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Sending STACID Batches
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• When a new child is added to Preschool the child will not have a NYSED STACID. 

• You will not be able to send STAC-1’s or STAC-5’s to SED until you obtain a STACID.

• In Preschool you can create a STACID batch to send new children to NYSED and obtain a 
STACID for them

• In the beginning of the school year this should be done weekly, as the year goes on this 
should be done whenever new children are added to the system. 



Sending STACID Batches

• To Create and send a STACID Batch, go to the 
Maintenance tab > SED Data and click on 
‘STAC ID Requests’
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Sending STACID Batches

• Once you click the STACID Requests option the STACID Request window will open.

• Start by clicking Create Batch

• Once you click Create Batch Preschool will ask for the earliest DOB, as well as your NYSED EFRT username.
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Sending STACID Batches
• After you select the earliest DOB and enter your EFRT Username Preschool will ask if you want to create the file and 

send it to SED.

• If you select Yes, the file will be created and you will then be asked for your NYSED Go Anywhere credentials to send 
it to SED.

• If you select No, you will see the batch status of ‘New’ with your NYSED EFRT ID, Batch date, and the number of 
children in the batch

• You can click ‘View Batch’ to see the children on the batch.
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Sending STACID Batches

• Once you click View Batch you will see a list 
of all of the children on the batch.

• From here you can update the EFRT 
username if it was entered incorrectly.

Preschoolsupport@CPSEPortal.com



Sending STACID Batches

• To send the file (If you clicked No previously) highlight the batch with the Status of New and click Create File. 

• A pop-up window will display asking if you want to send the file to SED now.

• Click yes to send the file, if you click no Preschool will create the file but not send it.
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Sending STACID Batches

• Once you click ‘Yes’ you will be asked for your NYSED Go Anywhere Credentials.

• These may be different than your NYSED EFRT Credentials

• If you clicked No on the Previous screen, you will click Upload File to send it to SED.
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Response Files from SED
• Once you send the STACID batch to SED you will usually need to wait until the next date for the file to be 

processed by SED electronically. 

• Response files are usually available around noon each day

• To download the response files from SED, go to the ‘Response Files from SED’ tab within the STACID 
Requests window.

• Then click Download New Responses
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Response Files from SED

• Once you click Download New Responses you will be asked for your NYSED Go Anywhere Credentials.

• After you enter those credentials the Response files will be loaded into the Response Files box in the right-
hand side of the window.

• Some files will be in Italics in Grey these have been processed already. Unprocessed files will be in Normal 
Font in Black. Double one of the files in Black with Normal font to process it. When you do this Preschool 
will ask if you want to process it, select Yes.
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Response Files from SED

• On the Response File window you can click on the All Records tab to see all of the items that were on the 
file. 
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Response Files from SED

• Once you click yes, the Response File window will open. 

• You can click on the Unreconciled tab to see items that have problems.

• You can create a Problem Spreadsheet by clicking the ‘Create Problem Spreadsheet for SED’ button
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Problem Spreadsheets

• Once you click "Create Problem Spreadsheet for SED“ you will be able to view the excel document.

• To do this click on the problem spreadsheets tab, then double click on the spreadsheet you created.
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Problem Spreadsheets
• To send your spreadsheets to SED, click on Upload Spreadsheets.

• Then enter your Go Anywhere credentials.

• After you have clicked "Upload Spreadsheets", they will appear in the "Spreadsheets Sent to SED"

• You will also see an auto generated emails to SED to alert them of the new file.

• It is very important that you send SED an email notifying them of the file upload as these problem spreadsheets 
are reviewed by a person at SED and if they are not notified, they will not review the spreadsheet. 
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Problem Spreadsheets

• Once you send the spreadsheets they will move to the ‘Spreadsheets Sent to SED’ grid.

• Responses to the spreadsheets are processed nightly, to download spreadsheets  click Download 
Spreadsheets and new items will be added. Then double click on the file you want to open to view the 
excel document which was send by SED.
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Problem Spreadsheets

• SED will add two columns to the document. 

• If a STACID was assigned you will see it in the STAC ID Assigned Column. SED may leave a note in the STAC 
Notes column.
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Problem Spreadsheets

• If you did not get a STACID Back from SED, you will add your response to SED’s notes in the 
"County/District Notes". Then save the file.

• To send the edited file back to SED again, right click on the one you just edited and click "Make Copy of 
spreadsheet in ToSED Folder".

• This will then put the file with your responses in the folder that is to be sent to SED.
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Problem Children

• The problem children tab shows all the children that were not assigned a STACID when the STACID batch 
was sent. 

• You will be able to see the error code and an error description for each child. 
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Problem Children

• If you double click on the child, you will see the child info, the error info, and the reconciliation options.

• If SED gave you a STACID on the problem spreadsheet, enter it in the STACID box and click Update 
STACID.

• If the child needs to be sent back to SED after changes are made in Preschool, click Enable Resubmission. 

• If this child’s record was entered in error click No STACID required. 
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Duplicate STACID’s

• You can view all of the children with Duplicate 
STACID’s by going to Maintenance -> SED Data -> 
Duplicate STAC IDs
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Duplicate STACID’s

• Enter a date for the earliest DOB for a child and click retrieve.

• This report can be exported to excel
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Sending STAC – 5’s

• STAC-5 batches send Evaluations for 
review by SED. 

• Maintenance >> SED Data >> Electronic 
STAC-5

• STACs not send for  approval are not 
eligible for reimbursement

• Should be completed weekly.
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Creating a STAC-5 Batch
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• All batches for the selected 
school year will display on 
the left.

• After selecting the school 
year, click “Create 
Preview.”

• You will need EFRT 
Credentials

• “Edit Preview”

1
2



Edit Preview
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• “Refresh” to 
Update list.

• Review Status 
and remove 
errors.

• Select status 
THEN “Mark 
Selected As”

• Save Changes



Creating and Sending 
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1

2

• “Create 
Electronic 
Eval File” to 
ready the 
batch

• “Send File to 
SED” to send

• Go Anywhere 
Credentials 
required.

• Batches 
processed 
every ~24hrs
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Sending STAC – 1’s

• STAC-1 batches send services for review 
by SED (RS, CB and SEIT)

• Maintenance >> SED Data >> Electronic 
STAC-1

• STACs not send for  approval are not 
eligible for reimbursement

• Should be completed weekly.
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Creating a STAC-1 Batch
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• Same screen as 
STAC-5 batches

• After selecting the 
school year, click 
“Create Preview.”

• You will need EFRT 
Credentials

• If there are errors –
pop up will display 
(can be exported to 
excel)

• “Edit Preview.”

1
2



Edit Preview
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• Same process as 
STAC-5 – review 
status, remove 
errors

• Errors will appear 
on the right

• Select status 
THEN “Mark 
Selected As”

• Save Changes



Creating and Sending 
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• “Create 
Electronic STAC 
File” to ready 
the batch

• “Send File to 
SED” to send

• Go Anywhere 
Credentials 
required.

• Batches 
processed every 
~24hrs

1
2



Preschoolsupport@CPSEPortal.com

Retrieving and Processing STAC Returns
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• STAC batches are processed overnight.

• They won’t be imported automatically; 
it is a manual process.

• You need to do this to see what is 
accepted and what is rejected.

• We’ll review STAC-1s first, and STAC-5s 
are very similar

• First, go to “Maintenance” -> “SED 
Data” -> “Electronic STAC-1”.
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• 1. Select the batch file you sent.

• 2. Click “Download Response From SED”.

• 3. Enter your SFTP credentials
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• 4. Click “Get Listing”.

• 5. Select the response file that matches the name of the batch you sent.

• 6. Click “Download”.

• 7. Click “Process Electronic Stac File”



Preschoolsupport@CPSEPortal.com

• To view the response file that you downloaded:

• 1. Click “Batch History Listing”.

• 2. Select the response file (the “Type” needs to be “FROMSED”).

• 3. Select the report that you want to view.
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• The “View Entries” option will give you a list of all the STACs in 
that response; approved and rejected are all included.

• You also have the option to export this to Excel.



Preschoolsupport@CPSEPortal.com

• The “Summary Counts” option will give you a printable report 
that shows the overall status of STACs in this batch.
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• The “Rejection Report” option will give you a printable report 
that shows the details of each rejection in this batch.

• This is also where you can see the “OLAP CSE” to see which 
district you’re overlapping with for any code “23” rejections.
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• The “View Rejections” option will open a window that lists STAC 
rejections in this batch.

• This is different from the rejections report because on the “All 
Rejections” tab, you can double-click a rejection to see the 
specifics of that rejection. (See next slide.)
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• This is the rejection details window after you double-click a 
rejection.

• The important section is down at the bottom, where we have 
stored annotations about the rejection code.



Looking up rejection codes on the Portal:
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• Alternatively, you can research 
rejections based on just the 
Rejections Report.

• You can look up the rejection codes 
on the Portal.

• Go to “Lookup” -> “SED Lookup” -> 
“SED STAC Error Code Lookup”.

• Select the STAC type and search for 
the code.
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• To see eval responses, go to 
“Maintenance” -> “SED Data” -> 
“Electronic STAC-5”.
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• 1. Select the batch file you sent.

• 2. Click “Download Response From SED”.

• 3. Enter your SFTP credentials
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• 4. Click “Get Listing”.

• 5. Select the response file that matches the name of the batch you sent.

• 6. Click “Download”.

• 7. Click “Process Electronic Stac File”.
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• To view the response file that you downloaded:

• 1. Click “Batch List”.

• 2. Select the response file. (the “Type” needs to be “FROMSED”).

• 3. Select the report that you want to view.
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• The “View Entries” option will give you a list of all the evals in 
that response; approved and rejected are all included.

• You also have the option to export this to Excel.
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• The “Summary Counts” option will give you a printable report 
that shows the overall status of evals in this batch.
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• The “Rejection Report” option will give you a printable report 
that shows the details of each rejection in this batch.

• (The “View Rejections” button underneath is not yet 
implemented.)



Looking up rejection codes on the Portal:
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• You can research rejections like with 
services.

• You can look up the rejection codes 
on the Portal.

• Go to “Lookup” -> “SED Lookup” -> 
“SED STAC Error Code Lookup”.

• Select the STAC type and search for 
the code.
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Live Demo
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View SED Summary Files

(Blue STAC ID)
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• A very useful tool in a lot of situations is the child’s SED Summary

• It is commonly referred to as the “Blue STAC ID”.

• You can click it at the top of your Preschool.
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• It will show you what is approved on SED’s end.

• There are two tabs, “STACs” and “Evals”.

• This is the “STACs” tab that shows you approved services.



Preschoolsupport@CPSEPortal.com

• It will show you what is approved on SED’s end. 

• This is the “Evals” tab that shows you approved evaluations.

• It is important to note that these are updated weekly manually.
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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
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Knowledge Base Articles

• STAC ID Process
• http://support.cpseportal.com/kb/a168/stac-id-process.aspx

• Submitting STAC-1’s to SED
• http://support.cpseportal.com/kb/a113/submitting-stac-1s-to-nysed.aspx

• Submitting STAC-5’s to SED
• http://support.cpseportal.com/kb/a619/submitting-stac-5s-to-nysed.aspx
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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 
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