
NOTICE 

School Health and Related Services (SHARS) 

Definitions of Entity Contacts in STAIRS 

 

Below are the definitions for the different types of entity contacts in the NEW STAIRS 

PLATFORM. Please review them to better understand the roles available for cost reporting. 

 

Entity Contact: 

- Superintendent -- Added to STAIRS by HHSC. Superintendents are always the 

PRIMARY Entity Contact 

- ONLY district employees  

- Can assign other entity contacts (secondary), financial contacts, and preparers 

- Can assign themselves as the preparer 

- Cannot fill out the cost report unless they have assigned themselves the preparer 

role 

- Cannot certify Step 10 Preparer Certification unless they have assigned themselves 

the preparer role 

- Can certify Step 11 Entity Contact Certification 

 

Financial Contact: 

- Assigned by the Entity Contact 

- Must be a district employee 

- There must be one PRIMARY Financial Contact, and there can be multiple secondary 

Financial Contacts 

- Has the same access to the cost report as the Entity Contact 

- Cannot add the preparer 

- Cannot fill the cost report 

- Cannot certify Step 10 Preparer Certification 

- Can certify Step 11 Entity Contact Certification 

 

Preparer: 

- Assigned by the Entity Contact 

- There must be one PRIMARY Preparer, and there can be multiple secondary 

Preparers 

- Prepares the cost report 

- REQUIRED to complete SHARS Cost Report Training  

- Must be assigned ANNUALLY by the Entity Contact 

- Can be a district employee, a cooperative employee, or a contracted vendor 

- Has access to Steps 1 through 10 of the cost report 

- Must certify Step 10 Preparer Certification 

- Cannot certify Step 11 Entity Contact Certification. 

- Can print Entity Contact Certification so the Preparer and the Entity Contact can sign 

the form, and have it notarized at the same time. 

 



For questions, please call the SHARS helpline at (512) 730-7400 or email us 

at ra_shars@hhsc.state.tx.us. 

For help with STAIRS, contact the Fairbanks Information Center at 888-321-1225 or 

info@fairbanksllc.com. 
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