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Provider Assignment Process Checklist 

Adding or Removing a Mandate in Provider Assignment 
 

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 

 Click Miscellaneous at the top of the screen and select “Manually Add a New Provider Assignment 

Row.” 

 

 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. 

 

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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Adding or Removing a Mandate in Provider Assignment 
 

 

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. 

 

To enter the mandate: 

 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.” 
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Adding or Removing a Mandate in Provider Assignment 
 

 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 

 Navigate to the Awaiting or Receiving sub-tab where the student mandate resides and search for 

the student’s mandate(s).  

 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. 

 

 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.” 
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Adding or Removing a Mandate in Provider Assignment 
 

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.”   

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

service recommendation.  

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

 

 

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

 

 

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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Adding or Removing a Mandate in Provider Assignment 
 

Removing a Mandate After a Provider Has Been Assigned 
 Navigate to the sub-tab where the student mandate resides and search for the student’s service 

recommendation.  

 Click the checkbox adjacent to the mandate and click Terminate. 

 

 

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. 

 

 

 A “Provider was terminated” confirmation message displays at the top of the screen. The mandate 

is removed from the grid. 
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Adding or Removing a Mandate in Provider Assignment 
 

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. 

 Navigate to the Awaiting sub-tab where the student mandate resides and search for the service 

recommendation(s).  

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

 

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

deletion. 

 

 

 
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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