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NEW YORK STATE EDUCATION DEPARTMENT 
Charter School Office 

 
Completing a Charter School Revision Request Application 

 
Please note the following: 
 

• The CSO will only accept revision requests, both material and non-material, through the 
NYSED Business Portal.  

• Upon entering the NYSED Business Portal, follow all prompts required for the revision and 
submit all required documents.  

• If a required document does not apply to your revision request, upload a document that 
explains why the document is not applicable.  

• If a charter school is requesting multiple revisions, each request must be submitted 
separately. Only one revision request is permitted per application. 

• All required (*) questions / uploads must be completed to move from section to section 
and to submit the revision request application. 

 
1. Before starting the application in the portal, please review the guidance on our website on 

the BOR-Authorized Charter School Policies, Procedures & Resources web page under the 
BOR-Authorized Charter Revision Application Process section. 
 

2. After reading the above directions, and once you are ready to start the application process 
in the NYSED Business Application Portal, begin by logging in to the portal at 
https://portal.nysed.gov/. If you are having trouble logging in please refer to the Business 
Portal Applications and Contact Information help page. 
   

https://portal.nysed.gov/
https://www.nysed.gov/charter-schools/bor-authorized-charter-school-policies-procedures-resources
https://portal.nysed.gov/
https://www.nysed.gov/seddas/business-portal-applications-and-contact-information
https://www.nysed.gov/seddas/business-portal-applications-and-contact-information
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3. After you login, look under the section My Applications and click on SED Monitoring and 
Vendor Performance System. 
 
 
 
 

  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
This will bring you to your Applications Dashboard. 
 

4. If you do not see your school’s Applications Dashboard, click the Dashboard tab at the top of 
the window. The Applications Dashboard will show all applications associated with your 
account, similar to the example below.  
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5. Scroll down to the Charter School Revision Request option and click the View button to open 
the application. 

 
 

6. As you complete the application, you will first need to enter the Identifying Label, which is 
how you and your liaison will identify the specific application. The Identifying Label is at the 
top left of your screen. Enter the school name (or abbreviation) and a brief summary of the 
requested change, as shown below. Here are some examples to illustrate the preferred 
formatting “LOTR – KDE Revision” or “Isengard CS – Enrollment Increase.”  

 
 

7. The application has three sections: Revision Request Information, Revision Request 
Category, and Additional Revision Requests. If your revision request involves a school 
relocation, a fourth section will appear called Relocation. All sections need to be completed 
before the application can be successfully completed and submitted. For your convenience, 
guidance documents and templates needed to complete the application are located in the 
Instructions section located directly below the Identifying Label, and in the Documents 
section to the lower left side of the webpage. 
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8. Now fill out all required questions, which are indicated by a red asterisk (*). Once you have 

completed all required questions on the Revision Request Information page, scroll to the 
bottom or top of the page and click Save & Continue.  

 
This will bring you to the Revision Request Category section. 

 
9. Select the appropriate revision request category from the drop-down menu. The category 

you select will determine the information you are required (*) to provide. Use the guidance 
found on our website here: BOR-Authorized Charter School Policies, Procedures & Resources 
or in the Instructions section of the portal page as shown above.  

 
Note: If you select  option (k) Temporary or permanent relocation of the school within the 
same school district, or same borough in New York City, or acquisition of a new facility or 
building, you will not see any further questions until you click the Save & Continue button. 
Once you click Save & Continue, the fourth section, Relocation, will appear. 

 
10. Once you have responded to all required (*) items for the revision request category selected, 

click Save & Continue. 
 
11. The last section to be completed is “Additional Revision Requests.” This is the final question. 

If you answer “Yes” to the question, this lets your liaison know that additional revision 
request applications will be submitted for the school. You will need to complete an 
application for each individual revision.  

 

https://www.nysed.gov/charter-schools/bor-authorized-charter-school-policies-procedures-resources
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12. Once all questions and uploads have been completed AND you are able to Save your 
application without error, you should submit your application by clicking Save & Continue. 

 
Note: If you have not completed a required (*) question or upload, in any section of the 
application, you will receive an error and will not be able to submit your application until the 
error is corrected. 

 
 

13. Finally, you must certify and submit the application by clicking the check box and then 
clicking the Submit button. 

     
You have now completed and submitted your application. 

 
------------------------------------------------------------------------------------------------------------------------------- 
 

Creating Additional Charter School Revision Requests Applications 
 
You must complete a separate portal application for each revision request. To complete a new 
application for a Charter School Revision Request, please follow the directions below. 
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1. Click the Dashboard tab at the top of the window. The Dashboard will open to the inbox by 
default. 

 
 
 
2. Now click the Create New Survey tab. 

 
 
 
 
 
 
 
 
 
 
 

3. Scroll down until you see the Survey Name “Charter School Revision Request,” and then 
click the corresponding Create button. 

 
4. As you complete the application, you will first need to enter the Identifying Label, which is 

how you and your liaison will identify the specific application. The Identifying Label is at the 
top left of your screen. Enter the school name (or abbreviation) and a brief summary of the 
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requested change, as shown below. Here are some examples to illustrate the preferred 
formatting “LOTR – KDE Revision” or “Isengard CS – Enrollment Increase.”  

 
5. The application has three sections: Revision Request Information, Revision Request 

Category, and Additional Revision Requests. If your revision request involves a school 
relocation, a fourth section will appear called Relocation. After completing each section, click 
Save & Continue. All sections need to be completed before the application can be successfully 
completed and submitted. Once you have completed all pages, click Save & Continue a final 
time.  

 
If you have not completed a required (*) question or upload, you will receive an error and 
will not be able to submit your application until the error is corrected. 

 
6. Finally, you must certify and submit the application by clicking the check box and then 

clicking the Submit button.  

     
You have now completed and submitted your application. Your main Dashboard page 
should now show each Charter School Revision Request application created: 
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Contact Information 
 

For technical / portal questions: michael.mcpherson@nysed.gov, cc: 
charterschools@nysed.gov 
 
For application-specific questions: your CSO liaison 
 

mailto:michael.mcpherson@nysed.gov
mailto:charterschools@nysed.gov

