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How to Manually Add a Mandate 

For the Previous School Term 

 
This training guide provides you with the process steps for creating new mandate for the term 

prior to the current term.  The example used is for the 2014/2015 school year.  

1. Select the prior school term from the I am viewing: drop-down list.   

 

The background will turn yellow (see below) to remind you that you are not viewing the current 

term. 

2. Select Manually Add a New Provider Assignment Row from the Miscellaneous menu. 

 

Note:  When using Manually Add a New Row for a term prior to the current term, you will be 

provided with a reminder (see image below) to ensure that this is your intention.  In order to 

proceed, you need to select a reason from the drop-down list, and then click on Proceed.   

 

3. Enter the student’s NYC ID number and click Retrieve. 
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4. Complete the required fields; and then click Add New Row. 

Notes: 

 The Service Start Date entered must fall within the allowable range, for example 

August 1 through June 30 for school year services. 

 The default value for the 10 month / 2 month: field will indicate 10 month for the 

school year services. 

 

5. Click OK in the popup window. 

 

 


