
Preschool Basics
Creating Children, STAC’s, and Enrollments

For Counties that do not use eSTAC’s



The Child Screen

Child Demographics

Activity Log

SED/ Medicaid
Child Info

Comment Field



Creating a New Child

• To create a new child, start by clicking ‘New’ in the upper right-hand side of 
the Yellow Child Screen. 



Required Fields for every child:
• First Name
• Last Name
• Date of Birth
• Sex
• Race
• District

Additional Fields Include
• AKA (Also Known As)*
• Suffix (Jr, IV, etc.)
• Foster County – only for 

other counties
• Address
• Phone number
• Parent information
• Diagnosis Codes*

Child Demographiocs



SED/ Medicaid Child Info

Information that is also 
available on this screen:
• STAC ID […] allows editing
• SSN […] allows editing
• eSTACs Student number 

(for eSTACs users only)
• Medicaid CIN

Additional buttons for
• New Child
• Apply
• Lookup Child
• Delete
• Child Summary*



SED/ Medicaid Child Info Cont.



Additional Fields

Comments Field

Activity Log



Activity Log

• Child Activity Log – limited display of most 
recent entered activities

• Activities are sorted by Category, Date, Time, 
and who entered.

• Activity/ Note Categories are built per county.*

• Can be exported into Excel

• These notes can be modified, but not deleted



LIVE DEMO



Entering an Eval STAC-5
• Once you have created a new child, you can begin to enter STACs and enrollments.

• We will begin with evaluations, STAC-5

• Start by clicking on the Evals tab





FunctionButton

Save the changes you made.Apply

Records ordering provider, sign date, & ICD.Rx Info

Rejection information and transmission methods.Details

Manages payment requirements.Required

Let’s you enter a new eval.New

Print out a pre-filled STAC-5 form.STAC-5

Compare what you have in Preschool with what SED has.SED Match Info

Lists processed and pending eval payments.$ Summary

Print out a Component List letter.Component List

Print out an Eval Approval Sheet report.Eval Approval

Print out the Eval Letter.Eval Letter

Delete the selected eval.Delete



1. First, click “New” at the bottom.

2. Then, enter the “Evaluator”.

3. Select the district.

4. Choose if the child is a foster child for 
another county. Foster children in your 
county do not need to be specified.

5. The CPSE Date is for your records only.

6. Enter a translation cost if you’ve paid it. 
This will be sent on the STAC-5 to SED for 
approval.

7. Specify if this child is a preschooler with a 
disability.



1. Check the “HasEval” checkbox.

2. Enter the eval date.

3. The rate should then auto-
populate.

4. Repeat the process to fill out all 
the components in an eval.

5. Click “Apply” at the bottom.

6. A new record will show up in 
the record list.



Additional Evals
• If you already have an Evaluation Approved by SED and you add another 

eval with the same School District and Evaluator, Preschool will ask if you 
want to assign the new eval as ‘Rec ##’. 

• Click Yes.



LIVE DEMO



Providers and Programs



• To view Providers and Programs go to 
Providers > Agency and select All or a 
particular service type.



• This will display a list of all providers. 

• You can see the provider name, vendor number, SED Provider Code, contact name, address, and if the 
provider is active



• Double click on a provider to see more details about them, you will be able to edit those details here. 

• Here you can add the NPI number, change the email address, Provider Contact info, address, Vendor 
Number, Provider type, and set them active or inactive.



• If you left click on a provider and then click on the Programs Tab, you will see the programs for that 
provider in the selected School Year.

• From the Program screen you can view any Programs for that provider.

• You can edit the programs to change the rate, dates, program name, or set them as active or inactive

• You can add new RS programs by clicking the Add RS Program button.



Live Demo



Entering a STAC-1 (CB)

• After we enter a child we can then begin to enter a SATC-1 

• To enter a STAC-1 for a child we will start by clicking on the Stacs Tab



• Once the desired school year is selected at the top of the screen, on the STAC’s tab we will begin by 
clicking the ‘New’ Button at the top right of the screen.

• After we Click New we will then choose ‘Center Based’ or ‘SEIT + Related Services’ as out STAC type. 

• In this case we will keep the Center Based button selected (this will be selected by default)

• Once you choose the STAC type click ‘Apply’



• Once you click ‘Apply’ a new blank STAC-1 will be created.

• Now we can begin to edit the STAC, first make sure the School district is correct and enter the Foster 
Care County if you need to.

• Next we can click the ‘CB’ button to begin editing the STAC.



• Clicking the CB button will open another 
window where you will begin to enter the 
details of the STAC.

• Start by choosing the program using the 
program dropdown

• Then select if the provider also conducted the 
most recent eval (Yes or No) 

• Next enter the start date and end date for the 
child. Number of weeks and FTE will 
automatically calculate based on the date 
range selected

• Review the Tuition Program information and 
make sure it is correct. On this screen you can 
also enter the class ratio

• If the child has an aide, check the ‘Aide 
Required’ box and enter the details of the aide

• Click Apply and OK when you are finished



• Once you save the CB STAC enrollment a new line in the bottom grid will be added with the type of 
CB. It will display the provider and the program that was selected as well as the enrollment dates, 
rate, and total cost.

• If transportation is needed we can click on the “TRANS” button to add transportation costs to the 
STAC.



• Once the TRANS button is clicked another window will 
display.

• This window will populate the start date and the end 
date from the STAC and give you a box to enter the 
total cost.

• Simply enter the total amount that will be required for 
transportation and click OK then Apply. 



Entering CB, CBRS and Transportation 
Enrollments

• Start by setting up the CB enrollment, to do 
this double click on the CB line on the STAC 
Screen.

• Then click ‘CB Enrollment Setup’.

• This will take you directly to the Grey County 
Enrollment Screen.



• On the Grey County Enrollment Screen, Click ‘New’ then ‘Apply’ at the bottom to create the CB 
tuition enrollment. 

• This will create Center Based tuition line on the enrollment screen.



• This Child has an aide, to enter the aide correctly, first 
Uncheck the ‘1:1 Aide?’ box on the new enrollment that 
was just created. Then click Apply. 

• Then Click ‘New’ then ‘Apply’ again. On the second line, 
uncheck the ‘Include Tuition Costs’ box. 



• This will leave you with two enrollments, one for tuition only and one for just the aide 
enrollment. 



• Once we create the CB (and CB Aide enrollment if required) we now need to create the CBRS 
enrollments.

• First find the Tuition enrollment. This will be the enrollment that has the ‘Include Tuition Costs’ 
box checked. It will also have an ‘N’ in the Aide Column.

• Once you select the tuition enrollment click the ‘RS in CB’ button



• Clicking the RS in CB button will open the CBRS Entries screen.

• To add a CBRS enrollment click the Add button.



• Once you click the Add button you will be 
able to enter new CBRS enrollments.

• Choose the dates, the service type, 
Individual or Group, frequency and 
duration, and the period.

• You are also able to enter the written order 
details in the lower portion of the screen.

• Once you are done entering, click OK.

• Repeat these steps as necessary to enter all 
CBRS enrollments.



• This is what the CBRS Entries screen will look like when you have entered CBRS enrollments.



• To create the Transportation Enrollment Go back to the 
STAC Screen by clicking on the Child/STAC Info tab in 
the upper left hand side of the screen.

• Then Double click on the Transportation enrollment 
and click on Transportation Enrollment Setup.



• On the Transportation Enrollment Screen, select a 
transporter then click New and Apply at the bottom of 
the screen to create the new enrollment 

• This will create a new transportation enrollment.



• For Parent transportation you can select Parent at the 
top of the screen, then select the parent, or add one 
using the Add button.

• Clicking add will bring up the Parent Transporter list, 
click New, then enter the details for the parent.

• Once you add the parent, you can then select them as 
the transporter then click New And Apply

• This will add the parent transporter enrollment



• The Transportation enrollment screen now has two enrollments, one for parent transportation 
and the other for commercial transportation.



Entering STAC-1’s and Enrollments for SEIT/RS 

• To enter a STAC-1 for a child we will start by clicking on the Stacs Tab



• On the STAC Screen click New, then select SEIT + RS and then click Apply



• Once you create the RS/SEIT STAC, click on the SEIT button to add SEIT services



• Clicking the SEIT button will bring up the 
STAC window, select the provider and 
answer the eval question, enter the dates, 
group size (if applicable), minutes per 
session and sessions per week.

• When you are done, click Apply



• To add an RS STAC click the RS button



• Clicking the RS button will bring up the 
STAC window, select the provider, 
program and service type, enter the 
dates, choose individual or group and 
enter the group size, minutes per 
session and sessions per week.

• When you are done, click Apply.

• Repeat the process for all RS Services 
for the child.



• Once you add all of the services to the 
STAC, double click on the STAC detail, 
then click the Enrollment Setup button



• This button will take you to the RS/SEIT enrollment screen.

• Click New, then Apply to create the enrollment. 

• Repeat this for all RS/SEIT enrollments



• Once you create your enrollments you can add the prescription details for your RS enrollments



STAC’s and STAC Details and County 
Enrollments



• On a STAC 1 for CB, SEIT and RS you will have STAC details in the bottom grid.

• The STAC Details show what is on a STAC and can show you basic information including the total cost, 
number of sessions and dates. 

• If a service changes or is updated make sure the appropriate changes are made to the STAC. 



• To edit a STAC detail, double click it and you will be able to make changes.

• For RS and SEIT you will be able to change the dates, rate (RS only), frequency, duration, and add 
extra sessions

• For CB you will be able to change the dates, hours per day, days per week, aide and aide percentage

• For Transportation you are able to change the dates and the total cost.



• The CB County Enrollment screen displays the CB Tuition, CB Aide, and CBRS enrollments

• You are able to see the enrollment dates, total cost and payments from this screen.



• The RS/SEIT enrollment screen displays any RS or SEIT enrollments for a given school year,

• This screen displays the Enrollment Dates, Script Dates, Rate, number of sessions, total amout, etc.



• The Transportation Enrollment screen displays any transportation enrollments entered for the child.

• Here you can see if the transporter is a bus or a parent, you can see the dates, rate, and payments 
from this screen.



Preschoolsupport@CPSEPortal.com

Closing



Preschool Knowledge Base

• The Knowledge Base provides numerous 
articles, trainings, webinars and other 
pertinent information that will help answer 
your questions before having to contact 
Preschool support.

• You can simply click the Knowledge Base tab in 
the CPSE Portal or you can go to:

• http://support.cpseportal.com/kb

Preschoolsupport@CPSEPortal.com



Knowledge Base Articles

• Adding New Children
• https://support.cpseportal.com/kb/a110/adding-new-children.aspx

• Entering Evals
• https://support.cpseportal.com/kb/a639/entering-evals-in-preschool.aspx

• Entering STAC’s CB & Transportation
• https://support.cpseportal.com/kb/a111/entering-stacs-centerbased-transportation.aspx

• Entering 1:1 Aide on a separate line
• https://support.cpseportal.com/kb/a468/entering-1-1-aide-on-a-separate-enrollment-line.aspx

• Entering STAC’s SEIT & RS
• https://support.cpseportal.com/kb/a112/entering-stacs-seit-related-services.aspx

Preschoolsupport@CPSEPortal.com



Closing Remarks

• If you need assistance with Preschool the Preschool Helpdesk is available 
through email at preschoolsupport@cpseportal.com
• When you send us an email:

• Do not use child’s name

• Use ESID #, Child # or STAC ID # 

• Include any error or warning messages you received 

Preschoolsupport@CPSEPortal.com


