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(Graphical User Interface)

Instructions for Accessing the Special Education
Reimbursement Database

To access the STAC database, you must be a valid user. Upon request you will be assigned a STAC
User ID and password giving you access to child-specific information. Note that you will only be
allowed access to records associated with your agency. If you do have not a STAC User ID and
password, you may obtain a request form on our website:

www.oms.nysed.qgov/stac/

Once you receive your User ID, you may access the database via the Internet provided you are using a
compatible browser. Due to the confidential nature of our data and the requirements of a secure
system, it is recommended that you use any of the following browsers as a minimum:

Internet Explorer 6.0
Netscape 6.2
Firefox 7.0

Refer to the Prerequisites page on our web site when first accessing the online system. Your Internet
security may require that you adjust your firewall settings to allow access to our database.


http://www.oms.nysed.gov/stac/

Access to the STAC and Special Aids Online System
efrt.nysed.gov/efrt

" Available Systems
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Once you have met the prerequisites, click on EFRT. An applet will load to your PC allowing you to
access and view the Online data. This process will take a minute or two. Your screen will display a
warning message that Presentation Client is running on your PC. Do not close this window as it will end
your session. You may also receive one or two security warnings asking you to accept or trust the
software. Once you accept, your PC will display our WELCOME screen.
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Enter your assigned USER CODE in capital letters (usually your first initial followed by your last
name.) Tab to the password field and enter your assigned PASSWORD. Use the ENTER

key on your keyboard to continue.




The first screen that most users will see is the Special Education Main Menu (DMNUM), the home
menu for the STAC online database. Each user’s menu is specific to the user. The menu will most often
provide choices for locating a student’s STAC ID, a student’s profile of reimbursement approvals and a
submenu that allows entry of reimbursement requests. There may be additional menus for processing
reapplications and processing claims.
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Find a STAC ID (DCHSE)

The STAC database assigns a STAC ID to each student known to STAC. To view reimbursement
approvals for a student, you must first know the student’s STAC ID. You will have access to student
information for only those students associated with your agency.

To find a STAC ID, choose FIND A STAC ID by clicking on . (DCHSE). Enter the first 3 letters
of the student’s last name in the Last Name field and the first 3 letters of the first name in the First Name
field. You may also enter the birth date or SIS (Student Information System ) number if you would like
to refine your search. Choose ﬁ to initiate a search of the STAC ID.

If there are no student matches from your search, “NO MATCHES FOUND” will be displayed at the
bottom of the screen. If a match is found, the STAC Child Match Screen will display the STAC ID, date
of birth and student name as a result of your search. If a “Y” appears in the W/D box next to the STAC
ID, the ID has been withdrawn and is no longer active.
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To view Service Reimbursement Approvals (STAC-3):
Place a “S” in the select box to the left of the student’s STAC ID and

e Clickon -

To view Evaluation Reimbursement Approvals (STAC-5A):
Place an “E” in the select box to the left of the student’s STAC ID and

e Clickon -

To search for another STAC ID, click on ﬁ
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