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Student CoSer/Services Manager

Module Overview

The purpose of this module is to create and maintain student CoSer(s) & Services at the same time within the

same module. Use pre-defined, defaulted and automatically filled in fields to accomplish assigning/scheduling
student’s CoSers and Services with more ease and efficiency. You can also Delete CoSer & Services & perform

District Updates from this module as well.

Don’t want to use defaulted fields? No problem — you can skip the defaulted set up and choose to pick your
own selections each time.

Getting Started i !ﬁ' Fegistration Services Manager
------ @ Feturn Student CoSers/Senvices Pr

. . T . @ SE Task Curriculurn Management
Double Click on My Modules > Double Click Special | @ Scrvices Assignment Calendar
Education Options > Click Student CoSer/Services | .. & Services Manager

Manager e & Services Manager by CoSer

------ & SP Curiculurn Assignment

------ & SP Graphing

------ !ﬁ' =F Step Evaluatu:un

rﬁ' Student CDSer,-"Servn:es bdanager
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Student CoSer/Services Manager —CoSer/Services History Tab

Select the CoSer/Services History tab to preview all
assigned CoSer(s) & Service(s) for a student.

. . < CoSer/Services History | E?eate Newl Change Existing | District Updatesl Deletiunl
Data included for CoSer History:
1. CoSer Number

CoserName
2. CoSer Name 02 Psychology Services
3. Start Date 38 0300 03 Counseling & Case Management
37 0200 02 Psychology Services
4. End Date 3 0200 02 Psychology Services
5. Funding District 35 0200 02 Psychology Services

34 1000 10 Recreation

33 0300 03 Counseling & Case Management
32 0700 07 Lite Adjustment Services

31 0200 02 Psychology Services

N2 Davalals s Camsisames

Data included for Services History

bon TR TRAY e T TR e TN s TR s TN s SRS N N B 43

1. Service Name

2. Ratio

3.  Duration # | Service . . : Duration
1 ORI Hear Screening-Admit Single Occurance 50

4. Start Date 2  ORICTR Discover Recreation Single Occurance 50
3 ORI Goal Setlings Single Occurance 110

5. EndDate 4  PsyTABE 110

(= a - .
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Student CoSer/Services Manager — Create New Tab

The following instructions are for using the non-defaulted method

Select Student from student list — you have the option to toggle between Selected location or All SE Locations

1. *Select New CoSer from dropdown

2. *Enter Start Date & End Date

3. Verify the following — update if needed
a. Location, District, FTP %, Session, Include in Billing Y/N, Include Default Services (new feature which
allows you to default services automatically for CoSers)

4. *Select a New Service using the choices available (available options are dependent of what is set up in

CoSer Billing Information module)

5. Verify the Start Date & End Date have been updated based on CoSer Start/End Dates

6. *Select a Duration

7. *Select a Ratio

8. *Select a Frequency

9. Select an Aide % (if applicable)

10. *Select a Service Type from the dropdown

11. *Select a Staff Type from the dropdown

12. *Select the Staff member

13. Verify the Site/Building is accurate — update if needed
Note: An * (asterisk) denotes a mandatory field
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Student CoSer/Services Manager — Create New Tab

The following instructions are for using the non-defaulted method (continued)

14. Check and/or enter any of the following that apply:
a. Prescription on File, Prescription Date, Prescription Needed, Include on State Reporting
15. Enter in the Under Direction Of (UDO) if applicable
16. *Select a Provider from the dropdown
17. Enter a Memo if applicable
18. Click the Blue Enroll Now button to Save entry

Note: An * (asterisk) denotes a mandatory field
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Student CoSer/Services Manager — Create New Tab Non-Default Method

CoSer/Services Histary Create New |Change Ex‘,\%ting I District Updatesl Deletion |

02 Psychology Services 1 -

CoSerName StartDate
.

39 0200 02 Psychology Services 1041742017

— Select ABilling Location = 38 0300 03 Counseling & Case M... 10/05{2017  086/2%
37 0200 02 Psychology Services 094252017  0B}2<
36 0200 02 Psychology Services 09/21/2017  0Bf2¢
35 0200 02 Psychology Services 08f31/2017  08/2¢
34 1000 10 Recreation 08/30{2017  0B/2%

03 Counseling & Case M... 08{30/2017
I

ServiceName 4, OptionName
000002 Psy Anxiety { Stress Mgmt Psychology Services
01 Psy Music Therapy Psychology Services
01 Psy Neuropsychological E... Psychology Assessments

s s
)
—

06/29/2018 -

01 Psychiatric Initial Evalation Psychiatric Clinic
02 Psy AAPD Group Psychology Services -

0 Psvchiatric Follow-un Psvchiatric Clinic _lLI
| »

Enrall Now m

Service StartDate EndDate
ORI Hear Screening-Admit  07/17/2017 0B/29/2018
ORI CTR Discover Recreati... 07/17/2017 0B/29/2018

—Select A Staff Member

- Select & Site/Building

m./01.,/1900

—Select A Mew Servdce Provider

Le2 o BE R e RN LS R S

ORI Goal Setlings 0711712017 06/29/2018
Psy TABE 071172017 062912018
Psy Attention Please 0741742017 06{29/2018
Psv Adiustment Group 071712017 06/29/2018 ||
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Student CoSer/Services Manager — Create New Tab

The following instructions are for using the Default method

Select Student from student list — you have the option to toggle between Selected location or All SE Locations
1. *Select New CoSer from dropdown
2. *Enter Start Date & End Date
3. Verify the following — update if needed
a. Location, District, FTP %, Session, Include in Billing Y/N, Include Default Services (new feature which
allows you to default services automatically for CoSers)
4. *Select a New Service using the choices available (available options are dependent of what is set up in
CoSer Billing Information module)
5. Verify the Start Date & End Date have been updated based on CoSer Start/End Dates
6. Verify and/or change the following:
a. Duration, Ratio, Frequency, Aide %, Service Type, Staff Type, Site/Building
7. *Select the Staff member
8. Check and/or enter any of the following that apply:
a. Prescription on File, Prescription Date, Prescription Needed, Include on State Reporting
9. Enterin the Under Direction Of (UDO) if applicable
10. *Select a Provider from the dropdown
11. Enter a Memo if applicable
12. Click the Blue Enroll Now button
Note: An * (asterisk) denotes a mandatory field
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Student CoSer/Services Manager — Create New Tab Default Method

CoSerServices Histany Create MNew | Change Exyi%ting | District Updates | Deletion |

02 Psychology Services 1 -
02/08/2018 2 ~ 06/29/2018 i

—Select A Billing Location —

CoSerName StartDate

39 0200 02 Psychology Services 101742017
38 0300 03 Counseling & Case M... 10f05{2017  06/2%
37 0200 02 Psychology Services 09252017  08f2¢
36 0200 02 Psychology Services 092112017  06f2¢
35 0200 02 Psychology Services 08/31/2017  06f2¢
34 1000 10 Recreation 08/30f2017  06f2¢
03 Counseling & Case M... 08f30{2017

s <|ls)
mmm ©

—Select A New Services Type

ServiceName 4, OpfionName
000002 Psy Anxiety { Stress Mgmt Psychology Services
o1 Psy Music Therapy Psychology Services
o1 Psy Neuropsychological E...  Psychology Assessments

06/29/2018 >

o1 Psychiatric Initial Evalation Psychiatric Clinic d
02 Psy AAPD Group Psychology Services -
0 Psvchiatric Follow-un Psvchiatric Clinic | _’|LI

- 8)

Service StartDate EndDate
ORI Hear Screening-Admit  07f17{2017 064292018
ORI CTR Discover Recreati... 07f17/2017 06{29f2018

— Select A New Service Provider

o r L B R VR LS IE IS

ORI Goal Settings 077207 06f29f2018
Psy TABE 071172017 06292018
Psy Attention Please 077207 06{29/2018
Psv Adiustment Group o7 2017 06/29/2018
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Student CoSer/Services Manager — Change Existing Tab

The following instructions are used to perform Changes to Existing CoSer(s) & Service(s)

Select Student from student list — you have the option to toggle between Selected location or All SE Locations

Updating CoSer Information
1. Select A Student CoSer to Update by clicking on the entry in the display box
2. Update the appropriate Student Coser Information
3. To Update BOTH Services & CoSer information select the Update All Services Checkbox, otherwise, click the
Blue Update CoSer button to update only the CoSer.
1. If youchoose to update BOTH you will need to confirm you want to update Services, by clicking yes
4. Verify the change has occurred

Updating Services Information

1. Select a Student Service to update by clicking on the entry in the display box
2. Update the appropriate Student Services Information

3. Click the Blue Update Service button to update the Service

4. \Verify the change has occurred
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Student CoSer/Services Manager — Change Existing Tab Updating a CoSer

Z0iRIDgtsIHINonicomponent —Update Student CoSer Information
# CoSer CoSerMNames STar‘tDa’re Bl e ] Session: | -
201 100 201100 12:1:1 Non Component 07 < Include in Billing
.o. = “ves = Mo |
/] Start Date: | :
. : 0940342014 54 | End Date: |o6s252018 B4 |
Date IS 09/03/20 14 T ICIassLink Career and Technical Center Loc 1D 000001 ;I
a | |
Select a Student Service to update ~Update Student Services Information
# | CoSer | Service | StartDate S Bt [ = S B [ =]
1 702 200 Speech-Grp 12:1:1 Non Compon..  09/03/2014 e Dt PP HIE ne bste: ek e
Dluration: I | SR I 1
CoSerSerices Historyl Create MNew Change Existing | District Updates I Deletion I
1. Changed Start
201.10012:1:1 Non Component —Update Student CoSer Information g
# CoSer CoSerName S‘rartDaTe El| Frpe 0 Sessian: -| date to
201100 2:1:1 Non Component . Include in Billing
=2 e = 09/15/2014
EJ Start Date: 09/15/2014 @j End Date:  |gg/25/2015
ICIassLlnk Career and Technical Center Loc 1D: 000001
™ Update all Services _I
q | i Q==
4 {? J —
Select a Student Service to update I Update Student Services Information
# | Coser | Semice I | StartDate L start Diat IDE 25/2014 _I End Dt 06/25/2014
art Date: = nd Date: |
1 702200 Speech-Grp 12:1:1 Nonfoompon...  09/15/2014 (0 22 22
Phuration: - T —

Since both the Update Services & C@Zs selected, both start dates changed. If only
Update CoSer button is selected, only the CoSer would update.
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Student CoSer/Services Manager — Change Existing Tab Updating a Service
im'ulmcg 28:1:1 Nonl(éur;po:ent | —— | = —Update Student CoSer Information
oser oS eriName artDate | FTP % 0 Sessian:
1 201100 201.100 1211 Non Component 0916/2014 0f Include in Billing
|7 & Yag © Ma ‘
Start Date: [0a/1572014 = End Date:  |pgi25/2015 [l
IC\assLkaareerand Technical Center Loc ID: 000007 j
V¥ Update all Senvices
k ' i hanged Start d
Speeclh—Grp 12:1:1 Non C||:|mp|:ment 3x30/wk | ~Update Student Services Information C a nge Sta rt ate
# | CoSer Service StartDate Y to 09/22/2014
art Date | =nd Date =
1 702200 Speech-Grp 1211 Non Compon...  09/16/2014 |- D! IMz2/e04 S 2520 =l 122/
» . Diuration ISD 'l Aatio: IWeekIy j
o . Frequency: |3— Aide % ID—
= Date IS 09/15/2014 T Service Type IGroupS:l ﬂ
Staff Type: ITheraplst j
Statt | kian Willow =l
Site/Building: ICAFE - 000001 j
=Rz crintiononFils Prescription Date: 01/01/1900 s
201.100 12:1:1 Non Component ™ Include on State Reporting
# CoSer CoSerName | StartDate | El |
1 201100 201100 12:1:1 Non Component 09/16/2014 0f .
CoSer still says 9/15/2014 O

Since only Services were

1| | L3 | 1

m updated — only the
Speech-Grp 12:1:1 Non Component 3x30/wk /] .
# | CoSer | Service | StartDate Service Start Date
1 702200 Speech-Grp 12:1:1 Non Compon...  09/22/2014 4 Changed.
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Student CoSer/Services Manager — District Updates Tab

The following instructions are used to perform Changes to District for Existing CoSer(s) & Service(s)

Select Student from student list — you have the option to toggle between Selected location or All SE Locations

To Change a District due to District change

Select the district that needs to be updated from the display box

Enter an End Date for that district

Select a new district from the dropdown

Enter a Start and End date for the new district

Click the Blue District Change button

Notice the history of Districts now in the display box, the “old” district with an end date, the “new” district
with a different start date.

ok wnNPRE

To Update a District due to error

1. Select the district that needs to be changed from the display box

2. Select a new district from the dropdown below

3. Click the Blue Update District button

4. Notice the District selected has now updated to be the correct district
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Student CoSer/Services Manager — District Updates Tab

The following instructions are used to perform Changes to District for Existing CoSer(s) & Service(s)

District Change

CoSer/Services Histu:ur_l,ll Create Newl Change Existing  District Updates | Deletiu:unl

Select A Student CoSer
# | CoSer | CoSerMame | Funding | Startllate | EndD ate
1 208100 206.100 3:1:1 Mon Component y Ellerville Central School — 07/08/2014 06/26/2014
[4] | ]
CoSer: 206.100 8:1:1 Hon Component Start D ate: I neema x|
District: Ellenville Central School End Date: Inamz sn1a @J
/|

Diztrict Change: Enter an End date, New District, Mew Start, Mew End, then click District Change
New District: ILiI:uerty Central School Digtrict Q j

Mew Start Date: WBne 4o 4 _IQ Mew End Date: Inesoe02m 4 = @_

CoSer/Services Histl:nryl Create Newl Change Existing  District Updates | Deletiunl

Select A Student CoSer
# | CoSer | CoSerd ame | Funding | StartD ate | EndDate
2 206100 206.100 8:1:1 Mon Component Liberty Central School ... 04/08/2014 06/26/2014
[ 1 206,100 208,100 8:7:1 Hon Component Q Ellerrille Central School — 01/08/42014 04/07/2014
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Student CoSer/Services Manager — District Updates Tab

The following instructions are used to perform Changes to District for Existing CoSer(s) & Service(s)

Update District

CoSer/Services Histn:nr_l,ll Create Newl Change Existing  District Updates | Deletin:-nl

Select A Student CoSer
# | CoSer | CoSert ame 0 -I'FU'HEI'HQ_ | StartD ate | EndDate
2 206.000 206.000 3:1:1 Component 2 Sullivan west Central ) 034032013 06/26/2014
1 206.000 206.000 8:1:1 Component Sullvan west Central ... 09/04/201 2 0E/2142013
District Correction: Select a Mew Diztrict, click to update zervices, and then click District Update @

Hew District: hiddletawin Citp S chool District

CoSer/Services Histu:ur_l,ll Create Mew | Change Existing  District Updates | Deletinnl

Select A Student CoSer

# | CoSer | CoSertame R StartD ate | EndDate
2 206,000 206.000 2:1:1 Camponent Q Middletown City Scho... | 09/09/2013 06/26/2014
1 20E.000 206.000 2:1:1 Component T e e 194045201 2 0B/21/2013
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The following instructions are used to Delete Existing CoSer(s) & Service(s)

Select Student from student list — you have the option to toggle between Selected location or All SE Locations

To delete a CoSer only

1. Click onthe checkbox next to the CoSer
2.  With the message that pops up and click NO

To delete a CoSer with corresponding Services
1. Click on the checkbox next to the CoSer
2.  With the message that pops up and click YES

To delete a Service only

1. Click onthe checkbox next to the Service
2.  With the message that pops up and click YES

— CoSer Historw

# CoSer | Coszertame | StartD ate | E
a: 206.000 206.000 8:1:1 Component 09/09/2013
1 206.000 206.000 8:1:1 Component 09/04/2012 a
e Click ‘fes to delete all Student Services For CoSer: 206,000 , Click no to delete only the Student CoSer |, or click ca
o u Cancel
«|
— CoSer Historw
# CoSer | Cozerame | StartD ate | E|
a: 206.000 206.000 8:1:1 Companent 09/09/2013
1 206.000 206.000 8:1:1 Companent 09/04/2012 a
|

Services Hiztory

#

| CoSer

| Service

1
Oz
Oz
O4
Os
Os

703.020
702010
702.020
702.020
703.020
702010

Counzeling-Grp 8:1:1 Component
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1660 Valley Central Pa
Suite 500
Bethlehem, PA 18017

Questions? Contact us!
ClassMate HelpDesk

855-984-1228
support.classmate.net
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