
Access Billing 
 
EasyTrac 

 
As a Personal Care Assistant (PCA), you must complete EasyTrac logging if your student qualifies for Medical 
Assistance. The ACCESS Coordinator will notify you if your student meets the qualifications for ACCESS billing.   
 
You must do the following: 
 
Go to the Dover Area School District Website:  www.doversd.org 

 
 

 
 
 
 
 

Click on Staff Resources 

Click here to go to 
the Easy-Trac 

website to begin 
logging 



 
This will take you to the EasyTrac Website: 

  
- You will be provided 
your login information 
by the ACCESS 
Coordinator if you do 
not already have it. 
 
 - If you have forgotten 
your user name or 
password, or if your 
password is not 
working, contact the 
ACCESS Coordinator  
 
- Passwords will be 
required to be 
changed.  You will be 
prompted to do this 
when it is time. 
 
 
 
 
 

Once logged in, you will have this as your home screen:  
 
 
 
 
 

 
 
 

 
   
 
 
 
 
 
 
 
 
 
 
 

 
Click here to start 

logging 
 



 
 

 
  

Click the student who 
you are logging 

Then hit the continue button 

 

Click here to access your 
student and begin your logs 

 

  

Your monthly Service Log will come up.  Fill out all areas, including progress log. 
 



For the “Service Type” only click 
“Direct” 
 
If your student is absent, then you do 
not need to complete any logging for 
that day. 
 
 
 
 
 
 
 
 
Other Logging Reminders 

 
• All comments in logs need to be professional and objective. 
• No other names are to be included in the Daily Progress Note, including the names of teachers, other 

students in the classroom and the Personal Care Assistant. 
• All logs need to be authentic, and representative of the day and student you are logging for.  These 

should not be copied from other students and/or the previous days/weeks. 
• If you take a break, or go to the bathroom, the time for your logs need to stop, and then restart upon 

your return.   
For example: if I am working with Student A starting at 8 am, but stop to go to the bathroom at 9:28 
am, my log needs to go from 8 am to 9:28 am and then restart upon my return from the bathroom at 
9:33 am. 

• Logging for students ONLY occur when you are giving direct service to that student. 
• Logging needs to occur for all students that you give direct services to throughout the day. 
• All PCA’s need to keep their own personal notebook to record the student’s day and activities.  This log 

needs to remain confidential and in the student’s file upon the conclusion of each day.  It may not go 
home with you. 

• If a student that you work with is not on your roster – notify the ACCESS Coordinator immediately! 
 
Logs that do not meet these requirements will be denied and you will need to redo the log for that day. Logs 
need to be updated and completed by noon on Monday for the prior week. Logs will be monitored for 
accuracy and timely completion. Failure to complete all logging requirements to proper specifications within 
the allotted time frame may result in disciplinary action. 
 
If you have questions about EasyTrac please feel free to consult the User Manual under Staff Resources, or 
reference the training videos available upon login to EasyTrac, or contact the district ACCESS coordinator.  

 
 

 
 
 
 
 
 



 
 
 
 
Random Moment Time Studies  
 
 You may be randomly selected to participate in a time study by answering six questions describing what you 
were doing during your assigned “moment” on a specific work day, at a specific time. You should be able to 
complete the required information in less than five minutes.  
 
The questions you’ll be asked are:  

1. Were you working during your sampled moment? (If the answer is “no” the survey ends)  
2. Who was with you?  
3. What were you doing?  
4. Why were you doing this activity?  
5. Is this activity regarding a Special Education student?  
6. Is the service you provided part of the child’s IEP?  

 
If selected, you will receive an email from PCG five days in advance of the date/time of your sample moment. 
After this initial email, he Random Moment Time Study will continue using the timeline below. Please do not 
delete these emails. As mentioned, you will need the information in these emails to complete the time study 
process. You can delete the emails once you’ve submitted your completed time study responses.  
 
Since all notification and documentation will be done electronically, it is very important that staff members 
check school email weekly. This ensures that you are aware that you have been selected to participate in the 
time study, and can later describe your activity during your sample moment. Failure to complete the 
Momentary Time Study may result in disciplinary action. 
 
The purpose of the time study is to record normal, routine activities performed by PA school staff (employees 
and contracted) personnel involved in SBAP. This will allow for a determination of how much time 
participating LEAs spend supporting and delivering SBAP reimbursable services. To collect a statistically valid 
random sample, it is essential that time study participants complete their sample moments in a timely manner 
and in sufficient detail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Timeline for Individuals Selected as an RMTS Participant: 

 
1. Advance notice - You will receive an email from RMTSsupport@pcgus.com five days, and again, one 

day prior to the date of your “moment.” These email notifications will contain the URL (Website 
address), user name, and password needed to electronically document your sample moment.  

2. Day of the “moment” - Please note, you should NOT log in to the Web-based system during the sample 
moment; rather, conduct your normal business during the sample moment.  

3. After “living the moment” - You will receive a reminder email one hour after your moment has 
occurred. You should log in to the Website provided in the email to enter brief answers to six 
questions.  

4. Day after the “moment” – If you complete and submit your responses within the first 24 hours after 
your “moment” you will not receive any reminder emails. If you have not submitted your response 
with your documented sample moment within the first 24 hours after your “moment,” you will receive 
a reminder email, which is copied to the RMTS District Coordinator as well, from 
RMTSsupport@pcgus.com 

5. Three days after the “moment” -- Three days (72 hours) after the assigned moment, you will receive 
another reminder email, IF you have not responded.  

6. Notifications to the RMTS Coordinator – the person whose name(s) was provided on the RMTS Roster 
(on the District Contact tab) – this person indicated that they wanted to be copied on reminder emails 
that go to any of the LEA staff on the Roster, so they will receive a copy of the reminder emails sent to 
their participants (as described in #4 and #5 above).  

7. Expiration of the “moment” – you have five days from the time of the “moment” to respond – after 
that, you will no longer be able to participate in the time study for that moment.  

 
The sooner you respond following the “moment,” the easier it will be to answer the questions, and you will 
lessen the risk of forgetting to respond. Again, the process will take about five to ten minutes. Once you have 
completed the time study documentation you will be able to print a copy for your records. It is a good idea to 
print and retain a copy in case you receive a follow-up call asking for clarification or additional information 
about one of your system entries.  
 
Complete the survey associated with any sample moment within 24 to 72 hours following the sample 
moment. The system will not allow you to fill out the documentation prior to the date/time designated in the 
sample moment notification. If you have any further questions, contact your district RMTS Coordinator, or 
submit them to RMTSsupport@pcgus.com.  
 


