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MAXCAPTURE GUIDE

Overview of Service
Capture (MAXCAPTURE) Sz BLET

The SSG Service Capture system, know as MAXCAPTURE, is an application

designed to assist service providers with the documentation of services. It is

built on the concept that service providers need an easy and streamlined method

to document services provided to their students while also ensuring the

collection of Medicaid allowable service data for claiming reimbursement

purposes. Through our Service Capture system, MACAPTURE offers service

providers an efficient way to document special education IEP service delivery and the progress of the
student toward goals outlined in their IEP. This system is designed to allow each service provider the
ability to build and maintain their own roster of students they serve enter service records for the
students, and efficiently submit these claims for potential billing of Medicaid eligible services.

This manual is designed to support the training of service providers as well as provide a reference tool
for the functionality and use of the system. The layout of this manual follows the process the user
employs to enter data, screen by screen.

Screen Conventions

There are several screen conventions that remain consistent within the system. These conventions
include:

= Underlined text is hyperlinked and allows the user to “drill down” into the system detail.
When the cursor is placed on these hyperlinks and the left mouse key is depressed, a new
detailed (drill down) screen displays.

= Drop down boxes are used to streamline data entry. Fields with drop down boxes have an
arrow button next to them.

= The mouse is used to enter fields or to select actions on each screen.

= Users are recommended not to use the “Back” button (on the Internet Explorer Standard
Toolbar), which may cause undesired results.

= Error messages are displayed on the top of each screen when they are encountered. Each error
message has a hyperlink that links to the field in error.

= The tab key will move you from field to field within a screen.

= The scroll bar on the side of the screen allows you to view data and fields that do not fit on the
initial screen window. Scroll down the page to see this data
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MAXCAPTURE GUIDE

Flexibility

The Service Capture system is flexible to provide districts with a variety of configurations, allowing
users to view or edit specific data elements. As such, this manual cannot address every possible
scenario available. Whenever possible, this manual will alert you to differences that are brought
about by district configuration. Be advised that the screenshots in this manual may not match exactly
with the screens on your district’s configured system.

Browser Options

Currently MAXCapture supports only Internet Explorer and Safari Browsers. It will not function properly
using other browsers like Mozilla Firefox or Netscape etc.
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MAXCAPTURE GUIDE

Home Page Chapter

Upon entering the Home Page, you are presented with several options for action
and numerous other informational items. From the Home Page, you have the
option from the blue menu bar to:

1) Access Master Data which leads to Maintain Provider Roster: which
allows you add and remove students on your roster. Supervisors will
have access to Maintain Supervisor Roster, to select any providers they supervise.

2) Access to Data Entry leading to Service Capture: Enter, view and update past/current
service records by student. Supervisors will also have access to Service Approval which
allows them to review and approve the services of providers they supervise.

3) Access to Reports which leads to detailed reports of all the services you entered.

o MaxCapture-l - Windows Internet Explorer

=
@ =R |ti htips : Afestshb.ssghosting com/MaxCapture MHome, aspix ﬂ 8 ([*|| % ‘ P~
File Edit “iew Favorites Tools Help
o - . »
W @ MarCapturel | ‘ 5~ ) - #h v |ZhPage v (0 Tools ¥
= Sehool Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Home Page John PT
Home | Logout
Master Data Data Entry Reports
Welcome John PT
T eI
No. of Students In Roster : 10 fou must use the Internet Explorer (PC)/Safari (MAC)
MNe. of Unbilled Services + 7 browser in this site
— — ou must disable any popup blockers for thic site to get
Mo, of Services on Hold : 0 log out warnings
No. of Services Submitted for Billing : 5
|Licen5e Type |Li|:en5e # |Expire5 On |
[Physical Therapy _ [FT-001 l1z/31/2012 |
Description
A ets Quick Reference
View Detail User Guide
Done [# /@ Internet Hi00% -
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MAXCAPTURE GUIDE

How to Change Password

1) On the Home Page screen, click on your name in the upper right hand corner of the screen to
get to the Registration screen

2) On the Registration screen, select the change password action by placing the cursor on the
words Change Password and click the left mouse button.

3) This will take you to the Change Password screen where you will enter your current

password, the new password, and confirm the new password. Once all three fields are entered,
click on the Save button.

/= ChangePwd - Windows Internet Explorer MEE
@.‘ y - |é, htips : /#testshb.ssghosting comMaxCapture /ChangePwd. aspx ﬂ % *|| X ‘ P
File Edit View Favorites Tools Help
W & ChangePwd | ‘ f3 - B - ® v [FpPage v {FTook » 7
= School Based Service Capture
SIVIC SOLUTIONS GROUP Change Password
User Id
Current Password
New Password

Confirm New Password

?: Save Cancel

| /|

Done 3§ & Internet f100% v

4) Once your password has been changed you are returned to the login screen to log in with your
new password. Login using your new password and you will return to the Home Page
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General Navigation Chapter

There are a variety of navigational features in this system that allows you to get
around from screen to screen.

Return to your Home Page

Place your cursor over the Home key word at the top right of the screen and click the left mouse key. This will
return you to your Home Page screen Shown on page

Logout of the Current System Session

Place your cursor over the Logout key word at the top right of the screen and click the left mouse key.

NOTE: The system will automatically time out after several minutes of no data entry. Any unsaved data
entered will be lost. If you see a message (*““pop-up’’) indicating you are about to be timed out, click OK to
continue the session or click the ““save ““button to avoid timing out. .The system will take you back to the
login screen when the system has timed out.

Please be sure that any pop-up blockers on your computer are disabled for
the SSG website. If the pop-up blocker is on, you may be logged out of the
website without a warning message!
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Maintain Roster - Create Chapter
Caseload

Select the Master Data — Maintain Provider Roster by placing the cursor over the words
Master Data, slide the cursor over Maintain Provider Roster and click the left mouse
button. From the Maintain Roster screen, you can add or remove students from your
roster and re-sort the information

f.: ServiceHistoryMain - Windows Internet Explorer !Em
@:j - |E, htips : festsbb.ssghosting com/MaxCapture /RosterMain.aspx ﬂ % *2 (% ‘ Feaks
File Edit “iew Favorites Tools Help
W & ServiceHistoryain | ‘ fo v B - f v [ bPage v (FTools + 7
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Master Data --> Maintain Provider Roster John BT
Home | Logout
Master Data Data Entry Reports

<

|\A|| = Search H [l || Search

student 1d Name [~ |Student Id Name Diag1|Diag2|Diag3 DOB Sex
| 101592905 D|ABEYTA, ANGELICA Edit| [ |101554430 | ABEYTA, ELISA 07/12/1998
[~ (101591709 ABEYTA, DELILAH Edit| [T [525875142 | ABEYTA, TIFFANY
[ |1015%4430 |ABEYTA, ELISA Edit| [T | 101229847 |BACHICHA, JCAQUIN 10/08/1991
[~ |583830301 N |ABEYTA, EUGENE Edit| [T (062100891 |CASTILLO, CARLOS 10/08/15851
[ |102271806  |ABEVTA, HELLY Edit| [ 102023058 |CHAVEZ, SHILOH 06/25/1884 [M
2 2

[7 101591444 N | ABEVTA, LUCY Edit| [~ | 101555007 |FERMANDEZ, MANUEL 07/16/1994
™ |102261039 ABEYTA, ROBERTA

Edit| [T | 102039245 |GUTIERREZ, MARTY 08/24/1990|M
[~ | 102264534 ABEYTA, SAMUEL -

Edit| [T |101224772 |KOTIAR, ANISHA 11/12/1994
™ |101594422 ASEYTA, SERENA

Edit| [~ | 102252608 |LOPEZ, MATTHEW 12/28/1%95
™ | 102260023 ABEYTA, STEPHANIE

Page: 1
[ |525875142 D|ABEYTA, TIFFANY 9
™ |Loz2264884 ABEYTA, TIMOTHY

! Remove | [~ Confirm Delete

[ |101224509 ABILA, DEEDRA
[~ | 102265832 * | ABU BAKAR, NADIRA
™ |102260510 ACEVEDC, ISALAH

Add

2 3 4 B =>4 J
Done [# /@ Internet #100% ~

Names of Medicaid enrolled students will be bolded and have an asterisk (*)
Those students currently on the therapist’s roster will be highlighted in red on the list of students.
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Add a Student to Caseload

All students in the database are listed on the left side of the Maintain Roster screen.
1) Find the student in the database by scrolling through the pages or by selecting the search criteria
“First Name,” “Last Name,” “Student No,” or “All” data. In the box to the right of the search
criteria, type the first name, last name or student number and select “Search.”

o ServiceHistoryMain - Windows Internet Explorer MEE
@\_‘__/ - |iti, htips : /festsbb.ssghosting com/MaxnCapture /RosterMain.aspx j % *2 ([ X ‘ B~
File Edit View Favorites Tools Help
- . »
w o & ServiceHistoryiain | ‘ 3 v B - &= v [FPage v G Tooks ~
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Master Data --> Maintain Provider Roster John PT
Home | Logout
Master Data Data Entry Reports
4
a
|Last Nai | |kee ‘ Search —] | Al || m
|1t d Name [~ |Student Id Mame Diagl|Diag2|Diag3 DOB Sex
546 *|KEE, ASHONTE Edit| [~ 101594430 | ABEYTA, ELISA 07/12/19%8
Student Id_|gag +|keE, CHERYL Edit|  |s25875142 |aBEYTA, TIFFANY
[~ |102003118 = |KEE, ELAINE Edit| [T [101229847 | BACHICHA, JOAQUIN 10/08/1991
[~ |102025053 * | KEE, KRISTOFFERSON Edit| [~ [062100891 |CASTILLO, CARLOS 10/08/15951
[ |101907285 * | KEE, TERRENCE Edit| [~ | 102023058 | CHAVEZ, SHILOH 06/25/15%4|M
[ [102030327 *| KEEDAH, MIKE Edit| [~ 101595007 |FERMANDEZ, MANUEL 07/16/1994
[~ |102014156 *|KEESWOOD, BRANDON -
Edit| [~ 102039245 | GUTIERREZ, MARTY 08/24/1990|M
[~ |102023116 * | KEESWOOD, CHRISTOPHI -
Edit| [~ 101224772 |KOTIAR, ANISHA 11/12/1994
[~ |102034931 * | KEESWOOD, RASHAD
Edit| [~ 102252608 |LOPEZ, MATTHEW 12/28/1995
[~ |102031432 * |KEESWOOD, RASHAUN
Page: 1
[~ |102020138 * | KEESWOOD, VERNON 9
[~ |101996270 * |KEETO, KYLE
. Remove | I~ Confirm Delete
[~ | 262042187 KEETSO, ARLLIANA
[~ |062020194 HEETS0, BRANDON
[~ |062042686 KEETS0, DAVE
Add
-
4 | B [ /|
Done (8 @ Internet *100% -

2) All students meeting the search criteria will appear on the left side of the screen. Scroll down or use
the numbers or arrows on the bottom of the box to find the student’s name.

3) To add a student to your roster select the student by clicking in the box to the left of the student’s
name and clicking the add button. The student is added to your roster.
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Remove a Student from Caseload

To remove a student from the roster, click in the box to the left box the student ID, then click confirm
delete and remove at the bottom of the screen.

Pre-select a Diagnostic code

Once a student has been selected for your caseload, the provider can select a diagnostic code for the student,
which will auto populate in data entry, including multiple service data entry. To do this, click on the blue Edit
button at the beginning of the student listing on the caseload. When you do this, you will see the field below for
that student. Click in the Diag 1 field, and you will see a dropdown menu of diagnostic codes. Select and save
the appropriate code for that child. There is no need to select Diag codes 2 or 3

/= ServiceHistoryMain - Windows Internet Explorer =] x]|
6\:—/ - |@, https : fftestshb.ssghosting. com/MaxCapture RosterMain.aspx ﬂ g (4| % ‘ L

File Edit “iew Favorites Tools Help

fp v B - = v | Page v (FToals v 7

W & serviceHistoryMain |

= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Master Data --> Maintain Provider Roster John PT
Home | Logout
Master Data Data Entry Reports
<
|‘AII ﬂ |I<ee Search H |A” ﬂ| m
Student Id Name r Student Id Name Diagl Diag2 Diag3 DOB Sex
[~ |101592905 D| ABEYTA, ANGELICA Edit | [T |101534430 ABEYTA, ELISA 07/12/1936
[~ |10t581708  |ABEYTA, DELILAH Edit |~ |s2s875142 ASEYTA, TIFFANY
[F |101594430 |ABEYTA, ELISA Edit | [ |101229847 BACHICHA, JOAQUIN 10/08/1931
[~ |585830301 N |ABEYTA, EUGENE Edit |~ |0s2100851 CASTILLO, CARLOS 10/08/1991
[~ |to2271808  |ABEYTA, KELLY Stdent [
[ |101501444 N |ABEYTA, LUCY Id
[~ |102261039 ABEYTA, ROBERTA Name [CA5TI00 O]
102264836 |ABEYTA, SAMUEL Diagl [3154 DEVELOPMENTAL COORDINATION DISORDER % =
ABEYTA, Al
[~ |101594422  |ABEYTA, SERENA piagz | A \ =]
[ [102260023  |ABEVTA, STEPHANIE Diagd | \/ =]
[¥ |525875142 D|ABEYTA, TIFFANY poe  [zo/oerss
I~ 102264882 |aAsEVYTA, TIMOTHY sex [ ]
[~ |101224509 ABILA, DEEDRA Save | Remowve ‘ Cancel | ™ confirm Delete
[ |102265832 * | ABU BAKAR, NADIRA Edit | [ |102023058 CHAVEZ, SHILOH 06/25/1994 M
102260510  |ACEVEDG, ISALAH ;
r e Edit | [ |101535007 FERNANDEZ, MANUEL 07/16/1994
Edit | [ |102039245 GUTIERREZ, MARTY 08/24/1990 M
Edit | [~ |101224772 KOTIAR, ANISHA 11/12/1934
Edit | [~ |102252608 LOFEZ, MATTHEW 12/28/1995
Add
Page: 1
2 3 4 5 > gsase J
Done [& | Internet H100% ~
8
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Data Entry - Service Chapter
Capture

Select Data Entry — Service Capture from the main menu bar by placing the

cursor on the words Data Entry, sliding the cursor to Service Capture and

clicking the left mouse button. From the Service Capture screen, you can enter

service records for the students on your roster. This is where a service provider

actually documents the delivery of a health-related service and the progress of the student toward
goals outlined in their IEP. The following screen appears:

/= ServiceHistoryMain - Windows Internet Fxplorer HEE
@ 3J - |é, https: /#testsbb.ssghosting. comMaxCapture/ServiceEntrytain. aspi j g ||+ x ‘ o

File Edit View Favorites Tools Help

¢ 4 @ ServiceHistoryMain | ‘ 5 v~ B - & v [2hPage v ©FTools v 7

|

= School Based Service Capture - Demeo School District

SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John BT
Home | Logout

Master Data Data Entry Reports

4

Multiple Service Entry W
Salact the Gtudant to view canvicas |

[Provider : IR0 Roster
‘ All hd Search

Student Id Name
101594430 ABEYTA, ELISA
525875142 D | ABEYTA, TIFFANY

101225347 BACHICHA, JOAQUIN

062100891 CASTILLC, CARLOS
102023058 = | CHAVEZ, SHILOH

101595007 FERNAMDEZ, MAMUEL

102039245 * |GUTIERREZ, MARTY
101224772 KOTIAR, AMISHA

T T Y I Y

~

102252608 * |LOPEZ, MATTHEW

Page: 1

| /|

Dane [# /@ Internet H100% -

9
SSG Proprietary



Create New Service Capture

1) Select the student from your roster on the left side of the screen, click in the circle in front of the
student’s name.

(_; ServiceHistoryMain - Windows Internet Explorer !Em
@ Lo M |iti htips : estshb.ssghosting com/MaxCapture /ServiceEntryMain. aspix ﬂ g *2 (% ‘ Feaks
File Edit “iew Favorites Tools Help
W & ServiceHistoryain | ‘ fo v B - f v [ bPage v (FTools + 7
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry --> Service Capture John PT
Home | Logout
Master Data Data Entry Reports
<
[Provider : IR0 Multiple Service Ent W
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994
‘ All - Search
ervice Date From: \ To: | Hold Ind: |ALL = Search Clear
Student Id Name \/ 1
" | 101594430 ABEYTA, ELISA | HSVE DatE|SV|: Type| Svc Code |Diag Eude|Mi|1§|Prugress||
(" |525875142 D |ABEYTA, TIFFANY |PagE: 1 |
" | 101229847 BACHICHA, JOAQUIN -
" |062100891 CASTILLO, CARLOS Ard Seiee |
¢ |102023058 * |CHAVEZ, SHILOH
(" |101595007 FERNAMDEZ, MANUEL
7 |102039245 * | GUTIERREZ, MARTY
" |101224772 KOTIAR, ANISHA
" |102252608 * |LOPEZ, MATTHEW
Page: 1
Done [# /@ Internet #100% ~

2) Before continuing, check the student’s name and date of birth (located under the Service Capture
tab) to ensure correct student is selected.
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3) If you have recently entered services for this student, a summary view of each service is listed on
this page and shows the date of service, the service type, the Medicaid service code, the diagnostic
code and the session start and end time.

/= ServiceHistoryMain - Windows Internet Explorer =] x]|

@.\-:_/ - |@, https : fftestshb.ssghosting comMaxCapture /ServiceEntryain. aspi ﬂ g (4| % ‘ P~
File Edit “iew Favorites Tools Help
W & serviceHistoryvain | ‘ M v Bl - = v bPage v () Tooks v
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John PT
Heme | Logout
Master Data Data Entry Reports
<
T e ohn PT - Service Entry Multiple Service Ent W
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994
‘ All hd Search ‘
Service Date From: \ To: | Hold Ind: |ALL = Search Clear
Student Id Name
7 | 101594430 ABEYTA, ELISA Svc Date | Svc Type Svc Code Diag Code | Mins | Progress
| 525875142 D|ABEYTA, TIFFANY Edit|  copy|02/04/2005 | Physical BT Ind 30 Moderate | o /prine
- P Therapy minutes | L. e
¢ |101229847 BACHICHA, JOAQUIN .
! - 1040 Edit| " copy|02/02/2008 _'m’s‘ca" BT Ind 30 res ;V‘Cdﬂ View/Frint
© |ns2100881 CASTILLO, CARLOS Pherap-‘; ;“D'”“e -
: . P ysica cderate | JEri
 |102023058 * | CHAVEZ, SHILOH Edit] 7 copy | 01/30/2008 | oy FT Ind minutes | L. Mlew/Print
- - . Fhysical 30 Mederate | o
{" |101595007 FERNAMDEZ, MAMUEL ,\ Edit| ¢ copy|01/28/2009 Therapy PT Ind minutes | L. View/Print
" |102039245 * | GUTIERREZ, MART dit| © comy|01/26/2000 | ENYsical oT Ind 30 Moderate |\ o print
¢ 101224772 KOTIAR, ANISHA — i Therapy minutes L. ——
77 AR, ANISHA .
' V Edit| " Copy|01/23/2008 PQ’E‘CE{' BT Ind 20 bederate |y mrint
" | 102252608 * | LOPEZ, MATTHEW ’ TheraP1 minutes Ld
- . e/ Physica 30 Mederate
Page: 1 Edit| © copy|01/21/2008| 1 1205 =T Ind minutes | L.
. o Fhysical 30 Moderate
Edit| © copy|01/18/2008| 1 1205 T Ind minutes | L.
Page: L
Add Service
[& € Internet +100% -
11
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4) To add a new service, click on the Add Service button. A list of data entry fields appears below

allowing the user to enter the information needed to bill Medicaid (required fields) and to have an
IDEA compliant service log (optional fields). For New Mexico, these data fields are:

=

SIVIC SOLUTIONS GROUP

School Based Service Capture - Demo Schoel District

Data Entry -- > Service Capture

John BT
Home | Logout

Master Data Data Entry Reports

4

Provider : )

Roster

‘m ’— Search

Service Entry

Multiple Service Entry ]

Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994

Service Date From: | To: ‘ Hold Ind: |ALL Search Clear
Student 1d Name
" |101554430 ABEYTA, ELISA | ||5vc Date‘svc Type| Svc Code |Diag (ode|l‘1ins|PngressH
 |525875142 D|ABEYTA, TIFFANY |Page: 1
101223847 |BACHICHA, 10AQUIN
 |062100851 | CASTILLO, CARLOS Sve Date 1 Immvddryyy
# /102023058 * | CHAVEZ, SHILOH SveType Physical Therapy |
" |101595007  |FERNANDEZ, MANUEL Svc Code =l
102039245 * | GUTIERREZ, MARTY Diag Code [ 3
101224772 KOTIAR, ANISHA Therapy Methed | JEa |
/102252608 * |LOPEZ, MATTHEW Therapy? Methad | |
Page: 1 Ming =1
Unit =
Progress ’—Ll
Notes J
Supr Note ‘
Save | Cancel | Add Service

& € Internet H100% ~

Date of Service: Enter the date in which the service was provided by entering the month, day, and
year. All three fields are fill-in fields, which allow you to select the specific service delivery
date. If you click on the square box to the right of service date field, a calendar will appear
which will allow you to click on a date. If a provider mistakenly selects a Sunday as the date
of service delivery, they will be blocked from entering a service. If they select a Saturday, they
will see a warning advising them they are about to enter a service for a Saturday. REQUIRED

12
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Service Type: Enter the type of service for which you are eligible to perform services. These are
supplied in the dropdown box when you place your cursor in the box. In some configurations
of the system, your service type may automatically appear. Please note a service type must be
entered before the additional fields can be entered. REQUIRED

Service Code: Enter the service code of the service provided. The dropdown box displays only
those services that correspond to your service type. If you are providing services in an
inclusion setting, the group size should be the number of the students in the group who are on
your caseload Service. REQUIRED

Therapy Methods: Enter the therapy method and activities (from the dropdown) used with the
student during the session. Additional comments may be entered in the Notes section.
OPTIONAL

Diagnosis Code: Enter a diagnosis code from the dropdown list of codes. REQUIRED, if a
Medicaid claimable service code is selected. Not required if a non-billable service code is
selected

Progress: Enter Progress Towards Goal using the drop down list. REQUIRED

Minutes: Enter the number of minutes of service provided. REQUIRED, if a Medicaid
claimable service code is selected. Not required if a non-billable service code is selected

Doses: This is only used by nurses to indicate the number of medication doses given on a
day. REQUIRED, ONLY IF “MEDICIATION” IS SELECTED BY NURSE AS
SERVICE CODE

Size: Enter number of students in the group when a group service is provided. REQUIRED if a
group service code is selected.

Notes: Place the cursor over the Notes button to enter Progress Notes for the student. This field
allows up to 2,500 characters. Service notes are REQUIRED in the event of a Medicaid audit,
and most districts require the provider to enter those notes in the MAXCapture system.
However, the system will save any service entry without progress notes.

5) Save your work by clicking on the Save button in the lower right hand side of the screen). If you
do not wish to save your work, click on Cancel. If you would like to enter an additional service for
the same student you may also select the Add Service button. To change or delete a service you
have entered, click on the Edit button at the beginning of the service summary line. The data field is
opened and you can make and save any changes, or delete a service (please be sure to click “delete”
and “confirm delete”. You can only edit or delete services until as service sweep occurs. Please
check with your Medicaid Administrator if you would like to know the sweep schedule. If you
determine that you made an error on a service that has already been swept. Please notify your
Medicaid Administrator.

13
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6) To add a new service that is similar to a previous service, a user may select the copy button and the
information from the previous service will populate without a date. The provider must then enter
required date and save the encounter.

o ServiceHistoryMain - Windows Internet Explorer HE R
@ gy~ |E https : fftestshb.ssghosting comMaxCapture /ServiceEntryain. aspi ﬂ g (4| % ‘ P~
File Edit “iew Favorites Tools Help
) »
W & serviceHistoryvain | ‘ - B -~ o v |-}Page v i} Tools ~
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John PT
Home | Logout
T e ey e
<
T e ohn PT Roster Service Entry Multiple Service Ent W
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994
‘ All hd Search ‘
Service Date From: ‘ To: | Hold Ind: |ALL « Clear
Student Id Name
~ |101594430 ABEYTA, ELISA |\ | Svc Date | Svc Type Svc Code Diag Code Mins | Progress
" |525875142 D|ABEYTA, TIFFANY ) & come|02/04/ Physical 3154- 30 Moderate | 1o e
’ \5 * Copy|02/04/2008 Therapy FT Ind DEVEL.. minutes | L. iew/Print
¢ |101229847 BACHICHA, JOAQUIN v =a.
+ 1029 |  copy|02/02/2008 | PhvEic! =T Ind R 0 Moderate |yicy/print
" |062100891 CASTILLO, CARLOS T:EVEI31 DEVEL. minutes Ld
: : rany Fhysica 3134- 30 Moderate | . . oo
# | 102023058 * |CHAVEZ, SHILOH Edit| © copy| 01/20/2008 |, oy FTind DEVEL.. minutes | L. S
JE— A A . X foaf Physical 3154- 30 Moderate |, . o
" (101595007 FERNAMDEZ, MAMUEL Edit| ¢ copy|01/28/2009 Therapy PT Ind DEVEL.. minutes | L. Jiew/Print
" | 102039245 * | GUTIERREZ, MARTY Edit|  copy|01/26/2008 P:-vswcal o7 ind 3154- 30 Moderate |, /erint
¢ |101224772 KOTIAR, ANISHA - Therapy = minutes L.
' Edit| " Copy|01/23/2008 F’p'*'s‘c?' BT Ind 30 bederate |y mrint
" | 102252608 * | LOPEZ, MATTHEW ’ TheraF1 minutes Ld
- e/ Physica 30 Moderate |0 im0
Fage: 1 Edit| " Copy|01/21/2008 Therapy 7T Ind minutes |L. View/Frint
oy Physical 30 Moderate | .
Edit| (" copy|01/18/2008| 1 (5% 7T Ind minutes |L. View/Print
Page: L
Add Service
[& € Internet H100% -

Note: Medicaid rules require that the amount of service time claimed not exceed the service
time designated in the IEP. If a provider or student is absent for a scheduled service, a “make-
up’ session may be claimed for Medicaid billing. Such a make up session should be documented
in the notes box. Services missed due to student absence cannot be claimed if they result in
exceeding the service time/frequency in the 1EP. If services are provided beyond the time
frequency specified in the IEP due to student absence or other factors, you may enter the
service code “other” and document these services in the notes box.
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7)

8)

9

By selecting Print/View Setvice, Service Captute allows the service provider to print a summary of
the service details provided to the student along with session notes. Please note that a better report
both in format and “paper-saving” is available in the reports section.

These service records remain in your file until the system is swept (usually once every month).
When the system is swept, you will no longer see these service records on your Service Capture
screen when you click on the student’s name. However, you will be able to view a full record of
all services you entered in the Reports —Therapist Service Details of MAXCAPTURE

Student records may be sorted using Service Date (Sve Date), Service Type (Svc Type) or Service
Code (Svc Code). Place the cursor on the title bar (Sve Date, Sve Type or Sve Code) and click on
the left mouse. The field will be sorted in ascending or descending order.

/= ServiceHistoryMain - Windows Internet Explorer MEE
@‘{_/ - |g https://testshb, ssghosting.comMaxCapture/ServiceEntryMain, aspx j % | % | R
File Edit Wiew Favorites Tools  Help
g o
w & ServiceHistoryMain | | £ » ) - m= v s bPage v ) Toolks v
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry --> Service Capture John PT
Home | Logeut
Master Data Data Entry Reports
<
IS ohn PT Roster Service Entry Multiple Service Ent ]
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994
‘ All - Search ‘
Service Date From: | To: | Hold Ind: |ALL = Search Clear
Student Id Name
¢ |101594430 ABEYTA, ELISA ) Svc Date | Svc Type Svec Code Diag Code Mins | Progress
 |525875142 D| ABEVTA, TIFFANY EdET T CM' 01/19/2009 | Fhysical BT Ind £l Moderate
= ¥ Therapy minutes |[I..
" |101229847 BACHICHA, J0AQUIN e
1 104G Edit| ¢ Copy |01/21/2009 .IF_E-‘E'“‘,'_ PT Ind 30 e —I'”‘Edera“
"~ |062100851 | CASTILLO, CARLOS Fhe”ap*l g‘n'”“ &= T Tr—
- P ysical oderate
# | 102023058 * | CHAVEZ, SHILOH Edit| © Copy|01/23/2008 |1y L0, FTInd minutes | L.
[P P . I2Ef Physical 30 Moderate |, ... oo
" |10155500 FERMANDEZ, MANUEL Edit " copy |01/26/2008| 1 T2 BT Ind minutes |, view/Brint
" 1102039245 * | GUTIERREZ, MARTY Edit| © copy|01/28/2008 F‘:'y‘sltal| o7 nd 30 Moderate |\icw/erint
" |101224772 KOTIAR, ANISHA Therapy minutes |L.
! Edit| ¢ copy |01/30/2008 ! BT Ind 0 Moderate
1102252608 * |LOPEZ, MATTHEW ooy minutes Ld
0o Fhysical 30 Moderate
Page: 1 Edit| © Copy|02/02/2009 Therapy PT Ind minutes | L.
- v Fhysical 30 Moderate
Edit| € Copy |02/04/2009 Therapy PT Ind minutes |I..
Page: 1
Add Service
javascript:__doPostBack{'tableEditorfgs_cti2f_cti1!,") [# & nternet 100w v
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Adding Multiple Service Captures

For those providers serving students in groups rather than individually, clicking on Multiple Service
Entry enables the user to enter services for a group of students one time. This function can also be
used to enter services for an individual student or group of students for multiple dates. Please note
that, if entering services for a group of students with different diagnostic codes, those individual
diagnostic codes will be recorded for those students if those codes were pre-selected when the
provider created the student roster (see page 8). If diagnostic codes we not pre-entered, the provider
can enter a single diagnostic code and then go back to Service Entry and edit for the individual codes
for each student.

o ServiceHistoryMain - Windows Internet Explorer MEE
@ﬁ - |é, htips : /testshb.ssghosting comMaxCapture /ServiceEntryMain. aspx j 8 |[+2|[x ‘ Plhe
File Edit View Favorites Tools Help
W & ServiceHistoryiain | ‘ fa - B - & v [rage v ZTooks v 7
= School Based Service Capture - Demeo School District -
SIVIC SOLUTIONS GROUP Data Entry --> Service Capture Jahn PT

Home | Logout

Master Data Data Entry Reports

4

o Senvcs Evy | rwitvle senvce ey
‘ All - Search

Student Id Name
101594430 ABEYTA, ELISA
525875142 D | ABEYTA, TIFFANY

Select the Student(s) to enter services

101225347 BACHICHA, JOAQUIN

062100891 CASTILLC, CARLOS
102023058 = | CHAVEZ, SHILOH

101595007 FERNAMDEZ, MAMUEL

102039245 * |GUTIERREZ, MARTY
101224772 KOTIAR, AMISHA

milmimimimimimim

[T |102252608 * |LOPEZ, MATTHEW

Page: 1

Add Clear

| /|

Dane [# /@ Internet H100% -
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To enter services in the this section , select the student’s name(s) from the left side of the screen by
checking the box in front of the student’s name and clicking the Add button at the bottom of the
student list . Load one or multiple students in the group or the one student for multiple services entry.

/= ServiceHistoryMain - Windows Internet Explorer =] x]|

@hv |E https : fftestshb.ssghosting comMaxCapture /ServiceEntryain. aspi ﬂ g (4| % ‘ P~

File Edit “iew Favorites Tools Help
o v B - d® v [bPage v F Tooks 7

=

v o & serviceHistoryvain | ‘

= School Based Service Capture - Demo School District

SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John PT
Home | Logout

e Dwetwn  Bmens |
<

[Provider : ISNE) Roster Service Entry [ Multiple Service Entry

‘ Al :lv SEEE ‘ ‘ Select the Student(s) to enter services

Student Id Name
[~ (101594430 ABEYTA, ELISA
[¢ |525875142 D|ABEYTA, TIFFANY
[~ |101229847 BACHICHA, JOAQUIN
[+ |062100891 CASTILLO, CARLOS
[7 |102023058 * | CHAVEZ, SHILOH
[~ (101595007 FERNAMDEZ, MAMUEL
[¢ | 102039245 * | GUTIERREZ, MARTY
[~ |101224772 KOTIAR, ANISHA
[7 |102252608 * |LOPEZ, MATTHEW
Page: 1

|::> Add Clear

| /|

Done [& | Internet 100% v
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In the Multiple Service Entry Screen the service provider must select multiple day of service (e.g.
Mon, Wed, Fri) for the multiple students (or a single student) by clicking on the appropriate dates in
the calendar . When a date has been selected, it will be highlighted in green. As with standard service
capture, a provider cannot select a future date. If entering services for a group of students, the provider
can have each student assigned their individual diagnostic code if they pre-selected these codes when
they created their student roster. To do this, the provider should click in the box “Check to pick
Primary diag code from Roster”. When the provider enters the service, the diagnostic code field will
be unavailable, sine the code was pre-selected. If the provider gets a message that diagnostic codes
were not pre-selected, (or they choose not to pre-select these codes) they can proceed to enter the
service with a diagnostic code, and the edit for individuals as needed.

o ServiceHistoryMain - Windows Internet Explorer MEE
———
@.‘ y - |§, htips : /testshb.ssghosting comMaxCapture /ServiceEntryMain. aspx j 8 |[+2|[x ‘ Felbs

File Edit View Favorites Tools Help

n . — ; »
0 4 @ ServiceHistoryMain | ‘ 3 v B - &= v [FPage v G Tooks ~

= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John BT
Home | Logout
Master Data Data Entry Reports

4
[T ohn PT Roster Service Entry Multiple Service Entry

All hd Search ‘
‘ Student Details Select Service Dates:

Student Id Name Student Id Name DOB Sex | DiagiCd || = February 2009 E

[ 101594430 |ABEVTA, ELISA [ 525875142 |RBEYTA, TIFFANY 70 5 0 5 A6

¥ |525875142 D|ABEYTA, TIFFANY ™ |os2100891 CASTILLO, CARLOS 10/8/1991 2 2 4 5

[7|101229847  |BACHICHA, JOAQUIN [~ 102039245  |GUTIERREZ, MARTY  [8/24/1330 |M "I el |

¥ |082100891 CASTILLO, CARLOS - -

[~ | 102023058 * | CHAVEZ, SHILOH 16 17 18 13 20

™ |101595007 FERNANDEZ, MANUEL 23 2% 25 26 X

¥ |102039245 * | GUTIERREZ, MARTY \

I~ |101224772 HOTIAR, ANISHA ) . )

| I™ Check to pick Primary diag code from Roster
I~ | 102252608 * |LOPEZ, MATTHEW :
ager 1 | V | |Svc Type| Swvc Code Diag Code™ "Mms|Prugress|NDtes‘
|Page: 1 ‘

N = S

** Please use Multiple Entry ONLY if,
All students have same Primary diagnosis
QR Primary Dizgnesis is picked from Roster

OR Entering multiple service dates for = student

| /|

(8 @ Internet *100% =
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After selecting student(s) and date(s) of service, the provider should then click on the add service button. A
data entry field will appear. The provider should then enter the service. When entering for multiple dates,
there is an assumption in multiple services that all services were provide at the same time of day on each
date. If this is not the case, the provider will need to edit the times as appropriate in service entry. Please
note that a service should only be entered once in multiple services. For example, on the screen below, three
students and six dates are selected. By entering the service once, 18 services will be recorded in the system
(3 students x 6 days). Regarding provider notes, the notes section is large enough to hold notes for multiple
dates of service. The provider can list the date and the service provider notes for each date in a single text
box. However, provider notes may be omitted in multiple service entry and then added as an edit for each
service in service entry.

= School Based Service Capture - Demo School District

SIVIC SOLUTIONS GROUP Data Entry --> Service Capture John PT
Home | Logout

Master Data Data Entry Reports

<

Provizer TS Roster Service Eniry -
‘ All - Search ‘

Student Details Select Service Dates:
Student Id Name Student Id Name DOB Sex | Diagicd [= February 2009 =
I™ |101594430 | ABEYTA, ELISA [~ |s2ss7si42  |ABEYTA, TIFFANY s M T W T F s
O | | Sy, WA I |062100881  CASTILLO, CARLOS 10/8/1991 > 3 4 s
[™ 101226847  |BACHICHA, JOAQUIN [~ |102039245  |GUTIERREZ, MARTY 8/24/1990  |M i ; i ;2
¥ |062100891  |CASTILLO, CARLOS = =
[~ /102023058 * |CHAVEZ, SHILOH Remove 16 17 18 18 20
™ |101595007  |FERMANDEZ, MANUEL 23 24 25 28 2
v

102039245 * | GUTIERREZ, MARTY

[T |101224772 KOTIAR, ANISHA ; .
I™ Check to pick Primary diag code from Roster

[T /102252608 * |LOPEZ, MATTHEW

Page: 1 | |Svc Type| Svc Code ‘Dlag Code™™ |M|||s|Prngress|Nntes|
|Page: 1

Add Clear

Swvc Type Physical Therapy ¥
Sve Code hd
Diag Code®* | 53|

Therspy Method | -]
Therapy2 Method | =]
Mins =

Unit l—;|

Progress -

Motes

s & Internet *,.100% -
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Hiding the Student Roster

If at any time the user need to have more of the service entry screen available for viewing, the student roster
can be collapsed

o ServiceHistoryMain - Windows Internet Explorer HE R
@.\-:_/ - |E https : fftestshb.ssghosting comMaxCapture /ServiceEntryain. aspi ﬂ g (4| % ‘ P~
File Edit “iew Favorites Tools Help
— >
W & serviceHistoryvain | ‘ M v Bl - = v bPage v () Tooks v
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry -- > Service Capture John PT
Home | Logout
Master Data Data Entry
Provia'ar : e Service Entry Multiple Service Ent W
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994
‘ All hd Search ‘
Service Date From: \ To: | Hold Ind: |ALL = Search Clear
Student Id Name
~ |101594430 ABEYTA, ELISA Svc Date | Svc Type Svc Code Diag Code Mins | Progress
" |525875142 D|ABEYTA, TIFFANY i | 02/04/ Physical 3154- 30 Moderate
’ Edit| 7 Copy|02/04/2008 Therapy FT Ind DEVEL.. minutes | L.
¢ |101229847 BACHICHA, JOAQUIN v
+ 1029 Edit| ¢ copy|D2/02/2008 ?p's‘c?' BT Ind R tes %‘Cderate
© |ns2100881 CASTILLO, CARLOS Ph”“j gg”“ 2 -
. Fany ysica cderate |\, ppi
 |102023058 * | CHAVEZ, SHILOH Edit| © copy|01/20/2008 |, any FTind minutes | L. S
" | 101595007 FERNANDEZ, MANUEL Fage: 1
" | 102039245 * | GUTIERREZ, MARTY .
Add Service
¢ |101224772 KOTIAR, ANISHA
" | 102252608 * | LOPEZ, MATTHEW
Page: 1
[ & € Internet +100% -

1) The user will collapse the student roster along the left side of the browser screen by clicking on the
small blue arrow above the user’s roster.

2) The new view will be displayed as below.
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/= ServiceHistoryMain - Windows Internet Fxplorer HEE
@. =4 T |g htips : /testshb.ssghosting comMaxCapture /ServiceEntryMain. aspx j 8 |[+2|[x ‘ Felbs

-

File Edit View Favorites Tools Help
S v Bl - = v bPage » (O Took v

W & ServiceHistoryiain |

|

= School Based Service Capture - Demeo School District

Data Entry -- > Service Capture John PT
Home | Logout

SIVIC SOLUTIONS GROUP

Reports

Master Data Data Entry

Service Entry Multiple Service Entry ]
Student Name : CHAVEZ, SHILOH - DOB : 6/25/1994

Service Date From: To: | Hold Ind: |ALL = Search Clear

Svc Date Svc Type Svc Code Diag Code Mins Progress
" Copy|02/04/2008 | Physical Therapy | FT Ind 3154-DEVEL.. |30 minutes |Moderate I.. |V

. |30 minutes | Mederate I..

.[30 minutes | Mederate 1. | ¥

Edit
Edit| " Copy|02/02/2008 |Physical Therapy [PT Ind
Edit| ¢ Copy|01/30/20089 | Physical Therapy [PT Ind

Page: 1

Add Service

| /|

(8 @ Internet #100% -

3) To view the student roster again, the user will click on the same small blue arrow to unhide the
roster.

21
SSG Proprietary



Service Approval

MAXCapture provides the option for a supervisor to approve services for a staff member that is
required to be supervised according to Medicaid regulations. The Medicaid Coordinator must indicate
staff who are supervisors and staff to be supervised. The supervisor will then have the capability
under “Master Data” to select “Maintain Supervisor Roster” and select the providers they are assigned
to supervise. The providers they select to supervise will then appear on their Supervisor roster.

/= ServiceHistoryMain - Windows Internet Fxplorer HEE
@ :-.‘/ - |g htips : #festshb.ssghosting com/MaxCapture /SupervisorRosterMain, aspx j@ *1|| X ‘ Felbs
File Edit View Favorites Tools Help
¢ 4 @ ServiceHistoryMain | ‘ Mo v B - d v [bPage v FTooks v 7
= School Based Service Capture - Demeo School District -
SIVIC SOLUTIONS GROUP Master Data --> Maintain Supervisor Roster sally SUPR

Home | Logout

Master Data Data Entry Reports

4

[l Eall Search [ A | Search

Provider Id Hame [~ |Provider 1d Name
[ |2D00207 |HA,Jack -
[~ |ZDoozo7 HA, Jack Erofile | License
[¥ |ZD00206 LPN,Kathy "
= [~ |ZD00206 LFN, Kathy |Erofile |License
ZD00301 MA,Susan
~ |zoooe03 MoCoy Jack [~ |ZDo0z02 OT, James | Erofile |License
4 cCoy,Jac
7 |zpooz02 OT James [~ |ZD00204 PSYCH, Paul |Profile | License
7 |zDooz04 PSYCH,Paul [ |ZD00203 PT, John Profile | License
¥ |zpoo203  |PT,John [~ |ZDo0205 RN, Linda Profile | License
[ |ZD00205 RM,Linda [~ |ZD0ooz208 5P, Diane Profile |License
[¥ |ZDo0208 SP,Diane [T |ZDoozoL sw, Bill Profile | License
[ |2D00201 sw,Bill [~ |ZD00z20% TE, Richard |Profile | License
[~ |zoooiot  |Therapist,Test Page: 1
[+ |ZD0020% |TP,Richard
Fage: 1 ReMOVE | [~ Confirm Delete

Add

| /|

Dane [# /@ Internet #100% v
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A supervisor will then have the option to select “Service Approval “under “Data Entry” .When that is
selected, the following Search criteria will appear. The supervisor can then select the date range, and
either the student(s) or provider(s) they wish to see and approve services for.

o ServiceApproval - Windows Internet Explorer MEE
@ Lo |é, htips : /festshb.ssghosting com/MarnCapture /Servicespproval aspy j 8 |[+2|[x ‘ Felbs
File Edit View Favorites Tools Help
W & Servicespproval | ‘ fa - B - & v [rage v ZTooks v 7
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry --> Service Approval sally SUPR
Home | Logout
v oy
Search Criteria “Required Fields
Status: * Mot Approvec =
Service Date From: * 6/27/2009 J {mm/dd/yyyy)
To: * 7/21/2008 | tmmsaaryyyy)
Student: ‘.&H j |
Provider: \,&H ﬂ |

Search Total Services:

| /|

Dane [# /@ Internet H100% -

When the supervisor clicks the search button they will have access to review and approve services of
the person they supervise (see following graphic).
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/= ServiceApproval - Windows Internet Explorer =] x]|

@.‘- gy~ |E https : fftestshb.ssghosting. com/MaxCapture /Service aApproval. aspy ﬂ g (4| % ‘ P~
File Edit “iew Favorites Tools Help
W & servicesppraval | ‘ o v B - d® v [bPage v F Tooks 7
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Data Entry --> Service Approval Sally SUPR

Home | Logout

Master Data Data Entry Reports

Search Criteria “Required Fields

Status: * ’W
Service Date From: * W J (mm/dd/yyyy)
To: * ’W J (mm/dd/yyyy)
Student: ‘ﬁl\ j |
Provider: ‘#‘-H ﬂ |

Search Total Services: 4

Service List
[~ All Services

Provider

Svc Date | Svc Type Svc Code Therapy Method Diag Code Name

Notes Stult‘;ent Student

Name

3154-DEVELOPMENTAL

s ei
102023088 | SHILOH | 0o 104 200 |PRYSICEL  Hop g Fine Maotor Skills | COORDINATION John BT | wiew/Erint
CHAVEZ Therapy DISORDER

5 vei 3154-DEVELOPMENTAL
J 102023058 | ZHI-OH 10270272000 |PPYSICE!L o 1ng Fine Motor Skills | CODRDINATION John BT | view/erint

-
r .
CHAVEZ Therapy DISoRDER
5 ei 3154-DEVELOPMENTAL
~ J 102023058 EZILG:Z 01/30/2009 ?pei'acal BT Ind Fine Motor Skills | COORDINATION John BT | wiew/Print
~ i DISORDER
-

3154-DEVELOPMENTAL

s ei
J 102023058 EZILG:Z 01/28/2009 ?pei'acal BT Ind Fine Motor Skills | COORDINATION John BT | wiew/Print
Y e DISORDER
Page: 1
Approve/Save
Do [& | Internet 100% v

By clicking on View/Print, at the end of the row they will see the entire service entry, including
provider notes. The supervisor can add their own notes (optional) by clicking into the box in the
“notes” column. These notes will then be part of the service record. To approve a service, the
supervisor clicks in the box in the beginning of the row, and then clicks on the Approve/Save button
at the bottom left on the page. By clicking “All Services”, a supervisor can select and approve all
service on that page. Please note that only the services on that page will be approved not all
service pending approval.
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Reports Chapter

This section describes how to access the reports
maintained in the service capture module.

Service Details Report

1) From the main menu bar select Reports menu and click on “Provider Service Details” link,
the following Report Search parameters screen will be displayed.

/= https:Htestsbb.ssghosting. com/MaxCapture/ServiceRe portMain.aspx - Windows Internet Fxplorer

@ I |é, htips : festshb.ssghosting com/MaxCapture /ServiceR eportvain, aspx j 8 |[+2|[x ‘ Felbs
File Edit “iew Favorites Tools Help
v e 25| ~| @& htips/testsbb.ssgh.,. X | @& MaxCaptureT | | far = B - v [ZPage v (FTook v 7
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Reports --> Provider Service Details

John BT
Heme | Logout

Master Data Data Entry Reports

Search Parameters

Service Date From: = ’W J [mm/ddfyyyy)
To: = [rozoos J (mm/ddFyvyy)
Student: [aLL ~] [
Status: ALL -
Approved?: ALL -
On Hold?: ALL -
Student Page Break: r

View Report FOF « Export <:|

| /|

Dane [# /@ Internet H100% -

2) The provider then selects the dates they wish to see reports for. The default date selection is

for the last month. The provider may select any date range they choose, providing it does not
exceed one year.
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3) The provider then selects an individual student or all students for the date range selected to
see a report of services they have entered. Other options are to see service billing status and
services placed on hold by the provider.

4) The provider can also see the report with “page breaks” between services for each student by
clicking that box.

5) Supervisors will have additional option to choose a provider, multiple providers or all
providers in his/her roster to see services entered by the providers.

6) The provider has three options to download a report. Clicking the “View Report” button on
the left corner of the page will bring up page by page report. The provider must manually
click each next page. This is not the recommended way to download reports. On the right
corner, there is an “Export” button, with choices for a report in Excel or PDF format. PDF is
the recommended format for downloading, and if desired, printing a report. Below is an
example of a report downloaded as a PDF file.

B ProviderServiceSummary{ 3]. pdf - Adobe Reader MEE
File Edit Wiew Docurent Tools Window Help *
EEL N - Pl
|~
o School Based Service Capture —
Service Details
SIVIC SOLUTIONS GROUP
For Service Dates Between 01/10/2009 and 02/10/2009
District : 48 - DEMO School District
[Provider: ZD00203 - PT. John Discipline: | -
| Service Date  Minutes Units Status I
Student : CHAVEZ. SHILOH - 102023058 DOB : 06/25/1994
[o1/19/2009 30 nunutes  2.00 Unbilled |
Service Type PT - Physical Therapy
Service Code 97110 - PT Ind
Therapy Method  Fine Motor Skills
Diagnosis 3154 - DEVELOPMENTAL COORDINATION DISORDER.
Progress Moeoderate Improvement
Provider Naotes
[01/21/2009 30 nunutes  2.00 Unbilled ]
Service Type PT - Physical Therapy
Service Code 97110 - PT Ind
Therapy Method  Fine Motor Skills
Diagnosis 3154 - DEVELOPMENTAL COORDINATION DISORDER.
Progress Moeoderate Improvement
Provider Notes
[01/23/2009 30 nunutes  2.00 Unbilled ]
‘/y- Service Type PT - Physical Therapy
& Service Code 97110 - PT Ind
Therapy Method  Fine Motor Skills
S& Diagnosis 3154 - DEVELOPMENTAL COORDINATION DISORDER.
Do cemn LY ST S, -
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Provider Roster Report

1) From the main menu bar select Reports menu and click on “Provider Roster” link, the
following Report Search parameters screen will be displayed.

o https:/Htestsbb.ssghosting.com/MaxCapture/ServiceReportMain.aspx - Windows Internet Explorer

T
gv |Q htips : ffestshb.ssghosting com/MaxCapture /ServiceReportvain, aspx ﬂ 8 ([*|| % ‘

ol
File Edit “iew Favorites Tools Help
v dhe (& https //testzbb, ssghosting com/MaxCapture/. . | ‘ - B - & v |:}Page v i Tools ~ i
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Reports --> Provider Roster John PT
Home | Logout
Master Data Data Entry Reports
Search Parameters
Student: |,c._|_L ﬂ |
- Student Id
View Report Last Hame Excsl = Export
First Mame

(¢ & Internet #100% -

2) The provider can use the drop down list to select “First Name,” “Last Name,” “Student No,”
or “All” and in the box to the right of drop down list, type the first name, last name or
student number. All students meeting the search criteria will be displayed in the report.

3) Supervisors will have additional option to choose a provider, multiple providers or all
providers in his/her roster to see students in providers’ roster.

4) The provider has three options to download a report. Clicking the “View Report” button on

the left corner of the page will bring up page by page report. The provider must manually
click each next page. This is not the recommended way to download reports. On the right
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corner, there is an “Export” button, with choices for a report in Excel or PDF format. Below
is an example of a report downloaded as a PDF file.

ProviderServiceSummary[1]. pdf - Adobe Reader MEE
File Edit VYiew Document Tools ‘Window Help ®
=S M & e oo i (i - o
School Based Service Capture L —
Provider Roster SIVIC SOLUTIONS GROUP
District : 48 - DEMO School District
Provider Student ID Name DOB
ZD00203 - PT. John
1 101594430 ABEYTA, ELISA 07/12/1996
2 525875142 ABEYTA, TIFFANY
3 101229847 BACHICHA. JOAQUIN 10/08/1991
4 062100891 CASTILLO, CARLOS 10/08/1991
5 102023058 * CHAVEZ, SHILOH 06/25/1994
6 101595007 FERNANDEZ. MANUEL 07/16/1994
7 102039245 * GUTIERREZ, MARTY 08/24/1990
8 101224772 KOTIAR. ANISHA 11/12/1994
9 102252608 * LOPEZ. MATTHEW 12/28/1995
10 102252160 * MALONE, ANTHONY 07/16/1996

-

« W@ 512 pm

Bsart| @ B A @ LS @ 7 @cimsidoc.. ‘ B sqL serve... | B 2 ISQL!W.."| & 2 interne... " ] 55 Servic...

ﬁproviders...
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Provider Service Summary Report

1) This report is available only for Supervisors.

2) From the main menu bar select Reports menu and click on “Provider Service Summary”
link, the following Report Search parameters screen will be displayed.

/= https:/Mtestshb.ssghosting. com/MaxCapture/ServiceReportMain.aspx - Windows Internet Explorer

@‘\ I |é, https:/ftestsbb, ssghosting.comMaxCapture/ServiceRepor tMain.aspx j % | X | R

File Edit View Favorites Tools Help

: = — »
w R (& https://testshb.ssghosting.comMaxCapture/... | | - F) - o= v =kPage v (0 Tools =
= School Based Service Capture - Demo School District
SIVIC SOLUTIONS GROUP Reports --> Provider Service Summary sally SUPR
Home | Logout
b b e
[
Service Date From: = 5/27/2009 J (mm/dd/yyyy)
To: 712712009 | rmrdaryyy)
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3) The Supervisor then selects the dates they wish to see reports for. The default date selection

is for the last month. The provider may select any date range they choose, providing it does
not exceed one year.

4) The Supervisor then selects a service type, multiple service types or all service types.

5) Supervisor can then choose a provider, multiple providers or all providers in his/her roster to
see service summary.
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6) The Supervisor has three options to download a report. Clicking the “View Report” button
on the left corner of the page will bring up page by page report. The provider must manually
click each next page. This is not the recommended way to download reports. On the right
corner, there is an “Export” button, with choices for a report in Excel or PDF format. PDF is
the recommended format for downloading, and if desired, printing a report. Below is an
example of a report downloaded as a PDF file.

] ProviderServiceSummary[4]. pdf - Adobe Reader ME R
File Edit Wiew Document Tools ‘Window Help ®
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Provider Service Summary STVIC SOLUTIONS GROUP

For Service Dates Between 01/10/2009 and 02/10/2009

District : 48 - DEMO School District

Provider ID Provider Name Total Services Total Units  Total Minutes

Service Type : OT - Occupational Therapy
ZD00202 OT, James 7 14.00 210

Service Type Total 7 14.00 210

Service Type : PT - Physical Therapy
ZD00203 PT. John 8 16.00 240

Service Type Total 8 16.00 240

Service Type : ST - Speech Therapy

ZD00208 SP, Diane 6 12.00 180
Service Type Total 6 12.00 180
Grand Tatal 21 42.00 630
Z
o
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Student Service Summary Report

1) This report is available only for Supervisors.

2) From the main menu bar select Reports menu and click on “Student Service Summary” link,
the following Report Search parameters screen will be displayed.
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3) The Supervisor then selects the dates they wish to see reports for. The default date selection

is for the last month. The provider may select any date range they choose, providing it does
not exceed one year.

4) The Supervisor can use the drop down list to select “First Name,” “Last Name,” “Student

No,” or “All” and in the box to the right of drop down list, type the first name, last name or
student number.
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5) The Supervisor then selects a service type, multiple service types or all service types.

6) Supervisors can then choose a provider, multiple providers or all providers in his/her roster
to see service summary.

7) The provider has three options to download a report. Clicking the “View Report” button on
the left corner of the page will bring up page by page report. The provider must manually
click each next page. This is not the recommended way to download reports. On the right
corner, there is an “Export” button, with choices for a report in Excel or PDF format. PDF is
the recommended format for downloading, and if desired, printing a report. Below is an
example of a report downloaded as a PDF file.

@ StudentSummaryReport[1]. pdf - Adobe Reader - =] %]
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Student Service Summary T SO
For Service Dates Between 01/10/2009 and 02/10/2009
District : 48 - DEMO School District
Supervisor : ZD00210 - SUPR, Sally
Student ID Student Name Service Type Total Services  Taotal Units  Total Minutes
Provider : ZD00202 - OT, James
102252160 * MAT ONE. ANTHONY
OT - Occupational Therapy 7 14.00 210
Student Total 7 14.00 210
Provider Tatal 7 14.00 210 e
Provider : ZD00203 - PT. John
102252160 * MATONE. ANTHONY
PT - Physical Therapy 4 8.00 120
Student Total 4 8.00 120
Provider Total 4 8.00 120
/‘,2 Provider : ZD00208 - SP, Diane
- 102252160 * MAT ONE. ANTHONY No Services Provided
e Provider Taotal 0 0.00 0 -
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