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Go To Webinar Control Panel

• Control panel 
is on far right 
of screen

• Orange button 
with white 
arrow expands 
and shrinks 
control panel
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Communicating with Presenter

• All participants are on mute.

• You can raise your hand in response to a question we ask. Do not raise your 
hand to ask a question. 

• You can type in question in the question box.
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Can’t Hear the Webinar?

• Under the Audio tab, you can choose Computer Audio, Phone Call or No Audio. If you 
choose No Audio, you will not be able to hear the webinar!
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Raising your hand

• On bottom left 
of control panel 
is a button with 
a hand icon.

• Click that 
button to raise 
your hand.
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Typing in a Question

• Click the question 
bar to expand 
questions section.

• Type in your 
question and click 
send.
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Handouts
If you would like to download the handout:

• Click the “Handouts” icon on the control panel.  

• Click the link for the handout that you would like to 
download.
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Preschool Webinar – Unclaimed 
Payments
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PHI Disclaimer:

All Child information displayed in this webinar are from 
scrambled Preschool Databases. 

No real child information will be displayed.



Unclaimed Payments

• Reviewing and resolving unclaimed payments is an important and necessary 
step for all counties to review items not yet claimed on an AVL.

• These are funds that the county has paid to providers but not yet claimed 
reimbursement for due to problems preventing claiming.



Unclaimed Payments cont.

• Unclaimed payments can be 
reviewed anytime. You  do not 
need to be processing an AVL to 
view.

• Claims>>AVL Problem 
Research>> Unclaimed Payment 
Research



Unclaimed Payments cont.
• From this screen, select the school year 

session, and click “Retrieve”.

• This will populate a list of all unclaimed 
payments for that school year. 

• Some of these items will of nothing 
listed under “Potential Problem”. This 
just means they are not yet claimed, 
and do not have a problem preventing 
them from being claimed.

• This list can also be sorted, filtered by 
potential problem, and exported to 
excel.



STAC Not Marked OK  to Transmit



STAC Not Marked OK  to Transmit

• This originates from a STAC that has not been marked to send to SED for 
approval.

• This can also be from a STAC marked as “Paper” as the transmission method 
AND it is not approved; once approved this will drop off.



Pulling  up the Child/STAC screen from the 
Unclaimed Payments Window

• By right clicking on the enrollment – you can 
quickly jump to several screens within Preschool 
to review the information and find the source of 
the problem

• This includes the Payment List, Child/STAC 
Screen, Enrollment Screen, the SED Summary, 
and the STAC screen.

• For all our examples we are going to review 
everything  from the Child/STAC Info Screen.



Resolution

• To correct this, first 
navigate to the 
Child/STAC Info 
Screen for the child

• Find the STAC  not 
marked “OK to 
Send”, Click 
“Details”, and  then 
the “OK to 
Transmit” box 



Also be sure to check the transmission method.
Paper STACs may also display this error if they have 

not yet been marked as approved.



STAC Not Approved



STAC Not Approved

• SED has not yet  approved the STAC likely due to a rejection, or not yet  
being sent to SED.



Resolutions

• First, make sure you have 
downloaded the most recent 
Summary File – then rerun the 
unclaimed payment report.

• If the problem persists, 
continue to troubleshoot the 
problem



Resolutions cont.
• Review the child’s STAC screen. Check for 

any rejections, or that that STAC  has 
been sent. 

• If the STAC has not yet been sent – send a 
STAC batch for the given school year.

• If the STAC has been sent, check to see if 
the batch was retrieved. It my not yet 
have been downloaded.

• If the STAC has been rejected, will need to 
take additional steps to resolve the 
rejection

STAC not sent

STAC sent, but not 
retrieved

STAC sent, but rejected



Payment Exists for Month Outside of 
STAC Approval Dates



Payment Exists for Month Outside of STAC 
Approval Dates

• There are  payment(s)  outside of the approval dates for  the STAC.

• This could be due to changed or incorrect dates on the STAC when 
approved, or changes made after the approval, but not resent to SED.



Review the STAC
• First, review the current 

STAC approval to find 
out what the correct 
dates should be

• This can be reviewed by 
clicking the blue STAC 
ID at the  top of the 
Child/STAC Info Screen

• Make sure the dates on 
the component match 
the current approval



Review the Enrollments

• Review the enrollments to see if the 
dates on the enrollment match the 
dates on the STAC and the STAC 
component.

• In this example – note how the 
enrollment dates are incorrect
• STAC Dates: 01/02/2025 – 05/05/2025
• Enrollment Dates: 11/02/2024 –

05/05/2026



Review the Payments 

• Double click the enrollment to view 
the Payment List

• Because the dates were incorrect on 
this enrollment – it allowed for an 
incorrect payment for November to 
be created.

• This payment would either need to 
be adjusted or deleted in some 
cases.

• Please note – do not delete a 
payment batch without first 
confirming with a Preschool CRM



Payment Exists for Months Outside 
Enrollment Dates



Payment Exists for Months Outside Enrollment 
Dates

• There are payment(s) that exist outside of the enrollment dates.

• This could  be due to changed or incorrect dates on the enrollment. 



Review the STAC

• First, review the current 
STAC approval to find 
out what the correct 
dates should be

• This can be reviewed by 
clicking the blue STAC ID 
at the  top of the 
Child/STAC Info Screen

• Make sure the dates on 
the component match 
the current approval



Review the Enrollments

• Review the enrollments to see if the 
dates on the enrollment match the dates 
on the STAC and the STAC component.

• In this example – note how the 
enrollment dates are correct,  so our 
problem is elsewhere.
• STAC Dates: 09/01/2024 – 12/20/2024

• Enrollment Dates: 09/01/2024 – 12/20/2024



Review the Payments 
• Double click view the Payment 

List.
• Review to determine where the 

payment causing the error is. 
We  can see there is a payment 
that exists for January. 

• Erroneous payments would 
either need to be adjusted or 
deleted in some cases

• Please note – do not delete a 
payment batch without first 
confirming with a Preschool 
CRM



Questions, Comments, Concerns?
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Overpaid County Enrollment
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What Does This Mean
There is a negative unpaid amount (overpayment) on the payment listing page

Why Did This Happen
Can occur in error-due to being double billed by a provider. Can occur due to an 

unprocessed rate change.

Resolution
Processing the Rate Change

Recouping Payment



Example of Overpaid County Enrollment
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County Paid Higher than the Approved  30-
minute Rate on the STAC



County Paid Higher than the Approved  30-
minute Rate on the STAC

• This means the County paid a rate 
for an enrollment that is higher than 
the 30-minute rate SED approved on 
the STAC.

• Rate needs to updated by the 
County and approved by SED.
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The County Paid more 30-Minute Sessions 
then were approved



The County Paid more 30-Minute Sessions 
then were approved

• The County paid more sessions than 
SED approved on the STAC

• Check the number of sessions paid 
for against the total approved 
sessions on the child's SED 
summary. 



More Sessions Continued

Our child had been approved for 8 sessions a month, a 
ninth was paid for. To correct we will need to increase 
the sessions on the STAC .



More Sessions Continued

• We well increase our number 
of sessions in the extra session 
box.

• Select Force this STAC to Be 
sent in the next batch
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Enrollment is attached to a Withdrawn STAC 
Detail



Enrollment is attached to a withdrawn STAC 
Detail

• The STAC Detail this enrollment is attached to has been marked as withdrawn 
by SED

• The Enrollment needs to be attached to a different STAC Detail, this may be 
on a different STAC entirely. 



Enrollment is attached to a withdrawn STAC 
Detail

• To look into this right-click the child’s problem message and select the Goto 
Child/STAC Screen option.

• On the Child/STAC Screen, find the STAC and select it.



Enrollment is attached to a withdrawn STAC 
Detail

• If it should be withdrawn, you will probably want to recoup the payments. If it 
should not be withdrawn, you will need to get it approved again or move the 
payments to a different STAC (preschoolsupport@cpseportal.com can assist with 
this)
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County Paid more than Approved on STAC



County Paid more than Approved on STAC

• The County paid more than approved on the STAC

• For CB this could be because the rate changed, the dates changed, or the 
program changed and these changes have not been updated with SED or in 
Preschool. 



County Paid more than Approved on STAC

• To look into this, take note of the REC #, Service Type, Program Code, and 
dates from the Problem Research Report. 

• Then Right-Click on the child’s problem line and click on the Goto Child/STAC 
Screen option.



County Paid more than Approved on STAC

• Then Select the appropriate STAC, ensure the dates, and Program code are 
correct



County Paid more than Approved on STAC
• Then Click on the child’s Blue STACID to open the STAC Summary. Compare 

what is entered on the STAC Screen to what is approved by SED.

• In this case the Blue STAC Screen and the SED Summary match. 



County Paid more than Approved on STAC

• Next, go to the Grey County 
enrollment screen and look at 
the enrollment. Find the 
enrollment and double click to 
see the payment list. 

• In this case, the payments that 
are attached to the STAC REC 01 
total a higher amount 
[$21,407.49] than what was 
approved by SED [$21,390.85].

• The overpayment would need to 
be recouped or moved. Contact 
us if you need assistance with 
this.
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STAC Detail Not approved



STAC Detail Not Approved

• A Detail on the STAC has been entered in Preschool, but it has not been 
approved by SED.

• This could be because it has not been sent, it has been rejected, the Summary 
Files have not been imported.



STAC Detail Not Approved
• To look into this start by importing the SED Summary Files and then re run the 

problem research screen.

• If the problem is still the same begin by right clicking the child and going to 
the Child/STAC Info screen.



STAC Detail Not Approved
• On the Blue STAC Screen you can see if a batch was sent or not.

• If it was sent but not approved it may have been rejected or the batch may not 
have been imported.

• If it was rejected, click view details to see why it was rejected and resolve the 
rejection.
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County Requires check date to claim and no 
check date has been entered



County Requires check date to Claim and no 
Check date has been entered 

• This only applies to some counties. 

• If you see this problem, it means that your county requires a check number to 
be entered on the Check Log before the payment can be claimed.

• To resolve this just go to the check log and enter the check number. 



County Requires check date to Claim and no 
Check date has been entered 

• To add the Check number Go To the Check Log. 

• Payments > Check Log 



County Requires check date to Claim and no 
Check date has been entered 

• Then find the Batch and enter the Check Number, Check Amount, and Check 
Date.
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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

• AVL Problem Research General Guide
• http://support.cpseportal.com/kb/a758/avl-problem-research-general-guide.aspx

• AVL Problem Research Guide
• http://support.cpseportal.com/kb/a803/avl-problem-research-problems-guide.aspx

• Import Summary Files
• http://support.cpseportal.com/kb/a115/importing-sed-summary-file-stac-eval-into-

preschool.aspx

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

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

• At the end of this webinar there will be a 5 questions survey

• If you have time, please complete the survey as it will help us to improve our 
future webinars
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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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