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N c Provider Assignment Process Checklist

Manually adding a mandate in Provider Assignment can be completed either by selecting “Manually Add
a New Provider Assignment Row” from the Miscellaneous link at the top of the Provider Assignment
Main Screen, or by clicking on Manually add a New Provider Assignment Row from the Summary of

Student Mandates window.

Creating a Mandate from the Provider Assignment Main Screen
O Click Miscellaneous at the top of the screen and select “Manually Add a New Provider Assignment

n

Row.

INVYE ==

[remae | e |
T T

Admwn 08N PloslecOBN 023 Distriet
Secice Tvne

Input the Student NYCID and click on the Retrieve button.

The system will populate the available student and IEP information. All of the fields necessary to
add a new mandate will be available for editing. Refer to screen sample below.

STUDENT:

Student NYCID: 123456789

Student First Name: John Student Last Name: Doe DOB: mm/dd/yyyy
Attending Admin DBN: 06M187 Auth Admin DBN: 06M187 CSE; €503 Grade: 05

Attending Phys Location DBN: 06M187 Auth Phys Location DBN: 06M187 CSE District: o6 Home District: 05

IEP ID: 1234567 IEP Conference Date: mm/dd/yyyy Parentally Placed: No

Source Document Type: IeP IEP Authorization Date: mm/dd/yyyy  Initial Case:

MANDATE:
Is this a Compensatory Service? n 10 menth / 2month: SETVICE TYPE: | XXXXXXRXNRKNRXXKRXRKRXXHXNXRHKK | W
Is this for an Interim Monolingual Provider?

Senvice Authorization Date: | osjasoots |9 Language: | English [v]
==t o 5]
Group Size: Frequency Terms: | per wesk | ¥ | Duration Terms:

Reason for Manually Creating New Row:

If the system determines that the student is inactive or has been discharged, that information will
be displayed in red text. You can continue to add the mandate or cancel. Refer to the screen

sample below.
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Manually Add a New Provider Assignment Row

Student :

Reason for Manually Creating New Row:

If the system is unable to populate student information and/or the IEP, IESP, SP or CSP information,
you will be able to enter this data. Refer to the yellow highlighted fields. This will only be required
for the first mandate manually entered for the student. See the screen sample below.

STUDENT:

Student NYCID: 123456789

Student First Name: John Student Last Name: : mm/dd/yyyy

* Attending Admin DBH: [:] " Auth Admin DBN: : v " Grade:
* Attending Phys Location DBM: * Auth Phys Location DBN: I:I " CSE District: |:|Z| " Home District:
——

IEP ID: 9000000 IEP Conference Date: mm/dd/yyyy [3 Parentally Placed: n

Source Document Type: TEP Placeholder [ IEP Authorization Date: mm/dd/yyyy [ Initial Case: No | ¥

To enter the mandate:

O Select from the values provided in the drop-down lists.

O Complete all of the mandate fields including the Reason for Manually Creating New Row
field.

O Click Add New Row to add the mandate to the Awaiting DOE Provider sub-tab’s service
recommendation grid with an Assignment Status of “Awaiting DOE Provider.”

MANDATE

s CompenstrySoccr? (16 [E] 14 montsamom: [0 ]3]

—— Ty |

Service Autoration Date:  csrzsmus % Langusae: [Englon I+
naverous: (o ] | vwon o0 [)
Gaoup sue: [ E Froauency Torms: [por mach E] Ouration Torms: | menutes E
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O If appropriate, change the Assignment Status to “Requested Contract Agency” to move the mandate
to the Awaiting Contract Agency sub-tab.

Creating a Mandate from the Summary of Student Mandates Screen
U Navigate to the Awaiting or Receiving sub-tab where the student mandate resides and search for
the student’s mandate(s).

O In the service recommendation grid, click on the Student NYCID link to display the Summary of
Student Mandates screen. Click Manually Add a New Provider Assignment Row, and the system will
display information related to the student and all the data fields necessary to add a new mandate.

Summary of Student Mandates#: 659462649
.

(@) 10-MONTH RECOMMENDATIONS (2 Rems)

(%) 12-MONTH RECOMMENDATIONS (0 Rtems)

®) COMPENSATORY SERVICES {0 kerss)

Select from the values provided in the drop-down lists.
Complete all of the mandate fields including the Reason for Manually Creating New Row field.

Click Add New Row to add the mandate to the Awaiting DOE Provider sub-tab’s service
recommendation grid with an Assignment Status of “Awaiting DOE Provider.”

MANDATE
s s o Compensatory Sorvice? (1o | %] 10mont  2mont: (10 menth [ ]
LI T e —— e £

[ |
o] ]

Froquency Terms: | per waek

Heason for Manuaty C roating New Row:
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Removing a Mandate Before an Agency or Provider Has Been Assigned
In order for a mandate to be deleted from the service recommendation grid, the mandate must be
located on an Awaiting sub-tab and have an Assignment Status of

“Awaiting DOE Provider”,

“Awaiting Contract Agency”,

“Awaiting RSA”, or

“Awaiting Authorization for Independent SETSS Teacher.”

U Navigate to the Awaiting sub-tab where the student mandate resides and search for the student’s
service recommendation.

U Click the checkbox adjacent to the mandate and click Delete Row.

Awaiting Receiving

Awaiting DOE Provider [ 399188 ] | Awaiting Contract Agency [ 1547 ] Awaiting RSA[ 16 ]  Awaiting SETSPRUTIC oo | o8 ) Assistance Not Requested [ 13475 ] {4Reset  MSearch

-- Select Assignment Status Here -- v \ Change Assignment Status Delete Row Confirm Assign Provider Export To Excel
= ____ .. .oDOE Provider Reassign To Contract Agency First Attend

Student NYCID Last Name First Name Date of Birth Admin DBN Phys Loc DBN District

Service Type
CAROLINE 05/02/1997 02MABS 04M108 02 Occupational Therapy
CAROLINE 05/02/1997 0ZMABS 04M108 0z Speech-Language Therapy
JORDAN 07/15/2000 0ZMABS 02ZMABS 0z Counseling Services
JORDAN 07/15/2000 02ZMABS 02MABS 0z Occupational Therapy
JORDAN 07/15/2000 02MABS 02MABS 02 Counseling Services
JORDAN 07/15/2000 0ZMABS 0ZMABS 0z GOccupational Therapy
123456789

E OLIVIA 01/24/2006 Z99XAE Para - Crisis Management

399181 - 399188 of 399188 Records in 19960 Pages Page Size: « First < Prev

LEGEND : Rovs highlighted in YELLOW have been in awaiting status for 3 days or more.
Rows highlightsd in RED have been in svaiting status for 13 days or more,

O Inthe Delete Row pop-up window that appears, click OK to confirm the deletion.

Delete Row

You are about to permanently delete the row(s) you have selected from the grid.

A “Mandate(s) were deleted” confirmation message displays at the top of the screen. The mandate
is removed from the grid.

Note: a mandate which has been split cannot be deleted if any one of the partial mandates is no
longer in an “Awaiting” status.
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Removing a Mandate After a Provider Has Been Assigned
U Navigate to the sub-tab where the student mandate resides and search for the student’s service
recommendation.

O Click the checkbox adjacent to the mandate and click Terminate.

Awaiting Receiving

Receiving DOE Provider [ 4 ] Receiving Contract Agency Provider [ 12 ] Receiving RSA [0 ] Receiving SETSS Authorization [ 0] LiReset  @search

Reassign To DOE Provider Reassign To Contract Agency m

Student NYCID Last Name First Name Date of Birth Admin DEN Phys Loc DEN D75  District

Service Type
999999999 Doe ASHLEY 02/22/2004 02CS09 02CS09 N 02 Speech-Language Therapy
999999999 Doe ASHLEY 02/22/2004 020509 020509 N 0z Speech-Language Therapy

999999999 Doe JORDAN 09/14/2000 29Q053 28Q053 N 29 5.E. Teacher Support Service (SETSS)

1 -4 of 4 Records in 1 Page Page Size:

In the Terminate Provider pop-up window that appears, select the reason code of “Mandate
Generated in Error” and click OK.

Note: No other reason in the drop-down values will result in the mandate being removed from the
grid.

Terminate Provider

Studant NYCID Last Name First Nama Providar Reason Other Reason Termination Data

123456789 Doe ANGEL Jacqueline Guadalupe -- Select a reason - ¥ 08/28/2014

- Select a reason --

Uncooperative Parent

School was Uncooperative

Student No Longer Attending This School
Student Cannot be Located

Frovider no Langer Available

Provider Assigned in Error

Student Refuses to Attend Session

Rttt e e

Mandate Generated in Error

A “Provider was terminated” confirmation message displays at the top of the screen. The mandate
is removed from the grid.
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Removing a Mandate which is “Awaiting Provider Confirmation”

To delete a service recommendation with an Assignment Status of “Awaiting DOE Provider
Confirmation,” “Awaiting Contract Agency Provider Confirmation,” “Awaiting Independent Provider
Confirmation” or “Awaiting Independent SETSS Teacher Confirmation” the assignment must first be
rejected, then the mandated can be deleted.

U Navigate to the Awaiting sub-tab where the student mandate resides and search for the service
recommendation(s).

O Click the checkbox adjacent to the mandate(s) and click Confirm.

Awaiting Receiving

Awaiting DOE Provider [ 77754 ] Awsiting Contract Agency [ 277 ] Awaiting RSA [ 54]  Awaiting SETSS Authorization [ = Not Requested [ 2347 ] {J{Reset  Dsearch

|—— Select Status Here -- M Change Assignment Status Delete Row Terminate Assign Provider Export To Excel

Reassign 10 vue Frovider Reassign To Confract Agency First Attend
Last Name First Name = it Assignment Status

E
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999999999

el

999999999

999999999
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999999999
999999999

000000000000 oOoORIOODD

NE RN E AR EE

\, /

O In the Provider Confirmation window that displays click the Reject checkbox, select a Reason for
Rejection and click OK. The provider will be removed from the mandate, and the mandate’s
Assignment Status will change to “Awaiting Provider.”
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Provider Confirmation

Student NYCID  Last Name First Mame

Student Cannot Be Located

O Click the checkbox adjacent to the mandate and click Delete Row. Click OK to confirm the
deletion.

Awaiting Receiving

Awaiting DOE Provider [ 77754 ] Awaiting Contract Agency [277]  Awaiting RSA [ 54]  Awaiting SETSS Authorization [ 13 ]  Assistance Not Requested [ 2347 IReset  @Search

-- Select Assignment Status Here -- M ‘ Change Assignment Status Delete Row Confirm Assign Provider Export To Excel
Reassign To DOE Provider Reassign To Contract Agency First Attend

Assignment Status

Select
Student NYCID | Last Name
anll

=] 999999999

o 999999999
=] 999999999

Bk}
1 -4 of 4 Records in 1 Page Page Size:

LEGEND : Rows highlighted in YELLOW have been in awaiting status for & days or more.
Rows highlighted in RED have been in awiting status for 13 days or more.

Delete Row

You are about to permanently delete the row(s) you have selected from the grid

Cancel m

The mandate will be removed from the service recommendation grid and a confirmation
message will display at the top of the screen: “Mandate(s) were deleted.”
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