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Supervisor:  How to approve Service Records for Limited Licensed Staff in PSSP 

 
 
1.   Log in to PSSP 
On the Homepage, far right, select the 
Attending School from Your Current 
Location dropdown. 
 
Note:  If you work at only one location, 
go to Step 2. 
 
Alternatively, you can select the location 
while in the report (Step 2) by clicking the 
Organizational Location Filter dropdown. 
 

 

        
 
 
 

 
 

2.    From the Homepage, click:  
 Reporting     
 Standard Reports  
 Supervisory Approval  
 [WISD] My Summary Report: 

Records Needing Approval 
 

(All Service Records needing approval   
will pop up.) 

 
 
 
 
 
 
Click Service Date Time.  For Filter 

dropdown, select   
Then type in the date you want to start 
approving Service Records and click Okay. 
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3.   Review the Service Records. 
   

Options for approving                 
Service Records Include: 

 
            OPTION A:  Individually 
Click the Profile icon to the left of ID  
 
 
 
Then click Edit    
 
 
 
 
 
 
 
If everything looks good, check the box 
titled:  This service was supervised and is 
approved for billing 
 
 
Click Accept Changes    
 
Navigate back to Report 
(upper left) to go to the next Record. 
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OPTION B:   Mass Approve 

 
Click the More… dropdown arrow. 

 
Select Apply Bulk Operation   
 
 
 
 
Check off all of the individual Service 
Records you wish to approve. 
 
 
For Apply Bulk Operation dropdown,  
click Set Admin Complete 
 
Then click the tab titled:  Apply to  
Service Records Checked Below 

 
 

 
 

 
 

OPTION C:   Mass Approve All 
 
 
Click the More… dropdown arrow. 
 
 
 
Select Apply Bulk Operation  
 
 
 
For Apply Bulk Operation dropdown, 
click Set Admin Complete 
 
Then click the tab titled:  Apply to All 
Service Records in Report 

 
 
 

 
 


