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A New Process for Collecting Administrative Contact Information

The New York State Education Department’s (SED or the Department) State Education Data Reference File
(SEDREF) database serves as the authoritative source of institutional information used for a wide range of
applications, including the Student Information Repository System (SIRS), the Basic Educational Data
System (BEDS), the exam ordering system, and official communications with educational institutions.
Maintaining accurate and current information in SEDREF is essential.

While existing processes for updating institutional location data will remain unchanged, the Department has
implemented a new process for collecting and maintaining administrative contact information. This new
approach:

e Streamlines the management of administrative contact data

o Replaces most of the previous Annual Verification of Contact Information conducted each summer

o Enables updates throughout the year, allowing timely changes when staffing updates occur

Beginning in June 2026, the Department will collect contact information for key administrative positions
directly from School Districts, BOCES, Public Schools, Charter Schools, and Religious and Independent
Schools through the My Contacts form in the Information and Reporting Services (IRS) Data Exchange
(IDEx) application, accessible via the Department’s Business Portal. Information entered into the My Contacts
form will populate and update the SEDREF database.

In addition to managing their own administrative contact information, users will be able to update the
following information:
e Public schools, district-operated preschool programs and reportable programs
e BOCES virtual locations (BOVL), BOCES buildings, preschool programs, and reportable programs
e Charter Schools satellite sites
e Religious and Independent Schools’ child school sites



Utilizing the My Contacts Form in IDEx

The My Contacts form is available to users with entitlement to the IDEx application through the Department’s
Business Portal. Please refer to the table below about viewing or changing contact information.

Action

User

Instruction

View Access

All users currently entitled to the IDEx
application can view contact
information. Staff without access can be
granted entitlement by the Entitlement
Administrator

> Sign into NYSED Business Portal
and access IDEx.

> Select the “My Contacts” link (in the
top right corner) to view the current
contacts listed for your institution.

Edit/Update Access | School District, BOCES, and Charter > Click the pencil icon next to the
Schools: CEOs and Information contact title.
Officers listed in SEDREF can edit the | Update the information in the pop-up
My Contacts form. window and click “Save”.
Public Schools: CEO:s listed in
SEDREF can edit the My Contacts Important: Do not update a position with
forrp.. a new staff member until that individual
Religious and Independen{ Schools: has officially assumed the role. This is
CEOs,‘CFOs, and Information Officers | particularly important for CEO roles, as
can edit the My Contacts form. changes affect system access.

Add a New Contact | School District, BOCES, and Charter

(Position) Title

Schools: CEOs and Information
Officers listed in SEDREF can edit the
My Contacts form.

Public Schools: CEOs listed in
SEDREF can edit the My Contacts
form.

Religious and Independent Schools:
CEOs, CFOs, and Information Officers
can edit the My Contacts form.

» Click ‘Add Contact’ link in the right
corner of the blue menu bar and a
new pop-up window will appear.

> Choose an admin position type and a
title from the drop-down lists.

> Enter the contact information and
click “Create”.

» The new title will now appear in the
list of contacts for your institution.

Deleting a Contact

School District, BOCES, and Charter
Schools: CEOs and Information
Officers listed in SEDREF can edit the
My Contacts form.

Public Schools: CEO:s listed in
SEDREF can edit the My Contacts
form.

Religious and Independent Schools:
CEOs, CFOs, and Information Officers
can edit the My Contacts form.

> Select the trash can icon next to the
title.

> Ensure the position is not required
before deleting it.

> Positions without a trash can icon are
required and cannot be removed.



https://portal.nysed.gov/abp/
https://portal.nysed.gov/abp/

Action User Instruction

Search and Update | School District, BOCES, and Charter > Type entity name, Institution ID or

Another Entity Schools: CEOs and Information BEDSCODE in the “Search by
Officers listed in SEDREF can edit the Institution” field at the top of the
My Contacts form. page.
Public Schools: ' CEOs listed in > Select an entity from the drop-down
SEDREF can edit the My Contacts list; only applicable options will be
form. displayed.
Religious and Independent Schools: > Add, edit, or delete a contact by

CEOs, CFOs, and Information Officers

following the steps outlined above.
can edit the My Contacts form. wing ps ou Y

> Additional guidance is available on DataSupport:
o P-12 District and School access to IDEx forms—guide on gaining access
o P-12 My Contacts—instruction for using the application.
> Most updates are reflected in SEDREF immediately. CEO and CFO updates require SED approval before
they are applied to SEDREF.
> To review the current information on file in SEDREF, please visit the main Institution Search page.
> If you require additional assistance or have questions related to the new SEDREF process, please put in a
datasupport ticket.

Updating Other SEDREF Information
Changes to institution telephone number, fax number or URL should be submitted via a datasupport ticket.
Updates to other institution-related information in SEDREF, including entity names, BEDSCODES, and

addresses, will continue to follow existing processes. More information is available on the SEDREF Main
Information Page.

Contact Information for ELL Testing Coordinators

All School Districts, BOCES, Charter Schools, and Religious and Independent Schools are required to use
the My Contacts form to submit ELL Testing Coordinator information by July 10%, 2026.

The ELL Testing Coordinator is responsible for managing the administration of WIDA ACCESS and WIDA
Alternate ACCESS assessments, including:

o Coordinating test logistics

e Managing user access in the WIDA Assessment Management System (AMS)

o Ensuring materials are ordered, secured, and returned

e Monitoring testing progress and staff training



https://datasupport.nysed.gov/hc/en-us/articles/4408412147469-P-12-District-and-School-access-to-IDEx-forms
https://datasupport.nysed.gov/hc/en-us/articles/46506599007245-P-12-My-Contacts
https://portal.nysed.gov/pls/sedrefpublic/SED.sed_inst_qry_vw$.startup
https://datasupport.nysed.gov/hc/en-us
https://datasupport.nysed.gov/hc/en-us
https://www.oms.nysed.gov/sedref/
https://www.oms.nysed.gov/sedref/

If an ELL Testing Coordinator is not submitted, initial WIDA AMS and the WIDA administration platform
access will be assigned to the CEO (District Superintendent for BOCES, Superintendent for public school
districts, and Principal or Leader of Charter Schools, and Religious and Independent Schools) listed in
SEDREF. The CEO will then be responsible for assigning appropriate staff roles.

More information related to the WIDA requirements can be found here.

Questions related to WIDA should be directed to the Office of State Assessment.



https://www.nysed.gov/state-assessment/wida-consortium
https://www.nysed.gov/state-assessment/contact-information




Accessibility Report





		Filename: 

		SEDREF 2026-27 Memo June 2026.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 3



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 28



		Failed: 1







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Needs manual check		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Failed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

