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INTRODUCTIONS



The purpose of today’s webinar is to…

 “Review” any topics from previous webinars, and  

 To “answer any questions” pertaining to any topics that
have been covered in previous webinars.

McGuinness also included some slides on previously-covered topics that we 
have determined would be beneficial to review.

PURPOSE OF WEBINAR



Review Topics  
 Review of the Unmatched Child / Enrollments Process – Slide 8

 Q/A – Matched/Unmatched Enrollments

 Co-Signing Session Notes for PTA’s, COTA’s & CFY’s – Slide 22

Questions/Answers
 General – Slide 25
 Attendance/Session Notes – Slide 26
 Parent Signature Logs – Slide 35
 Billing – Slide 36
 Reports – Slide 37

Review Topic
 How to Complete Digital Speech Recommendations (for SLPs only) – Slide 38

TOPICS COVERED



REVIEW OF 

UNMATCHED CHILDREN & ENROLLMENTS

UNMATCHED CHILDREN & ENROLLMENTS



How does this work when the county/school district doesn’t create an enrollment until after the service

starts?

 Do Not wait for the “official” enrollment to be entered by the county/school district before completing the digital order.  You 
will most likely have to begin therapy prior to the creation of the official enrollment.

 Agencies and Independent Providers have the ability to create “unmatched” children and enrollments.

 Unmatched children and enrollments are placeholders.  They exist so you can work contemporaneously while waiting for the 
official record to be created (by the county or school district).

 With an unmatched child and/or enrollment, you can complete treatment logs, create digital orders, upload prescriptions, etc.

 When the official record is created, the billing provider (agency/independent provider) will need to “match” the temporary 
(unmatched) record to the official record.  The matching process moves all the written orders, treatment logs, etc., to the 
“official” record and the temporary (unmatched) record is deleted.  

UNMATCHED CHILDREN & ENROLLMENTS 



 Go to Caseload Maintenance > Unmatched Children & click Add Child
 Fill in the “Add Child” Screen > Click Add

(Make sure this information is correct, if the official record has different information (i.e., different DOB or service dates), the two 
records will not match.)
able to be matched. )
to match the two records.)  

HOW TO CREATE AN UNMATCHED CHILD



HOW TO CREATE AN UNMATCHED ENROLLMENT

 Go to Caseload Maintenance > Add/Edit Unmatched Enrollments

 Type the child’s name into the Name box > Click SEARCH

 Fill in all the pertinent information in the table (Session, Enrollment Type, Etc.).  

 Click “Add” at the end of the row.



 At this point, the CB enrollment has already been created.

 Go to Caseload Maintenance>CBRS Enrollments
 Select the correct session, 

 Enter the Provider

 Enter the County

 Enter the child’s information (Last Name, First Name, DOB)

 Click Search

HOW TO CREATE AN UNMATCHED 
CBRS ENROLLMENT



 Fill in the following CBRS data.

From and To Dates

RS Type (OT/PT/ST)

 Individual or Group

Units (Frequency)

Minutes (Duration)

Time Span (Weekly, Monthly, etc.)

Click ADD

HOW TO CREATE AN UNMATCHED 
CBRS ENROLLMENT 



 Go t0 Caseload Maintenance > Unmatched Children

 Click on the “Attempt Match” link

Click Select

HOW TO MATCH AN UNMATCHED CHILD



 After you click Select, the unmatched child (on the bottom left) and official record 
(on the bottom right) added by the County will appear at the bottom of the screen.  

 If the child’s name and date of birth match for both records, click Match.

HOW TO MATCH AN UNMATCHED CHILD



 Go t0 Caseload Maintenance > View Unmatched Enrollments

 Type in the Child’s name > SEARCH

 Find the child in the list and click the “Attempt Enrollment Match” link.  

HOW TO MATCH AN UNMATCHED ENROLLMENT



 After you click SELECT for the correct enrollment, the unmatched enrollment 
information and the official enrollment information appear at the bottom of the 
screen.  

If the unmatched dates of service and frequency matches the official enrollment, 
click the MATCH button.  

HOW TO MATCH AN UNMATCHED ENROLLMENT



 The county will enter the information if time allows and we just have to match the 
child to our therapists?

 The county will enter the enrollment and all of the child’s information once they receive the 
STAC1 from the school district. While waiting for the county enrollment, either the agency or 
the Independent Provider should create an unmatched child and unmatched enrollment so 
you can assign a therapist to the child, record attendance and session notes. Once the county 
creates the official county created child record, you will then match your unmatched child to 
the county record, and the records will merge. Anything you added to your unmatched 
child's record will now be added to the county created record.

SUBMITTED QUESTIONS –
MATCHED/UNMATCHED ENROLLMENTS



 Does the county match enrollments?
 No, the county does not match enrollments. The agency or Independent Provider will need to match 

the unmatched child/enrollment once the county creates the official enrollment record for the child.  
Attached is the Knowledge Base article on this topic: 
http://support.cpseportal.com/kb/a175/matching-unmatched-children-and-
enrollments.aspx?KBSearchID=17179

 What happens if the wrong child gets matched to an enrollment?
 The child gets matched before the enrollment can be matched, so as long as the child was matched 

correctly that issue shouldn't occur. If you have matched the wrong child or wrong enrollment, reach 
out to the Portal Support Team at support@cpseportal.com for help. 

SUBMITTED QUESTIONS –
MATCHED/UNMATCHED ENROLLMENTS

http://support.cpseportal.com/kb/a175/matching-unmatched-children-and-enrollments.aspx?KBSearchID=17179
mailto:support@cpseportal.com


 Who at the county will be managing the Portal regarding Enrollments, Unmatched 
Children/Enrollments, Matching, Etc.

 The county does not handle Portal questions.  McGuinness has a Support Team that answers 
all questions regarding the Portal.  You can send your questions directly to:  
Support@cpseportal.com.  

 Regarding enrollments:  The county will be entering enrollments into the Portal once they 
receive the STAC1 from the school district.  This is why the unmatched process is needed.  
Any questions regarding enrollments can be directed to county.

SUBMITTED QUESTIONS –
MATCHED/UNMATCHED ENROLLMENTS



 Can corrections be made to records, including the info the county has entered?

 No, you cannot make corrections to County created records, but you can make corrections on 
your unmatched record. To make a correction to your unmatched record (usually to edit the 
DOB or spelling of the child’s name) you will go to Caseload Maintenance > Add/Edit 
Unmatched Enrollments. This feature can be used by the agency or Independent Provider 
only.  If a correction does need to be made on the County record, you will need to contact the 
County to make the correction. 

SUBMITTED QUESTIONS –
MATCHED/UNMATCHED ENROLLMENTS



REVIEW OF 

CO-SIGNING SESSION NOTES FOR 

PTA’s, COTA’s & CFY’s

Co-Signing Session Notes



 Go to Attendance > Digital Signature >  
Co-Sign Attendance

Co-Signing Session Notes



 Use your filter to select date range, therapist and a specific enrollment. 

 Once you have selected your filters, click "Retrieve”

 After reviewing attendances, select the attendances you wish to sign by clicking the box 
next to each name.

 Click on "Sign Attendance” 

 Read the agreement, enter your PIN and click "I agree”

 Once the attendances are signed successfully, you will receive a confirmation pop up.

Co-Signing Session Notes



 When a child lookup is completed, can an agency or itinerant see every student that 
the County has entered?
 No, the agency will only be able to see students specifically assigned to that agency, and a 

provider will only see students assigned to that provider.

 When will our summer school students be entered so that schedules can be made 
and scripts and IEPs uploaded?
 The county is responsible for uploading students into the Portal. If they have not yet entered 

a child, you should enter an unmatched enrollment in CPSE Portal and match it to the county 
enrollment when it is uploaded to the Portal.

SUBMITTED QUESTIONS –
GENERAL



 Will the notes from previous sessions be transferred to this new system?

 No, notes written prior to July 1, 2021, will not be entered into the Portal.

 If a child is absent and you enter that in the entry type, do you write anything under 
session notes regarding the reason, or should you do a separate entry under Activity 
Management?

 You must mark the session as a Missed Treatment Session (this session will show in red on 
your weekly calendar) so you have the option of choosing a Make-Up Session in the future. If 
you know the reason why the session is missed you can write this in the session note.  At this 
time, counties do not require any information from the Activity Management.  It is up to your 
agency should they want you to enter information in the Activity Management. 

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 Will the county require providers to submit a paper copy of classroom attendance 
for 2021-22? School closures currently show on the Portal as blank spaces (with no 
reason) because the Portal only reports “Present” or “Absent”.
 Classroom attendance that is entered into the Portal will print with the Billing Voucher when 

billing is completed. Ulster County is also requiring that all absences (including school 
closures)  be written on the bottom of the Classroom Attendance form. You also have the 
option of entering any absences and reasons under Activity Management.  This can also be 
printed and submitted to the county if needed.

 How soon after the session do session notes need to be entered?
 Medicaid requires that session notes be completed as soon as possible after the session.  For 

supervising therapists, Medicaid requires co-signatures to be completed within 45 days. 

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 Is there a way to create weekly schedules from which we can enter session notes? I 
know we can access a calendar to enter our notes, but it seems that the entire 
session note needs to be entered each time. The system we used previously allowed 
access to different daily schedules for regularly scheduled sessions. 

 No, there is not a way to create weekly schedules. You will need to enter all attendances 
(present, absent or make-up) on your Weekly Calendar, and write a session note for each 
student. 

 Can we assign a pre-schedule into the Portal and work off a specific timed schedule?

 No, you cannot prefill the Portal with a schedule. 

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 Can you revise a note as long as you unsign it? 

 Yes, you can revise a session note until it is attached to a voucher or has been submitted for 
billing. Remember to resign any session notes that you have revised.

 If you unsign a note to make an edit or amendment, do you lose the 
contemporaneous documentation?

 No, you will not lose the contemporaneous documentation. Un-signing will allow you to make 
changes your session note. Remember to resign your session note.

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 Is signing all of your notes at the end of the week acceptable?

 Yes, you can sign either daily or weekly.  You will need to sign before the sessions can be 
submitted for billing. There is a report where you can see all of your unsigned attendances to 
review and sign them. We recommend that you do not wait until the end of the month to sign 
your notes. Any errors will cause issues for billing, and it's easier to fix the issues as they arise 
instead of waiting until the end of the month when you may not remember.

 How do you know if a CPT Code is a timed code?

 The list of CPT codes and their descriptions can be found at: 
http://www.oms.nysed.gov/medicaid/resources/

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES

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


 How do you print all services for a child that show sessions held and non sessions?

 You can print Session notes by going to Reports > Child Treatment Log. You will then filter 
Provider, Service Dates, County & Child and choose Print Report.  You can also print from the 
Activities tab by going to Activities > View Child Activities by Therapist.  This will include all 
session notes , and any activities entered by the therapist. Both reports can be downloaded 
and saved as a PDF, and can be printed at any time.

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 For home-based related services do you just write "home" or the address of the 
child's home?
 If you are servicing the child in person at the child’s home you would enter the setting as 

home and the location as the child's home address.  After you enter the address once, it will 
save and be available to choose for future sessions.

 When would you move attendances to other enrollments?
 If you entered session notes on the wrong enrollment or the county has rescinded the 

enrollment, you would use the Move Attendance Between Enrollments feature to move the 
attendances that are on the wrong/rescinded enrollment to the correct enrollment.  The 
Knowledge Base article link on this topic is:  http://support.cpseportal.com/kb/a53/move-
attendance-between-enrollments.aspx?KBSearchID=17194

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES

http://support.cpseportal.com/kb/a53/move-attendance-between-enrollments.aspx?KBSearchID=17194


 How would you enter a group where one child is in this Portal but another child is school age and 
their notes are in a different system?
 Enter all of the children in the group who are in the CPSE Portal and leave out the others as their names are 

not available to choose from.

 What will happen if the students in the group are from different counties? Will the county see all the 
students?
 The county will only be able to see the children that are in their county.

 How do the therapists add times for a missed session? What if the therapist is able to fill the 
scheduled time with another child?
 The therapist will enter an attendance and mark the session as a Missed Treatment Session in the time slot 

that was scheduled for the first child. The therapist can also provide service to another child in this time 
slot, as they will create another attendance for the second child, and this will not cause any issues with 
billing.

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 What happens if a child is absent for the scheduled therapy session but later comes 
in and is marked as present in the classroom or visa versa will that be an issue?

 If the child comes in late and was absent for your session you can mark it as an absence. This 
should not cause an issue.

 For Center-Based programs, will you need to enter the agency name and address 
each time or will you be able to select it after you initially enter it?

 The CPSE Portal will save your frequently used locations, so after you enter the address the 
first time, you should be able to select your address later on.

SUBMITTED QUESTIONS –
ATTENDANCE/SESSION NOTES



 Will providers be expected to print (and mail) the Parent Signature Logs to the 
county monthly?

 Yes, the Parent Signature Logs will still need to be completed and mailed to the county each 
month along with the Billing Vouchers.

SUBMITTED QUESTIONS –
PARENT SIGNATURE LOGS



We have received a few previously-submitted questions related to Billing.  

We will answer the submitted questions, but since the Billing webinars have not been 
delivered yet, we are going to limit any further responses regarding Billing.

Dates for the upcoming Billing Webinars:

 Thursday, July 29, at 2:30

 Monday, August 9, at 2:30

 Tuesday, August 10, at 2:30

 Wednesday, August 11, at 11:00

SUBMITTED QUESTIONS –
BILLING



 Will providers be expected to print and submit electronic billing each month? 
 A provider who works for an agency will not need to submit electronic billing.  The agency or Independent 

Provider will need to submit electronic billing each month.

 Can services be billed on an unmatched record?
 You cannot bill on an unmatched record.  Make sure that you check for any potential matches frequently 

in order to bill at the end of the month.  

 For related services within a Center-Based program, can an agency bill for a student if scripts 
have not been submitted?
 No, a prescription needs to be uploaded and attached to an enrollment for an agency or an Independent 

Provider to be able to bill for any service. Send your prescriptions to Ulster County, and they will upload 
to the Portal.

SUBMITTED QUESTIONS –
BILLING



 Does the Portal have a report that can be pulled for the RS-2 of SED-4 Reports, or a 
report that can be run year-end that gives the number of services that should have 
been provided to each child versus what was actually provided?

 The CPSE Portal does not provide a full report containing all of the information requested 
above. However, an agency can go to Lookup > Enrollment Lookup and can filter each county 
along with either CB, CBRS, RS or SEIT, the school year needed and retrieve a list of students. 
This list will provide the Frequency of the Service, the # of Sessions Billed, and the SED Weeks 
Enrolled.  The list does not contain the # of missed sessions or the reason why the sessions 
were missed. It is suggested that each agency keep their own records.

SUBMITTED QUESTIONS –
REPORTS



Any other Questions?

QUESTIONS



REVIEW OF 

DIGITAL SPEECH RECOMMENDATIONS

DIGITAL SPEECH RECOMMENDATIONS



Prior to creating any digital order, there is a one-time set up that is required for the 
“practitioner” as well as the “billing provider.”  If this is not set up prior to creating the 
digital order, the SLP will not be able to complete the digital order.  

FOR THE ORDERING PRACTITIONER: (My Account>My Profile)

 Ordering practitioner name

 NPI and license information

 Provider contact information including address and phone number

 Signature

 Signature title and credentials must be entered

Pin # must be set up

ONE-TIME SET-UP – ORDERING PRACTITIONER



ORDERING PRACTITIONER INFORMATION



ONE-TIME SET-UP FOR THE BILLING PROVIDER

Go to My Account>Billing Provider Profile

Enter your complete billing 
address (street, city, state, zip) and 
phone number including area 
code.  

Click Update



 There are two ways to create the digital order. 

1)    “Prescriptions for Caseload” under the Caseload Maintenance Menu.  

Caseload Maintenance>Prescriptions for Caseload 

(Use this screen to enter initial/new prescriptions.)  

2)  You can also use the “Create New Order” under the Caseload Maintenance Menu.  

Caseload Maintenance>Create New Order

(Use this screen to enter subsequent prescriptions. 

e.g., when a change in service occurs and a 

new Rx is required.)

CPSE PORTAL DIGITAL SPEECH RECOMMENDATION
(How to Create the Digital Order/Recommendation)



For children who do not have a written order,  you will see an additional column on the “Prescriptions / Written Orders 
for Caseload Screen that shows a link, “Create Speech Recommendation.” 

1. Click the “Create Speech Recommendation” link.  When the link is activated, six of the eight required items will 
autofill the digital order template (Child’s name, DOB, county, district, agency & term of service – date range).

2. You will fill in the two remaining fields to complete the digital order.
 Enter all applicable ICD Codes
 Preview & Digitally Sign (with your Pin #)

(This option is only available to SLPs.  The last column shown above will not be available to other disciplines.)

PRESCRIPTIONS FOR CASELOAD



CREATING THE DIGITAL ORDER
Digital Recommendation Template

NOTE: The date the digital recommendation is created, becomes the signature date of the recommendation and is the first date that Medicaid can be 
billed.  The SLP may need to create an “unmatched enrollment” that the agency will need to “match” once the official record has been created.  More 
on this topic later in the presentation.  

Fill in this screen accordingly.

*

Everything above this line is 
auto-filled from information 
already in the Portal.
(Child’s Name, DOB, County, District, 
Agency, Term of Service/date range -
Six of the eight items)

The two items below this 
line will be completed by the 
SLP.
1. ICD Code(s)
2. Digital Signature

*



PREVIEW & SIGN THE DIGITAL ORDER



DOWNLOADABLE / PRINTABLE COPY

This block of information fills in automatically 
when you click on the “Create Speech 

Recommendation” link.

This fills from the “Create Digital Order” Screen.  
This is one of the two fields that is entered by the 
SLP.

This block of information fills in from the Billing 
Provider Screen (My Account>Billing Provider 
Profile).  If this is not filled in, the order cannot be 
created.  This should be updated by the Agency.

This block of information fills in from the My 
Profile Screen (My Account>My Profile).  If this is 
not filled in, the order cannot be created.  
Updated by the SLP.

The signature date fills in automatically when created.  

The Signature fills from the My Profile Screen 
(My Account>My Profile).  If your signature 
and credentials are not filled in, the order 
cannot be created.

If you are not successful in creating the 
digital speech recommendation, look at 
where the information is pulling from (noted 
in red) and try to determine if anything 
needs to be entered. 

ITEMS TO CHECK:

• Create Digital Order Screen
 Data Entered by SLP

(ICD Code & Signature)

• My Account>Billing Provider Profile
 Address/Phone #

• My Account>My Profile
 Name, NPI, License
 Signature & Credentials  
 Digital Signature Set-up

The resulting Rx does not need to be printed, 
scanned, uploaded or entered into the Portal.  
The Rx is verified upon completion.  

Unless another option is selected the default time 
period/term of service will autofill when the 
“Create Speech Recommendation” link is clicked.



Each attendee will be emailed the following information as follow-up to the Webinar
 The recording of the Presentation

 The PowerPoint Presentation

 Any Knowledge Base Links to Tutorials related to the Presentation

The Webinar Recording & Presentation can also be accessed through the Knowledge 
Base using the link below:

 Knowledge Base Link:  http://support.cpseportal.com/Main/Default.aspx

Any questions can be sent to our CPSE Portal Support Team using the following link:

 CPSE Support Team Email:  support@CPSEPortal.com

Follow-up

http://support.cpseportal.com/Main/Default.aspx
mailto:support@CPSEPortal.com

