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A mandate row will appear on the Awaiting RSA tab in Provider Assignment by changing the Assignment
Status to “Awaiting RSA” on the Awaiting DOE Provider tab, the Awaiting Contract Agency tab, or the
Assistance Not Requested tab. This job aid lists the steps to follow to issue and process an RSA.

Awaiting Receiving

Awaiting DOE Provider [ 443495 ] | Awaiting Contract Agency [ 135] | Awaiting R34 [77] [ Awsiting SETSS Authorization [ 6 ] Assistance Not Requested [ 13815 ] fiReset  DSeard)
Reassign To DOE Provider Wl Reassign To Contract Agency [l FirstAttend

Student NYCID i Date of Birth Admin DBN PhyslocDBN D75 District

613127631 0s/01/1388 20700 204700 S.E. Teacher Support Service (SETSS)
02/08/1993 11X135 11X135 S.E. Teacher Support Service (SETSS)
10/21/2004 20700 204700 S.E. Teacher Support Service (SETSS)
11/11/1999 13K527 13K527 S.E. Teacher Support Service (SETSS)
10/10/1991 15KkE3s 15KE35 S.E. Teacher Support Service (SETSS)

763912710 07/14/1830 14K043 14K043 S.E. Teacher Support Service (SETSS)

To move a mandate to the Awaiting RSA tab:

1. Place a checkmark on the mandate row or rows in the grid.
2. Select “Awaiting RSA” from the drop-list associated with the Change Assignment Status button.
3. Click on the Change Assignment Status button.

Awaiting DOE Frovider [ 448435 ] | Awaiting Contract Agency [ 135]  Awaiting RSA [ 77]  Awaiting SETSS Authorization [ 6] Assistance Not Requested [ 18815 ] {iReset  PSearch
Student NYCID : Student First Name Student Last Name D75 (- Select - v
admin DEN Auth Admin DN ¢ Auth Phys District o - - CSE District [ - Select—- ¥
Phys Loz DBN : Auth Phys Loc DBN Auth Phys Borough i - - Home District i - Select—- ¥
Cluster | — Select— ¥ Network 1 - cse - - Grade i - Select - ¥
Service Type : Physical Therap) ¥ Group/Indiv 3 — Group Size o — - Mono/Eili | — Select — ¥
Frequency Buration Mandate Status | — - Language [ Select - ¥
Provider ¢ 2 Agency ¢ 2 First Attend Discrepancy | — - Assignment Status :| Awaiting DOE Pr_v

-- Select Assignment Status Here --

Reassign To DOE Provider [l Reassign To Contract Agency m
Requested Contract Agency
Awaiting RSA

Awating Authorization for TiQendent SETSS Teacher
TN K B

6126 ;»& 09/08/1999 22Cs08 220506 N 22 Physical Therapy

A, G 10/27/200% N Physical Therapy

Date of Birth Admin DEN PhyslocDEN D75  District

10/20/2008 31507 31C507 N 3L Physical Therapy

621925212 06/16/2001 N Physical Therapy

4. Click the OK button in the pop-up window.

Awaiting

Selec Assigrment Status Hare . m Expart ToE:
(] e
-
=

Servne Tupe
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5. Navigate to the Awaiting RSA tab.
6. Place a checkmark on the mandate row or rows in the grid.
7. Click the Issue RSA button.

Awaiting DOE Provider [ 448493 ] Awaiting Contract Agency [ 1351 | Awaiting RSA[79] | Awaiting SETSS Authorization [ 6 ] _Assistance Not Requested [ 19815 | fiReset  PSearc

Issue RSA Reassign To DOE Provider Reassign To Contract Agency m
3 1D

Dite of Birth in s Loc District
Service Type

12/06/2005 31CS07 31C307 31 Physical Therapy

1-2of 2 Records in 1 Page Page Size: [20 V]

LEGEND : Rovs highlight=d in have basn in svaiting status for § days or mors.
Rovs highlightsd in RED hava been in avaiting status for 13 days or mora.

8. Place a checkmark next to the DOE contact in the Look-up window. You can search for the DOE
resource using the Search options at the top of the window.
9. Click on the Select button.

SESIS User Contact Look-up(Select a DOE staff as contact person):

Althea
Althea
Amy
Amy
Annales
Anna
Augustine
Agnes
Adele
Anthony.

Angela

Anita
9/ e
127335 Records

Select

10. Click on the Confirm button in the Issue RSA Confirmation window to create the RSA package.

Issue RSA Confirmation

An Package will be created for 1 student mandate(s).
Student First Last

- Group 5
Syein rome | mame Lanauage lndwndual[ﬁ]no She gy Freauency Duration
1

657701589 B [3 Physical Therapy ~ ENGLISH Individual 2x Weekly :‘?M(ES

Page Size: |10 ¥ |

1-1of L Records in 1 Page
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A message will appear in the top section of the page indicating ‘Documents successfully created’.
A document icon now appears on each mandate row you selected to issue an RSA.

For each mandate row, a separate RSA package has been automatically created by the system. Initially,
the RSA package contains 3 forms:

e RSA-1 Form: Related Service Individual Authorization

e RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement
e Mail To.

11. Click on the Document icon to access the RSA forms.

Documents successfully created ]

Awaiting

Awaiting DOE Provider [ 448493 ] Awaiting Contract Agency [ 135 ] Awaiting RSA[ 79 ] | Awaiting SETSS Authorization [ 6 ] Assistance Not Requested [ 19815 ] #2Reset  PSearch
[Camora | ———— e
ict

Select
Student NYCID Date of Birth Admin DEN PhyslocDEN D75  Distrs
Service. Type
5 10/20/2005 31C507 31C507 N 31 Physical Therapy

5 12/06/2005 31C507 31C507 N 31 Physical Therapy
Page Size: [20 ¥

4 in have been in avaiting status for 8 days or more
Rava highlighted in RED have been in avaiting status for 13 days or more.

12. Click on the blue link to the RSA Package at the top of the window.

Document for B K (657-701-589)

The RSA-1 form is open for any edits that you need to make.
13. Complete your edits and modifications to the form.
14. Click on the Save button; then click on the Finalize button.

Document for B K (657-701-589)

Draft. RSA Package Creation Date: 08/15 2014 Fri_ 1217 PM

RSA - 1 Form Related Service Individual Authorization

recommended for the Related € listed on this form. The New York City Department of Education is currently unable fo provide this service. You may
is service from an independ without cost 10 you
Enclosed, please find

The Related Service Authorization Form - To be completed by you, the independent pro u sefect, and returned to the address above:

ucher and Guidelines for Public Transportat te Car, Metered Tani Cab or RSA-3A. Transportation

g the RSA process that will help guide you through this process.
d Services. These Registries are also available on the Depariment of Education Web ste at

Please be assured hat the New York City Department of Education wil continue to make every effort to provide this service 10 your child

RE:B K

"
an
o8 10ggadl
HYC 1D Number 657-701-569 Distict 31

[ s [ e [ prmire
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15. Notice that the Save and Finalize buttons no longer appear.
16. A message will also appear at the top of the window indicating ‘Finalized Successfully!!’.
17. Click on the Print button to print the RSA-1 form.
18. Click on the RSA-2 form.

Document for B K (657-701-589)

Finalized Successfully!| 16

A Package

fien Language RSA Package (Physical Therapy. ENGLISH, . 2« Weekly

RSA - 1 Form Related Service Individual Authorization

City Department of Education is currently unable o provide this service You may

Please be assured that the New York City Department of Education wil continue to make every effort to provide this service 1o

o

19. Select where the services are expected to be provided.

20. Complete any other edits and modifications to the RSA-2 form; then click on Save and Finalize.
21. Click on the Print button to print the RSA-2 form.

22. Click on the Mail To form.

Document for B K (657-701-589)

Crealion Date: 0B/15,2014 Fri, 1217 PM

N

and Individual Service Ag:

District 31

Student’s Home  Provider/Agency Site  Other J

Section Il. To be completed by Parent/Guardian

Address

=] 20 (2 i
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23. Modify the mailing address if necessary.

24. Click the Save button.

25. A message will appear at the top of the page indicating ‘Saved Successfully!!’.

26. Click the Print button.

27. Close the Document packages window by clicking on the ‘X’ in the upper right corner.

Document for B K (657-701-589)

oo 26
24

28. Mail the RSA-1 and RSA-2 forms to the parent/guardian.

29. After all three of the initial RSA documents (RSA-1, RSA-2 and Mail To) are finalized, the Inbox icon
will appear beside the row. This Inbox icon indicates the row is awaiting the receipt of the RSA-2
form from the parent/guardian. You will click on this icon to enter the provider information and
either approve, disapprove or revoke the RSA.

. The Assignment Status for the mandate changes to “RSA Issued / Awaiting Independent Provider”.

Awaiting Receiving

Awaiting DOE Provider [ 4484931 Awaiting Contract Agency [ 135] | Awaiting RSA [ 79 ] S n [ Assistance Not Requested [ 19815 ] fiResel

m Reassign To DOE Provider [l Reassign To ContractAgency [ First Attend

i
Select Auth
Student NYCID  LastName - Assignment Status Auth Admin DBN

DeN
Vg 657675249 z es 31CS07 31cs
1-20f 2 Records M Page age Size: (20 ¥
Lea

END : Rovs highlighted in have been in avaitin
Rovs highlighted in RED have been in avaiting status for 13 days or more.

Al

When you receive the completed RSA-2 form from the parent/guardian:

31. Navigate to the student’s Documents section in SESIS.

32. Fax in the RSA-2 form received from the parent by selecting ‘Documents Related to Provider
Assignment’ from the Provider Assignment section of the student’s Create New Document drop-
down list. See screen capture on the next page.
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Create New Document. | Docu

~ Documents for 201314 [l
Referral
Assessment
P
Assistive Technology
Placement

D
et

33. Enter a label for the document prior to clicking on the New button.

Create New DOCUMENt  Documents Relsted to Provider Assignment

|~ Documenis for 201314 Statues Crcation Date. Modification 0
Referral

Assessment
IEP
+ Assistive Technology 29 Hew Documents Related ta Provider Assignment

Placement
New

Other -
» Documents for 2012113 LabelCommerfl | RSA-2 Form recewed from parent
» Documents for 2011112

34. Select ‘Fax Coversheet’ from the Print drop-down list.

“, EditThis Secéan  SetDocument + |# Print.. = | NawgateTo.. = More.. =

This Saction
0.

Tt s
Firu Rame 34

Middle Name.
Birth Date:[12/14/2007]

[__Gender

35. Select ‘RSA’ from the Form drop-down list.

Documents Relatad o Provdar Assignmant | Fax Covershaet
Instructions To Print Covershest  (Click To Show Detalls...) =]
Fax Coversheet for - Documents Related to Provider Assignment)

Catagary: | Do

3G

questfor Assistance
Concal

. Enter the date your received the completed RSA-2 form from the parent/guardian in the Date
Received field.
. Select the Service Type from the Service Type drop-down list.

. Click on the Print button.
. Fax in the RSA-2 form using the fax coversheet you printed. Upon verification that the document is
attached in SESIS, the status of the document should be changed to “Final”.
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Fax Coversheet for - Stephen Valjato (Documents Related to Provider Assignment)

Category. | Documents Ralsted 1o Provider Assignment

Form | Rsa

Please input the following information.

ate Recenea * fi1B20W U0 36

covce Type+[SHIGEHY 5
Speech-Language Therapy
Interpreting Semwces - Sign Language Interpreter
Inerpreting Services - Oral Transitarator
Physical Therapy
Occupationsl Therapy
Counseling Servces
Onentation and Moty Sernces
Parart Counsaling and Trainmg
Hearing Education Semces
Visson Educatian Serwces
Counsaling by & Social Worker / Pychalogst
Paraprofessianal
Oaher

40. From the SESIS Home Page, click on the Provider Assignment link and navigate to the Awaiting RSA
sub-tab in Provider Assignment.
41. Click on the Inbox icon to open the RSA Approve/Disapprove popup window.

42. Enter the Independent Provider’s 9-digit SSN from the RSA-2 form. The provider lookup may also be

invoked to assist in the retrieval. Click on the Retrieve button to retrieve the Independent Provider.
e |[f the Provider is not found, the Provider Name area will contain: Provider Not Found.
e |f the Provider is not authorized, the Provider Name area will contain: Provider Name (Not
Authorized Provider).
e If the Provider is found and authorized, the Provider Name area will contain: Provider Name
(Authorized).
. If applicable, enter the Independent Agency’s 9-digit Tax ID.
. Enter the independent provider’s service start date in the Provider Authorization Date field.
. Verify/Change the frequency the provider will take in the Portion of Frequency field.
. Indicate the location where the service will take place in the Location field.
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Approve / Disapprove RSA Independent Provider

Student Information: # 657701589

First Name: 5
Admin DBH: 31CS07
Physical DBN: 31C507

Last Hame: K DOB: 1012012005 Grade: PK

District: 31
Auth Physical DBH: 310507 Borough: ¢
Hetwork: CSE:

Auth Admin DBH: 31C507 Service District;

Home District;
o75: N

Cluster:

Frequency: 2 Duration: 45 linutes.

Start Date: 090472014 End Date:

Group Size: 1 Language: ENGLISH

Mandate Status: Unassigned

Please provide the following information to approve this independent provider:
Provide SSN in maﬁbm{ below and click Refrieve button 43

Retrieve Independent Agency Tax ID:

Independent Provider SSN: 2

Independant Provider Name:

Provider Authorization Date:

Portion Of Frequency: PR

Location] — Select— v

49 48 47

47. Approval Process:

a. Approve the provider by clicking on the Approve button.

The following will happen:

o The student will be added to the independent provider’s caseload overnight.

o The indicated frequency will be reflected on the mandate row.
o The Assignment Status will be updated to “Awaiting First Attend”.
= Note: If the frequency is not for the full mandate, the system will automatically

split the mandate and add a new row for the remaining frequency with
“Awaiting RSA” as the Assignment Status.

The RSA-2 Individual Provider Approval letter will automatically be added to the
Document icon by the system.

Approve / Disapprove RSA Independent Provider

Student Information: # 788525061

First Name: K
Admin DBN: 021520
Physical DBN: 0211520
Cluster:

Last Name: 11 DOB: 09/21/1953.
Auth Admin DBN: 021520 District: 02
Auth Physical DBN: 021520

Grade: 11
Service District:
Borough: 1
Network: CsE:

Home District:
D75: N

Frequency: 2 Duration: 30 Winutes. Group Size: 2 Language: ENGLISH
Start Date: 08/04/2014 End Date: Mandate Status: Unassigned

Please provide the following information to approve this independent provider:
Provide SSN in the textbox below and click Refrieve button_

Independent Provider SSN 2 Independent Agency Tax D

Independent Provider Name:s (Authorized)

Provider Authorization Date:{09/08/2014

Portion Of Frequency: 2 v

Locaton{ Senoal¥] 47a

Click on the Documents icon on the mandate row to access the RSA-2 Individual Provider
Approval letter.
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RSA - 1 Form Related Service individual Authorization

d.
e.

Document for K M (788-525-061)
>

Complete and edits to the form; then click on Save and Finalize.
Print the RSA-2 Form Individual Provider Approval Letter.

Related Services Authonization (RSA-2) Provider Approval Letter

f.

Mail the RSA-2 Form Individual Provider Approval Letter to the independent Agency/provider.

48. Disapproval Process:

a.
b.

C.

Disapprove the provider by clicking on the Disapprove button.
The system will advise you that you need to enter a reason.
You may disapprove the RSA if information is missing on the form, or for some other reason at
your discretion. You could also reach out to the provider to obtain that information instead of
disapproving.
When you select Disapprove:
o The Assignment Status will change to “RSA Provider Disapproved (USER)”.
o The RSA Correction letter will be automatically added to the Document icon by the
system.
The system will add a new mandate row directly below the existing mandate with an
Assignment Status of “Awaiting RSA”.
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The page at hitps//staging finance360.0rg says:

After you click on the Disapprove button, click on the OK button in the popup confirmation

d.
window.

The page at hitpsy/staging.finance360.0rg says:

RSA/SETSS case will be disapproved, press OKto confirm

48d = [ o || o

e. Follow the guided actions at the top of the grid.
o You will need to complete and send the RSA-2 Correction Cover letter to the parent.

f. Click on the Documents icon on the mandate row to access the RSA Correction letter.

pr—" pe————— g—

fute Statis Assmamant States

LEGEND : 5ios nighighted in

Click on the RSA-2 Correction Cover letter and select the reason for returning the RSA-2 form.

Click Save and Finalize.
Print the RSA-2 Correction Cover letter.
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Document for A S (662-349-336)

A Package

m Provider Assignment Job Aid

orred Written Language RSA Package (Physical Therapy, ENGUSH,  2x Weekly, 30 Minut

RSA Correction Cover Letter

Parent's/Guardian’s signature & missing

Providar has not bean fingerprinted/cleared

Licansa/Cartfication i missing/expired

Bilingual Proficency i missing .
e 48i

= 48h | e enjem |

Mail to the parent/guardian the RSA-2 Correction Cover Letter along with the RSA-2 form that
the parent returned.

49. Revoke Process:
a. Revoke the RSA by clicking on the Revoke button.
You may elect to revoke the RSA for a number of reasons, for example, a DOE provider is now
available to provide the service.
The following will happen:
o The Assignment Status changes to “RSA Revoked”.
o The system creates a new row in the Awaiting RSA tab directly below the existing
mandate row with an Assignment Status of “Awaiting RSA”.
o The Letter to Parent/Guardian Withdrawing the RSA will be automatically added to the
Documents icon by the system.
b. Click on the Documents icon on the mandate row to access the letter.

m Reassign To DOE Provider [l ReassignTo Contract Agency [l FirstAttend
utect
i uth Physical
StudentNYCID  LastName Assianment Status Auth Adminppy  Auth hysical

49b -
8 6

RSA Revoked 01M188 01M188 05/04/201¢

B 6: 1 RSA Revoked 01M188 01M188 09/04/2014

c. Click on the Letter to Parent/Guardian Withdrawing the RSA link to open the document.

Document for I V (620-354-361)

Finalized: RSA Package Creation Date: 07/20.2014 Sun, 03:19 PM -
Preferred Written Language: RSA Package (Speech-Language Therapy. ENGLISH. . 2x Weekly. 30 Minutes) Modification Date: 07/20.2014 Sun. 03719 PM
Finalization Date: 07/20.2014 Sun. 03:19 PM

RSA-1 Form: Related Service Individual RSA-2 Form: fian and Individual i Service Agreement Letter fo Parent/Guardian Withdrawing the RSA Mail To

49c
NE 74

Department of
Education

RSA - 1 Form Related Service Individual Authorization
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d. Enter a date indicating when the DOE provider will begin to provide services.
e. Click Save and Finalize.
f.  Print the Letter to Parent/Guardian Withdrawing the RSA.

RSA 8 Form: Letter to Parent/Guardian Withdrawing the RSA

yage ENGLISH

Duration (Minutes). 30 Max Group size 1

sen recommended 10 receive Speech-| anguage Therap
e sent you a Related thorzation (RSA) enabling you to select an independent provider at public expense. because we were unable to assign a provider at

49d

the time.

We have now identiied a provi rve your child, beginning [:

Therefore. the RSA for this service will expire and if applicable the independent provider serving your child has been notified to stop services as of
if you have any questions. please telephone us at  718-821

Sincerely

49f
ey AT -]

g. Mail to the parent/guardian the Letter to Parent/Guardian Withdrawing the RSA.




