebinar.com/register/841632584493037328



https://attendee.gotowebinar.com/register/3999682867140069136
https://attendee.gotowebinar.com/register/3955043794564004368
https://attendee.gotowebinar.com/register/841632584493037328

Follow-Up

This presentation will be recorded and the PowerPoint presenta e upload
Portal Knowledge Base for future reference.

* Helpful Knowledge Base Articles:

* Entering Weekly Attendance

*  http://support.cpseportal.com/kb/a38/entering-weekly-attendance.aspx
* Review and Sign Attendance

*  http://support.cpseportal.com/kb/a148/review-and-sign-attendance.aspx?KBSearchID=16970
* Move Attendance Between Enrollments

*  http://[support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx?KBSearchlD=16924
*  Child Treatment Log

*  http://support.cpseportal.com/kb/a28/child-treatment-log.aspx?KBSearchID=16959
*  Parent/Caregiver Signature Logs (blank logs for counties)

*  http://support.cpseportal.com/kb/a69/parent-caregiver-signature-logs.aspx?KBSearchID=16964
*  Therapist Activity Report

*  http://[support.cpseportal.com/kb/a27/therapist-activity.aspx?KBSearchID=16966

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



http://support.cpseportal.com/kb/a38/entering-weekly-attendance.aspx
http://support.cpseportal.com/kb/a148/review-and-sign-attendance.aspx?KBSearchID=16970
http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx?KBSearchID=16924
http://support.cpseportal.com/kb/a28/child-treatment-log.aspx?KBSearchID=16959
http://support.cpseportal.com/kb/a69/parent-caregiver-signature-logs.aspx?KBSearchID=16964
http://support.cpseportal.com/kb/a27/therapist-activity.aspx?KBSearchID=16966
http://support.cpseportal.com/main/default.aspx
mailto:support@CPSEPortal.com

