PCG

1. Entering Specific Nursing License Type

ALL Nurses who are designated as Related Service Providers MUST be identified as either a Registered
Nurse (RN) or Licensed Practical Nurse (LPN) for billing purposes. In order to accommodate this
requirement:

e Search for the User, click their name to go to the “Edit User Information for ____ " screen.

e Scroll down to the “Service Certifications” table.

e Click the “View” button to the right of either “EI-Nursing” or “Nursing” (whichever is appropriate for
this user’s situation).

PLEASE NOTE: this will also need to be completed for any Nursing Evaluation Related Services that may
pertain to this user.

v r
Mursing Evaluation I
Cecupational Therapy r
Cecupational Therapy Evaluation r

e If there are no Certifications on record, press the “Add Certification” button. If a valid cert exists,
simply choose the option that pertains to this user in the “Certification Type” drop-down box (see
below).

View Certifications for

No Certifications

Update the Database

Add Certification

e Enter the Nurse’s license number in the “Certified By” field and select either “Registered Nurse” or
“Licensed Practical Nurse” from the “Certification Type” drop down box, as well as the Begin AND
End Date of that license, then press the “Add Certification” button to save your update.

PLEASE NOTE: a certification is NOT valid unless BOTH the “Begin Date” and “End Date” fields are
populated.

Add Certification for

Certified By: |
Certification Type: | Please Select One (Murses OMNLY) x|

BeginDate [ [
End Date |

< Add Certification >
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2. New Doctor Authorization History Record

As you know, the Doctor Authorization record within EasyTrac did not have a history function,
which would allow you to enter new dates while retaining previous dates that authorized previous
services in previous IEPs. You had to create a separate Related Service record in order to capture
an updated/backdated (ie., new or old) Doctor Authorization date range in order to meet
compliance requirements during the billing process.

We have recently implemented a system enhancement that adds a history function to the Doctor
Authorization feature of the Student Record, thus, eliminating the need for the above work-
around.

Going forward, EasyTrac will maintain a history list for multiple doctor authorizations for each of
your students’ Related Services.

a. First, please familiarize yourself with the new Related Services Details display, below:

% Related Services Details for

Service Name: Mursing
SubArea: | ?

Provider: | -] 2
Dates Service Provided: Start Date: 7 | End Date: 7 |

Days Provided: ‘ r Munday‘ r Tuesday‘ r Wednesda\;‘ r Thursday‘ r Friday‘_
‘Start pate: 7 ‘ ‘End Date: 7' ‘ |_

Update Doctor Authorization

Group Size: -unspecified- »| ¢
Location: | =2

Update the Database [

There are no logs for this service

(There are 7.00 hour{s) in a school day at TS)

e NEW FIELD — “Days Provided” - Non required field — Check the box or boxes that
correspond to the days of the week that this student will receive this particular service.

e NEW BUTTON - “Update Doctor Authorization” — when clicked, this will display the History
table for this Related Service.

e Doctor Authorization Start Date and End Date fields — These fields will display any
CURRENT Doctor Authorization. If the “End Date” is in the past (ie — current date is greater
than End Date), that specific Doctor Authorization WILL NOT DISPLAY on this screen.
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b. TO ENTER A NEW DOCTOR AUTHORIZATION, click the “Update Doctor Authorization” button

% Related Services Details for

Service Name: Mursing
SubArea: | 2

Provider: | -] 2
Dates Service Provided: Start Date: 7 | End Date: 7 |

Days Provided: ‘ r Munda\;‘ r Tuesdav| r Wednesda\;‘ r Thursda\,r| r Frida\,r|

‘Stan Date: 7 ‘ ‘End Date: 7 |

Update Doctor Authorization
Group Size: I-unspeciﬂed- - 2

Location: | =l 2

Doctor Authorization:

Update the Databasze ||

There are no logs for this service

IThere are 7.00 hour(s) in a school day at TS)

e Inthe example below, please notice that any PREVIOUS Doctor Authorizations will display in
the “Existing Doctor Authorization Records” table.

e Enter the new Doctor Authorization “Start Date” and “End Date” in the appropriate fields and
click “Add Doctor Authorization”.

Doctor Authorization for

Existing Doctor Authorization Records

Del Start Date  End Date

™ |oiots2011 ngmwzmz_

Add a New Doctor Authorization Record

e e .
StartDateQ [osimz012 ) EndDateQ [0si01r2013 )
e — e —

dd Doctor Authorization

/\

Update the Databaze
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e Once the “Add Doctor Authorization” button is clicked, the new Doctor Authorization will
display in the History table below.

Doctor Authorization for

Existing Doctor Authorization Records

e e
Start Date  End Date

Del

09012011 | 09142012

0901/2012 [ 0900142013

Add a New DG
startpate: 7 [ [ EndDate: 7 |[

e Since the Doctor Authorization Date Range that was just entered is a CURRENT DocAuth, it will

ation Record

also display on the Related Services Detail Screen, below:

Related Services Details for

Service Name: Mursing
SubArea: | P

Provider: | -1 2
Dates Service Provided: Start Date: 7 [0oi1/2012 End Date: 7 |06 052013

Days Provided: ‘ 13 Mnnda\;‘ I Tuesdav‘ I3 Wednesdav‘ I Thursdav‘ W Friday|

‘stannate;( ‘uemwzmz ) ‘End[)ate; ( ‘0910112013 )

Update Doctor Authorization
Group Size: I-unspeciﬂed- -] 2

Location: | =l 2

Update the Databaze [

Doctor Authorization

There are no logs for this service

(There are 7.00 hour(s) ina school day at TS)
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3. Updating One Time Parental Consent

Parental Consent is REQUIRED for Medicaid claiming. Services will not be submitted for reimbursement
without this field being populated.

e C(lick on the ‘Students’ tab at the top of the Main Menu screen

e Search for the student

e C(lick on a student’s name

e Scroll to the bottom of the page to Parental Consent to bill for Medicaid Services.

arental Consent to bill for Medicaid Services ---

Signature Date: [0s012013 | [EE) Begin Date: | End Date: |

Update the Databasze

Make this student inactive I

e Enter the Signature Date and press the “Update the Database” button, this will take you to the
CONFIRMATION PAGE where you will designate the type of consent given.

Confirm Events for
Please confirm the following new event(s) for Jerome Bettis by checking the appropriate checkboxes. Also, fill in any missing information, and correct any incorrect information.
@dicaid Consent Signature Date: [t5miiz013  [EF Consent?: [l Medicaid Consent Begin Date:[ (B3 Medicaid ConsentEndDate:[”  [g
Nin
ho Response

eg
Yes One Time
o One Time

e Please ensure that you check the checkbox to the left of “Medicaid Consent Signature Date”

e Select the appropriate “Yes One Time” or “No One Time” from the “Consent” drop down box

e For “Yes One Time” ONLY the “Medicaid Consent Begin Date” field needs to be populated.

e For “No One Time”, no date fields are required

e Click the “Update the Database” button
PLEASE NOTE: If a parent rescinds their consent for Medicaid billing at any time, you must update the
“Parental Consent to bill for Medicaid Services” with the date the parent refused to give consent; this will
prevent Medicaid billing from occurring for services after that date. Once “No One Time” is selected on the

confirmation screen, the date fields will not display, the Signature Date will be recorded (on the History table)
as the date that the parent rescinded their consent.
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4. Edit Service Log Comments

Service Logs will now have a feature to edit the Comments Section.

e Toview a log requiring the edit of a comment section, first Search for the student:

12pogecucation.oom/ easyrep.pix /op =ait_authenbicatedsiLustomerName = paac platesessioniL =040 /453LBUBE 1ULZY8BEE 3 1 EYSOASLALEIHO
| '$Senice Desk #eg PPM T Pennsyhvania School.. = Comstant Contact () Public Consulting G... [ EasylEP (-~ [ Pennsybania Medic.. [I] Continuous ERgibile—. [ edu. [ PC id Cost —. @ Medical Assistance .

m&lﬂhl&uﬁlv&-alwlw&mlwmlg|mmmm

g Criteria for Selecting Students to View
Grade Level: MGaces =] %

School: A Schools -l &
Student Last Name: zams 71 Exact Match 9
Student First Name: £l Exact Match ?
| Student Middle Name: 71 Exact Match 9
Student ID: 1 Exact Match ?
PA Secure ID #: I Exact Match
I General Ed T Special Education Eigibility & IEP
‘ Status: 1 Child Study I Special Ed 1 Discontinued
Referral
Medicaid Status: I Has Medicaid Number

Sort List By: Swderts Lastame || &

= Mark Jones prod12(16) Prodi2-14 (interp 6, 1593 hits, 1.09 GB) paaccesstempiate L ‘StudentCriteria htm {opc 0.91s, content: 0.358)
easyiep_base.css, pademo.css butonmenu css, linkmenu css, Feemenu css, advancedeasyiepmenu css

e C(Click on their name to view the students Personal Information Page:

ent stomer nplate&SessionlD=62C

ation.com/easyiep.pix?op=alt_authent & CustomerName 5
\ « wg PPM I Pennsyhvania School s> Constant Contact () Public Consulting G... ') EasylEP Aggregate (.. [8) ia Medic.. [ Conti igebil [ . edu. [ PCG id Cost.. @ Medical

Loqmlhhuulsuwlslmuslhpmlmmmlmmlglmnmm

& selecta Student

090172012 | WHHS Christopher Bams | ESTI016 | 17 Years | 021161996

~ SU | Johnny Quest
. 03202012 WHHS| 3 TEST9028| 9 Years |03/28/2004 |ED |Kristin Hunter

| « WHHS| 5 |Dominigue Bams | TESTO040| 11 Years | 0609/2002 |AUT | Kristin Hunter

| " | 072372011 | 010172013 [ WHHS | 9 |Gregorv) Bams |TEST9034 | 14 Years | 06031999 |OHI | Administrator Test
s WHHS | 12 |John Bams TEST9004 | 17 Years | 01041996 |SU | Johnny Quest
s WHHS| 1 |JonathanBams |TEST9022| 9Years|01/22/2004 |SU |Peter Smith

| . 090212011 | 0312012 [ WHHS | 4 | Nicole Bams TEST9010 | 12 Years | 01/10/2001 | SU | Peter Smith
. 032012 WHHS| 8 |NolanBams TESTO046 | 14 Years | 021151999 | MD

| * Mark Jones * prod12 (16) prod12-12 (interp 9, 1326 hits, 1.18 GB) paaccesstemplate none SelectStudent htm (op: 0.76s, content: 0.46s)
easyiep_base css, pademo.css bultonmenu css, Enkmenu css, reementu css, advancedeasyiepment. css
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o C(Click “Related Services” from the menu options:

com/eas

& Medical As:

] PCG Medicaid Cost ...

| Main Menu | Students

@ Personal Information for Christopher Barns  VIeW! worspace [+]

Name: Christepher Bams

Gender: Male

Race: Agian

Date of Birth: 02161996  (Age: 17 Years)
Grade: 12th Grade

Student ID: TEST016

PPA Secure ID#

Medicaid Number:

School: William Hardy Academy
Prim. Language: PORTUGUESE

Language of instruction: ENGUSH
ResidentResponsible District Ambridge Area School Disirict
Medicaid Parental Consent Signature Date : | 09012012

Medicaid Parental Consent Begin Date: 09012012

Medicaid Parental Consent End Date: 06302013

Length of School Day: 300.00 minute(s) (Std)

* Mark Jones * prod12 (16) _prod12-11 (interp 9, 1945 hits, 1.29 GB) paaccesstemplate Spedal Educalion 'VStudentinfo htm (op: 2295, content: 0.20s)

easyiep_base.css, pademo.css bultonmenu css, linkmenu.css, ireemenu css, advancedeasyiepmenu.css

e Choose “Details” box next to the service area where the log is located:

aducation.com/easyiep.pix?op=alt_authentic. 8CustomerNam sstemplatediSessionlD=62C7453EB 2298BEE31E9B6A3CA28FromA
Desk vy PPM  TI] Pennsybvania School.. o Constant Contact Q) Public Consuling 6. [ Aggregate (. [@] Pennsyhvania Medic.. [[] Continuous Eligibdt..

Related Service Amoant of Service Coasult ESY Pet
SpeechlLanquageHeanng 2 sessionsimonth of 60 minutes
Occupasional Therapy 2 sessionsiweek of 30 minutes '60 | Detaits §
Psychological Evaluation 2 sessionsiday of 30 minules 201 '—
Nurging 2 sessiongiaay of 10 minutes ooo | JEEEEE | —
Teachers of ihe Hearing impaired 2 sessionsiweek of 30 minutes a0 ) N ) —
Special Transportation 200 | NN | —
Soctal Work 200 | RN | —
Psychology 200 | R | —
Psychology 200 | N | —
Paychialric 200 - -
Physician 200 | NN | —
Physical Therapy 200 | SRR | —
Personal Care Assistant ooo | RN | —
Origntason and Wodility 200 | | | —
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e [ndicate the date range of the log to be edited and then click “View Service Log”

ationcom/easyiep.pix?op=ait_authenticated8:CustomerName=paaccesstemplate8iSessionlD=62C7453EBDBE102298BEE31 E986A3CA28FromAggregate=1
we PPM T Pennsyhvania School. s Constant Contact () Public Consulting G—. ) EasylEP Aggregate (— [ Pennsybvania Medic—  [J] Continuous Eigibdie.

edv 1 PCG id Cost . @ Medical Asse

View Related Services Details for Christopher Barns (Occupational Therapy)

Service Name: Occupational Therapy
SubArea:
Provider:
Begin Date:
End Date:

Group Size:
\ Location

Y < 0n o Afer. b10120m5 | o Before: o7oszsrs  FI (5 logs existfiom 1204201210 0507:2013)
(There are 300.00 minute(s) in a school day at WHHS]

prod12-18 (interp 9, 1396 hits, 1.18 GB) paaccesstemplate Specal Educaion VSeniceDetails htm (op: 1.47s, content: 0.14s)
easyiep_base Css, pademo.css buionmenu css, inkmenu €SS, Feement CSS, avancedeasyiepment css

e Logs that are pending approval or are already approved within the time frame indicated will
appear. Select the “Details” button on the right side of the log which needs to be edited:

reducation.com/easyiep.pix?op=ait_authenticated8:CustomerName =paaccesstemplatedSessionlD =62
eDesk sy PPM TN Pennsybania School. «* Constant Contact ) Public C

f| Service Log for Christopher Barns (01/01/2013..07/08/2013)

Service: Occupational Therapy
Begin/End Date: (unknown) (uninown)
Frequency: 2 sessions'week of 30 minutes

Trpe Prowider Duratios of Service Start Tame End Time Growp Size Progress Report
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e Edit the comments section to correct any information. Then select “Update Service Log”:

wnia School... == Constant Contact () Public Consulting G... EasylEP G- P ¥ edy | PCG M, Cost ...

Log Out | Main Menu | Studenis | Personal [ felsied Services | Documenis

Service Log Details for Christopher Barns (Log # 2120)

Service: Occupational Therapy
Begin/End Date: (unknown). (unknown}
Frequency: 2 sessions/week of 30 minutes

Service Log ID 2120
Date 0502/2013
Date/Time Signed 07/M08/2013 14:13:00
Type Direct

Provider Mark Jones

Start Time End Time
Duration of Service

09:00 AM - 0930 AM
Group Size Indiv.
Progress Report Maintaining
Information Update /—

Comments

=] =

Functional Academics: Adaptive Handwriting / Writing Accommeodations
Functional Academics: Adaptive Handwriting / Writing Implement
Functional Academics: Adaptive Handwriting / Writing Surface
Functional Academics: Handwriting Control / Coordination

Areas Covered/Assessed

prod12-13 (interp 4, 526 hits, 0.97 GB)
isyiep_base.css, pad 0.CSS

e You will not be redirected from this page once you click “Update Service Log”. You can check the
information has updated by going back to the “Related Services” page and following the steps
again.

PLEASE NOTE:

e ACCESS Coordinators can only use this feature if they are On Behalf Of the provider.

e ONLY the Related Service Provider whose name is on the log or someone acting On Behalf Of that
provider can use this feature. Related Service Providers cannot alter logs of other providers.

e This function CANNOT be accessed from the Logging Wizard for either provider type.

o Ifalogrequires other data to be edited (ie. Date, Type, Duration of Service, etc.), the log would need to
be requested for deletion and reentered with the correct information.
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