
 

Evaluation Reference Guide 

Overview 

This guide provides step-by-step instructions for completing each key phase of the evaluation process in 

ATLAS. It walks users through how to assign students to evaluation sites, schedule social history 

meetings, assign evaluators to assessments, complete and submit assessments, add additional 

assessments as needed, submit the STAC-5 form, and complete the Preschool Evaluation Summary. 

However, some steps may vary slightly based on the user’s role and permissions within ATLAS. For 

example, when a CPSE Administrator submits an assessment, the status automatically updates to 

Finalize, whereas if an evaluator submits it, the status changes to Pending Review. Additionally, CPSE 

Administrators have the ability to change agency assignments for individual assessments, a function not 

available to other user roles. 

Note: All student and related data in this guide is entirely fictional. 

To quickly access a specific section, simply click the section title. 
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How to Assign Evaluation Site  

This section provides step-by-step instructions for assigning students to an evaluation site. CPSE 

Administrators can place students on the waitlists of up to three (3) agencies. MDE/PRAC users can also 

add students directly to their own waitlists. Once a student has been added—either by a CPSE 

Administrator or by the MDE/PRAC—the MDE/PRAC will then move the student from their waitlist to 

their worklist. 

Adding a student to MDE/PRAC waitlist 

1.​ From the dashboard, click View MDE/PRAC waitlist. 

 

2.​ From the MDE/PRAC Waitlist page, search for the student using their name or student ID. 

 

ATLAS Infohub Internal - External September 2025 2

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees


 

 

3.​ Once you have located the student, click the check box to the left of the student’s name. This will 

enable the Assign to Agency button. 

 

4.​ Click Assign to Agency. 

 

5.​ A pop-up window titled Assign Student(s) to Agencies will appear. 

Note: You can assign a student to the waitlist of up to three (3) agencies. 
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6.​ Search using the Site Name or Evaluation ID.  

 

Note: To further refine your search, click the Filter button. A pop-up window will appear with 

additional options. 

 

7.​ Once you have located the evaluation site(s) you’d like to assign the student, click Select. 
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8.​ Selected agencies will appear on the left side of the pop-up; remove one by clicking the red trash 

can, or remove all by selecting Clear All. 

 

9.​ Once you make your selections, click the Assign to Selected Agencies button. 

 

10.​ATLAS confirms when your submission is successful. 
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Adding a student to MDE/PRAC worklist 

1.​ From the dashboard, click View Waitlist. 

 

2.​ From the MDE/PRAC’s waitlist page, search using the student's name or ID.  
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3.​ Once you locate the student, click the check box to the left of their name. Two buttons will then 

appear: Add to Worklist and Release from Waitlist. 

 

4.​ Click Add to Worklist. 

Note: To remove the student from the MDE/PRAC’s waitlist, click Release from Waitlist. 

 

5.​ ATLAS confirms when your submission is successful. 

 

Adding a student directly to the MDE/PRAC waitlist 

1.​ From the dashboard, click View Waitlist. 
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2.​ From the MDE/PRAC’s Waitlist page, click + Add Student to Waitlist. 

 

3.​ A pop-up will appear for you to complete all required fields.  

Note: To add a student directly to MDE/PRAC’s waitlist, you must have the student’s First Name, 

Last Name, ID, and Date of Birth. 

 

4.​ Once all fields are complete, click Search. 

 

5.​ Once your student appears in the search results, use the dropdown to select the Site Name. 
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6.​ Click, Add. 

 

7.​ ATLAS confirms when your submission is successful, and the student will now appear on 

MDE/PRAC’s waitlist. To add the student to a worklist, see Adding Student to MDE/PRAC 

Worklist. 
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How to Schedule the Social History Meeting 

This section provides step-by-step instructions for capturing the social history meeting in ATLAS. Once 

the meeting has been scheduled, ATLAS automatically generates a Notice of Meeting within the 

student’s documents, which users can print and share with attendees. 

1.​ Search for the student for whom you’d like to add to schedule the social history meeting.  

 

2.​ Click Actions. 

 

3.​ From the dropdown, select Schedule Social History Meeting. 
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4.​ A Schedule Meeting pop-up window will appear. Complete all required sections.  

 

5.​ Complete the Contact Details section. 

 

6.​ Complete the Delivery Method section.  
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7.​ Complete the Meeting Location section. 

 

8.​ Complete the Meeting Time section by using the calendar icon to select the date or typing it 

manually, and the clock icon to select the time or typing it manually. 

 

Note: If you select a date less than 7 days from today, a pop-up will appear asking you to confirm that 

the date is within 7 days before the required start date. Do you wish to continue? 

 

9.​ Once all required sections are complete, click Schedule to schedule the social history meeting, or 

click Cancel to discard all previously entered information. 
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10.​ATLAS confirms when your submission is successful. 

 

11.​The Notice of Meeting will be generated within the student’s documents for you to share with 

attendees.  
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How to Navigate Assessment Planning 

This section provides step-by-step instructions for navigating the Assessment Planning process in ATLAS. 

Users can use this feature to assign evaluators to assessments, add assessments provided by parents, 

and include the Educational Evaluation Report assessment. Additionally, CPSE Administrator users have 

the ability to change the agency assignment for individual assessments. This section also guides users on 

how to view assessment information from the student’s expanded row. 

Opening the Assessment Planning Grid 

1.​ Search for the student for whom you wish to navigate the assessment planning.  

 

2.​ Click Actions. 

 

3.​ From the dropdown, click Assessment Planning. 
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4.​ This will take you to the Assessment Planning page, where all assessments assigned to the 

student are displayed. (In the example shown, the student is in the Initial Referral stage, so the 

required assessments are shown.) 

Note: If consent has not been received or uploaded in ATLAS, a red warning will appear above the grid, 

and the grid will display with a pink background. Users can begin drafting assessments, but consent must 

be uploaded to finalize and submit them. 

 

5.​ From this page, users can add assessment details such as Assessment Type, Language of 

Assessment, Evaluator Type, Agency, and Evaluator Name. Users can also view information 

about each assessment, including the date the PWN was sent, whether consent has been 

received, and the due date. 

Note: Users can click the X next to an assessment to remove it, but some assessments are 

mandatory and cannot be removed: 

●​ Initial K–12: Social History, Physical, Psychoeducational, and Classroom Observation 
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●​ Preschool: Social History, Physical, and Psychological Observation 

 

6.​ Assessments will automatically be assigned to the primary agency. To assign an assessment to a 

different (secondary) agency, use the Agency column dropdown and search for the agency you’d 

like to assign. 

 

7.​ Once consent has been uploaded, the date will appear at the top and next to the assessment, 

and the grid will no longer be highlighted in pink. 
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8.​ The gray box above the assessment grid displays detailed information about the student’s 

evaluation status, including the date consent was received, the referrer’s name, their 

relationship to the student, and the student’s current stage. 

 

9.​ Use the dropdowns to complete the required information for each assessment. Fill in the 

columns to specify the Assessment Type, Language of Assessment, Evaluator Name, and Due By 

date. 

 

10.​To add a new assessment, click the + Add New Assessment button in the bottom left corner of 

the Assessment Planning grid. 
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11.​A new row will appear for you to complete the required information. The evaluator type will be 

read only and display Provided by Parent.  

Note: The + Add New Assessment button will only enable you to add an assessment that has been 

provided by the parent. To add additional assessments, please refer to section How to Add 

Additional Assessments.  

 

12.​After completing the Assessment Planning grid, click Submit to save your information, or click 

Cancel to return to the dashboard and discard all previously entered data.  

 

Note: You can return to edit the Assessment Planning grid if changes are needed. Once assessments 

have been finalized, they can no longer be edited here. 

How to View Assessments in Progress from the Expanded Row 

1.​ To view Assessments in Progress, click anywhere on the student’s row (except the Student’s 

name–this is a hyperlink and will navigate you to the student’s profile). 
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2.​ This will expand the student’s row and provide a snapshot of the student’s progress within the 

Evaluation stage. 

Note: You can navigate to different stages using the tabs at the top of the expanded section, if 

the tab is not greyed out. 

 

3.​ From this expanded view under the Evaluations tab, you can see assessments in progress, 

agency assignment, evaluator’s name, evaluator type, evaluation due date, and assessment 

status. 

 

ATLAS Infohub Internal - External September 2025 19

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees


 

 

4.​ You can also view the Social History Meeting Date, the status of the social history package, and 

whether consent for the initial evaluation has been given. 

 

5.​ To collapse the student’s row, click anywhere on the row as you did to expand it. 

 

6.​ This will return the student’s row to its original view.  
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How to Complete the Social History Package 

This section provides step-by-step instructions for completing the Social History Package in ATLAS. Users 

will learn how to navigate through each part of the package, complete all required fields, and upload any 

necessary documents. It is important to pay attention to date validation prompts to ensure data accuracy 

and reduce errors—particularly when entering the Consent for Initial Evaluation information. This date 

determines compliance timelines and is required for users to proceed. 

Note: In ATLAS the CPSE Package is called the Social History Package. In the following steps, and within 

the application, you will see this term being used instead of CPSE Package. 

1.​ Search for the student for whom you’d like to complete the Social History Package. 

 

2.​ Click Actions. 

 

3.​ From the dropdown, section Edit Social History Package.  

 

4.​ You will be directed to the Social History Package page. 
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5.​ The navigation menu on the left side of the screen contains all sections of the Social History 

Package. Completed sections display a green check mark, while incomplete sections show a red 

circle with an exclamation point. The screenshot below illustrates an incomplete social history 

package with several incomplete icons. 

Note: Unlike other sections that display a green check mark for completed sections and a red 

exclamation point for incomplete ones, the Physical Examination Form section does not show 

completion status but still requires you to enter information. 

 

6.​ At the bottom of the Social History Package, View/Read Only attachments (e.g., Procedural 

Safeguards Notice) are listed. They will be sent with the package once it is finalized. 
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7.​ To complete a section, click on the title of the section you wish to complete. 

 

8.​ The form will appear on the right side of the screen, where you can complete all required fields 

and attach any relevant documents. 

Note: Required fields are marked with an asterisk (*). 

 

9.​ Click Select Files to upload additional relevant documentation, such as a hard copy of parental 

consent.  
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10.​ Once all required fields have been completed, click Save to save your work and continue with 

other sections of the package, or click Cancel to return to the dashboard and discard all 

previously entered information. 

Note: If you click Save without completing the required fields, the fields will turn red. Once 

saved, you will be able to navigate to other sections of the CPSE package and/or return to 

previous work. 

 

11.​ Once you have completed and saved the section, a green check will appear next to its title in the 

left navigation. Click the title of the next section you wish to complete to move forward. 
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12.​ On some forms, you may be required to enter a date (as shown below). You can select a date 

using the calendar icon or enter it manually. You must click Add to ensure the date is captured 

on the form. 

 

13.​ After you click Add, the date will reflect to the right of the field.  

 

14.​ Once all required sections are completed and saved, green check marks will appear next to 

them, and the Finalize button in the bottom-right corner will become enabled: 

●​ Click Finalize to finalize and send the Social History Package. 

●​ Click Save to complete the section and continue editing the package. 
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●​ Click Cancel to exit the section. Any unsaved work in this section will be discarded. 

 

15.​ After clicking Finalize, a pop-up will appear listing all uploads attached to the package. Select a 

Method of Delivery and click Submit.  

Note: If you choose Print or Postal Mail, your computer will open the print window so you can 

print the Social History Package, which must then be mailed manually. 

 

16.​ Once submitted, ATLAS will confirm that your submission was successful and you will be directed 

back to the dashboard.  
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17.​ Expand the student’s row to see that the package status is marked Finalized and to view 

information on whether Consent for Initial Evaluation was provided. 

Note: Assessments completed within the Social History Package (e.g., Social History Evaluation) 

will display as Pending Approval or Finalized, depending on the user who submitted them. In the 

image below, the assessments were submitted by CPSE Administrator. 

 

18.​ To view the finalized package, navigate to the student’s documents. For guidance on locating 

student documents, see the Navigation Reference Guide. 
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How to Complete an Assessment 

This section provides step-by-step instructions for completing an assessment in ATLAS, including 

navigating the dashboard, locating the student, editing the assessment, uploading the document, and 

submitting it. Depending on the user’s role, an additional layer of review may be required—therefore, 

some submissions will update directly to Finalize, while others will move to Pending Review. 

1.​ Search for the student for whom you’d like to complete an assessment.  

 

2.​ Expand the student’s row by clicking anywhere on the row except for the student’s name. 

 

3.​ Ensure the Evaluations tab is selected. 
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4.​ To complete an assessment, click the three vertical dots to the right of the assessment.  

 

5.​ From the dropdown, select Edit. 

 

6.​ This will open the assessment page for you to complete all required fields. 

Note: Required fields are marked with an asterisk (*). 
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7.​ Indicate the assessment date by using the calendar icon or entering it manually. After selecting a 

date, click Add to save it. You cannot submit the assessment without adding a date. 

 

8.​ If you need to upload a document, click I am uploading a document.  

 

9.​ Select the type of document. 
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10.​Click Select Files to upload your document.  

 

11.​Once you have uploaded a document, it will appear beneath the Select Files button. 

 

12.​Once all required fields have been completed, the Submit button will become enabled in the 

bottom right corner: 

○​ To finalize the assessment, click Submit. 

○​ If you wish to save and return, click Save. 

○​ If you wish to cancel, which will delete all unsaved data, click Cancel. 

 

13.​After you click Submit, you will be directed back to the dashboard. 

 

ATLAS Infohub Internal - External September 2025 31

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees


 

 

14.​Expand the student’s row to see the updated status of the assessment.  
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How to Review Assessments 

Approve 

1.​ Search for the student for whom you need to review an assessment. 

 

2.​ Expand the student’s row by clicking anywhere on the row except for the student’s name. 

  

3.​ Click the three vertical dots next to the assessment you want to review. 

Note: The assessment must be in Pending Approval status to be reviewed.  
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4.​ From the dropdown, select Review Assessment. 

  

5.​ This will open the assessment in view/read only mode for you to review. 

 

6.​ To approve, click Approve in the Review Assessment panel to the left.  
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7.​ Click Submit. 

 

8.​ You will be directed back to the dashboard, and ATLAS will confirm that the submission was 

successful. 

 

9.​ Expand the student’s row to see the updated status of the assessment.  

 

Reject 

1.​ Complete steps 1–5 of How to Approve an Assessment. 

2.​ To reject, click Reject in the Review Assessment panel to the left.  
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3.​ An additional required field will appear for you to make a selection. 

 

4.​ Depending on the selection, an additional text field may appear.  

 

5.​ Once all required fields are complete, click Submit.  

 

 

ATLAS Infohub Internal - External September 2025 36

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees


 

6.​ You will be directed back to the dashboard, and ATLAS will confirm that the submission was 

successful. 

 

7.​ Expand the student’s row to see the updated status of the assessment on the right under 

“Status”.  
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How to Add an Additional Assessment 

This section provides step-by-step instructions for adding an additional assessment through the PWN: 

Request for Additional Assessment in ATLAS. The ability to complete this action depends on the user’s 

permissions within the system; if you believe you need access, please contact your chairperson. Once 

the PWN is completed, approved, and finalized, ATLAS will automatically generate the PWN and the 

corresponding consent form within the student’s documents for the user to send home to the parent. 

Users will also learn how to upload the signed consent form and should pay attention to the date 

validation prompt to ensure data accuracy and reduce errors, as the Consent for Additional Assessments 

date informs compliance timelines. Once approved, the assessment(s) will appear in the Assessment 

Planning grid. For guidance on assigning and completing evaluations, refer to the How to Navigate 

Assessment Planning section of this reference guide. 

1.​ Search for the student for whom you’d like to add additional assessments.  

 

2.​ Click Actions.  

 

3.​ From the dropdown, select Send PWN: Request for Additional Assessments. 
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4.​ You will be directed to the PWN: Request for Additional Assessments page.  

 

5.​ Use the Table of Contents to navigate to each section within the PWN and complete all required 

sections.  

Note: Sections display a green check mark when completed and a red triangle with an 

exclamation mark when incomplete. 
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6.​ To complete the Assessment(s) Requested section, if applicable, click the + Add Additional 

Assessment button.  

 

7.​ A new row will appear for you to complete the required fields. Use the dropdowns and text 

fields to enter the Assessment Type and Rationale. The Purpose of Assessment will 

auto-populate with selection of Assessment Type.  

Note: You can repeat steps 6 and 7 as many times as needed to capture all required information. 

 

8.​ To remove an assessment, click the red X to the left of the row.  
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9.​ To complete the Explanation of why the action is proposed or refused section enter information 

into the text field. 

 

10.​To complete the Evaluation Description section, click + Add Decision Reason button. 

 

11.​A new row will appear for you to complete the required fields. Use the dropdowns and text 

fields to enter the Decision Reason, Description, and Date.  

Note: You can repeat steps 10 and 11 as many times as needed to capture all required 

information. 
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12.​To remove a reason, click the red X to the left of the row.  

 

13.​ Indicate if there is Additional Information by selecting the Yes or No buttons in the Additional 

Information section.  

 

Note: If you select Yes, an additional required text field will appear for you to complete. 

​
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14.​Ensure that the correct recipient is displayed in the Mail To section. This information will be 

auto-populated based on the primary contact information associated with the student.  

 

15.​Select the Method of Delivery by choosing Postal Mail or Parent Portal.  

 

16.​Once all required sections are complete, click Preview to review for accuracy.  

 

17.​The Preview will open as a PDF in a new browser tab. Review the document, then return to 

ATLAS by closing the Preview tab or clicking back on the ATLAS tab. 
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18.​Once all sections are complete, green check marks will appear next to each section of the PWN 

in the Table of Contents. The Submit button will then be enabled at the bottom of the screen, 

along with Cancel, Preview, and Save. 

●​ Click Cancel to discard your work and return to the dashboard. 

●​ Click Save to save your progress and return later. 

●​ Click Preview to review the document for accuracy. 

●​ Click Submit to submit the document for review.  

 

19.​You will be directed back to the dashboard, and ATLAS will confirm that the submission was 

successful. 
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How to Review the PWN: Request for Additional 

Assessments 

Approving Additional Assessments 

1.​ Search for the student for whom you’d like to review the PWN: Request for Additional 

Assessments. 

 

2.​ Click Actions. 

 

3.​ From the dropdown, select Review PWN: Request for Additional Assessments. 
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. 

4.​ You will be directed to the PWN: Request for Additional Assessments page. Complete all 

required sections.  

 

5.​ To complete the Assessment(s) Requested section, review and click Approve. 

Note: The approved additional assessments will appear in the student’s Assessment Planning once 

the PWN is finalized. 
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6.​ Review the Explanation of why the action is proposed or refused and Evaluation Description 

sections. 

7.​ Complete the Contacts section by searching for Staff First Name, Staff Last Name, or Staff ID in 

the Assistance Contact and Staff Contact rows. After you have searched for a staff member, click 

Select to add them to the row.  

 

8.​ Once all required sections are complete, click Preview to review for accuracy.  

 

9.​ The Preview will open as a PDF in a new browser tab. Review the document, then return to 

ATLAS by closing the Preview tab or clicking back on the ATLAS tab. 
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10.​Once all sections are complete, green check marks will appear next to each section of the PWN 

in the Table of Contents. The Finalize and View button will then be enabled at the bottom of the 

screen, along with Cancel, Preview, and Save. 

●​ Click Cancel to discard your work and return to the dashboard. 

●​ Click Save to save your progress and return later. 

●​ Click Preview to review the document for accuracy. 

●​ Click Finalize and View to finalize the document.  

 

11.​You will be directed back to the dashboard, and ATLAS will confirm that the submission was 

successful. The finalized version of the document will also open in a new tab for your view and 

can also be found in the student’s documents.  

 

12.​Upon finalization of the PWN, ATLAS automatically generates the Consent for Additional 

Assessments. This consent form must be attached to the finalized PWN and sent to the 

parent/guardian for signature before any assessments are administered. 

Note: For details on how to access and navigate student documents, refer to the Navigation 

Reference Guide. 
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Upload the Signed Consent for Additional Assessments 

1.​ Click Actions. 

 

2.​ From the dropdown, select Upload. 

 

3.​ A pop-up will appear for you to complete all required fields. 
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4.​ From the Document Type dropdown, select Consent for Additional Assessments. 

 

5.​ From the Request dropdown, choose the PWN request associated with the consent. 

 

6.​ Click Select files to upload the signed Consent for Additional Assessments.  
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7.​ The uploaded document will reflect under the Select files button.  

 

8.​ Select whether or not the parent/guardian provided consent. 

 

9.​ Enter the date that consent was signed by the parent/guardian. 

 

10.​Complete the Relationship field.  

 

11.​Once all required fields are completed, click Save. 
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12.​A confirmation pop-up will appear for you to verify: Are you sure you want to continue with [date] 

as the date parental consent was provided? Click Yes, to confirm or No to go back and make 

corrections.  

Note:  It is imperative that you verify the date as this action is irreversible and compliance timelines 

will be calculated from this date upon confirmation. 

 

13.​Upon confirmation, you will be directed back to the dashboard and ATLAS lets you know it was 

saved successfully.  
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Rejecting Additional Assessments 

1.​ Complete steps 1-4 of Approving Additional Assessments. 

2.​ To complete the Assessment(s) Requested section, review and click Reject. 

 

3.​ An additional field will appear for you to enter the Reason for Rejection. 

 

4.​ Review and complete remaining required sections of the PWN. Click Preview to review for 

accuracy.  

 

5.​ The Preview will open as a PDF in a new browser tab. Review the document, then return to 

ATLAS by closing the Preview tab or clicking back on the ATLAS tab. 
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6.​ Once all sections are complete, green check marks will appear next to each section of the PWN 

in the Table of Contents. The Finalize and View button will then be enabled at the bottom of the 

screen, along with Cancel, Preview, and Save. 

●​ Click Cancel to discard your work and return to the dashboard. 

●​ Click Save to save your progress and return later. 

●​ Click Preview to review the document for accuracy. 

●​ Click Finalize and View to finalize the document.  

 

7.​ You will be directed back to the dashboard, and ATLAS will confirm that the submission was 

successful. The finalized version of the document will also open in a new tab for your view. 

 

8.​ Upon finalization, ATLAS generates the finalized PWN which can be found in the student’s 

documents.  

Note: Rejected assessment(s) will not appear in the student’s Assessment Planning.  
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How to Submit the STAC-5 

This section provides step-by-step instructions for MDE Agencies on how to submit the STAC-5. Users 

must ensure that all STACs are submitted before a case is closed, as submissions cannot be completed 

afterward.  

Note: This section does not apply to PRAC users. 

1.​ Search for the student for whom you’d like to submit the STAC-5.  

 

2.​ Click Actions. 

 

3.​ From the dropdown, click Upload. 

 

4.​ The document upload pop-up will appear.  
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5.​ From the Document Type dropdown, select STAC. 

 

6.​ Click Select files to upload the STAC.  

 

7.​ The attached document will appear. Click Save.  
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8.​ ATLAS lets you know it was saved successfully.  

 

9.​ The document will now appear in the student’s documents.  

 

10.​Navigate back the student and expand the student’s row. 
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11.​Click the three vertical dots next to the assessment for which the STAC was uploaded. 

 

12.​From the dropdown, click Submit STAC-5. 

 

13.​ATLAS lets you know it has been submitted successfully.  

 

14.​The status of the assessment will reflect STAC Submitted.  
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15.​There are no further actions for the MDE agency. The CPSE Chairperson or CPSE 

Administrator must approve the submitted STAC-5.  
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How to Approve the STAC-5 

This section provides step-by-step instructions for approving the STAC-5. Users must ensure that all 

STACs are reviewed before a case is closed. Only CPSE Chairpersons and Administrators can complete this 

task. All other users should contact their Chairperson for assistance. 

1.​ Search for the student for whom you’d like to review/approve the STAC. 

 

2.​ Click the student’s name to navigate to their profile.  

 

3.​ Click Documents.  

 

4.​ Click to expand the Evaluations folder and open the STAC document to review.  
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5.​ Once the STAC upload has been reviewed, navigate back to the student and expand the student’s 

row.  

 

6.​ Click the three vertical dots next to the assessment of the STAC you just reviewed.  

 

7.​ From the dropdown, click Approve STAC Document. 
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8.​ ATLAS lets you know it’s been approved successfully.  

 

9.​ The status of the assessment will reflect STAC Approved.  
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How to Complete the Preschool Evaluation Summary 

This section provides step-by-step instructions for completing the Preschool Evaluation Summary in 

ATLAS, including navigating the dashboard, locating the student, editing the document, and submitting 

it. 

1.​ Search for the student for whom you wish to create the Preschool Evaluation Summary Report. 

 

2.​ Click Actions. 

 

3.​ From the dropdown, select Create Pre School Summary. 

Note: The Create Pre School Summary option will only appear in the dropdown after all evaluations 

for the student have been finalized.  

 

ATLAS Infohub Internal - External September 2025 64

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees
https://infohub.nyced.org/in-our-schools/working-with-the-doe/special-education-providers/atlas-resources-for-non-doe-employees


 

 

4.​ You will be directed to the Preschool Evaluations Summary Report. Complete all required 

sections of the form; including agency information, contact information, summary of 

findings, and recipient. 

 

5.​ Once all required fields are completed, the Submit button will become enabled.  

o​ Click Cancel to cancel the form and discard previously input information..  

o​ Click Save to save your work and return later. 

o​ Click Submit to submit and finalize. 
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6.​ Once submitted, ATLAS directs you back to the dashboard and lets you know it has been 

submitted successfully.  
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