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White Glove Training Manual for Provider Soft software 
 

We are pleased to introduce the Provider Soft electronic documentation software to our Early Intervention therapy teams. You will find Provider soft to be very 

user friendly and functional. 

• Therapists are mandated to document all session notes via the new system. 

• Notes must be posted within 48 hours of visit date- incomplete/late notes may affect your payment. 

• Make sure to complete all fields as required. 
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Provider Soft Login Info 
Website-https://web2.providersoftllc.com/WhiteGloveCommunityCareInc/TherapistsLogin/TherapistLoginScreen.aspx  

Your login username is _____ Your password is ______________ (will be assigned upon activation) 

• General information about using Provider Soft: 

• It is a web-based system which requires you to be connected to the internet. 

• It is recommended to use a device with built-in Wi-Fi or have your device connected to the internet using a hotspot. 

• Laptop, iPad/tablet use is recommended for documentation. Smartphone may also be used for daily notes.  

• If you use a smartphone to document notes, it is recommended to utilize the mobile app for documentation. See separate Provider Soft User Guide 

attached. 

• Troubleshoot: 

• In the event you need assistance contact our White Glove Provider soft rep or your service coordinator. 

• Software representative: Edelia Lefkowitz 

• 
�����718-828-2666 Ext. 3235 

•  
��	
� elefkowitz@whiteglovecare.net 

Login as illustrated below with username and password provided by your WG rep. (change to picture with cursor and logging in) 
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Session Logging Tab 
 

This is the tab you will use to document your session notes.  

 

Click on populate a session to complete a session note. The following screen will appear. 

 

 

Click on Select next to the child’s name. The system will generate a session note with selected child’s basic info.  
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How to document a session note 
Document the following fields: 

-IFSP service location: Choose service location from dropdown menu. If providing telehealth, enter the following under additional information section: session 

conducted via tele secondary to covid 19. You will also need to complete a session confirmation log for all telehealth sessions. See sample on page 12. You can also 

find the document in Provider Soft, under Documents/Documents Library tab. 

Time: from  

Time: to 

-Total time for visit must be 30 minutes total or accordance to Service authorization 

-Session date/Date note written/Parent signature and Therapist signature dates: All 4 date fields must match and must be the actual visit date-change to 

correct visit date 

-CPT codes: must have a minimum of 2 codes selected- may include 1st code times X2, or 2 different codes X1 

-Session participant-child and caregiver must be checked off 

-1. Must include parent feedback on progress 

2-goals-Select a minimum of 3 goals from the dropdown-will have child’s first name indicated in the beginning of the goal 

3- each line must be checked off as applicable 

4- each line must be checked off as applicable 

5-must include parent education 

Signature-click on signature to obtain parent and interventionist signature 

-caregiver signature must have relationship to child filled in. 
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How to document a Missed Session notes 
-Session date-date visit was missed 

-IFSP service location- 

-Time: from and Time To-enter time for original visit schedule 

-HCPCS/CPT code: select 9999 

-Session cancelled-check this box 

-Session must be made up by: type 2 weeks from missed session date 

-1-select cancellation reason from dropdown. Enter cancellation reason note in text box 

-2-enter n/a in this field 

-Interventionist signature and date 
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Session Posting: 
Post Session: 

Click on post session to submit completed notes to the agency 

Draft: 

Click on save as draft in the event you need to complete/edit the note. Notes must be posted within 48 hours of visit. 

 

You can view and edit draft notes by selecting session logging and choosing 2nd tab/drafts 
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Session Notes Log

 

On the main screen under the session logging tab, you can see all your posted activity and pay status.  

Paid status indicates payment has been processed for the visit. The session note is available for viewing and download.  

Pending status indicates the session note is pending approval/payment. The session note can be edited by using the  icon. 
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My Window tab 
 

Each time you log in to provider soft, click on the My Window tab to review reminders on documents due and/or service authorization changes. 

-Progress Reports must be submitted by the due date indicated in provider soft.  (see instruction on Progress report completion in Provider soft Document 

library titled, Progress Report with instruction 

-End Date Flags-only provide services until end date. Contact your coordinator to obtain updated auth 

-Inactivity/Lapse-contact your coordinator for specific guidance. For 3 consecutively missed session, you need to fill out the Gap in Service delay form. Find the 

form in Provider soft Document library
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Documents  

 

Document Library 

You can download or view all agency forms and documents.  

Forms 

Complete and post the following documents: 

-Progress Report 

-Session confirmation log for telehealth visits 

Select the form you need to complete. Then select the applicable child info. The system will prepopulate the child info on the form. 

 Click on edit or download, Edit will enable you to revise the form in the system. 

Once done editing you can save as draft or click on send to admin to submit the form. 

 

Form Draft  

You can find Draft forms in this tab. Edit or delete forms when using the pencil or X icon.  

Documents upload  

If a form was downloaded, you will have to upload on the document upload tab to send to admin.  

You can upload completed external forms. When uploaded to system, it will submit to the agency automatically. 

-On the bottom, you can view all documents you have sent to admin-use side icons to download, delete, or edit.  
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My Cases   
Navigate this tab to view all information on your assigned cases. You can review Authorization dates and details, IFSP mandates and goals, progress reports, and 

general case info. 

Click on the  icon to view progress reports. 

Click on the  icon to view and manage goals 

 Click on the icon to view case documents    
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Weekly session confirmation log for telehealth sessions 
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