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WHO IS PUBLIC CONSULTING GROUP (PCG)

Public Consulting Group, Inc. (PCG) is a managenmsulting firm committed to providing the
highest level of service and quality products sttestand local government clients and assisting timem
endeavors to enhance revenue, reduce costs, iacopasational performance, improve efficiency and
streamline technology. Established in 1986, PCeuides on targeted lines of business and on building
lasting client relationships in the areas of edocaigovernment finance and health and human ssvic

PCG’'S EDUCATION SERVICES PRACTICE AREA (ESPA)

PCG'’s Education Services Practice Area (ESPA) bheaed numerous successes working with School
Districts, State Departments of Education and Madié\gencies across the nation since 1992. Working
with school districts ranging in size from 200 snts to 435,000 students, PCG offers full service
consulting integrated with innovative and scalablghnology solutions to address the changing nekds
the K-12 education community. Our expertise spEgr®ss various education administrative functions
and our objective is to provide districts with ttesources they need to accomplish their goalsintji

one vendor.
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EasyTRAC™ GENERAL INFORMATION

Security

All EasyTRAC™ information is confidential. The ser uses Secure Socket Layer (SSL) technology to
encrypt all information as it flows across the tntt. This is the same technology that online memts
and banks use to protect your credit card numbeiogmer sensitive information.

Please adhere to the following procedures to ersaaarity:
» Do not give your account name or password to anyone
= Do not write your password down where it can be saeby others.
* Do not save documents or reports to an unsecuredroputer.
= Always log off of EasyTrac™ and close your browsewhen you are finished.

Note: EasyTRAC™ will automatically log you out of theteyn after a period of inactivity.

Navigation
EasyTRAC™ is menu bar driven with tabs along thgedo the screen that are used to navigate
through the system. Clicking different tabs takesuser to different parts of the database.

&syT'm Empowesing Edlscators with Toals for Special Education

Log Qut | Main Menu | Students | Wizards | Schools | Reports/School System | Users | My Info || PCG | Training Videos

Saving Changes

After a change is made, it is very important telclihe ‘Update the Database’ button at the bottém o
each screen to save the changes. ‘Update the &atab equivalent t8ave Any information entered

will be lost if Users forget to click ‘Update the @atabase’.

[ Ilpdate the Database ]

Important Symbols in EasyTRAC™
Below is a list of icons and a description of fuactlity for each that appears on many system pages

Eg Help - This link shows general help information. See End User Manual for updated,
specific information.

[ - i Drop down menu Only one selection can be made. Click oncehergray box and select an
| option.

Check box More than one selection can be made. To addmove a check, click once on the

|:| box.

| =5 | Spell Check icor Click on the icon to launch the spell check timtfor a specific text box.
Calendar icon- To add a date, click on the calendar and stiraugh the screens to find the
= appropriate date.
o White Check Mark-Special Education eligibility date was not entef@dstudent
.,_f' Green Check Mark-Nothing (IEP nor Special Education eligibility)éserdue or coming due
. Red Stop SigndEP is overdue
& Yellow Yield Sign4EP is coming due

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 4
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Yellow Yield Sign with a “T"—Fri-Annual/Bi-Annual Eligibility Review is cominguk
Red Stop Sign with a “T"Fri-Annual/Bi-Annual Eligibility Review is overdue
Logging Into The System

1.

Open a web browser and enter your district's URItha address bar. We recommend
that you save this to your favorites or add a sbottink to your desktop. You will login
to the EasylEP™ site; EasyTRAC™ is a componerthefHasylEP™ system.

e —
_:n'. e |
I'.,\_\____ 1'\._. "

i £ | httpsiffgol2. pcgeducation, com/pa <yourdistricknanme =

My URL is: https://go12.pcgeducation.com/pa
2.

Enter your username -- (First initial <NO spacestlidame).
3. Enter your password.
4. Click the ‘Login’ button.

Note: Your username is not case sensitive. Your pagdsso

-
= ::J :Jy

Enter your account nam e and password then press the login button to access your
account

Forgot Your Password?
Mame: |
. L -
] . *rae S o b .
L L ]

|
'Q:.' L

Login |

PLIBLE

ING

o utting Smup, Inc

NoteThis is a web-based system. You can gain accesg ysur name and password through any
Internet service provider on any computer with tnét access.

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0
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MAIN MENU TAB

Message Board
To inform Public Consulting Group of any issue, suggest that usesend us a messagé@ one of the
following links on theEasyTRACM “Main Menu” page:

Log Out | Main Menu | Students | Wizards | Schools | Reports/School System | Users | Myinfo | [L}[| PCG | Training Videos

EasyTRAC™ Ver. 10.5 Message Board

Send us a Message / My Messages
Review the License Agreement

To send a Question, Bug Report, Comment or Suggesti

1.

2.
3.

Select which type of message you would like to seypaelecting it from thélessage
Typedrop down list

Type the subject of your message in $ubjet box. Be as specific as possible.

Enter your email address in tiv®ur e-mail addresox so PCG can respond to you.
Your e-mail address will automatically populateydfur email is entered under the ‘My
Info’ tab.

Add your message to the text box.

Click once on the “Send Message” button.

Send us a Message

Message Type: Question ||
Subject: Your E-Mail Address:
Page Title (if applicable): Student (if applicable):

Enter the Message Here:

%

| Send Message |

Question, Comment, Suggestiodse these links for all questions, comments,esttttansfer requests or

suggestions. Messages will be handled as theyudomaitted.

Bug Report: Use this link when a feature or function of EaRAIC™ is not working correctly.

Once PCG responds to your message, you will recive-mail informing you that you have a new
message in EasyTRAC™. All messages and messagenses are sent internally within the system in

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 6
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order to keep sensitive information secure. Orme lyave received a reply, theéw Mail’ link will
appear on your “Main Menu” next to thdessage Boardthessage options.

Easy TRAC™ Ver. 10.5 Message Board £ New Mail!

Send us a message: Question | Bug Report | Comment | Suggestion | My Messages
Review the License Agreement

To access your new message, you can do one afltbeihg:

1. Click on ‘New Mail’
2. Click on the My MessagesLink

Choosing either of these links will direct userghe following screen, which displajgew Messagess
well as stores a userevious Messages.

Messages for Robert Gilleo Hew Mail

This page displays all of the messages you have sentin the EasylEPTM system and the responses that you have received. If you have messages you have not read, a "New
Messages” section will appear atthe top of the page. Below any new m , a "Previous N " section will display all the messages that you have previously sent or
received.

New Messages

From ite Date | Subject | Message| age (r:min)|
Robert Gilleo| gacobol12/2007 20:06:00| RE: Medicaid Fee-F or-Senvice| Test repl 0:01

Previous Messages

From Site Date Subject Message A Site Read?| Replied?| Age (hr:min),
. 08H2/2007 " . Please rew;e record Message
Robert Gilleo gacobb 50:04:00 Medicaid Fee-For-Senice for Help Desk Board Yes |[Yes 0:03

Once you have read all new messages, you will ngdosee theNew Mail’ icon on your “Main Menu”
screen.

Message of the Day

Below theMessage Boarglou will find theMessage of the DayThis message is edited by your school’s
administrators and will alert you of any importamfiormation. Please check this message oftenayp st
informed with school-wide changes or updates.

Uploaded Files

At the bottom of théMain Menupage you will see various files that have beenevadgilable to you for
viewing or downloading. Instead of sending e-maitachments to everyone in your district,
administrators or PCG staff will often upload thexessary file to the main page of EasyTrac™. €& vi
a file, click on the name of the file (denoted blglae hyperlink). The file will open and you will have
the option of saving it to your computer. When yoa finished viewing the file, click on tidain Menu
tab at the top of your screen. Do not close yoawker as you are still logged in to EasyTrac™.

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 7
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Changing Passwords

The first time you login to EasyTrac™ you shoulciahe your password to something only you know.
Please click on thElow to choose a good passwdrgberlink if you need help.

To change your password:

1. Click on the ‘My Info’ tab from thévlain Menu

2. Enter your current password.

3. Type your new password in both the password ansizasl verification boxes
4, Click the “Update the Database” button.

Menu | Students | Wizards | Scho

ystem | Users | MyInfo | PCG

Update Information for Roberto Gilleo

Please enter your current password:|""'" |‘.7€ (required to make any changes on this page

To change your current password,
enter the new password in both of the following areas
(See How to choose a good password)

New Password:  |[sessss |2
New Password (to verify):| |uuu |?
: 2 Suffix
Name: |Rober1.o || ||Gwlleo || |‘.7t
User Code: PCGTest
Title: ‘TestUser ‘?

Address: 1234 Test School Drive ?

City, State, ZipCode: | Somewhere

? lea |7 [1z345 ?
Home Phone: | 404-555-1212 2
Work Phone: | 673-555-1212 ?

E-Mail Address: ‘Rcbertc.G\Hec@pcgus.ccm ‘?

I Update the database }?

| £

After updating the database, a confirmation box epken. By clicking ‘OK’ in the confirmation boyou
will have successfully changed your password. &et time you log into EasyTrac™, use your new
password. District ACCESS Administrators will leathe ability to change your password should you

forget it and/or you are unable to log in. The ‘Nhfo’ tab is also the place where your contact
information is stored. Make sure your e-mail addrand phone number are correct.

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 8
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DOCUMENTING SERVICES

Using the Logging Wizard

To begin documenting your services, you will nedaatve all of your students added to your
caseload. Once the students are added to youtazkeyou will use the Service Logging
Wizard for your students. Please see the “Managiageloads” section for more details.

How to Document a Service Using the Logging Wizard

1. Login to EasyTRAC™
2. Click on the ‘Wizards’ tab
3. Click the Logging Wizard for the service that yawyide

Log Cut | Main Menu | Students I‘.“.fizardsl Reports | My Reports | Ky Info || FCG | Training Videos

¢ Available Wizards

Speech/Language/Hearing Logaing Wizard
Speech/Language/Hearing Group Logging Wizard

4. Check the boxes for the students for whom you wosthocument services, click
‘Continue.’ The students listed undded: No are NOT CURRENTLY eligible
for MA services. The students listed un#ed: Yes ARE CURRENTLY
eligible for MA services.

Note If there is a student not showing up in the loggj wizard that is on the user’s caseload, this
means that the corresponding related service haslmeen added yet for that student.

Speech/Language/Hearing Logging Wizard
This wizard will guide you through logging service delivery time for your
students. Please select the students for whom you would like to log
sernvice delivery time.

Med: No

Select Saved Group: v

Felicity Heathman [ Mark Steffan Justin Timberlake
Lonnie Iris Tony Sullivan Rurmor Willis
Robbie Johnson Tina Thompson

(8 available students)
Med: Yes
Select Saved Group: v

Jessica Alba (Med) Justin Beiber (Med) [ Suri Carlson (Med)
Jennifer Apple (Med)

(4 available students)

Continue

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 9
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5.

Verify that you are logging a service for the cotrgtudent.

Note the student’s name is listed idold-Blue letters on the top of your Internet window.

Note Verify the month the service is being logged fwrresponds to the month in the drop
down box at the top of the logging page, adjacemthe student’'s name.

Monthly Service Log for Suri Carlson (SpeechiLanguage/Hearing) (Student 1 of 1) [sep. 2012 v |

on

T’@nmm 1000 1015

10:00
’7‘9!24”201 2 ‘AM

Services Provided September 2012

Date ‘

Start
Time

End
Time

Service
Type

Group
Size

‘ Status ‘ Comments

‘ Areas Covered/Assessed

10:30

AM ‘Direct Indiv. Progressing |Description of service.._. gg;c;]uéaggw&ﬁrﬁkﬂotor..&m culation:
‘9f2?f2012 ;,%100 ;2“3130 Direct  Indiv. ngressmg‘?g;ois DISGEsSIEwies sogod aTticuation. She s procucing herisl at ‘Articu[atmn: Sound Production

= Logs Previously Entered by Me (saved)

= Logs Previously Entered by Someone Else (saved)

mistakenly entered, click onthe garbage canicon inthe ‘Tel column

= Mewly Entered Logs (not vet saved)

(Prefill from Last Log) [Clear All Data

SCCrERm riwty okl 0n HiSt dliow i th Ealbr s e e the S ink-

NOTE: Mewly Entered Logs in this table are not added to the database until you confirm the new logs. To add
new logs to this table, fill in the data fields below and press "Add to table™. To delete any logs you've

Date of Service: ___ | 5 Service Type:

vi*

2 September, 2012 Start Time End Time

e

Sun Mon Tue Wed Thu Fri  Sat

2
a
16
23

1

t -l

10
iy
24

Toc}ar ol |

4 5 B 7
112 13 14
18 18 20 21
25 26| 27 28

Select date

b

Service Times: — ey SR SR 3 Group Size: v g
: [ = = -[ = = ®
B O pm O pm
15
22
29 Progress Report: | i v| %

Description of Service: ‘

[

Note When a log is highlighted in teal, this means thtne log still needs to be confirmed. If the user
needs to delete the log, click the trashcan nexttte newly added log. The log will need to be re-
entered.

6.

Complete the data fields for the service you pregichnd click “Add to Table” to add

the service documentation to the above table

Direct

o] Augmentative Communication:

Programming Device F Feeding / Swallowing: Advancement of Diet

in the Hearing Impaired Sernices

¥ Augmentative Communication: Symbol F Feeding / Swallowing: Compensatory 1 voice: Duration
Discrimination Techniques ’
1 augmentative Communication: Symbol

O Feeding / Swallowing: Diet Modification Voice: Loudness

Identification o

[ augmentative Communication: Transfer O Feeding / Swallowing: Oral Motor O voice: Pitch

1 aural Rehabilitstion: Auditary Discrimination [ Flueney: Establish Fluency at Different Levels 1 voice: quality

L1 aural Renabilistion: Compensation O Fluency: Strategies / Techniques O voice: Resonance

Techniques

] Receptive and Expressive Communication feedback through Listening Technology

I Add to Table |backto top

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0
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You may document additional services and click ‘Addable’ prior to confirming and
OR

the information is correct, you may select either:

Review the teal-shaded services in $gvices Providethble. If any of the services are
enter a new service.

incorrect, you may press the trashcan icon to rentloe service from the table. If all of
‘Confirm newly entered logs, then proceed to naxdent’ which will save the service(s) and
allow you to document services for the next student

‘Confirm newly entered logs, then allow me to emte@re logs for this studentvhich will save
the service(s) and allow you to enter additionalises for the same student

If the second option is selected, you will be biwtugack to the previous screen where you can
Notice the ‘Prefill’ button. Clicking on this butto n will prefill the typical service information
that may not change from one service to the nextush as ‘Service Type’, ‘Duration of
Service', ‘Group Size’, ‘Diagnosis Code’, ‘Descripbn of Service’ and ‘Areas
Covered/Assessed’, thus reducing your time spent domenting services
Monthly Service Log for Suri Cruise (Speech/Language/Hearing) (Student 1 of 3) [Jun, 2012 [v]
Time Spent: 30 minutesweek
Location: In the Regular Education Classroom
| Services Provided June 2012
[Del [Date [Start Time [End Time [Service Type [Group Size [Status [Comments [Areas Covered/Assessed
_ . X e NOTE: Mewly Entered Logs in this table are not added to the database until you confirm the new logs. To add
= Logs Previously Entered by Me (saved) new logs to this table, ill in the data fields below and press "Add to table”. To delete any logs youve
= Logs Previously Entered by Someone Else (saved) mistakenly entered, click on thegamage canleanintne Nalcolinn
[ e St poceeii o st
= Mewly Entered Logs (not yet saved)
[Preill from Last Log ]Jl[CIear Al Data]l
Documenting Group Services
1.
2.
3.
‘Continue’

Click on the “Wizards” tab on the top of your Imet window
at the same time.
4.

Click the ‘Group Logging Wizard’ for the serviceathyou provide

Check the boxes for the students for whom you wasttocument services, then click
student

Note You should only check off students that were letsame group session on the same day

Complete the data fields that apply to the enticaig for the service you provided, then
click ‘Add Student Specific Information’ to add tdata that applies to each specific

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0
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‘)z Add Group Service Log Info Hursing

) E b s

Date of Sorvice: [ 0 = Sarvice Type: | ™

Service Times: o roam

Group Size: [ = &

Areas Coversdifssesssd: &

™ Hands.on assis

AdimuneSIEND ETREral A rRravenous otnd
1

Diréct

alation thesapy

DY LA, CXYDEn
Tafion verlaior cane

5. On this page, select the specific “Progress Repgscription of Service” and select
the appropriate “Areas Covered/Assessed” for eaatest, then click ‘Update the
Database’

6. Review the services for each student and at therbatf the page, you have four
options:

‘No, edit these log entries’

‘Yes, log these services’

‘Yes, log these services, then allow me to logheraroup serviceOR
‘No, | wish to abort this entry’

Electronic Signatures

Electronic signatures for completed logs are aezkpffective 7/1/2012 for all services renderedraft
7/1/2012.

DPW will accept SBAP provider logs that are sigméith an electronic signature provided the electoni
signature meets the following requirements:

« Identifies the individual signing the documenttig’/her name and title;

 Ensures that the document cannot be alteredthftesignature has been affixed by limiting
access to the code or key sequence;

* Provides an audit trail that validates the signielentity.

Upon request from DPW, schools must be able toigeox hard copy of the log showing either
verification of the provider's PIN/password or arueal signature. A handwritten original is not riggd.

Schools that use electronic signatures must haiteempolicies and procedures in effect regardisg of
electronic signatures. Electronically transmittgphatures must be electronically encrypted or tratied
by other technological means designed to protetipagvent access, alteration, manipulation or yse b

Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0 Page 12
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any unauthorized person. In addition to complyinidnwecurity policies and procedures, providers who
use computer keys or electronic signatures shagitdasstatement assuring that they alone will have
access to and use the key or computer passwordodlicées, procedures, and statements of exclusive
use must be maintained and available at the schloaation.

Paper Logs

Effective July 1, 2012, providers who bill ACCES8Iwo longer be permitted to submit paper claims.
Paper logs that match the EasyTRAC™ logging wizhedg been created for end users if requested.
Each item on the paper log is mandatory. While plgggs can be completed by an end user, all fiedliz

logs must be entered in EasyTRAC™ by that end aistite Access Coordinator/Supervisor.

All paper logs can be found on the main menu pddgasyTRAC™ and in the document library of the
PA SBAP websitehttp://www.publicconsultinggroup.com/client/paacgdecuments.htmi

Printing the Service Log History

1. Search for the student by clicking on the ‘Studetatls from theMain Menu
[[Cog Oif | Wain Bherms | Shidunis | Vzards | Schests | Repedschoot Srstnm | Users | Wy inta | (1 PCG | Traiming isees |

ﬂ Criteria for Selecting Students to View

Grade Lavel: Al 3 ]
School: All Scnocty ¥ &
Student Last Name: [l Exact Match %
Student First Name: [} Exact Match %
Student Middle Name: O] Exact Match 2
Student iD: O Exact Match %
FA Secure 1D #; | Exact Katch
[ Genaral Ed [ Special Education Ekgbility £ IEP
Status: [ Child Study Tl Special Ed 0 Dnscontirwed
[ Rederral
Medicaid Status: I Has Medicaid Murmber
Sort List By: Swdents Lasitame w0
9

Search for the student

Click on a student’s name; this brings you toReesonal Informatiorpage

Click on the ‘Related Servicetib at the top of the screen

On theRelated Services Pagtick on the ‘Details’ button for the service histgou
want to view

arwN
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Del 7 Pos NewPos 7
r

Speech/Language/Hearing

EASYTRAC
Documenting and Tracking Services Provided to Students
Log Out | Main Menu | Students | Personal | Parents | Team | Special Education Eligibiity |: Related Services | Documents
Related Services for Rumor Willis View: [workspace =] = new bail
Related Service Num Sessions Session Length Consult 7 ESY 7 Pct Dis
1 SpeechiLanguage/Mearing 2 perlweek L‘ |1 |nr LI r | 6.67 m m
r 2 Fersonal Care Assistant 1 per [ day =\ [nr = ] I~ |o.00 m m
(m 3 Special Transpaortation perlﬂay L‘ | |m|nutes;| O - 0.00 m m
Percent - Special Ed Services: 0.00
Percent - Related Services: 6.67
Total Percent in Special Education: 7
’
9
»
6. Scroll to the bottom of thRelated Services Detaitmge.
7. Fill in the fields next to the ‘On or After’ or ‘Oar Before’dates in the text box
8. Click the ‘View Service Log’ button
Log Out | Main Menu | Students | Personal | Parents | Team | Special Education Eligibiity | Related Services | Documents
Service Name:
SubArea: [

Group Size:

Location:

View Service Log

Indiv.
Note:

Dates Service Provided: Begin: 7 End: 7|

Doctor Authorization: Begin: 9 [oa01/2012 End: 7 [0si012013

Related Services Details for Rumor Willis (Speech/Language/Hearing) & new iail
Provider:

=] 9
|0ut5|de ofthe Regular Education Classroom ¥] ?
Updaie the Database 9
On or Afterj[o112iz012 |¢, Beforej|ozraizo12 |., (2 logs exist from 08/28/2012 to 08/29/2012)
(There are 6.00 hour(s) in a school day at MCS)
may only view a service log for a 90 day rangee.(ilf you would like to see a service log for your
entire year, you would pull up three service logse for each quarter.
9. After clicking on the ‘View Service Log’ button, éifollowing will appear
Service Log for Rumor Willis (07/01/2012..02/19/2013) = new Mail
Service: Speech/Language/Hearing
Begin/End Date: (unknown) (unknown)
Frequency:
RR:::::: Log ID te  Type Provider Duration of Service StartTime EndTime  GroupSize  Progress Report Description of Service Areas CoverediAssessed
'- 22 07/19/2012 | Direct | Jennifer Aniston 0:30 02:00 PM 02:30 PM | Group (2 or mare) | Maintaining Description of service.... Phonological Awareness m
r 189 | 10/24/2012 | Direct | Henrietta Jackman 0:45 0200PN |0245PM Iniv Regressing Rumer i regressing in lougness of vaice. E:Eztﬂgﬁ”ess =
Public Consulting Group, Inc.- EasyTRAC™ End User Manual- V4.0
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10. SelectFile from your browser tool bar
11. SelectPrint Preview
12. SelectLandscapédor the print orientation
13. Select a print size that is appropriate for yostédave found the shrink to 80% option
works best for printing)
14.  Click thePrint icon
Requesting That a Service Log Be Removed
1. Follow the instructions listed in thio View the Services Log Hist@gction to view
your service log for a student.
2. Click the box under ‘Request Removal’ for the lagiwish to have removed
3. Click ‘Update the Database’
Service Log for Orlando Bloom (07/15/2007..08/16/2007)
Service: SpeechiLanguage/Hearing
Begin/End Date: (unknown). (Unknown)
Frequency:
E::::ml LI‘I)JU Date Type Provider Duration Gsr;)zlg) Progress Comments Areas Covered/Assessed
[ ) 450 |07/1702007| Individual Therapy|adam Clinician | 0:25 1 | Maintaining| #orked on the"th* sound - & outar) 7 ﬁﬁlgﬁgﬁggﬂalnevelopment Details
e Pragmatic Language
e Articulation
0§ 451 |07:2002007| individual Therapy| adam Clinician | 0:30 1| maintaining| comment : ;iga“ofug;g;g:sglmmem [ Details_
e Teacher Consultation
» Articulation
O 460 || 07282007 | Individual Therapy||Sample Clinician|| 0:22 1 Maintaining » Pragmatic Language Details
=« Teacher Consultation
| [ Update the database ]
4, After clicking ‘Update the Database,’ the followimgll appear
5. In the drop-down box marked\fe you sure you wish to request removal of thigice
log?’ choose ‘Yes’ to have the log deleted
6. Type your reasons for deleting the log in the &t and click on ‘Request Log
Removal’
Request Service Log Removal for Orlando Bloom
Service: SpeechiLanguage/Hearing
BeginEnd Date: (unknown) .. (unknown)
Frequency:
Please confirm that you want to request that the following service log entries be removed.
Date Type Provider Duration| Group Size| Status Comiments Areas Covered/Assessed
a7i7/2007 Individual Therapy Adam Clinician||0:25 1 Maintaining| worked on the “th" sound - 8 out o 10 ﬁ:‘;:‘oalg;\ﬂcal Developrment]
Pragmatic Language
Are you sure you wish to request 7
removal of this service log?
Why does this log need to be removed?
NOTE: This page only submits a requestthat a log be removed. The log will not immediately be removed from the system.
To make corrections this service must be re-logged after the existing log is removed
[ Fequesilog Removal |
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7. After a log has been requested to be removed, ngethie log will display a red X in the
‘Request Removal’ column, instead of the checkbbtis will remain until the log has
been deleted

DOCUMENTS TAB

Users have the ability to create a document tisialjs all services logs entered, whether

approved or not yet approved. This document causbkd for any service provider that needs
supervisor sign off.

Completing the Access Billing document

Users have the ability to create a document tisgialjs all services logs entered, whether approved
not yet approved. This document can be used fossangice provider that needs supervisor sign off.

Printing the Access Billing document for supervissignature

1. Click the ‘Students’ tab from tHdain Menu
2. Search for the student
3. Click the student’s name
4. Click on the Documents tab at the top of Bersonal Information for screen
5. Click the radio button to the left éfccess Billing
Documents for (=1 New Mail
Documents:  \edicaid Parental Consent (English) | Access Billing
' Medicaid Parental Consent (Spanish)
Letters: (No Letters Available)
9
| b
6.

The user can complete this document in both a tbaftat and a final format. The draft
will display a “Proposed” watermark on the top loé tpage.

Note This printed document can be used when a supsovisignature is REQUIRED (COTA,
PCA and certain Audiologist & Speech/Language/Heagi service logs)
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Stdent Name: Surl Carlson
Stwdent 1D 2304950

PA Securelld: 4569871
Dt of Birth: 0772620012 Grade: Tih Grade
School Address: 100 Test St School Phone: (555) 5551212
Test, PA 55555
Service Provider | School Boilding
Theoieas Brady

| Sample School (SAMPLE)

Student Disability Service Specialty
Developmental Delay (3-5 m EI Program) Personal Care Assistant

Professional Service Log

Progress Service
Indicator Time/Type
Darte —[hlr |Coll TArlhlll.w'Frnﬂdum ["ﬂ:ﬂh Mast [lne |Reg |Timeln - TimeOut [H:M [Ind [Gip
121372012 = Accompayyimge shi- F:ﬂ 15 PA-032%  Mel0 |X
denls on school Dases on
Apprvd othier velicles, A PCA

5 PICSENCe 18 HECEasary
becattve of a student &
phivacal disalality or
mental henlth disabality:

Comments: Assist 10 school Dus ped help up the steps dise 1o physical needs.

SIGNATURES
_—
Provider Siznature: Title: Drate:
supervisors Signatore. Tinle: rate:
*Supervisory sigiaie & pegquiived when services are provided
I peraprpiessionly
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LOGGING OUT of EasyTRAC™

Lag Out || Main Menu | Students | Wizards | Reports | My Reports | Ky Info || PCG | Training Videos

To log out of EasyTRAC™

1. Click the “Log Out” tab at the left of the menu bar
2. After you log out, close your browser:
a) Click onFile in the upper left hand corner of your screen éuedh t choose
Exit.
b) Mac users - Click th&l in the upper left hand corner of your screen.
c) PC users — Click the ‘X’ in the upper right handrer of your screen.

Note
* You can log out from any part of the system
* You do not have to go back to the Main Menu
* You must log out of EasyTRAC™ and close your broni$eou:
- Step away from your computer
- Finish using the system
- Leave for the day

** Always Log Out and Exit the Browser **

** |f you do not Log Out and close your browseryane can access information in EasyTRAG
record information under your login name.
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