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General Information 

Mandated Services Aid/Comprehensive Attendance Policy (MSA-CAP) is a New York State 
funded reimbursement program for religious and independent schools. Schools can apply for 
reimbursement for the state mandates for which they have met the requirements in the prior 
school year (July 1 to June 30) Supporting documentation must be available upon request. 
 
To assist NYSED in the timely review of MSA-CAP claims placed on hold, schools must provide 
an explanation for any year-to-year changes in total and average hourly compensation, staffing 
levels, hours worked, tests administered, enrollment, etc., both in the MSA-CAP system and in 
the MSA-CAP workbook. 
 
Filing for MSA-CAP is a voluntary process, requiring religious and independent schools to keep 
abreast of the changes and notices. This can easily be done by having the CEO or CFO (Chief 
Financial Officer) keep a current email address on file in the State Education Data Reference File 
(SEDREF). List-serv updates will be sent to the contact on file for your school/institution and 
regularly posted updates are made available on the ORISS web site. 
 
The MSA-CAP online application system includes school data reported to NYSED through the 
Office of Information Reporting Services , and your district’s local RIC center. BEDS data, 
Elementary and Intermediate Examination (EIA) data, and Regent’s examination data reported 
according to the guidelines will automatically populate and be displayed in READ ONLY FIXED 
FIELDS for the applicable mandates in your claim.  Schools may enter alternate numbers if for 
some reason the pre-loaded data is incorrect. You will then be prompted to upload additional 
documentation to the portal for staff review. 
 
Increases in data levels will trigger a highlighted message to appear at the top of the claim 
screen and/or in the applicable mandate and a file request message will appear in red at the 
bottom of the claim which will also be sent via email to the contact on file. The claim will be set 
to a specific status, usually the hold status. The claims in hold status will be reviewed by ORISS 
staff, and the staff reviewer will request additional documentation by email to the contact on 
file. Religious and independent schools can access their claims in the MSA-CAP system and 
upload any requested documents directly to the highlighted file request at the bottom of your 
claim. Upload instructions appear at the end of this document. 
 
When the portal opens for a new claim year, an announcement is posted on the ORISS site, and 
the CEO/CFO receives an e- mail notification from the ORISS list-serv.  
 
Approved claims are usually processed for payment within 7-10 business days. 

The NYS Comptroller has the authority to audit the records of private firms and non-profit 
organizations that receive funding from public programs such as Nonpublic School Aid for 
accuracy and compliance with State law. 

https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw%24.startup
https://www.nysed.gov/nonpublic-schools
https://www.nysed.gov/information-reporting-services
https://www.nysed.gov/information-reporting-services
https://www.nysed.gov/information-reporting-services
https://www.boces.org/about-rics/ric-in-your-area/
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MSA-CAP Application Submission  
 
The reimbursement request, or claim, is completed electronically through the NYSED Business 
Portal application. The online system is designed to streamline the application process and 
expedite review and payment. Additionally, the system is designed for religious and 
independent schools to play a more active role in tracking the progress of their specific claim. 
 
If your school cannot complete an online submission, please contact the ORISS office to discuss 
filing an application through email by completing the MSA-CAP workbook and attestation 
forms. Email msa-cap-oriss@nysed.gov or call 518-474-3936. 
 

Submission Deadline: Per state law, religious and/or independent schools must submit their 
2023-2024 claim by April 1, 2025. The MSA-CAP system will not allow any new claims to be 
entered after the deadline, nor will email applications be accepted after April 1st. Payments for 
all claims submitted on time will be processed by May 31, 2025. 
 

 Per state law, the 2022-2023 claim year is now closed, and no further 
claims will be accepted for that year or any prior claim years. 

 
 If your 2022-2023 MSA-CAP claim has outstanding documents or 

information requests pending, you will not be able to file your claim 
for 2023-2024 until the prior year’s claim review has been completed 
and the claim closed. 

 
 2023-2024 claims can be amended until May 31, 2025.  

  

https://portal.nysed.gov/abp/
https://portal.nysed.gov/abp/
https://portal.nysed.gov/abp/
mailto:msa-cap-oriss@nysed.gov
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External User Roles 
 
The school CEO will have “submit and certify” access to the MSA-CAP claim. The CEO can also 
entitle other staff as additional users for data entry access by logging into the State Education 
Department Delegated Account System (SEDDAS) and following the instructions for adding 
users. The CEO will be the only user who can submit and certify the claim after data is 
entered. Religious and/or independent schools can also assign an MSA CFO to submit and 
certify their MSA-CAP claim. If schools would like to add an MSA-CAP CFO to submit and certify 
their claim, the individual must be added to SEDREF. 
 

• To add or change CFO information, v is i t  Data  Support .  

• Complete the CFO form or this CFO in PDF  and r e t u r n  b y  email 
to datasupport@nysed.gov. 

•   Once the MSA-CAP CFO is added to SEDREF, please contact ORISS and 
we will entitle the MSA-CFO to access the NYSED Business portal online 
system. We cannot entitle the CFO until they are added to SEDREF by 
data support. 

 
Please keep up to date CEO/CFO e-mail and other contact information on SEDREF. ORISS staff 
cannot update this data. Religious and/or independent schools claim opening times and 
updates, information and document requests, and approval and payment notices are sent to 
these contacts. 
 
  

https://www.nysed.gov/seddas
https://www.nysed.gov/seddas/seddas-user-guide-and-quick-guides
https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw%24.startup
https://datasupport.nysed.gov/hc/en-us/articles/210948046-CEO-change-for-schools-and-districts
https://www.oms.nysed.gov/sedref/documents/newCFOform-2022.doc
mailto:datasupport@nysed.gov
https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw%24.startup
http://portal.nysed.gov/
https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw%24.startup
https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw%24.startup
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Logging in to the MSA-CAP system 

 
MSA-CAP CEO/CFO users or data entry users can access MSA-CAP with the following web 
browsers. (Google Chrome is the preferred browser.) 

 
 
 
 
 
 
To enter NYSED Business Portal  Log in with your Username and Password (contact SEDDAS for 
password help.)   Click on the link for MSA & CAP Under My Applications in the blue bar. 

 

The following sign-on page will be displayed. Enter your username and Password. 

• Click the <Sign In> button. 

 

 
 

 
 
 
 
 
 

https://eservices.nysed.gov/msa/
mailto:seddas@nysed.gov
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How to Edit or Create a Claim 

The current MSA-CAP claim year will be displayed for the user. Users can create a new claim for 
the current year unless there is an open claim pending from a year prior. Closed claims can only 
be viewed and/or printed; no changes can be made. 
 
Create a new claim for the current 2023-24 year by selecting the create button: 
 

 

 

If the claim year has been opened and saved, return to the claim by 
selecting the <Edit> button for the open claim year. 

 

 
 

Please Note: Users must enter data in Mandate 1 and Enrollment before MSA-CAP can be 
certified. Users must certify both CAP and MSA Aid before submitting a claim by selecting the 
attestation button for both CAP and Total School Aid (MSA). Users will not be able to save and 
submit until the user certifies the claim. 
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Once the user clicks on the I hereby attest to the following button, the “Save” button will appear. Click 
on the “Save MSA/CAP Certification” button for both CAP and MSA Aid. The claim amount totals for 
each will not be displayed until the item is certified.  
  

 
 
 
Click on the “MSA-CAP Summary of Expenditures” button to view the claim details. The 
Summary of Expenditures button will expand your claim to display each of the individual 
mandates such as “Enrollment, “CAP Expenditures” and the remaining Mandates 1-19.  
 
You must then expand each mandate to enter data to claim reimbursement for any of the 
individual “Mandate” fields by clicking on the left-hand button description.  The total amount 
will appear to the right of each item once you complete and save each mandate. 
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We recommend saving your claim after entering data in each mandate to avoid losing your 
work. There is no limit to the number of times you can save your claim before submitting. 
 
The claim will not be finalized until the Submit form button is selected. 
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Enrollment 
 
The system will display the BEDS Enrollment data submitted by your school in the October BEDS 
Report. The system also populates the data entry fields, lines 1-5, with the same information to 
save you from entering the information again. 
 
You may enter different enrollment data for opening and/or closing if students were added or 
left after the BEDS report was filed. 

• Select Opening, Closing or Beds on File at the bottom of the Enrollment field 
under the system generated Total Enrollment on line 6. 

 
Note: When selecting either Opening or Closing enrollment, if the enrollment varies from the 
reported BEDS data, a clear and detailed explanation of the variance must be provided.   A box 
will appear on the screen with an orange note stating, “Enrollment claimed exceeds the tolerance 
level.” The claim cannot be submitted until the explanation is entered in the box provided. An 
explanation for any year-to-year increase in enrollment should also be provided in the MSA-CAP 
Workbook if submitting your claim via email. 
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Mandate 1 – Pupil Attendance Reporting (PAR) 

Click on Mandate 1 from the main claim screen to expand and enter data for PAR (Pupil 
Attendance Reporting).  

• You must select one of these two options: “Standard Workday” or “Actual hours 
of Employees are Varied.” 

• If standard workday is selected, you must enter the # of days in 
the school year and the # of hours in the workday for Teachers, 
Administrators and Support Staff. 

 
 

Calculation of Hourly Rate 
• Enter the total # of teachers taking daily attendance in line 1. 
• Use the <Tab> key to move to the next data entry field or click on the desired box using 

your mouse. 
• Continue entering data for lines 1-4 for Teachers, Administrators and Support Staff. 
• Hours, salaries, and benefits should all be entered as total annual amounts. 
• Click on the <Save Form> button at the top or bottom of the screen and the 

system will complete the Calculation of Expenditures. 
 

Calculation of Expenditures 
• Enter the total # of teachers taking daily attendance in column 2. 
• The system calculates the information for lines 5-6 for the 

calculation of hourly rates and columns 3, 4, 5 & 6 for the calculation 
of expenditures. 
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• If the calculations do not appear, you forgot to click on the button for 
“standard workday” or “actual hours of employees are varied.” A 
warning message will appear on the screen. 

 
Note: If the PAR total for Mandate 1 experiences unusually high growth, an 
orange HOLD message will appear, and an explanation will be required. A 
box will appear on the screen for entry of the explanation. The claim 
cannot be submitted until you explain. 
 

One example explanation (of many possibilities):  
o New staff were hired at a higher rate, or enrollment and 

class size increased raising the number of staff needed) 
 
Along with the HOLD message, a request for payroll data will also be triggered and sent to the 
email address on file. Please upload this documentation directly to the red file request at the 
bottom of your claim. 
 

Payroll Data (see example on the following page) 

• Payroll records for those employees including a breakdown of 
fringe benefits with sources of data (company names) must be 
maintained and made accessible upon request. 

• Payroll company documents are preferred with a logo 
showing; if payroll is completed in-house, you will be asked to 
provide signed staff hiring agreements or contracts on school 
letterhead.  

• Please redact identifying personal information from 
documents before submitting.                       
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Sample Payroll Company Record 

 
 

 

Please note: Payroll company records must show the company logo. 
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Mandate 1 Sample Payroll Summary 
 

 

 
The Payroll Summary provided must show the following items: 
 

• Each staff individual claimed. (We recommend redacting staff names to first name only 
or using labels such as “T1” to represent Teacher for the privacy of your staff.) 

• role (Teacher, Administrator, Support Staff)  
• Mandate/s each individual is claimed for if data is requested for multiple mandates. 
• Fringe benefits details and breakdowns matching benefit totals claimed per individual.  

 
Please note: Salary and benefit totals listed for each mandate must add up to the same 
numbers as those claimed for reimbursement or the claim will need to be amended.  
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Mandate 1 Sample Calendar 

Your claim may be set to Hold if you enter fewer than 180 days in the school year for Teachers or 
190 for Administrators/Support Staff. You will be asked to provide a school calendar with the 
total days worked by your staff. The calendar you provide must include totals. 
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Mandate 2 – Elementary and Intermediate Assessment in 

English Language Arts and Math (EIA) 

Click on Mandate 2. Calculation of Hourly Rate 
• Enter data for line 1. Use the “tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. When you get to the end of line 4, tab again. 

 
Calculation of Combined Hours 
The system shows the number of exams reported to the Office of 
Information Reporting Services. 
• You may enter different exam data if the correct amounts differ from those on file. 

 
Note: If the value entered in the “Number of Exams Claimed” column 
is greater than the number of exams on file, the claim will be set to 
Hold and documentation requested. 

 

Teacher Workshop Expenditures 
• Under section B, enter the total hours of allowable workshop training or enter 0 if 

claiming none. 
• Enter the dollar amount of the workshop fees in the spot provided in column 2. 
• The system generates the Total General Expenditures. 



  OFFICE OF RELIGIOUS & INDEPENDENT SCHOOL SUPPORT (ORISS)  
MANDATED SERVICES AID/COMPREHENSIVE ATTENDANCE POLICY (MSA-CAP) 

 2023-2024 USER GUIDE 
 

 

16  

 

 



  OFFICE OF RELIGIOUS & INDEPENDENT SCHOOL SUPPORT (ORISS)  
MANDATED SERVICES AID/COMPREHENSIVE ATTENDANCE POLICY (MSA-CAP) 

 2023-2024 USER GUIDE 
 

 

17  

Mandate 2 Sample EIA Exam Document 

Elementary Intermediate Exam (EIA) Receipt from BOCES 
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Mandate 3: Basic Educational Data System Reporting (BEDS) 
 

Calculation of Hourly Rate 
• Click on the Mandate 3 button. 
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. 
• It is common that these numbers will match those entered for Mandate 1 PAR. 
• Click on the <Save Form> button at the top or bottom of the screen. 

 

*The system generates the calculations of information for lines 5 and 6 and 
completes the fields for Calculation of Expenditures for BEDS and populates 
the “MSA-CAP Summary of Expenditures” Screen. 
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Mandate 4: Regents Examinations (RE) 
Calculation of Hourly Rate 
• Click on the Mandate 4 button. 
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. 
• The system generates the calculations in lines 5-6. 

 
Time and Effort Standards: Calculation of Combined Hours 
The system shows the number of Regents exams reported to the 
Office of Information Reporting Services. 

• You may enter different exam data if the correct amounts differ from those on file. 
• The system generates the Total General Expenditures based on the data entered. 

Teacher Workshop Expenditures 
• Under section B, enter the total hours of allowable workshop training or enter 0 if 

claiming none. 
• Enter the dollar amount of the workshop fees in the spot provided in column 4. 
• The system generates the Total General Expenditures. 

 
Test Kits Expenditures 
• Under Section C, enter the number of students taking Regents 

Earth Science and the number of Test Kits purchased during the 
2023-24 school year. 

• The system generates the calculations of Total Expenditures and Total 
Workshop/Test Kits Expenditures for Regents Examinations and 
populates the “MSA-CAP Summary of Expenditures” Screen 
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Note: If the value entered is greater than the number of exams on-file for any exam, the claim 
will be placed to Hold. The data field will be highlighted in orange and supporting 
documentation will be requested to verify the claim discrepancy. 
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Mandate 4 Sample Document- 
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Mandate 6: Calculator Expenses (CE) 
 

• Enter the number of scientific calculators purchased in line 1. 
• Enter the number of graphing calculators purchased in line 4. 
• The system generates the Total Expenditures for calculators, and a receipt requested. 

 

 
 

 

Note for Mandates 7 and 8:       

The buttons for Mandate 7, High School Registration, and Mandate 8, New York State School 
Immunization Program (SSIP), will be disabled for some religious and independent schools and 
they will not be able to enter claim data for those mandates.  
 
Mandate 7 is a one-time payment. If a religious and/or independent school has 
previously claimed and was reimbursed for Mandate 7, it cannot receive 
reimbursement again and the mandate will be disabled. 
 
Contact msa-cap-oriss@nysed.gov to enable access if your school is eligible but access is disabled. 
 
 
 

 
 
  

mailto:msa-cap-oriss@nysed.gov
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Mandate 8: New York State School Immunization Program 
(SSIP) 

 
Only religious and/or independent schools in New York City, Buffalo or Rochester that filed 
their immunization data with NYSDOH are eligible for Mandate 8. 
 
The Mandate 8 button will be disabled for the other religious and/or independent schools. 
Contact msa-cap-oriss@nysed.gov to enable access if your school is eligible but access is disabled. 
 
 

• Enter the number of school pupils for whom immunization 
documentation has been maintained. (Grade K-12 students 
only). 

• The system generates the calculation of Total Expenditures for 
SSIP and populates the “MSA-CAP Summary of Expenditures” 
screen. 

• A school may not claim immunization for more students 
than are claimed for enrollment. 

 
 

mailto:msa-cap-oriss@nysed.gov
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Mandate 9: Documentation of Expenditures for Integration of Required 

Instruction in 7th and 8th Grades (DIRI) 
 

Calculation of Hourly Rate 
• Click on the Mandate 9 button. 
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. 
• Click on the <Save Form> button at the top or bottom of the screen. 

 
Calculation of Expenditures 
• Enter Total #of teachers that were claimed in line 1. The system will not calculate a 

total for this mandate without this number entered. 
• The system generates the calculations of Total General Expenditures for DIRI and 

populates the “MSA-CAP Summary of Expenditures” screen. 
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Mandate 10. Calculation of Hourly Rate High School 
Graduation Report (HSGR) 

 
Calculation of Hourly Rate 
• Click on the Mandate 10 button. 
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. 

 
Calculation of Expenditures 
• The system shows the number of exams reported to the 

Office of Information Reporting Services. 
• The candidates must be reported to the Office of Information 

Reporting Services through the RIC to claim graduates for 
reimbursement. 

• The system generates the calculations of Total General 
Expenditures for HSGR and populates the “MSA-CAP Summary 
of Expenditures” screen. 
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Mandate 11: Grade Five Science Test (GFST) 
 

Calculation of Hourly Rate 

• Click on the Mandate 11 button. 

• Enter data for line 1. Continue 
entering data for lines 2-4. The 
system generates the Average Hourly 
Rate. 

 
Time and Effort Standards 
The system shows the number of Grade Five Science Tests reported to the 
Office of Information Reporting Services. 

• Enter the number of exams that were administered if it differs 
from what is displayed.  
 

 
Teacher Workshop Expenditures 

• Enter the total hours of allowable workshop training and the dollar 
amount of workshop fees.  

Test Kits 
• Enter the number of students taking the Grade Five Science Test and the number of 

test kits purchased (Note: Each kit serves 30 pupils) 
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Mandate 11 Sample Document GFST 
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Mandate 12: Travel to Storage Sites (TSS) 
 

Calculation of Hourly Rate 
• Click on the Mandate 12 button. 
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry field. 
• Continue entering data for lines 2-4. 
• The system generates the Total salaries and benefits and Average 

Hourly Rate for lines 5 and 6. 
• The system generates the calculations of Total Expenditures and 

Total Workshop Expenditures for TSS and populates the “MSA-
CAP Summary of Expenditures” Screen. 
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Mandate 13: Scholarship for Academic Excellence Application (SAE) 

 
• Click on the Mandate 13 button. 
• Enter data for line 1 (Administrators and Support Staff only). 
• Use the “Tab” key to move to the next data entry field. 
• Continue entering data for lines 2-4. 
• The system generates the calculations of Total Expenditures 

and Total Workshop Expenditures for SAE and populates the 
“MSA-CAP Summary of Expenditures” Screen. 

 

Note: Beginning in 2025 (for the 2024-25 claim year) Scholarships for Academic Excellence 
(SAE) will need to be filed through SED Monitoring. This new online process discontinues the 
paper form and will increase the efficiency and management of this vital scholarship program 
for the students receiving the award. 

 
For more information on the 2025 Scholarships for Academic Excellence (SAE), please visit the 
SAE website or email scholar@nysed.gov. 
 

 
 
 

Mandate 14: Grade Eight Science Test (GEST) 

https://portal.nysed.gov/abp
https://www.nysed.gov/postsecondary-services/scholarships-academic-excellence-sae
mailto:scholar@nysed.gov
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Calculation of Hourly Rate 
• Click on the Mandate 14 button.
• Enter data for line 1. Use the “Tab” key or mouse to move to the next data entry

field.
• Continue entering data for lines 2-4.
• The system generates the Average Hourly Rate.

Calculation of Combined Hours 
The system shows the number of Grade Eight Science Tests reported to the 
Office of Information Reporting Services. 

• Enter the number of exams administered if it differs from what is displayed on-file.

Teacher Workshop Expenditures 
• Enter the total hours of allowable workshop training if applicable

along with the dollar amount of workshop fees. Use the “Tab” key
to move to the next field.

Test Kits 
• Enter students taking Grade Eight Science Test.
• Enter number of test kits purchased (Note: each kit serves 30 pupils).
• The system generates the calculations of Total

Expenditures and Total Workshop Expenditures for
Grade Eight Science Test and populates the “MSA-
CAP Summary of Expenditures” Screen.
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Enter Yes to claim this mandate. The system will automatically award $100 for this mandate. 

Mandate 17: Pesticide Neighbor Notification (PNN) 
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Mandate 18: New York State English as a Second Language Achievement Test 
(NYSESLAT) and New York State Identification Test for English Language 

Learners (NYSITELL) 

Calculation of Hourly Rate 
• Click on the Mandate 18 button.
• Enter data for line 1. Use the “Tab” key to move to the next data entry field.
• Continue entering data for lines 2-4.
• The system generates the calculations in lines 5-6.
• Use the “Tab” key to move to the next data entry field.

The system shows the number of exams reported to the Office of Information Reporting 
Services. The system has also populated the data entry fields with the same information to save 
you from having to enter the information again. 

• You may enter different exam data.
• Use the “Tab” key to move to the next field.

Teacher Workshop Expenditures 
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• Enter the total hours of allowable workshop training.
• Enter the dollar amount of the workshop fee.
• The system generates the calculations of Total Expenditures and Total

Workshop Expenditures and populates the “MSA-CAP Summary of
Expenditures” Screen.

Note: If you enter a larger number of exams than shown on file as previously reported you 
will receive a highlighted message, and the claim will be sent to Post Review or Hold. This 
will prompt a data request; the school administrator will receive an e-mail message 
stating that the claim was set to Hold and NYSED staff will reach out for confirmation.  

Mandate 18 Sample Document-NYSESLAT & NYSITELL 
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Mandate 19: Regional Information Center (RIC) Expenditures for 
State Testing  

Calculation of Expenditures 
• Click on the Mandate 19 button.
• Enter data for line 1. Use the “Tab” key to move to the next data entry field.
• Continue entering data for lines 2-4. (Round to the nearest dollar

amount when entering expenditure amounts).
• An entry must be made in each field. If you only have the total expenditures

for the scanning and scoring, enter zeroes in the other fields.
• The system generates the calculations for Total Expenditures. The system

generates the calculations of Total Expenditures for RIC and populates the
“MSA-CAP Summary of Expenditures” Screen.

• If the amount added exceeds the tolerance level, you will receive a hold
message and request for a receipt from the RIC Center for scanning and/or
scoring of the exams claimed.
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Mandate 19 Sample Document 

The receipt provided for Mandate 19 should be from the Regional Information Center (RIC) 
center contracted for scoring and scanning of exams and show total payment amounts. 
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Hold Claims: Upload Document Request 

Religious and/or independent schools with claims on hold can upload documents directly to the 
MSA-CAP system. 

Any claims in hold status will be reviewed by ORISS staff and the reviewer will send a request to 
religious and/or independent schools to provide documentation or information about any claim 
discrepancies, increases and decreases. The religious and/or independent schools will be able 
to access their claims in the MSA-CAP system and upload requested document/s at the bottom 
of the claim. 

Religious and/or independent schools will receive a system message automated e-mail for the 
request. The document request text will be in the e-mail. Please do not respond to the 
message with documents.  

Upload all documents directly to the file request in red located at the bottom of your claim in 
the MSA-CAP system.  
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How to Upload Documents to the Portal System: 

• The religious and/or independent school must click on the school year that they
are referring to and open the claim.

• Scroll all the way down to the bottom of the claim to your file requests in red.
• Please remember to scroll all the way to the right of the screen to locate the

upload button to the right of the File Request.
• Click on the browse button to locate the document for upload. Once the file is

added, click upload. It
will upload the document into the system.

• The religious and/or independent school can then upload a file by clicking the
SELECT button.

Click the CHOOSE FILE button to choose the file to upload, then hit the UPLOAD File button. 
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How to Save/Print Claims (as pdf) 

Select MSA-CAP Summary of Expenditures button at the top of the MSA-CAP claim form below 
to CAP and MSA total amounts. 

Select each mandate to expand and view detailed explanation of each mandate. Only expanded 
mandate will print details. 
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Sample of expanded mandate. 

Select print feature and print or save document as PDF first and then print. You may need to 
decrease the document size to ensure the entire claim is visible on screen before printing or 
change layout to horizontal/landscape view. 
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Claim Certification and Submission 

When all errors have been corrected that would prevent a claim from being submitted, the 
<I hereby attest to the following> button will appear for BOTH CAP and MSA Aid along with 
the total claim amounts for each. Read and select all bullets to save CAP certification and 
MSA certification. 

• Click ‘Save Form button’ to save.
• Read the certification statements and click on the <I hereby attest to the

following> button.
• The system returns you to the “home” screen and displays the status of the

claim.
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Claim Statuses 

Auto Approved: The claim did not have any editing or variance problems. The claim will be 
automatically approved, and payment will be issued when funding is available.  

Approved: The NYSED Program Reviewer approved the claim after the review process. 

Hold: Claim is awaiting review or has been reviewed and is awaiting a response. The NYSED 
Program Reviewer may “Reject,” “Approve” or set the claim to “Post Review.” Program 
Reviewer may request further clarification or documentation before approval is granted. 

Post Review: The NYSED Program Reviewer, Supervisor, or authorized and designated staff and 
management, will review the claim after payment is made. Schools may owe back funds if 
discrepancies and/or errors are found. 

Rejected: The NYSED Program Review may reject the claim based on the program review if too 
many mistakes were made, and after consulting with Supervisor and other management. The 
religious and/or independent school will always be notified when a claim is rejected. The claim 
will be reviewed through the amendment process once the appropriate and consistent 
substantiation is received from the religious and/or independent school, in accordance with the 
Department’s MSA-CAP Guidelines. Department is solely responsible for making claim decisions 
consistent with Legislation, Commissioner Regulations and Rules, and the Department’s Non- 
Discrimination policy. Questions should be forwarded to the MSA-CAP Office for an official 
review and response. 

Withdrawn: The claim had too many mistakes and was withdrawn by the religious and/or 
independent school administrator. The religious and/or independent administrator may amend 
the claim. The amended claim will be populated with the original claim data. 

Amendment: The amended claim can be submitted after the claim status has been either 
“Rejected” “Withdrawn” or “Closed.” The amended claim will be populated with the original 
claim data. 

Overpayment: If an overpayment is discovered by a NYSED program reviewer, monitoring visit, 
or the Office of the State Comptroller audit or request, the MSA-CAP Overpayment policy and 
procedures will be utilized, the school will be notified and must issue a refund. Overpayment 
not refunded to the Department will be deducted from the next issuing claim year amount. 

Closed: The Office of the State Comptroller has issued either an electronic payment or check, 
the MSA-CAP system lists claim as closed. 

Claims should be filed before the religious and independent school is officially considered 
closed by NYSED. However, schools will still be allowed to file a claim for the previous year 
during which they were operational. 
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