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WHAT IS THE VALIDATION MANAGER? 

The Validation Manager replaced the Manage Rosters section in GAPREK. The purpose of the 
Validation Manager is to accurately maintain and update student enrollment information, 
ensuring that all records are current and complete. Proper roster management ensures 
compliance with state guidelines, supports accurate attendance tracking, and facilitates funding 
allocation. 
 
NOTE: Rosters will become available to validate on the Validation Begin Date for each cycle. 
Student and teacher information is visible in the Class Reporting Manager; however, teacher 
and student data will only be visible in the Validation Manager starting on the Validation Begin 
date for each validation cycle. 
 

Validation Manager  

To manage the rosters, perform the following steps: 
1. Go to the Validation Manager tab on the left panel. 

  
 
 
 
 
 
 
 
 
 
 
 
 



 
 
You will be directed to the Validation Manager page.  
 

 
 

Filtering the Roster 

From the Validation Manager screen, you can filter by school year, roster cycle, sites, and 
classes. If there are multiple sites under one legal owner, you can search for each site 
individually to review class data before validation. To clear the search history, click the reset 
button. 

 
 
 
 
 
 
 
 
 
 
 

 



Roster Validation 

On the Roster Validation tab, the Roster details will be displayed for each site and class. 
Note: Rosters for each cycle are generated and available on the Validation Begin Date under 
the Validation Manager. 
 

  
Under the Roster Validation tab, the Validation Begin Date and Validation Due Date are 
displayed along with the site name, site address, number of classes at the site, number of 
students in the current roster, and the number of rosters that have been validated. Providers 
can validate all classes by clicking the “Validate All Classes” button or validate each class at the 
class level.  
 
If any class is missing a lead or assistant teacher, or does not have any students entered, the 
system will display the below error message when using the “Validate All Classes” or the 
“Validate” button under each individual class. 

 
 
 
 
 
 
 
 
 
 



 
Classes not ready for validation are identified by a yellow caution triangle before the class id 
number. If any changes need to be made by adding teachers or students, navigate to the Class 
Reporting Manager, make the updates in the system, and then navigate back to the Validation 
Manager to review and confirm the changes.  

 

Validating Rosters 

To validate the roster, perform the following steps:  
Note: You can also validate all the Rosters of the Site at once by clicking on the Validate All 
Rosters button. 

1. To validate a class, click on the class tile under the Roster Validation tab then 
click the arrow next to the Validate Roster button to expand the class and see all the 
class details.  
 
Note: You can view the list of students including the first name, middle name, last 
name, student ID number, gender, begin date, and end date. The lead teacher and 
assistant teachers are also displayed. Other class details include, the total number of 
students in the class, the number of students being transported, the number of 
Category One students, the number of Category Two students, and the number of 
students with special education services. 
 

 
 
 



2. If all the data is correct and accurate, click the “Validate” button. 
3. Check each certifying checkbox and click the Accept & Submit button.  

  
*After saving, a success message will be displayed on the page and the status will be updated 
from “Pending Validation” to “Validated” and you will be able to print the validated roster.  

 

Revalidation Required 

After a class has been validated, if any changes are made to the class data between the 
Validation Begin Date and Validation Due Date, the Project Director will be notified that the 
information has been updated, and the class roster will need to be validated again. 
To revalidate the class, navigate to the “Validation Manager” and scroll to the class with a 
status of “Revalidation Required.” Review the class data and then click the “Validate” button. 
 

 
 



Student Enrollment Changes 

On the Student Enrollment Changes tab, any changes made to student data in the Class 
Reporting Manager after the “Validation Due Date” will be displayed for each site and class. 
 
Note: After the Validation Due Date has passed and the rosters are in a validated status, any 
student changes will be captured in the “Student Enrollment Changes” tab, and the provider 
will be notified before the scheduled monthly CRM closure to ensure these changes were 
accurate.  
 

On the “Student Enrollment Changes” tab, providers can see what changes have been made to 
student data that could impact payments.  

• Click the arrow for each class to view the list of students who were changed after the 
validation, what fields were changed, and who made the change.  

• If the changes are accurate, no further action is needed. 

• If the changes are not correct, navigate to the Class Reporting Manager and make all 
needed corrections before the scheduled monthly CRM closure. 

Note: If corrections are needed but the data is not updated before the scheduled monthly CRM 
closure, no additional changes can be made. 


