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How to Sign in 

1. Start at the New York City ATS site by typing https://ats.nycboe.net/ into your URL bar. 

2. You will be directed to the SIS part of the 
DOE website.  Scroll down until you see the 
SEC section. 

3. Click on SEC RSA. 

4. A login box may appear: type in your user name and password as you 
normally do to sign in to your computer. 

Please note: 
This login box may also appear immediately 
upon going to the ATS site, step 1 above.  Type 
in your credentials in the same way. 
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How to Find a Student 

Option 1 
Type the Student ID and click “Find Student”.  
That one student will come up in the next 
screen. 

1 

2 
Option 2 
Choose Region/District/school plus other 
options and click “Find Students”.  This will 
display multiple students. 

Do either 
1 or 2 

In order to create RSA 1, your first task in authorizing a Related Services Independent Provider for a particular student who is  
waiting for a recommended related service is to find that student in RSA.  Below is the first screen of RSA after you log in. 
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How to Create a Related Services Authorization (RSA1) 

1. Click “Create RSA”  

The student 
on this page 
was found 
with a direct 
input of his 
ID # here. 

Note that 
Region 01/ 
District 09/ 
09x002 are the 
default search 
variables and 
have been 
overridden by 
the individual 
student ID 
search above. 
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4. Click  “Save” 

How to Create a Related Services Authorization (RSA1) (cont’d) 

3. Select Employee 
Chairperson from 
dropdown lists 

2. Select Contact 
Information from 
dropdown lists 

This screen shows 
all of the student 
information.  You 
will need to select 
contact information 
and an employee 
chairperson. 
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How to Create a Related Services Authorization  (RSA1) (cont’d) 

5. Click on the language in which 
you want the RSA letter to print 

The Transaction 
History screen 
for the student 
will come up.  It 
shows the 
results of 
creating the 
Related Services 
Authorization 
that you just 
accomplished.  

6. A login box may 
appear: type in your 
user name and 
password as you 
normally do to sign in to 
your computer. 



  Page 7 

SEC Related Services Authorization for Independent Provider 
Training Manual 

 

The following two 
illustrations show the 
two-page letter to 
parents informing the 
parents that they should 
find an independent 
provider.  

How to Create a Related Services Authorization (RSA1): Letter to parents 
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How to Create a Related Services Authorization (RSA1): Letter to parents (cont’d) 

Done! 

Make sure the parent 
and provider fill out the 
letter and return to the 
CSE. 
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Option 1 
Type the Student ID and click “Find Student”.  
That one student will come up in the next 
screen. 

Option 2 
Choose Region/District/school plus other 
options and click “Find Students”.  This will 
display multiple students. 

1 

2 

Do either 
1 or 2 

How to Confirm the RSA (RSA2) 

When you get the letter back from the parents with information about the provider and copies of license/certification as applicable, you 
will go back into the RSA system and input that information to create an RSA 2. 
 
In order to create RSA 2, as with creating an RSA 1, you must search for the student.  Below is the first screen of the RSA system after 
you log in. 

For help on logging into 
the RSA system, please 
see page 2 in this manual. 
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How to Confirm the RSA (RSA2) (cont’d) 

This is the transaction history screen for the student you searched for.  Look for the service requested in the list to the right 
and click on confirm. 

2. Click “Confirm” for 
the service you 
desire 
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3. Click on “Find Provider” 

How to Confirm the RSA (RSA2)(cont’d) 

This next screen asks 
the user to enter the 
provider ID or name.  
This will determine 
whether the provider is 
in the system or not. 

2. Type in the 
Provider ID or 
the first/last 
names provided 
for you by the 
parent 
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How to Confirm the RSA (RSA2): Assigning a provider 

Once you have 
found the provider 
you can assign 
the RSA to that 
provider, shown 
here.   

1. Click on “Assign to this 
Provider” 

Note:  If the provider that the parent wants is not found in 
the system, you can click on “Add New Provider” to register 
that person.  Please see page 16 in this manual. 

Provider was 
found in the 
system. 
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How to Confirm the RSA (RSA2): Assigning a license 

2. Click on “Assign to this License” for 
the license that you want 

Please note:  if the 
provider has a license 
that isn’t shown here, 
you can add it.  Please 
see page 22 in this 
manual. 

Now that you’ve 
assigned a 
provider, you 
must choose the 
license 
appropriate to the 
RSA.  (Some 
providers will 
have more than 
one license 
listed.) 
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This screen 
shows the 
details of the 
provider and 
license you have 
chosen. 

3. Click on “Save” 

How to Confirm the RSA (RSA2): Assigning a license (cont’d) 

Please note: 
Delivered through 
Agency and Payment 
through Agency are 
optional checkboxes, 
and open up their 
respective sections if 
clicked on. 
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4. Click on the language in which 
you want the Assignment letter 
to print 

The Transaction 
History screen 
for the student 
will come up. 

How to Confirm the RSA (RSA2): Assigning a license (completed) 
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This  illustration shows 
the letter to the provider 
giving the information 
about the Related 
Service Authorization.   

Done! 

How to Confirm the RSA (RSA2): The letter to the provider 



  Page 17 

SEC Related Services Authorization for Independent Provider 
Training Manual 

 
Adding a New Provider 

This screen picks 
up on searching 
for a provider 
(page 12 in this 
manual).  If the 
provider that the 
parent wants is 
not found in this 
system, you can 
click on “Add New 
Provider” to 
register that 
person. 

1. Click on “Add New 
Provider” 

If the provider is not in the RSA system, you must add the name of that person as shown below. 



  Page 18 

SEC Related Services Authorization for Independent Provider 
Training Manual 

 
Adding a New Provider (cont’d) 

3. Click “Add Provider” 

2. Fill in all appropriate 
details 
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4. Complete 
the license 
certification 
details 

5. Click “Save” 

Adding a New Provider (cont’d) 
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This is the final 
Add Provider 
screen before 
you are returned 
to the regular 
Confirm RSA 
procedure.  At 
this point you 
can either assign 
this license to the 
case, or you can 
add another 
license.  

6. Click “Assign to this License” if you want 
this license; OR 

7. “Add New…” to add another license 

Adding a New Provider (cont’d) 
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Adding a New Provider (cont’d) 

This screen shows 
all the details of 
your Confirm RSA 
choices, with the 
new provider 
included.  Save the 
screen, and you will 
be returned to the 
transaction history 
for this student.   

Please note: Delivered 
through Agency and 
Payment through 
Agency are optional 
checkboxes, and open 
up their respective 
sections if clicked on. 

8. Click on “Save” 
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Adding a New Provider (completed) 

Congratulations!  
You have 

confirmed your 
RSA with the new 

provider. 

Please note:  if you wish to change the provider after going 
through this process, you must terminate the provider in CAP.  
The system will register the termination overnight.  You can now 
assign a new provider.  Please see page 25 to learn how to log 
back into a student’s information after closing the browser. 
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Adding a New License 

If a license for the 
provider isn’t 
shown, you can 
add it to the 
Provider License 
Certification 
screen. 
 

1. Click on “Add New Certificates/
Licenses” to add a license 
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Adding a New License (cont’d) 

2. Choose appropriate selections 
from the Related Service and 
the Certificate/License 
dropdowns 

3. Fill in the Certificate/License 
number and the Expiration date 4. Click 

“Save” 
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Adding a New License (completed) 

5. Click on “Assign for this License”  for the 
License you have added 

Done!  You can turn 
back to page 14-15 
to see the results 
and complete the 

process. 
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Getting Back into RSA after Closing 

There are a few instances in which you will want to re-enter the RSA system, even if you have gone through the processes as detailed 
in this manual.   

1. Changing the provider if the wrong person was put in: 
If you need to change the provider, you must first terminate that person in CAP.  It will  change overnight, then you can re-enter the 
RSA system.  The original information about the provider will have gone away and you can redo the authorization. 

2. Printing either letter out a second time: 
Please follow the steps below. 

1. Do a 
search for 
the 
student 

2. Click on 
the 
student’s 
name 
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3. Click on the language in which 
you want the RSA letter to print 

4. A login box will appear: 
type in your user name 
and password as you 
normally do to sign in to 
your computer. 

The Transaction 
History screen 
for the student 
will come up. 

At this point the letter that you 
clicked on will come up, as on 
pages 7 or 15 in this manual, and 
can be printed out. 

Congratulations!  You 
have confirmed re-
entered RSA and 
navigated to the 

letters. 


