


1. Enter # of Individuals Supervised for Month in Supervision box 
2. Click on Note icon and enter names of individuals supervised and hit Save, then Submit.

1. Enter School-Based Placement hours per usual.
2. Click on “+” to add another line for Supervision Entry
3. Enter # of Individuals Supervised for Month in Supervision box 
4. Under Cost Center column, click on browse icon and select “ZY Mentor” cost center from options
5. Under Discipline column, click on browse icon and select “35 Mentor” discipline from options
6. Click on Note icon and enter names of individuals supervised and hit Save, then Submit.

Supervisor/Mentor Only Entry:

School-Based Placement + Supervisor/Mentor Entry:



1. Enter # of completed Evals in Supervision box 
• Cost Center Column= State/K12 District
• Discipline Column = “therapist type” (ex. 26 Speech Therapist)
• Click on Note icon and enter the student initial(s) for completed Eval(s)

2. Click on “+” to add another line for Supervision Entry
3. Enter # of Individuals Supervised for Month in Supervision box 

• Under Cost Center column, click on browse icon and select “ZY Mentor” cost center from options
• Under Discipline column, click on browse icon and select “35 Mentor” discipline from options
• Click on Note icon and enter names of individuals supervised and hit Save, then Submit.

Per Piece Evaluation Entry + Supervisor/Mentor Entry:



Steps to Select “ZY Mentor” Cost Center, “35 Mentor” Discipline, and Note Entry




