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1. Introduction  

 

This document is a user manual for the PKA Vendor Portal. All of the features available for the Vendor 

user are described in this document. 

 

2. General Information  

 

2.1. System Requirements 

You can access the Vendor Portal website at the following URL 
https://vendorportal.nycenet.edu/vendorportal/login.aspx 

 

2.2. How to Register 

You can view the instructions to register as a new user by clicking on Register (Figure 1). 
 

 
Figure 1: Vendor Portal Login screen 

 

If you forget your password, click on Forgot your password? (Figure 1). If you are still having trouble, select the 

Contact Vendor Hotline link. 
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Once you log in successfully, select the PKA link in the right menu bar (Figure 2). 

Figure 2: Vendor Portal screen after user logs in 

 
If the PKA link does not appear, please contact your DCP representative or Operations Analyst.  

 

2.3. How to Add/Edit users and control access 

An administrator (user name is 9-digit Federal Tax ID) can create Child Account(s) to allow access to 

the Vendor Portal for other employees. A Child Account is a way to give an employee selective 

access to functions within the application. The administrator can control the access level for a child 

account.  

Á Select Account Administration on the left side of the welcome page (Figure 2). 

Á Select Add/Edit Users and a list of existing users will display (Figure 3a). 
Á Select Add Users (Figure 3a). 

     Figure 3a: Add Users tab screen 

 

Add in Child AccountȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎ ÔÈÅ ÆÏÌÌÏ×ÉÎÇ ÆÏÒÍ ɉFigure 3b). 
Á User Info section: Enter the appropriate information in each respective field (a). Note that 

this User ID is the user name for the Child Account to access the Vendor Portal. 
Á BOE Vendor Access section: Place a check in the checkbox before proceeding to other 

sections (b). 
Á Application Security section: Select the level of access for the user (c). 
Á User Module Access Settings List section: Select the area(s) you want to provide the Child 

Account user access to (d):  
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o Budget ɀ allows user to create and submit budgets for DECE review and approval 
o Enrollment ɀ allows user to create and submit enrollment records for DECE review and 

approval 
o Invoice ɀ allows user to create and submit invoices for DECE review and payment 
o Attendance ɀ allows user to record and certify attendance records for all enrolled 

students 
o Miscellaneous ɀ allows user to submit student screening results, create class codes, 

manage staff roster (including salary information), and access a library of vendor 
resources  

Á Commodity List section: Place a check in the checkbox for this section (e). 
Á Click Save when you are done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

    Figure 3b: Add Users form screen 

 

After submitting the information, the system automatically generates an email to the new user informing the 

user of his/her Vendor Portal username and password. 

 

 

 

(d) 

(a) 

(b) 

(c) 

(e) 
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3. Vendor Management  

 

The Vendor Management tab is under the Miscellaneous module. Here you will see an overview of your programs 

(Figure 4).  

 

 

Figure 4: Vendor Management under the Miscellaneous module 

 

 3.1. Site Profile 

In Vendor Management, click Go To Site Profile to get to the Site Profile screen (Figure 5). You will need to access this 

feature to add staff members and class codes. 

 

 

Figure 5: Vendor Management details screen 

 

Under Site Profile, all information should be automatically populated. You can edit the Site Contact by clicking the  

icon, as well as the number of Operating Seats by seat type by clicking the  then  icons 

(Figure 6). If any information or the permitting type appear incorrect, reach out to your Operations Analyst for 

assistance. 
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 Figure 6: Site Profile screen 

 

3.2. Staff Management 

Prior to creating your budget, you will need to access Staff Management to add your staff names, titles and salary 

information (Figure 7). Once a staff member is added to Staff Management, he/she will appear under one of three 

categories:  

Á Administrative Staff 

Á Instructional Staff 

Á Per Diem Staff 

Remember, PETS (Personnel Eligibility Tracking System) validation is required for all NYC DOE Instructional and Per 

Diem staff members. 

Á If you completed a staff roster in the previous fiscal year, you can click on the link 'ÅÔ 0ÒÅÖÉÏÕÓ 9ÅÁÒȭÓ 3ÔÁÆf 

ÔÏ ÃÏÐÙ ÔÈÅ ÐÒÅÖÉÏÕÓ ÙÅÁÒȭÓ ÉÎÆÏÒÍÁÔÉÏÎ ÉÎÔÏ ÔÈÅ ÃÕÒÒÅÎÔ ÙÅÁÒ (a). 

Á If there is any change in the PETS status of a staff member from the previous year (Active to Inactive or 

Eligible to Ineligible), the information will not be copied over to the current fiscal year. 

Á !ÎÙ ÃÈÁÎÇÅ ÉÎ ÉÎÆÏÒÍÁÔÉÏÎ ÔÏ ÔÈÅ ÃÕÒÒÅÎÔ ÆÉÓÃÁÌ ÙÅÁÒ ×ÉÌÌ ÎÏÔ ÁÆÆÅÃÔ ÔÈÅ ÐÒÅÖÉÏÕÓ ÙÅÁÒȭÓ ÓÁÖÅÄ ÉÎÆÏÒÍÁÔÉÏÎȢ 

Á If you are a new vendor, click Add New Staff (b). 
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Figure 7: Staff Management Screen 

 

  3.2.1. Add Administrative, Instructional, and Per Diem Staff 

 

Administrative Staff  

To add administrative staff, select Add New Staff (Figure 7 (b)), this will result in the Add/Edit Administrative Staff 

screen (Figure 8). Complete all required fields and click the Save button to add the Administrative Staff person to 

your roster. 

 

Figure 8: Add/Edit Administrative Staff screen  

 

Instructional Staff 

To add Instructional Staff, select Add New Staff under Instructional Staff in Staff Management (Figure 7 (c)). 

This will result in the Add/Edit Instructional Staff screen (Figure 9a). If you are a charter school, skip the Type field 

and continue entering the remaining information for Instructional Staff members. 

(c) 

(d) 

(a) (b) 

(a) 

(a) 
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 Figure 9a: Add/Edit Instructional Staff screen  

 

How to fill in Instructional Staff form: 

Á For ACS classrooms, select ACS in Type (Figure 9b (a)).  

Á For non-ACS classrooms, select non-ACS in Type (Figure 9c (e)). Non-ACS should be selected for all 

Instructional Staff in classrooms who receive DOE funding. 

Á Select a Role using the radio buttons (b). 

Á Select Teacher Type from the drop down menu (c). 

Á Manually enter in the rest of the fields. Note: The PETS lookup function must be used to select a staff 

member that is active and eligible from PETS (d).  

Á Select Save.  

 

 

Figure 9b: Add/Edit Instructional Staff screen for ACS classrooms 

 

(a) 

(b) 

(c) 

(d) 
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Figure 9c: Add/Edit Instructional Staff screen for non-ACS classrooms 

 

Using PETS lookup for Instructional Staff 

 

Use the   icon to bring up the PETS lookup search box (Figure 10). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10: Add/Edit Instructional Staff screen with PETS lookup icon and search box 

(e) 
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Search for a staff member: 

Á By his/her PETS Employee ID, First Name and Last Name 

Á You will only be able to see those who are Active and Eligible on your PETS roster. 

o If a staff member who should appear in this search box does not, contact your Operations Analyst.  

 

After the staff member is selected: 

Á His/her First Name, Last Name, Email, Date Of Birth and SSN will populate automatically.  

Á The Phone, UPK Salary, Certificate # and UPK Hours/Week fields must be manually entered.  

Á Select Save to save the staff member to your Staff Management list.  

Á Complete these steps for every additional staff member at your program. 

 

Per Diem Staff 

Á Click Add New Staff under the Per Diem Staff in Staff Management (Figure 7 (d)).  

Á You must select a role for each staff member and complete the Phone (a), UPK Hours/Day (b), and Per Diem 

Rate fields (c) (Figure 11). 

 

 

 

 

 

 

Figure 11: Add/Edit Per Diem Staff screen with PETS lookup icon and search box 

 

Using PETS lookup for Per Diem Staff 

Á Use the   icon to bring up the PETS lookup search box (Figure 11).  

Á Search for a staff member by his/her PETS Employee ID  

Á You will only be able to see those who are Active and Eligible on your PETS roster.  

o If a staff member who should appear in this search box does not, contact your Operations Analyst.  

 

(a) 

(b) (c) 
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Á After the staff member is selected, his/her First Name, Last Name, and Email will populate automatically. 

Á The Phone, UPK Hours/Day, and Per Diem Rate fields must be manually entered.  

Á Select Save to save the staff member to your Staff Management list.  

Á Complete these steps for every additional staff member at your program. 

 

 3.3. Class Management 

From the Site Profile screen, there is a tab for Class Management (Figure 12a). This is where you will create class 

codes and map your teachers to those class codes. Also, you will be able to specify the day length (Full Day or Half 

Day) and program type (ACS or non-ACS) for your PKA classrooms. 

 

 

Figure 12a: Class Management tab 

 

  3.3.1. Create New Class Codes 

All physical classrooms must be assigned a Pre-KIDS class code. You will assign students to the corresponding class 

code when completing enrollment records. To create new class codes, you must input:  

Á Class Name (a), Capacity (b), # of Staff (c), Room Number (d) ɉÉÎ ÙÏÕÒ ÐÒÏÇÒÁÍȭÓ ÆÁÃÉÌÉÔÙȟ ÅȢÇȢ 2ÏÏÍ ΨΦΧɊȟ Day 

Length (e), and ACS (f) (Figure 12b). 

o Note: for ACS Vendors, please be aware that the ACS dropdown (YES/NO) will determine whether 

that specific class is designated as ACS or not.  

 

 

 

 

 

 

Figure 12b: Class Management screen 

 

  3.3.2. Map Teachers to Class Codes 

To map teachers to class codes: 

Á Use the Teacher 1 and Teacher 2 dropdowns (Figure 12bɊȢ 4ÅÁÃÈÅÒÓ ÌÉÓÔÅÄ ÕÎÄÅÒ Ȱ)ÎÓÔÒÕÃÔÉÏÎÁÌ 3ÔÁÆÆȱ ÉÎ 

Staff Management will appear in these dropdowns.  

Á Once teachers are selected and classes are saved, the teachers will be mapped to their respective class 

code. 

 

(b) (a) (c) (d) (e) (f) 
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4. Enrollment 

The Enrollment tab allows you to enroll students (Figure 13). 

 

 

 

 

 

 

     

 

Figure 13: Enrollment tab 

 

 4.1. Navigating your offer list 

Á Clicking on the Enrollment tab directs you to your offer list (Figure 14). 

 

 

  

 

 

 

 

 

 

 

Figure 14: Offer List screen 

 

Á You can filter offers to your site by selecting your site in the Site ID dropdown. 

Á )Æ Á ÓÔÕÄÅÎÔȭÓ ÆÁÍÉÌÙ ÈÁÓ ÎÏÔ ÆÏÒÍÁÌÌÙ ÁÃÃÅÐÔÅÄ ÏÒ ÄÅÃÌÉÎÅÄ ÔÈÅÉÒ ÏÆÆÅÒ ɉÅØȢ Ȱ!ÐÐÒÏÖÅÄȱȟ Ȱ2ÅÊÅÃÔÅÄȱɊȟ 

click on the  ÏÎ ÔÈÅ ÌÅÆÔ ÏÆ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÆÉÒÓÔ ÎÁÍÅ ÁÎÄ ÔÈÅÉÒ Registration Form will open. 

 

4.2. Register Students with DOE Offers 

Once the registration form is open, information will pre-populate from the student record in SEMS. Click Submit 

when you are finished (Figure 15). The OSIS number will generate once the student record is approved by DOE 

personnel. 
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Figure 15: Registration form 

 

 4.3. Register Students without DOE Offers 

For students who do not have a Pre-K for All offer, you will have to register these students manually using the 

Registration Form (Figure 16): 

Á Go to the Enrollment screen.   

Á 9ÏÕ ×ÉÌÌ ÓÅÅ Ȱ#ÌÉÃË ÈÅÒÅ ÆÏÒ 3%-3ȱ ÁÎÄ Ȱ%ÎÒÏÌÌ 3ÔÕÄÅÎÔȱ ÏÎ ÔÈÅ ÆÁÒ ÒÉÇÈÔ-hand side of the screen. 

Á #ÌÉÃË Ȱ%ÎÒÏÌÌ 3ÔÕÄÅÎÔȱɕȢ 
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Figure 16: How to register students without DOE offers 

*Note: If you do not have this link or you receive an error message, contact your Operations Analyst (OA). 

 

This will bring up a blank Registration Form (Figure 17). Most of the fields on this form will be locked (first name, last 

name, date of birth, etc.). To unlock these fields, complete the following steps: 

Á Fill in Site District then Site ID. The Site ID field will not work until the Site District is completed. 

Á A search will be conducted automatically to see if any student records in SEMS match the Site ID and Site 

District. If a matching student record is found in SEMS, the form will pre- ÐÏÐÕÌÁÔÅ ×ÉÔÈ ÔÈÅ ÒÅÃÏÒÄȭÓ 

information. If not, the rest of the form will open and the remaining fields must be completed. 

Á Click Submit when you are done, then the record will be added to the Pending DOE Review tab under 

Enrollment.  

Á Note: Proof of Address field is optional. 

 

 

Figure 17: Registration Form 
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4.4. Register Waitlisted Students 

When you conduct a SEMS search for student records, the system will only pick up a record if the student has an 

offer date. If the student is on a waitlist, he/she will not be registered until an offer date is entered into the system. 

Once the student record is selected, the Registration Form will populate itself with the information stored in SEMS. 

 

4.5. Enroll Students in September 

Students can still be enrolled and registered in Pre-KIDS until BEDS date. If any students are enrolled after BEDS, 

they will be considered replacement students (students enrolled to replace those who dropped after BEDS) or, 

when applicable, expansion students. 

 

4.6. Enrollment Status 

The following chart details the different statuses of student registration and the action(s) required. 

 

Status Description Action Required 

Draft Student registration forms under draft 

can only be seen by you. DOE staff will 

not be able to review/approve these 

registration forms until you completely 

fill out the form and submit. 

If you expect the student to attend, submit the 

student record in Pre-KIDS and submit the 

enrollment packet to your field office. 

Otherwise, make the record Inactive. 

Pending 

Admit Date 

Any submitted registration form will be 

under this tab and reviewed by the DOE 

once the enrollment packet is received. 

Confirm that the enrollment packets has been 

received by the field office. 

Pre-

Approved 

These registration forms have been 

successfully reviewed by the DOE and 

are ready to be approved. 

Once school starts, enter the admit date and 

resubmit for DOE approval. 

Approved These student records have been 

approved and have an OSIS number. 

None 

Rejected Rejected registration forms will be 

under this tab. 

Check all comments provided by the DOE, 

resolve any issues identified, and resubmit. 

Registration forms may be rejected because 

either they are missing a required document or 

a required document is insufficient. 
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Inactive These students have not and will not 

attend your program. 

None 

 

4.7. Rejected Registration 

To view comments on a rejected registration form: 

Á First click on the rejected tab under Enrollment (Figure 18a). 

 

Figure 18a: Rejected tab under Enrollment 

 

Á Next, click ÏÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ %ÎÒÏÌÌÍÅÎÔ )$ ÁÓ ÓÈÏ×Î ÂÅÌÏ× (Figure 18b).  

 

 

 

 

Figure 18b: Enrollment ID 

 

4ÈÉÓ ×ÉÌÌ ÂÒÉÎÇ ÕÐ ÔÈÅ ÓÔÕÄÅÎÔȭÓ ÒÅÇÉÓÔÒÁÔÉÏÎ ÆÏÒÍȢ 4ÈÅÒÅ ×ÉÌÌ ÂÅ Án  button at the bottom of 

the following screen (Figure 18c).  

Á Click on this button to view the reason for rejection written by DECE personnel.  

Figure 18c: Enrollment comments screen 
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5. Student Roster 

 

Under the Miscellaneous dropdown, the Student Roster tab provides you with access to your roster (Figure 19a).   

 

 

 

 

 

 

Figure 19a: Student Roster 

 

Á Rosters can be searched by Roster Date (a), Site Id (b), OSIS# (c) and Class Code (d). 

Á Searching for a student roster by date will return a list of all students enrolled as of that date in ATS. 

Á Searching with the Current option selected will return a list of all students currently enrolled in ATS. 

Á Use the export button to download an excel version of the results from your student roster search. 

Á The Roster Date field will be disabled when the Current option is selected (Figure 19b).  

 

 

 

 

 

 

 

 

 

 

 

 

 

       Figure 19b: Student Roster screen 

 

 

 

 

(a) 

(b) 

(c) 

(d) 



19 

 

6. Budget 

 

DECE Operations Analysts review budget plans. The landing page has three links (Figure 20): 

Á Add Contacts (a): The link displays Contact Management screen.  

Á Add New Budget (b): The link displays a new budget form. 

Á Search (c): The link displays search options. 

 

 

 

 

 

Figure 20: Budget screen 

 

Before creating a budget, the contacts must be entered, certified, and submitted for DOE review. The DOE will 

change the status to Rejected or Approved depending on its content.  

 

You can view the budget summary by clicking on the   icon. This summary can also be accessed by clicking on the 

Budget ID (Figure 20), then the  button. The Budget Summary screen can be viewed in 

Appendix 11.1.  

 

 6.1. Search for a Budget 

Vendors can search for a budget using one of the filters in the Search drop down menu (Figure 21).  

 

 

               Figure 21: Budget search screen 

 

 6.2. Create a New Budget 

When you are on the Budget Plan Information screen: 

Á Click on Add New Budget to create a new budget (Figure 22).  

Á Once you fill in the required fields, click Save. This Save button also becomes the Edit button.  

 

(a) (b) (c) 
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Vendor Information section 

Á All of the fields marked * must be filled out. If BOE Vendor # is not present under the BOE Vendor # field, 

contact your OA to check whether the W9 process is completed and whether your organization has a DOE 

Vendor #. 

Á The contract details are auto-populated as a contract number is selected from the Contract # drop down 

menu field. 

Meals and Snacks 

Á If you are filling out Meals and Snacks (optional), each sub-section must be filled out completely. 

Á The # of days cannot exceed 210. 

Á Click on Save to save the budget plan. Click on Edit to edit a saved form (See Figure 21). 

 

6.2.1. General Information  

Once a budget is been created, you can add in General Information by clicking on the Budget ID number, followed 

by Add New Site/Site Info (Figure 23a, Figure 23b).  

 

 

 

 

 

 

Figure 23a: Budget ID list 

Figure 22: Add Budget screen 
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       Figure 23b: Budget screen to add new site and information 

 

How to fill out General Information: 

Á All of the fields in the General Information tab must be filled out (Figure 23c). 

Á You can add a new site location by entering the site name in the Doing Business As field (a). Then, fill in the 

site location details in the other fields. 

Á You can also use the existing site location by selecting ȰBusiness Nameȱ from the Doing Business As drop 

down menu (b). The site location details will pre-populate when you select an existing site location (c). 

Á The District field drop down menu options are associated with the borough selected on the main Budget 

page as shown in the Vendor Information section (d). 

Á Selecting name from Site Contact drop down field pre-populates fields under Owner Details subsection (e). 

Á Click Save to save the General Information details. A site record is created on the budget page each time a 

user adds a new site. 

Á Clicking Save makes Appendix C1 and C2 appear, as well as the checkboxes for meals or snacks. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 23c: General Information screen   

(a) &     (b) 
(c) 

(d) 

(e) 
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Appendix C1 

When you click on Appendix C1, the screen shown below will appear (Figure 24a). Note: all validations have been 

removed from the OTPS costs ɀ Appendix C1 of the budget. 

Á All of the fields in the Facility Costs tab are optional (a).  

Á Fill out the fields that are applicable to your program. If you exceed $15/sq.ft. in the Cost Per Sq. Ft. sub-

section (b), please be prepared to submit documentation to your Field Office to verify your facility costs. 

 

 

 

 

 

 

 

 

 

Figure 24a: Appendix C1 - Facility Costs screen 
 

Á All fields in the Administrative Costs tab are optional (Figure 24b).  

Á Click on the  button to edit or add a record for each type of facility cost. 

Á Click on the  icon to update and save the information for each type of facility cost. 

Á Click on the  button to clear the values in a record.  

Á Advertising costs cannot exceed $1000 across sites.  

Á Family involvement should not exceed more than 1% of the total contract award amount. 

Figure 24b: Appendix C1 - Administrative Costs screen 

(a) 

(b) 
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Á All of the fields in the Instructional Costs tab are optional (Figure 24c). 

Á Click on the    icon to add single/multiple records for each type of instructional cost.  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 24c: Appendix C1 - Instructional Costs screen 

 

Á You cannot exceed $10 in the Admission Cost Per Person field under Instructional Trip Destination (Figure 24d). 

 

 

 

 

Figure 24d: Appendix C1 ɀ Instructional Costs screen; Instructional Trip Destination 

 

Á All of the fields in the Security Costs tab are optional (Figure 24e). 

Á Click on the  button to edit or add information for each type of security cost. 

 
   
 
 
 
 
 
 
 
 
 
 

     Figure 24e: Appendix C1 - Security Costs screen 
 
 
 
 
























































