Recording Personal Care Services in MIStar “Service Tracker”
Quick Start Guide
Log in to MIStar using your Name (last name, first name), and Password.

Click on “Service Tracker”

*The Service Tracker screen will say that you have “No students available.” This is because you don’t have a
caseload.
Find a Student
Click on the “Find Student” button on the right side of the screen to find a student.

1

To find a student, enter the first few letters of their last and/or first name in the search fields…

To select a student, double click on their name,
OR click once on their name and then click on
the “Select” button below the list.

Enter a Service
The Service History screen will list all of the services you have entered this year for the student.

To enter a new service for the student, click on the “New Service” button.
There are 3 steps to entering a service: 1) Enter the Service Date, 2) Select the student’s Presenting Problem, 3)
Click on Save/Copy (if you want to enter more than one service) OR click on Save if you’re done entering
services.
Service Date
On the Record Service screen (shown below), go to the “Service Detail” section and start by entering your first
Service Date. You can either type the date in the following format: 9/1/2008, OR you can use the little blue
calendar icon to pull up a calendar and select your date.
Once you’ve entered your date, you must click outside the date field or press the TAB key to confirm your date.
Presenting Problem
When your date has been accepted, the rest of the fields on the screen will fill in, EXCEPT for the “Presenting
Problem” field. Use the drop down box to select the student’s medical issue.
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Save/Copy and Save
If you have additional service dates to enter for the student, click on the Save/Copy button. This will save your
service and make a copy of it. All you have to do to enter the next service is fill in the next service date.
Continue using the Save/Copy button until you get to the last service you need to enter. Then click on the
“Save” button.
The Save button clears all information from the Service Detail section, and allows you to go down to the
“Summary Detail” section.
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Monthly History/Summary
To complete the Summary Detail section: 1) Select the month you are finishing up, 2) Type a note in the
Monthly Progress Note field (just a brief list of services you provided to the student is fine), 3) Click on the
“Save” button to save your note, 4) Click on the “Ready to Bill” button.
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5) You will be asked to verify that your services are ready to bill. Click on the OK button to confirm.
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SCREEN DESCRIPTIONS:
Service Tracker: For teachers, this screen lists their caseload. For Aides, this screen will list all students that
have services that are “Open” or “Ready to Bill”. When all of a student’s services have been Billed, the
student’s name will disappear from this screen, and you will have to use the “Find Student” button to locate
their services.
Service History: This screen lists all the services you have saved for the student. You can also get to the
Monthly Summary from this screen (using the Monthly Summary button on the right side of the screen).
Record Service: This screen includes the “Service Detail” section, which is the data entry screen for your
services. It also includes a “Summary Detail” section, where your Monthly Progress (Summary) note is entered
and services are made “ready to bill”.
“OPEN” SERVICES:
On the Service History screen, if you see that a student has services with a status of “Open”, you need to
complete their Monthly Summary and make the services “Ready to Bill”. To do this: 1) From the Service
History Screen, click on the “Monthly History” button, 2) Click on the name of the Month you need to finish,
3) Type a summary note, 4) Click on the “Save” button, 5) Click on the “Ready to Bill” button, 6) Click on OK.
TO DELETE SERVICES:
You may delete any service that has not been “billed” you will need to click on the student’s ID number, then
select the service date that you want to delete, then in the Service Detail portion of the record, click on the
“delete” button. You will be asked to confirm that you want to delete this service.
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