
CPSE Portal
Entering Attendance



Webinar Getting Started

CPSE Portal is located at

https://www.cpseportal.com/

https://www.cpseportal.com/


Webinar Outline

 Billing Overiew

 Provider PIN

 Creating a Voucher

 Print Voucher Summary 

 Submitting a Voucher

 Viewing Attendance Details

 Matching Children Enrollments

 Moving Attendance between Enrollments

 Rescinded Enrollments



Resources

 Email support@CPSEPortal.com

 CPSE Portal support site http://support.cpseportal.com

 Knowledge Base Articles

 Knowledge Base Menu from www.CPSEPortal.com

mailto:support@CPSEPortal.com
http://support.cpseportal.com/


Provider PIN

 Navigate to Billing Provider Profile under the My Account menu

 Select the PIN tab

 Enter you PIN and click “Create PIN”



Billing Overiew

 Attendance Gets Entered

 Attendances Signed (and co-signed if necessary)

 Empty Voucher is created

 User adds items to voucher

 User reviews the voucher

 User digitally submits voucher(s) to County using their Provider PIN

 User prints out Voucher Summary

 User mails Voucher Summary to County



Creating an Empty Voucher

 Navigate to Voucher Management screen under the Billing menu

 Click the Create Voucher Button



Creating Voucher

 Select County

 Select Type (RS, SEIT, CB, CBRS)

 Select School Year & Session

 Voucher # is created for you

 Billing Date is the date you plan to mail to the County

 Description is to help describe what will be on the voucher (ex. July 2016 Speech)

 Authorized Claimant is name of individual representing the Provider.  For an independent 
provider this is the therapist.  For an agency, typically this is the Owner, President, Director, 
etc.

 Claimant Title would be the title of the claimant (ex. President)



Create Voucher – Calculates potential 
items

 Looks for any attendance that

 Is associated with at County created enrollment (has an ESID/is matched)

 Has been signed (has a signed date)

 Has been co-signed or determined to not need a cosignature (has a co-signed date)

 Is not on another voucher already

 Groups those attendances by enrollment (ESID) and Service month and 
calculates an amount for that month for that enrollment.



Adding Details to the Voucher

 After initially creating the voucher, all the pending (not yet submitted to 
County) will appear on the Voucher Management Screen

 Info button allows you to edit the Billing Date, Description, Claimant and Title

 Details button takes you to the voucher details screen where you and can add 
items to the voucher.



Voucher Details



Adding items to Voucher

 Select the Service Month(s) you want to include

 Select the Service Type(s) you want to include

 Click “Filter”

 Select (click the check box) the rows that you 
want to include

 Click “Assign” to add them to the Voucher



Removing items

 To take an item off the voucher 
select the item in the Assigned list 
and click the “Unassign” button



Viewing/editing item details
 You can click the service month on a row to view the 

details

 The screen will show the attendance entries that make up 
that item

 If there is an issue, you can click edit to change the # of 
sessions, minutes per session, and amount billed

 You can also click the check box to include exclude an 
entry from this voucher



Print Voucher Summary

 Navigate to Print Voucher Summary under the Billing menu

 Set filters to limit the number of rows and click “Apply Filter”

 Find the row you are looking for and click the Print link for that row

 The report will appear in your browser as a PDF file.

 This file can be viewed, saved as a PDF or printed.



Voucher Summary



Submit Voucher
 Navigate to the Submit 

voucher(s) screen under the 
Billing menu

 Select the County and Service 
type

 Select Vouchers you wish to 
submit and click “Submit 
Voucher(s)”

 Enter the Name and Title of the 
submitter

 Enter your Billing Provider PIN

 Click “I Agree” to agree and 
digitally sign the voucher and 
submit to the County



Recalc

 Any items that have been changed since the initial creation of the voucher 
are not reflected in the total.  These changes include

 Signed/re-signed

 Matched to a County Enrollment

 Attendance moved from one voucher to another.

 The Recalc process …

 Looks for any attendance that

 Is associated with at County created enrollment (has an ESID/is matched)

 Has been signed (has a signed date)

 Has been co-signed or determined to not need a cosignature (has a co-signed date)

 Is not on another voucher already

 Groups those attendances by enrollment (ESID) and Service month and re-
calculates an amount for that month for that enrollment.



Why doesn’t attendance appear to be 
added to a voucher
 The attendance has been added or modified (matched, signed/co-signed) 

since the voucher was created.  

 Use Recalc to have system look for ready attendances

 The attendance is on an unmatched enrollment (no ESID)

 Match to County Created enrollment and use Recalc

 The attendance is missing a Signed Date or Cosigned Date

 Have the therapist/supervisor sign or co-sign the attendance

 The attendance is on another Voucher 

 If the other voucher has not been submitted you can remove it from that voucher

 If the County denied that attendance on that other voucher, submit request to 
support@CPSEPortal.com to rebill for that ESID and date of service

mailto:support@CPSEPortal.com


How to research Attendance not 
appearing to bill

 Navigate to Child Lookup screen under the Lookup menu

 Enter search criteria to find the child (use Advanced Search options if 
applicable)

 Click the Details link on the child you are researching



Researching attendance
 Locate the row for the enrollment on the Child Details screen.  You may need to change the school year 

filter.

 Make sure the row has an ESID (is a County created enrollment)

 If there is no ESID, it cannot be billed.  You need to match this enrollment to a County created enrollment

 Next, click the Attendances link to view the attendances for that enrollment



Researching attendance 
 Make sure the attendance exists in the list. 

 If it does not appear, then it is not in the system, or it is entered under a different child or different enrollment

 Make sure there is a date in the Signed Date column

 If it is empty, have the therapist sign it

 Make sure there is a date in the Co-Signed Date column (even if no co-signature is required for that therapist)

 If the therapist requires a co-signature, have the supervisor co-sign

 If the therapist does not require a co-signature, have the therapist make sure that their profile only lists their licensed 
credential (SLP and not TSHH).  Have the therapist un-sign and resign.

 Make sure the Voucher # is empty.

 If it is on another voucher that has not been submitted to the County you can edit that other vouchers details and remove it.
If the voucher has been submitted to the County and the County denied it and you would like to rebill it, follow the rebilling 
process.



View Unmatched enrollments

 Navigate to View Unmatched Enrollments under Caseload Maintenance



Attempt Matching 

 Row says “Attempt Child Match”

 The enrollment is associated with a child record that was created by the provider, 
not the County

 You need to match the child record to a County created child before the 
enrollment can be matched

 Row says “Attempt Enrollment Match”

 The enrollment is associated with a County created child record, and that County 
created child has County created enrollments that may match

 Row says neither “Attempt Child Match” nor “Attempt Enrollment Match”

 The enrollment is associated with a County created child record, however that 
County created child does not have any County created enrollments that may 
match



Matching Enrollments

 Attendance associated with unmatched enrollments cannot be billed to the 
County

 Use the View Unmatched Enrollments screen to try to match enrollments

 If the row says “Attempt Child Match”, you must first match the child to a 
County created child

 If the row says “Attempt Enrollment Match, you can try to match to a County 
created enrollment.



Matching Children
 Items cannot be submitted to the County on “Unmatched” 

children/enrollments.  They can only be submitted for County created 
enrollments

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

 Click Attempt Child Match from View Unmatched Enrollments



Matching Children

 The top of the screen will show the information you entered for the child

 The bottom shows the potential matches

 You can alter potential match search criteria for DOB and First ? letters of 
their last name

 Make sure the child you are selecting to match is the correct one and click 
select



Confirming your Child Match
 Click Select to choose the Count created child that matches your agency 

entered child.

 The bottom of the screen will ask you to confirm the information.  

 Double check the information for accuracy and if it is correct, click Match



Matching Enrollments

 Navigate top menu to Caseload Maintenance -> View Unmatched Enrollments

 If the child is an Unmatched child (agency created) you can Attempt Child 
Match

 If the enrollment has potential matches (same child and service type), the 
“Attempt Enrollment Match” link appears



Matching Enrollments to County Created 
entries

 The top of the screen shows the agency created enrollment information

 The bottom shows a list of potential matches based on service type only 
(doesn’t check dates)

 If you can find a County created match, click Select



Confirm Enrollment Match

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

 Double check the information is correct.

 If it is correct, click Match



Rebilling

 If you submit attendance to the County and the County denies it, and now you 
would like to bill it again, here is the process

 Remove the attendance from the original voucher.  This is done by submitting a 
request to support@CPSEPortal.com.  We need the County, ESID and dates of 
service that need to be removed.  See 
http://support.cpseportal.com/kb/a81/removing-attendance-from-submitted-
voucher-order-to.aspx

 Correct the attendance (if necessary)

 Move to correct ESID or;

 Unsign, modify the attendance and re-sign

 Add it to a new voucher

 Submit voucher

mailto:support@CPSEPortal.com
http://support.cpseportal.com/kb/a81/removing-attendance-from-submitted-voucher-order-to.aspx


Removing attendance from the voucher

 Using the process here, http://support.cpseportal.com/kb/a81/removing-
attendance-from-submitted-voucher-order-to.aspx , notify 
support@CPSEPortal.com that you wish to have attendance removed from a 
voucher

 We will remove it and notify you when that is complete

 We only take it off the original voucher so that you can fix it.  

 We don’t delete it from the system

 We don’t un-sign it

 We don’t correct it

http://support.cpseportal.com/kb/a81/removing-attendance-from-submitted-voucher-order-to.aspx
mailto:support@CPSEPortal.com


Attendance on incorrect ESID

 Sometimes the County will deny the entry because attendance is on the 
wrong ESID for a child.  This could be because

 The County rescinded the enrollment and you submitted under the rescinded ESID.

 The dates of service for the enrollment changed (ex. child moved districts) after 
the attendance was entered

 To resolve this, use the Move Attendance between enrollments



Moving Attendance
 Navigate to the Move Attendance Between Enrollments under the 

attendance menu

 Put in search criteria to find the child/enrollment that is currently 
associated with the attendance

 Hint… running this report with no name and Problems Only will show 
items that are problems that you may not be aware of



Moving Attendance
1. Select the enrollment that is currently associated with the attendance

2. Select the attendances that you would like to move

3. Select the new destination enrollment that you would like the attendances to 
be associated with

4. Click Move to move the attendances



Rescinded Enrollments
 Navigate to the County Rescinded Enrollments page under Caseload 

Maintenance menu

 List will show all Enrollments rescinded by the County

 Nightly processing removes rescinded enrollments that do not have any 
attendance

 Any attendance submitted on a rescinded enrollment will not be paid by 
County

 Use County Rescinded 
Enrollment screen to find 
rescinded enrollments and 
move attendance



Best practices

 Be proactive, fix potential problems before they get to the County on a 
voucher

 On a regular basis try to match children and enrollments

 On a regular basis move attendances that are on the wrong enrollment 
(outside of date range or rescinded)

 Before submitting the voucher, check again for attendance outside of date 
range



Additional Information

 Email support@CPSEPortal.com

 CPSE Portal support site http://support.cpseportal.com

 Knowledge Base Articles

 Knowledge Base Menu from www.CPSEPortal.com

mailto:support@CPSEPortal.com
http://support.cpseportal.com/
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