
1 

Overview of EnterClaims 
 

Index 

 

Quick Guide: Getting Started .ΧΧΧΧΧΧΧ.. Page 2 

 

Home Screen ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 3 - 5 
¶ My Information ΧΧΧΧΧΧΧΦΦΧΧΧΦΦ 3 

¶ Alerts ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ 3 

¶ Important Dates ΧΧΧΧΧΧΧΧΧΧΧ 4 

¶ Compliance Issueǎ ΦΦΧΧΧΧΧΧΧΧΦΦΦ 4 

¶ My Cases ΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦΦΧ.Χ 4 

 

Creating a Schedule ΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ Page 6 
¶ Weekly Calendar Schedule ΧΧΧΧΧ 6 

 

Entering Attendance ΧΧΧΧΧΧΧΧΧΧΧΧΦΦ Page 7 - 14 

¶ Weekly Calendar Attendance ΦΧΧΧ 7 

¶ Monthly Calendar AttendancŜ ΧΦΧΦ 9 

¶ Classroom Attendance ΧΧΧΧΧΧΧΦ м1 

¶ Single Attendance ΧΧΧΧΧΧΧΧΧΧ м2 

 

Signing Attendance ΧΧΧΧΧΧΧΧΧΧΧΧΧΦ tŀƎŜ м5 - 18 
¶ {Ŝǘ tLb ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ м5 

¶ {ƛƎƴ !ǘǘŜƴŘŀƴŎŜ ΧΧΧΧΧΧΧΧΧΧΦΦ 15 

¶ /ƻǎƛƎƴ !ǘǘŜƴŘŀƴŎŜ ΧΧΧΧΦΧΧΧΧΧ 17 

¶ ¦ƴǎƛƎƴ !ǘǘŜƴŘŀƴŎŜ ΧΧΧΧΧΧΧΧ.Χ 18 

 

Submitting !ǘǘŜƴŘŀƴŎŜ ΧΧΧΧΧΧΧΧΧΧΧ tŀƎŜ 19 - 20 

¶ /ǊŜŀǘŜ .ƛƭƭ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 19 

¶ tǊƛƴǘ .ƛƭƭ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 20 

 

!ŘŘƛǘƛƻƴŀƭ LƴŦƻǊƳŀǘƛƻƴ ΧΧΧΧΧΦΧΧΧΧΧΦΦ Page 21 - 22 
¶ tǊŜŦŜǊŜƴŎŜǎ ΧΧΧΧΧΧΧΧΧΧ.ΧΧΧ 21 

  



2 

Quick Guide: Getting Started with EnterClaims 
¶ Use the following quick guide to get started with EnterClaims 

¶ If you have any questions from here, please contact the office of the agency you work with 

 

 

[    ] Check your caseload (see page 4) 

 

[    ] Update your current schedule (see page 6) 

 

[    ] Enter your first weekΩs attendance  

Á Therapists ς We suggest using the Weekly Calendar Attendance (see page 7) 

Á Coordinators ς We suggest using the Monthly Calendar Attendance (see page 9) 

Á Teachers ς We suggest using the Classroom Attendance (see page 11) 

 

[    ] Sign your first weekΩs attendance (see page 15) 

 

[    ] Submit your first weekΩs attendance (see page 19) 
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Home Screen 
¶ The EnterClaims Home Screen includes an overview of helpful information: 

o My Information 

o Alerts 

o Important Dates 

o Compliance Issues 

o My Cases 

 

¶ My Information 

o This will list your information that the office has entered into CLAIMS, including: 

Á Name 

Á Address 

Á Email 

Á Title 

Á License Number 

Á License Date 

Á Certification Number 

Á Phone Number(s) 

 
o LŦ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ƭƛǎǘŜŘ ƛǎ ƛƴŎƻǊǊŜŎǘΣ ȅƻǳ Ŏŀƴ ŎƻǊǊŜŎǘ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ά9Řƛǘ LƴŦƻǊƳŀǘƛƻƴέ 

Á This will allow you to edit the information listed for the office to review and update 

 

¶ Alerts 

o The office may reach out to therapists by sending information through alerts 

o ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎǎŀƎŜ ά¸ƻǳ ƘŀǾŜ ƴŜǿ ŀƭŜǊǘǎΗέ ǿƘŜƴ ŀ ƴŜǿ ŀƭŜǊǘ Ƙŀǎ ōŜŜƴ ǎŜƴǘ 

 
o Click the alert link to view the full message 
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¶ Important Dates 

o You may see important dates listed on your home screen to let you know about paperwork that is 

coming due or is overdue for your cases 

o This includes a description of the item due, the target due date, the child and service type the item is 

needed for 

 
 

¶ Compliance Issues 

o The Compliance Issues section shows all of your missing or expired compliance items as they are being 

tracked by the office 

 
 

¶ My Cases 

o The My Cases section will default to list all of your cases from the current and previous month 

 
o To view Child Details, click a child's name 

Á The Child Details screen includes Child Information, Guardian Information, and a list of the 

ŎƘƛƭŘΩǎ ǘƘŜǊŀǇƛŜǎ 
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o To view Therapy Details, click the Assignment Info for a case 

Á The Therapy Details screen includes specific therapy information such as dates, program, service 

type, and session frequency, important dates, and goals for that case 

Á You can also set Default CPT codes for each case 

× These CPT codes will default onto all new attendances for this case 

 
× To add default CPT codes to a case, select the CPT code from the drop-down menu and 

ŎƭƛŎƪ ά!ŘŘέ 
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Creating a Schedule 
¶ To create a schedule, go to Therapist > Weekly Calendar Schedule 

 
 

¶ To schedule cases on the Weekly Calendar Schedule screen 

o Select a child and an enrollment from the drop-down menus 

 
o Click the time-slots on the calendar where that case should be scheduled 

o ¢ƻ ǎŎƘŜŘǳƭŜ ǘƛƳŜ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ōŜ ǳƴŀǾŀƛƭŀōƭŜΣ ǎŜƭŜŎǘ ά¦ƴŀǾŀƛƭŀōƭŜΣ ¢ƛƳŜέ ŦǊƻƳ ǘƘŜ ŎƘƛƭŘ ŘǊƻǇ-down and 

click on the calendar to set this time aside 

o /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ŎƘŀƴƎŜǎ ǘƻ ȅƻǳǊ ǎŎƘŜŘǳƭŜ 
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Entering Attendance 
¶ There are a few screens that you can use to enter attendance in EnterClaims: 

o Weekly Calendar Attendance 

o Monthly Calendar Attendance 

o Classroom Attendance 

o Single Attendance 

 

¶ Weekly Calendar Attendance 

o This attendance entry screen displays a weekly calendar where attendance can be entered and edited 

o To get to the Weekly Calendar Attendance screen, go to Therapist > Weekly Calendar Attendance 

 
o On the Weekly Calendar Attendance screen, there are two ways to enter attendance: 

Á Fill From Schedule 

× ¢ƻ Řƻ ǘƘƛǎΣ ŎƭƛŎƪ άCƛƭƭ CǊƻƳ {ŎƘŜŘǳƭŜέ 

× This will fill all scheduled attendances that apply onto that week based on what you 

have entered in the Weekly Calendar Schedule 

 
Á Enter Attendance 

× To do this, click the time-slot on the calendar to enter an attendance 
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o Add/Edit Attendance Entry 

Á To enter attendance details, click the attendance on the calendar to pull up the Add/Edit 

Attendance Entry screen 

Á In the Add/Edit Attendance screen, update any fields that you need to track for treatment, 

including: 

× Start and End Time 

× Attendance Type Code (P, CA, TA, etc.) 

o If an MU type code is selected, a Makeup For Date can be entered based on 

previously entered absences for the same case 

× Parent Present and Parent Communication, if applicable 

× CPT Codes, including the appropriate number of timed CPT codes 

× Session Notes 

× Goals, if applicable 

× Session Progress, if applicable 

× Response, if applicable 

Á /ƭƛŎƪ ά¦ǇŘŀǘŜέ ǘƻ ǎŀǾŜ ŎƘŀƴƎŜǎ ƻǊ άwŜƳƻǾŜέ ǘƻ ǊŜƳƻǾŜ ǘƘŜ ŀǘǘŜƴŘŀƴŎŜ 
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o Attendance Warnings 

Á If there are potential problems with attendances being entered, EnterClaims will give 

attendance warnings when you save on an attendance entry screen 

× Potential problems include being over session frequency, under session frequency, time 

conflicts between cases or with other therapists for the same child, etc. 

Á ¢ƘŜǎŜ ǿŀǊƴƛƴƎǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŎƘŜŎƪŜŘ ƻǾŜǊ ŀƴŘ hYΩŘ ōŜŦƻǊŜ ŀǘǘŜƴŘŀƴŎŜǎ Ŏŀƴ ōŜ ǎŀǾŜŘ 

 
 

¶ Monthly Calendar Attendance 

o The Monthly Calendar Attendance screen can be opened in two ways: 

Á hƴ ǘƘŜ IƻƳŜ {ŎǊŜŜƴ ǳƴŘŜǊ aȅ /ŀǎŜǎΣ ŎƭƛŎƪ ά!ǘǘŜƴŘŀƴŎŜέ ƻƴ ǘƘŜ Ǌƻǿ ŦƻǊ ŀ ŎŀǎŜ 

× Please note, this needs to be set in the Therapist Preferences 

 
Á hƴ ǘƘŜ ¢ƘŜǊŀǇȅ 5Ŝǘŀƛƭǎ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ά9ƴǘŜǊ !ǘǘŜƴŘŀƴŎŜέ 

 
o On the Monthly Calendar Attendance screen, there are two ways to enter attendance 

Á Fill From Schedule 

× ¢ƻ Řƻ ǘƘƛǎΣ ŎƭƛŎƪ άCƛƭƭ CǊƻƳ {ŎƘŜŘǳƭŜέ 

× This will fill all scheduled attendances that apply onto that week based on what you 

have entered in the Weekly Calendar Schedule 
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Á Enter Attendance 

× To do this, click the check box in top left corner of a service date on the calendar 

× This will allow you to type in session times 

× ¢Ƙƛǎ ŀƭǎƻ ŜƴŀōƭŜǎ ǘƘŜ ά5Ŝǘŀƛƭǎέ ōǳǘǘƻƴΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ŎƭƛŎƪŜŘ ǘƻ ƻǇŜƴ ǘƘŜ !ŘŘκ9Řƛǘ 

Attendance Entry screen to add more information, such as: 

o Start and End Time 

o Attendance Type Code (P, CA, TA, etc.) 

Á If an MU type code is selected, a Makeup For Date can be entered based 

on previously entered absences for the same case 

o Parent Present and Parent Communication, if applicable 

o CPT Codes, including the appropriate number of timed CPT codes 

o Session Notes 

o Goals, if applicable 

o Session Progress, if applicable 

o Response, if applicable 

× 9ƴǘŜǊ ŀŘŘƛǘƛƻƴŀƭ ǎŜǎǎƛƻƴǎ ŦƻǊ ǘƘŜ ǎŀƳŜ ŎƘƛƭŘ ŀƴŘ ǎŜǊǾƛŎŜ ŘŀǘŜ ōȅ ŎƭƛŎƪƛƴƎ άҌ !ǘǘŜƴŘŀƴŎŜέ 

at the bottom of the screen 

× /ƭƛŎƪ ά¦ǇŘŀǘŜ ŀƴŘ /ƭƻǎŜέ ǘƻ ǎŀǾŜ ǘƘŜ ŀǘǘŜƴŘŀƴŎŜ ŘŜǘŀƛƭǎ 

 
Á /ƭƛŎƪ ά{ŀǾŜέ ƻƴ ǘƘŜ ŎŀƭŜƴŘŀǊ ǘƻ ǎŀǾŜ ŀƭƭ ŀǘǘŜƴŘŀƴŎŜ ŎƘŀƴƎŜǎ ŀƴŘ ǊŜǾƛŜǿ ŀƴȅ ŀǘǘŜƴŘŀƴŎŜ ǿŀǊƴƛƴƎǎ 

× For more information on attendance warnings, please see Page 7 
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¶ Classroom Attendance 

o The Classroom Attendance screen groups children by classrooms to easily enter attendance 

o To get to the Classroom Attendance screen, go to Therapist > Classroom Attendance 

 
o Before entering attendance, make sure the correct Start time and Duration are set for the classroom 

 
o On the Classroom Attendance screen, all attendances will default to ABSENT 

o To mark all children as present for the day, ŎƭƛŎƪ άtǊŜǎŜƴǘέ ƻƴ ǘƘŀǘ Řŀȅ 
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o To mark a child with a different attendance code, select the code from the Type Code drop-down menu, 

then click the row for that child under the day that code should be used 

 
o /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ŎƘŀƴƎŜǎ 

 
 

¶ Single Attendance 

o The Single Attendance screen can be opened in two ways: 

Á hƴ ǘƘŜ IƻƳŜ {ŎǊŜŜƴ ǳƴŘŜǊ aȅ /ŀǎŜǎΣ ŎƭƛŎƪ ά!ǘǘŜƴŘŀƴŎŜέ ƻƴ ǘƘŜ Ǌƻǿ ŦƻǊ ŀ ŎŀǎŜ 

¶ Please note, this needs to be set in the Therapist Preferences 

 
Á hƴ ǘƘŜ ¢ƘŜǊŀǇȅ 5Ŝǘŀƛƭǎ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ά9ƴǘŜǊ Single Attendanceέ 
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o The Single Attendance screen allows you to show one attendance at a time, so that a guardian signature 

can be entered without showing information for other cases 

o On the Single Attendance screen, you will see case information listed at the top of the screen 

 
o The next section allows the Service Date, Start and End Times, and Attendance Codes to be entered 

Á If an MU type code is selected, a Makeup For Date can be entered based on previously entered 

absences for the same case 

 
o Click the Session Details section to expand this out to enter attendance details, including: 

Á CPT Codes, including the appropriate number of timed CPT codes 

Á Session Notes 

Á Parent Present and Parent Communication, if applicable 

Á Session Progress, if applicable 

Á Response, if applicable 

Á Goals, if applicable 
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o Click the Guardian Signature section to expand this out to allow a guardian to sign 

 
o /ƭƛŎƪ ά{ŀǾŜέ ǘƻ ǎŀǾŜ ǘƻ ǊŜǾƛŜǿ attendance warnings and save 

o /ƭƛŎƪ ά5ŜƭŜǘŜϦ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ŜƴǘŜǊŜŘ ŀǘǘŜƴŘŀƴŎŜ 
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Signing Attendance 
¶ Set PIN 

o To digitally sign attendances in EnterClaims, you will need to set a PIN for your account 

o If you do not have a PIN set for your account, you will see this alert to set your PIN 

 
o To set a PIN: 

Á 9ƛǘƘŜǊ ŎƭƛŎƪ ǘƘŜ άtƭŜŀǎŜ ŎǊŜŀǘŜ ȅƻǳǊ tLb ƴƻǿέ ƻǊ Ǝƻ ǘƻ aŀƛƴǘŜƴŀƴŎŜ Ҕ {Ŝǘ tLb 

 
Á On the Set PIN screen, type your PIN into the PIN Number field 

¶ There is no minimum or maximum character limit 

¶ Special characters can be used 

Á /ƭƛŎƪ ά/ǊŜŀǘŜ tLbέ ǘƻ ŎǊŜŀǘŜ ȅƻǳǊ tLb 

 
Á Once your PIN is set, you will see the following message: 

 
o Your PIN number can be updated at any time by entering a new PIN into the Set PIN screen 

 

¶ Sign Attendance 

o To sign attendance, go to Therapist > Sign Attendance 

 


