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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.

Preschoolsupport@CPSEPortal.com



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 – AVLs
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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.



Service AVLs



Before Starting your AVL

• Make sure you have the most up-to-
date summary file imported into 
Preschool.

• Maintenance>SED Data> Import 
summary Data from CPSE Portal

• Import and Auto Match Services



Downloading the AVL

• Claims -> Load/Create 
AVL File

• Download AVL File

• Select school year and 
enter Go Anywhere 
Credentials

• Select the AVL file and 
click “Download”



Loading the AVL

• Make sure the “FromSED” 
folder is selected on the 
“Load AVL” tab

• Select the AVL file you wish 
to load

• Click “Load AVL File”



Processing the AVL

• Core steps of the AVL process

• Checking for Adjustments

• Claiming

• RS/SEIT Audit

• Missing steps can cause your AVL to be rejected by SED

• Any questions during the AVL process can be directed to your Preschool 
CRM.



Checking for Adjustments

• Reports>> AVL/ Claiming>> AVL

• This will display adjustments 
being made by SED, including 
recoups and withdrawals

• We will be reviewing 
adjustments in full later in the 
webinar



Adjustments cont.

• If there are 
adjustments, a report 
will appear with a list 
of the adjustments 
needing to be 
processed.

• If there are no adjustments, you 
will receive the “No Rows to 
Report” popup: This is not a 
problem.



Claiming
• Claims >> Process AVL

• Select service type

• Click Refresh to load claims

• Select All>> Claim

• Red [F] – Full Claim

• Select “Try to Part Claim”>> Select All>> Claim

• Yellow [P] – Partial Claim

• Repeat this process for CB, SEIT, and RS



RS/ SEIT Audit

• Claims >> Audit AVL RS/SEIT 
Sessions

• Run Audit

• This report indicates any 
discrepancies between the number 
of units claimed and paid

• If there are errors in this report and 
you do not know how to resolve 
them– contact your Preschool CRM 
for assistance

• If there are no failures, you will 
receive the “There are No Records 
with Problems” popup: This is not a 
problem.



Submitting the AVL

• Required Documentation

• AVL Balance Check

• AVL Report

• AVL Breakdown (optional)

• Submitting the AVL

• Required Communications

• Balance Check to Preschool Support

• AVL Report to SED



AVL Balance Check

• Claims>> AVL Check

• This is a recap of your AVL, including 
total claimed, total unclaimed, and 
any adjustments.

• Send this report to your Preschool 
CRM before submitting your AVL for 
review.

• preschoolsupport@cpseportal.com
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AVL Report

• Reports>> AVL/Claiming>> AVL

• Run AVL Report

• The grid on the last page of the 
report is required to be sent to 
SED. Save this as a screenshot 
or PDF.

• You can also print the full AVL 
report for your records.



AVL Breakdown (optional)

• Reports>> 
AVL/Claiming>> AVL

• This is not required by 
SED – some County 
Depts may request it

• Breaks down payments 
by month and service 
type.



Before Submitting the AVL

• Make sure you have sent the Balance check and the last page of your AVL to 
Preschool Support for review.

• Make sure you reach out with any questions regarding unprocessed adjustments, 
RS/SEIT Audit errors, or any other AVL questions BEFORE submitting.

• Preschoolsupport@cpseportal.com
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Submitting the AVL

• Claims -> Load/Create AVL File

• Create Return AVL tab

• Create AVL Return File

• Upload AVL Return File

• Requires GO Anywhere Credentials

• Popup to auto-generate email may 
not work depending on county 
security.

In case this step was missed, 
this is a reminder



Submitting the AVL cont.

• Send email to SED to inform them the AVL has been uploaded

• OMSSTAC@NYSED.GOV 

• Robert Wojtkiewicz,

• Nicholas Thayer

• Cameron Reynolds

• Preschool CRM

• Preschoolsupport@cpseportal.com

• Include the screenshot of the final page of your AVL in the email
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Any Questions?
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AVL Adjustments



AVL Adjustments – Check For Adjustments

• To check for adjustments, after you load the AVL go 
to Reports > AVL/Claiming > AVL.

• Click the AVL Adjustments button at the bottom 
right. 

• This will generate a report if there are adjustments 
on the AVL.

• If there are no adjustments you will see the 
message ‘No Rows to Report’. 



AVL Adjustments – Adjustment Types

• If you have adjustments on the AVL they can be viewed by going to Claims > 
Process Adjustments

• There are two types of adjustments, R for Recoup, and W for Withdraw.

• A recoup is when changes were made to the amount approved which 
caused the total claim amount to be higher than the approved amount. 

• A Withdraw is caused when a STAC that has approved payments has been 
withdrawn



AVL Adjustments – Reconciliation

• In Preschool when there are AVL adjustments 
they need to be reconciled. The reconciliation 
process involves marking an amount that 
matches the adjustment amount as claimed.

• In Preschool Adjustments exist in three ‘states’ 
denoted by color on the Process Adjustments 
screen.

• Red – Unreconciled this needs to be reconciled 
before submitting.

• Green – Matched this can be reconciled by 
clicking the Claim Matches button on the Process 
Adjustments Screen. 

• Black – Reconciled this has been reconciled. 



Reconciling 
Adjustments

• The Process Adjustments Screen will 
display the adjustment amount. 

• To reconcile the adjustment the 
payments in Preschool need to match 
the adjustment amount.

• Then these payments will be marked as 
claimed to reconcile the adjustment



Processing Eval AVL



Eval AVL – Summary Files

• Before you begin working on the Eval AVL you must get the most recent 
Summary Files

• Maintenance>SED Data>Import Summary Data from CPSE Portal

• Select the school year Click Import Evaluation Summary, and Update 
Evaluations from SED Summary

• If this is not done it could create false Child Match problems on the AVL.



• Once you update the summary 
files Go to Claims>Load/Create 
Evaluation AVL

• Make sure you select the Load 
EVAL AVL tab

• Click “Download AVL File”

• The Download Files from SED 
screen will show. Enter your 
SFTP/Go Anywhere Username and 
Password and click “Get Listing”



• The EVAL-AVL files for your 
county will populate in the bottom 
grid. Typically, the file that you are 
looking for is the top one. Refer 
back to your email from NYSED to 
verify the file name if necessary, 
and select that file in the grid.

• The selection will fill in the “File to 
Download” section – now click the 
“Download” button.

• Then Click Ok



• Then Double Click on the 
FromSED file in the left-hand side 
of the screen.

• Find the AVL File you just 
downloaded and select it. 

• Then click Load AVL File.

• Preschool will then load the AVL 
File and tell you how many records 
were read.



• Once the AVL file has been loaded 
you can click the Match to 
Payments button. 

• This will change the records read 
text to the records processed.



• To check for adjustments, after you 
load the AVL go to Reports > 
AVL/Claiming > AVL.

• Click the Eval AVL radial dial then 
click on the AVL Adjustments button 
at the bottom right. 

• This will generate a report if there are 
adjustments on the AVL.

• If there are no adjustments you will 
see the message ‘No Rows to Report’. 

• If you do have adjustments, please 
contact us at 
PreschoolSupport@CPSEPortal.com
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• Next proceed to Claims > Process 
Eval AVL

• In the Upper Right-Hand corner 
use the retrieve button to display 
all records available on this AVL

• The records will be color coded 
according to what Preschool was 
able to claim.



• The Upper Left Corner has a key that tells you what each color means.

• No Match – This is a problem. If this displays contact PreschoolSupport@CPSEPortal.com for assistance.

• Child Match – This is a problem. If this displays contact PreschoolSupport@CPSEPortal.com for assistance.

• Eval Match – NOT a problem. Eval was approved, but no payments have been entered.

• Payment Match – Some Components are approved and others are not. You will need to research what is approved so you can claim them. 
Contact PreschoolSupport@CPSEPortal.com for assistance.

• Nothing to Claim –  The evaluation was approved at SED. You paid the provider for doing the evaluation. You claimed that payment on a 
prior AVL. There is nothing left to do with this child or evaluation.

• All Claimed - The evaluation was approved at SED. You paid the provider for doing the evaluation. Preschool saw that the payment and the 
approval matched, and thus marked it to claim it for you on this AVL when you did the “Match to Payments” button.

• Part Claimed – This will never show up UNLESS you work a “Payment Match” section and partially claim some components but do not claim 
others.



• Once you are done on the AVL Claiming screen 
you can proceed to do the AVL Report.

• Go to Reports>AVL/Claiming>AVL.

• Change the selection from All, to Evaluation, 
then click Run AVL Report.

• You will only be able to run this report until 
another AVL is submitted, once that happens 
this report will no longer be available.

• Take a screenshot of the last page to send to 
SED when you send them an email.

• From here you can also choose to run the AVL 
Breakdown report. Just make sure you change 
the selection from the default (service) to be 
the current Eval AVL. 



• Now it is time to send the AVL to SED.

• Go to Claims>Load/Create Evaluation AVL

• Go to the Create Return tab

• Then click the Create AVL Return File button. 

• After that is done click the SFTP File To SED

• This will open a new window asking for your 
Go Anywhere username and password.

• Once you send the file you need to email 
OMSSTAC and let them know you submitted 
the AVL. You will want to attach the screenshot 
of the AVL Report to this email.



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
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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 

• Service AVL

• http://support.cpseportal.com/kb/a195/avl-service.aspx  

• Eval AVL

• http://support.cpseportal.com/kb/a194/avl-eval.aspx 

Preschoolsupport@CPSEPortal.com
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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 

Preschoolsupport@CPSEPortal.com
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