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Find Existing Student and My Caseload
From the sidebar > Click Manage Students
Use filters to search or ‘Find Student’. (A) Checkbox ‘My Caseload’ to create filters for your own work.

ﬁ[btrlﬂ:trl Gol Makes searching and reporting quicker for students who are 1o be
seen regularly. A caseload filter 1s avallable to use throughout the
Home Dashlicad product. Cosigning and rejected item notifications are also separated
Find Stodent by caseload on the main screen.
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Alternatively,
Click [Add Student] and use magnifying glass to lookup

A Student with the DOB, First and Last Name you have entered already exists

Duplicate warning shows if the Student is already
registered for this District. Click the ID of the existing
record or close the popup if this is truly a new student.

Choose one of the records below, or hit Esc to close this Duplicate Waming
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How to Add a Student

From the sidebar > *IEHJ;E& -~ Find Student
_[=IFitter Criteria Cl
1. Click ‘Manage Students’ e MiREIAteT SO
2. From the ‘Find Student’ page > [Add Student] Last:| _
Students Student 1D: | :

e |

[ © Add Student ]

3. Fillin required fields
A. check ‘My Caseload’ to add
a filter for your own students 3
4. [Save]
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Manage a Student

Add or lookup an existing Student to open the Student Dashboard to manage their services.

A. To add to your caseload ‘Click Edit’ > check ‘add to Caseload’

Student Dashboard
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Student Name A | DoB
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~[H Service History (7)—
Qnly My Services: 5

\ /

Thars ars no racords avaiahls

(Ea Student Appointments Schedule (7)— 6

Thars ams no racords avasanl

ps(7)— 7

A2
EI‘
{ A

Thars ars no rasordc avasas|




CATEGORY: THERAPY BILLING

Enter Service (1)

[Add Services ~
e Key in all required fields senice
e Use person icon to add students or arrow to | == == " Dpnct Do (e T e e
. tes CPT: | §2522-Eval speech sound production articulaie i
COpy previous no sudents (1) &* C ‘I Copy last service notes I
[ ] [Save] ~ SMITH, BILL il
co-10: | # icoaogy Fa Referral: » [Absent Reason: | N
*Assessments can also be documented from this i wons il -
screen cna il

Enter Assessment (2)
*May be documented on ‘Enter Service’ tab

Manage Referral (3)
[Add] enter details > [Save]. Click Pen Icon to Edit existing

IEP Minutes (4)
Add Minutes
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Effective From:|02/04/2020 | Effective To: | 02/04/2021

_S.aue [F2] 1 Cancel|

Service History (5)
Edit, View or Delete services

Student Appointments (6)
View or make appointment

Groups (7)
View or create Groups

Mark Absent

From the sidebar > Click Absence Documentation
Chose date, Use icons to mark all absent or specific Students absent > Save

“ Mass Absence %)

Date: |

-Reason
ABSENT OTHER: CALAMITY DAY/HOLIDAY/LATE ARRIVAL/EARLY DISMISSAL: SCHOOL FUNCTION: O
STUDENT ABSENT: © THERAPIST ABSENT: (0
Mark all absent
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