DATA ENTRY: SERVICE REPORTING-CALENDAR

1. Login to Ksystems.
2. At the main menu bar, click on the words Data Entry.

3. In the drop down menu, click on the words Service Reporting-Calendar.
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4. Select the first letter of the child's last name.
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5. Select the Roster Year being reported. If the current year does not have any children listed, select the
prior year's roster. Services may be entered for any of the children listed. When the existing year's
roster is updated then all the children will appear under the current roster year.
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7. The ICD9 field on the Data Entry screen is an optional field so that if a therapist knows the code they
can enter it.

When you click in the ICD9 code window begin typing the ICD code WITHOUT decimals. Once you
begin typing, the codes will appear in the dropdown. Once your code is visible select the worded

description from the drop down menu that appears. For example, the code 315.3 should be entered as
3153.

After you have entered the ICD9 code in the Service Reporting section of Ksystems the code will now
be on file in the system and not need to be entered again.

It is very important the code is entered without the decimal point and the worded description is selected
and visible in the window before the date on the calendar is selected to avoid any errors while
submitting.
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8. Select the appropriate Service. Administrators must choose a service type. Therapists have the service
pre-set.
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9. To report Student Abs, School Closed, etc., select an appropriate Service Mode. Modes of Individual
and Group are automatically attached when a CPT code is selected. In order to select a CPT code *...."
must appear in the mode box.
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10. Type the exact Number of children in the Group session. If the CPT code is Individual, a 1 must be
entered in the Group field box. If reporting an absence, the group size should be 0.
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11, Administrators who are reporting services must choose the name of the therapist who provided the
service. Therapists will have their name pre-selected to match the ID used to log in.
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12. Next, users should select the appropriate CPT code for the service being documented. CPT codes
are listed according to therapy type. Speech therapists will only see Speech CPT codes, Occupational
therapists will only see OT CPT codes, etc. Administrators will have access to all CPT codes available
for selection.

** If you need additional information about the CPT codes, please click on the words “Click to see CPT
Code Descriptions™, *#
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When “CPT Code Description™ is selected, a new browser will open displaying the CPT codes. Users
can browse the list, print the list directly from this new screen, or export the information into Microsoft
Excel and save and/or print for future reference. If you view this screen, remember to return to the
browser where Ksystems is displayed to continue working in the Service Reporting-Calendar.
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13. A selection must be chosen from the Setting dropdown menu. The setting should indicate the exact
location that the service was provided.
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** If a setting for the service is not present in the Setting dropdown menu, users can add a setting to the
dropdown by clicking the words “Add New Setting™. **

A text box and an “Add Setting” appear button appear. Click in the text box. type the name of the
setting and click the “Add Setting” button.

After the “Add Setting” button is selected users will receive a message stating “Setting Added

Successfully”. The newly added setting will be immediately available from the Setting drop down
menu.
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