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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 A'CY speciaL SEC Placement
DOE website. Scroll down until you see the Eoreonant I rctian Eottme 1t wlloms o o Sacrats or o ober Soct o o plare o I i o e eoniate
SEC section. prograrm.

SEC Decision Action Iterns Tracking System

This is a direct link to the DAITS module of the Special Education Component of Student Information
Systerm, It allows you to record and track Implermentation Action Iterns based on the decision
docurment which is issued after an impartial hearing.

3. Click on SEC RSA. SEC Referral SELECUIERRL,
This is a link to the Referral module of the Special Education Component of the Student Information
System. Users from the pilot regions can record the initial processes (Referral and Intake) of a
\ student entering the Special Education system,
SEC RSA

This is a direct link to the RSA application, It allows you to search for a student and create an RSAl,
to be given to a parent for finding an independent provider for the recommended service. After the
Rsa1 is received from the parent with the provider information, the CSE staff can enter the provider
details to generate a PIN for the provider that can be used by the provider to call into the IVR First
attend system.

Connect to ats. nycboe. net m
4.  Alogin box may appear: type in your user name and password as you ,@*\\
normally do to sign in to your computer.  » EE _

Connecting ko ats.nychoe.net

User name: |ﬁ | M L.

Password: | |

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.

[CIRemember my passward

[ Ok ] [ Cancel
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How to Find a Student

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

@ NYC Department of Education

el . Blown, { haw wlor

SEARCH FOR A STUDENT

Option 1 E
STUDENT 1D Type the Student ID and click “Find Student”. L
Studert O | j m That one student will come up in the next
! ) screen.
Do either -
lor2
N\ s D\
First Name: | Last Name: | Gender. Both | Option2
——| Choose Region/District/school plus other
! z l display multiple students.
'REGION 01 | District 09 | v | D9X002 (PS 002 MORRISANIA) —~ /
i

Pleaze =zelect a service

Couns=eling Individual
[|Counseling

| |Hearing Services Individual
Hearing Services

| |@ecupational Individual

1 Occupational Therapy
I Phy=ical Therapy Individual

| Phy=ical Therapy

I Speech Individual

I Speech

I Vizion Education Services Individual
Vizion Education Services
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How to Create a Related Services Authorization (RSA1)

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.

%— NYC Department of Educatlon

Tl o Klesi vller

SEARCH FOR. A STUDENT

STUDEN ID

| Find Student

Studert 10 T2?4ﬁ?1 809

STUDEHT INFORMATIOHN

Firzt Mame: I Last Mame: I Gender: m
gzlra:iiis : | Please select a service Languadge . | Please select a language
»
REGIOH 01 District 09 095002 (PS5 002 MORRISAHIA)

Find Students

1 studert found

SEARCH RESULTS

KORY RAMOMN, F Age: 7 (B27M993)
1st grade

Attending School Region 04 | 240053
Speaks Spanizh

R PAANMIAND , MASPETH Counseling Create RSA
Counseling Create RSA
Qccupational 5

Individual
Create RSA
Create RSA

Physical
T
Individual

Speech

1. Click “Create RSA”
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How to Create a Related Services Authorization (RSA1) (cont’'d)

This screen shows
all of the student
information. You
will need to select
contact information
and an employee
chairperson.

CREATE RSA 1

STUDENT INFORMATION
Student  KORY RAMOMN DoB ¢ BI27/1998
MNYC D No: 274671309 CSE Case Number, 26-18162
Region: 04 District 4
School; 240058 PS 58 - SCHOOL OF HEROES Language: Spanish
GUARDUAH INFORMATIGN
FAK MYWANEWO

69-46 GRAMD AVENUE  3FL
MASPETH , NY 11378

Related Serdce Recommended : Physical Therapy Indvidual Language : English

Sessions Per Month: 1 Length of Sessions : 30 Minutes
Group Size : 1 Par Group

2. Select Contact
Information from
dropdown lists

3. Select Employee
Chairperson from
dropdown lists

Flease select employee ﬂ

REGION 04

Employee: :
Mame:
Addrass:
Phone: Fau
Nobe: If the emploies informalion dispiayed 15 InCOomect, you may
mociy § through the CSE Staff Maintenance screan.

CSE CHAIRPERSON

Region; E_FE_E_GiDN 04 E

Employee; E_P_Iiaasa select employes l"]
RETR

Address:

Phone: Fax

Note: if the employee Informabion displayed s Incormect, you may
Moy # through the CSE Staff Malntenance screan.

4. Click “Save”
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How to Create a Related Services Authorization (RSA1) (cont’d)

G5 .
The Transaction %‘ NYC Department of Education
iy Joed 1. Klein, Chanceller

History screen

for the student

will come up. It 1 student found.
ShOWS the SEARCH RESULTS
HORY RAMOR, F Age: 7 (27995 MAN FWANEWD, MASPETH ; ’ S
results of o e L 7 TS5
g . Attending Schoal: Region 04 | 230055 Counseling P—
Related Services Speaks: Spanish . o
Authorization lnﬁdﬁﬁgzﬁna Creute [GE
that you just :
: Fhysical Confirm
accomplished. Therapy | Confirm |
Individual

Speech Create RSA

STUDEHT TRANSACTIONS

Created Date Service Hame Type of Transaction

1053152004 Physzical Therapy Individual RSA-1 Letter Authorizing Independent Provider with Authorization Form English
1053152004 Qeocupational Individual REA-1 Letter Authorizing Independent Provider with Authorization Form English

Connect to ats.nychoe.net \.‘m 5 CI'Ck on the Ianguage |n Wh|Ch
?& : you want the RSA letter to print

6. Alogin box may R i
appear: type in your - Conneting to ats.nycboe.net

user name and Lset e [
password as you Fassmord: | |
norma"y dO tO Slgl’l |n tO [CIremember my password

your computer.

[ OK ] [ Cancel
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How to Confirm the RSA (RSA?2)

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.

@ NYC Department of Education

sl 0. Klown, b wllor

SEARCH FOR A STUDENT
O

Option 1 7
STHIEHT T Type the Student ID and click “Find Student”. 1
Student 00 | | m That one student will come up in the next
_ ' ' screen. )l
][_)(()) relzthel’ STUDENT INFORMATION
o N\
First Name: | Last Name: | Gender. | Both Option2
Nk ~— | Choose Region/District/school plus other
R Sericas - Lp'““ salact 8 sarvies M Language : ||:l|m select a language o_ptlonS and _cllck “Find Students”. This will
! display multiple students.
) i _REGION 01 | District 09 | v | 09X002 (PS 002 MORRISANIA) N\ _— /
| | Please select a service b i

|

¥ Counseling Individual
[|Counseling

Hearing Services Individual
Hearing Services

| |@ecupational Individual

1 Occupational Therapy

I Phy=ical Therapy Individual
| Phy=ical Therapy
|

I

|

For help on logging into ~ 74
i the RSA system, please |
i see page 2 in this manual.

Speech Individual

Speech

Vision Education Services Individual
Vision Education Services
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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.

-]
% NYC Department of Education

Tl Ta Kleinn, Chancellos

Transaction History

1 student found.

SEARCH BESULTS

HORY RAMON, F &ge: 7 (627H 995 MAX PN MAZPETH Counseling Create RSA o —
1zt grade

Attending School: Redgion 04 | 240055 Counseling Create RSA Cunrirm
Speaks: Spanish
Occupational

Individual
Physical Confirm
Phyatca | Confirm \ 8§

Individual 2. Click “Confirm” for

Speech the service you
desire

STUDEHT TRAHSACTIONS

Created Date Service Name Type of Transaction

10531520045 Physical Therapy Individual  RSA-1 Letter Authorizing Independent Provider swith Authorization Form English
1053152005 Occupational Individual REA-1 Letter Authorizing Independent Provider with Authorization Form English
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How to Confirm the RSA (RSA2)(cont’'d)

This next screen asks

the user to enter the | [

provider ID or name.

This will determine ﬂ%_ .
whether the provider is 52 NYC Department DfJEfch%t":f.”

in the system or not.

STUDEHT INFORMATIOHN
Student. KORY RAMOCH DOB : BI2TM 998
MYC 1D Mo 274671809 C5E Case Mumber: 26-18162
Region: 04 District: 24
Schoal: 240058 PS 98- SCHOOL OF HEROES Language: Spanish
2. Typeinthe

Provider ID or SEARCH FOR A PROVIDER

the first/last

names provided PROVIDER 1D

for you by the prowder 0| |

parent

PROVIDER INFORMATIOH

First Marme: | Last Mame: | Find Provider

3. Click on “Find Provider”
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How to Confirm the RSA (RSA2): Assigning a provider

- 0__0_0__0000000__]
Once you have %

found the provider £%¢:# NYC Department of Education
you can assign i '

Joed 1. Klein, Chancelles

the RSA to that STUDEHT INFORMATIOHN

provider, shown

here Student:  KORY RAMORN DoB: Bi27i1998
MY C D Mo: 2746718049 CSE Case Mumber: 26-18162
Region: n4 District: 24
School: 2400453 P5 528 - SCHOOL OF HERCES Language: Spanish
SEARCH FOR A PROYIDER
PROVIDER ID

Provider ID: |984454545 |

PROYIDER INFORMATIOHN

First Mame: I Last Marme: I Find Provider

1 Provider found.

Provider was
found in the

system. SEARCH RESULTS | Add Hew Provider

»| 054454545 Tessa Schwartz Asz=ign 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.

1. Click on “Assign to this
Provider”
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How to Confirm the RSA (RSA2): Assigning a license
- ___00__000___]
q%

NYC Department of Education

NOW that you’ve Jowl 1. Klein, Chancelles

assigned a . .

provider, you Assign Provider

must choose the STUDENT INFORMATION

license

appropriate to the Student:  KORY RAMON DOB BI2711995
RSA. (Some MY D No: 274671808 CSE Case Mumber: 26-18162
providers will Region: 04 District: 24
have more than School:  24Q058 PS 58 - SCHOOL OF HEROES Language: Spanish
one license

listed.) PROVIDER INFORMATION

Provider Mame:  Tessa Schwarkz
Address: a00 First Avenue
Queens MY 11111
Phone Mumber:  718-999-1234
Sacial Security Mao: 984454545

PROVIDER LICENSE CERTIFICATIOHN

PROYIDER LICENSE RESULTS | Add Hew Certificates/Licenses

954454345 Physical Therapy NYSED license as a Physical Therapist 123436 11016520035 As=ign to thig License

Please note: if the
provider has a license
that isn’t shown here,

you can add it. Please
see page 22 in this 2. Click on “Assign to this License” for
manual. the license that you want
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How to Confirm the RSA (RSA2). Assigning a license (cont’'d)

This screen
shows the
details of the
provider and
license you have
chosen.

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

CONFIRM RSA

STUDEHT INFORMATIOH

Student:  KORY RAMORN DOB: BI27M998
MY CID Mo 2746718049 CSE Case Mumber: 26-18162
Region: 04 District: 24
Schoal: 24Q0588 PS5 48 - SCHOOL OF HEROQES Languane: Spanish

PROYIDER INFORMATIOH

Frovider Mame:
Address:

Tessa Schwarkz
A00 First Avenue
Queens MY 11111
Fhone Mumber,  718-993-1234
Social Security No: 9844544544

Delivered thraugh Agency

PROVIDER. AGEHCY INFORMATIOH

List Of Current Agencies

O |F'Iease select an agency M <

Paymentthmugh Agency

Tax |D: Rate §: )

Related Serice Recommended ; Physical Therapy Individual Language : Enalish
Sessions Per Month: 1
Group Size

Length of Sessions ; 30 Minutes
1 Per Group

GUARDIAH INFORMATIOHN

hA PVEANIMNO
£9-46 GRAMND AVEMUE  3FL
MASPETH , MY 11373

COHTACT INFORMATIOHN

Mame: Caral Smithy-Anthony

Address: 649 court st Braaklyn, BY 11201
Fhone: 718-935-0000 Fax  000-001-0001

NMate: i the emaioyree Information displaved s incarrect, ow may

modify it through the C5E Staff Maintenance screegn.

3. Click on “Save”
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How to Confirm the RSA (RSA2): Assigning a license (completed)

The Transaction | [

History screen {;‘%_

for the student ¥ NYC Department of Education
will come up. i

Joel 1. Klwin, Chancellos

Transaction History

1 ztudent found.
SEARCH RESULTS

HORY RAMON, F Age: 7 (6527M995) Ml PAAR WO MASPETH Counseling NI
1=t grade
Attending School; Region 04 | 240053 Counseling Create R34 Cunfirmm
Speaks: Spanish
Occupational
Individual
Physical
Therapy
Individual

Speech Create RSA Cunfirm

STUDEHT TRAHSACTIOHNS

Created Date Service Hame Type of Transaction

10031720045 Phirsical Therapy Individual  Independent Provider Approval Letter English
1053172005 Physical Therapy Individual RSA-1 Letter Autharizing Independent Providegwith Autharization Farrm English
1053172005 Cccupational Individual FSA-1 Letter Authorizing Independent Provider with

thorization Farm English

4. Click on the language in which
you want the Assignment letter
to print

Page 15



Manual

ining

SEC Related Services Authorization for Independent Provider

Tra

]

Page 16

Do

AUDQUE-LOAIS (0S8
saes avaxddy o pszuogTy (EpLASPUL 0 SmE]

amqrenihe Ancrmny pavoaddy Mg 7w anT
—_—

“RILATAS A1 APTAOT O BRI SEM OT[A I0IENTI0D REAL an)
SE FE) FUEE A 1T QUAWNFESE o Jop pred g [ETE 300G peley auaads € 30 UoRLR A R0F Jepracad JEpusdspo
e se Bwiaras (o0T 00T jo pouad am sof uwomednpl o ameugredag S o) llEnwal Lpun sanamady AjEN weAg .

000 556-BLL - o =l L Amowe- iy e U0ag e
e 18
TOETE AN mippoang drg pue amg D 1513053 g “SLARY

F XOTDTM (VS ETmss] FpLain D 50 (0125 [EIE s ek
Epme FHEa]d B 1 SArpOEERL snalisanh STE aaiT nod §]

[ Avmide [0 op] O ¥e g Eiopdoeg

: iz pue smg D swappy Losdy
sapenidnrddy I Aoy To smey
TITTT AN SUNE) AT 151 (i I8 Smrpmay
LR e BEEEEEES R RS ERA SFETETRG 255 R
UUHTELIR ] LAl
“apg amandagE GEEF §Tr (FIL} “ap] snandajap aamgg
SRRy TRY CAUm]
SO LT UM R ]
S IE BERE o gEw] T CHINOW HAd 005 10 ap)
qEpdey dendue] fenppagpup Sdeasn ] (EMsi] PapnEmedTy

EEILRET-R-EET R

BLELL AN TLLAdSVIN iz par s 1) TE LINTAY ANVHD 968 S=Fpy LAy
FT ST i TR

STOHAH A0 THOHIS - %5 5d - B500 ooy

SOSTLOPLT * "o I bRpmg weme LI CITIPNLS 30 AR

SEAMETLEITT YRARMS

o pancRisse ST aJLAtas sap o] aep s paosdde mo § SQOILGFTESER DOIENS] Mg T0f R PLATPTY
Adwion ] (esiyd Jo stk s apiaoad of sanba Joned paackile sel nowexpy B0 wseds] A0 JE0A Sas 0]
‘mpan apuadap rmag

ST TE Ag@pag e

TEAGIHT Y JapiA] JUapuAIapi] ¢ - v 58l

AL
T TR

MOREINP Jo juaunpiedaey A0 H10 X aan] 3]

O
=
>
2
aQ
)
=
=
g
2
)
L
T
N
<
)
s
<
)
o
)
=
z
=
o
O
=
=
o
I

@

0 .
=38 c c
>0 o
0= =
nw g 8o
coESN
2£838
© c =
= O.=K35
-

%rMeA
”mt..hle
— o o= 2
wn— 532
>9800
= ocWw




SEC Related Services Authorization for Independent Provider
Training Manual

Adding a New Provider

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

]
ar%. NYC Department of Education

Jviel 1. Elesin, Chaincallor

This screen picks

up on searching STUDENT INFORMATION

for a provider

(page 12 in this Student.  KORY RAMOMN DOB Gi2THAG88
manual). If the MYC 1D Mo 2746718049 CSE Case Mumber: 26-18162
provider that the Region: 04 District: 24
parent wants is Schoaol: 240058 PS5 58 - SCHOOL OF HEROQES Language: Spanish

not found in this
system, you can
click on “Add New
Provider” to
register that PROVIDER ID

person. Provider 10: |353535353 |

PROVIDER INFORMATIOH

First Mame: I Last Mame: I 1. Click on “Add New

Provider”

SEARCH FOR A PROVIDER

0 Providers found.

SEARCH RESULTS | AddHew Provider

L
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Adding a New Provider (cont’d)

%— NYC Department of Education

Jowd To Khein, Chancellor

Assign Provider

STUDEHT INFORMATIOH

Student  KORY RAMON DOB : Bi27/1998
MYC 1D Mo: 274671809 CEE Case Number: 26-18162
Region: 04 District: 24
2. Fillin all appropriate School: 240058 PS 58 - SCHOOL OF HEROES Language: Spanish
details PROVIDER INFORMATIOH

First Mame of Provider: I

Address: I—

Street # Street Nanme
City: I State:

Last Mame of Provider:

Serite #

7 I—
Clgde:

|
I_
Phaone Mumber; I Extension: I—

(Fomat: S95-295-9995)
Social Security Mo |

(POt )

Approved Service Start
ali [ ]

Add Provider Cancel

3. Click “Add Provider”
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Adding a New Provider (cont’d)

ﬂ%‘ NYC Department of Education

Jowrl 1. Klein, Chancelles

Assign Provider

STUDEHT INFORMATIOH

Student.  KORY RAMOM Dol Br27/1998
MYC 1D Mo 274671808 CSE Case Numhber, 26-18162
Region: n4 District: 24
Schoaol: 240058 PS5 58 - SCHOOL OF HERQES Languane: Spanish

PROVIDER INFORMATIOH

Provider Bame:  Joseph Quandry

Address: 400 Second Avenue
Staten [sland MY 11111

Fhone Mumber:  718-9058-0909

Social Security Mo: 363636363

PROVIDER LICEHSE CERTIFICATIOHN

4. Complete Related Service: Counseling w
the license Certificate/License: NYSED certificate of Guidance Counseling | v|
certification Ceificate/License Mumhber:

details Expiration Date: I:I

5. Click “Save”
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Adding a New Provider (cont’d)

e
%‘ NYC Department of Education

el 1. Klwin, Chancalle:

This is the final
Add Provider

Assign Provider
you are returned

to the regular STUDENT INFORMATION
Confirm RSA _ _
procedure. At Student: | KORY RAMOMN DOR - | Fi27i1995
this point you NYC. ID Mo 2746718205 C.SE-CEISE Mumhber: 26-18162
can either assign Region: 04 District: 24
this license to the Schoaol: 240058 PS 88 - SCHOOL OF HEROES Language: Spanish
case, or you can PROVIDER INFORMATIOH
add another -
license. Frovider Mame:  Joseph Quandry

Address: 900 Second Avenue

Staten Island MY 11111
Phone Mumber.  T18-909-0909
Social Security Mo, 363636363

PROVIDER LICEHSE CERTIFICATIOH

PROYIDER LICEMSE RESULTS | Add Hew Certificates/licenses

363636363 Counseling  MYSED cerificate of Guidance ColiNgeling 50000 11 £26/20035 Asz=ign to thig License

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

7. “Add New...” to add another license
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Adding a New Provider (cont’d)

CONFIRM RSA

STUDEHT INFORMATIOH

This screen shows

all the details of Student  KORY RAMOMN DOB 612701398

. MYC D Mo: 274671809 C:SE Case Mumber: 26-18162
your Conﬂrm RSA Region: D4 District 24
ch0|ces, with the School: 240058 PS 58 - SCHOOL OF HERODES Language: Spanish
neW prOVIder PROVIDER INFORMATIOH

included. Save the

FProvider Mame:  Joseph Quandry

screen, and you will Addrass: 800 Second Avenue
be returned to the Staten Island My 11111
transaction history Phulne Numper: - 718-908-0809

f thIS Student i Social Security Mo: 363636363

or ) / [¥] Delivered thraugh Agency

PROVIDER AGEHCY INFORMATION

List Of Current Agencies

K O |F'Iease select an agency M /
Please note: Delivered (|| & Paymentthraugh ageney )
through Agency and S
Payment through
Agency are optional \J T Rl %
checkboxes, and open Related Service Recammended : Occupational Individual Language : Endlish
up their respective Sessions Per Month: 1 Length of Sessions : 30 Minutes
sections if clicked on. Group Size - 1 PerGroup

GUARDIAH INFORMATIOH

Rl A MWVEAN WO
69-46 GRAMD AVENUE  3FL
MASFETH , NY 11378

COHTACT INFORMATION

Mare: Wendy Tuffy
Address: 123 112th street Gueens, ny 11429
Fhone: T18-935-4601 Fawx: 718-935-2358

Mote: If the empioyes Information displaved is incorrect, vou may
modify it through the CSE Staff Maimtenance screen.

Save | Cancel

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

%‘ NYC Department of Education

Tl 1. Klwin, Chancelles

Transaction History

1 student found.

SEARCH RESULTS

HORY RAMOMN, F Age: 7 (BS27M995) M2 RRAAMENAD MASPETH Counseling Create RSA Cuniirmn
1=t grade
Aftending School Region 04 , 24Q053 Counseling Create RSA merm
Speaks: Spanish
Decupational T G unfirm
Individual
Therapy
Individual

Speech Create RSA Cunfirm

STUDEHT TRAHSACTIOHNS
Created Date Service Hame Type of Transaction
100315720045 Qcocupational Individual Independent Provider Approval Letter English

1003152004 FPhysical Therapy Individual  Independent Provider Approval Letter English

10031520048 Physical Therapy Individual  RSA-1 Letter Authorizing Independent Provider with Authorization Form English -
1003142005  Occupational Individual RSA-1 Letter Authorizing Independent Provider with Authorization Forrm Erel . —
g gneen =R Congratulations!
You have
Please note: if you wish to change the provider after going CO”“U“EdYOUT
through this process, you must terminate the provider in CAP. RSA W'th_ the new
The system will register the termination overnight. You can now provider.
assign anew 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 alicense for the
provider isn’t

adatttothe
add It to the 55ign Frovider

Provider License STUDENT INFORMATION
g:rrgéfatlon Student. KORY RAMORN DoB Br27/1998
) MYC D Mo: 2746718049 CSE Case Mumber: 26-18162
Region: n4 District: 24
Schoaol: 2402058 PS5 83 - SCHOOL OF HERCES Languane: Spanish

PROYIDER. INFORMATIOH

FProvider Mame:  Tessa Schwarkz
Address: 500 First Avenue
Queens MY 11111
Fhone Mumber:  718-899-1234
Social Security Mo 984454545

PROVIDER LICEHSE CERTIFICATION

PROYIDER LICEMSE RESULTS | Add Hew Certificates/Licenses

9534434543 Physical Therapy  NY3SED licep€e as a Physical Therapist 123436 111672003 As=ign to this License

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

Assign Provider

STUDEHT IMFORMA\.KIOM

Student: KORY RAMORN DB : BI27TM 998

BYC D Mo: 274671804 C8E Case Mumber. 26-13162

Fegian: 04 District: 24

Schoal: 240058 P53 58 - SCHOOL OF HEROES Languade: Spanish

PROVIDER INFORMATION \ Counseling h

_ Counseling

Provider Mame:  Tessa Scwartz Hearing Senices

Address: a00 First Avenue _- - Occupational Therapy
Clueens MY N1 P Fhysical Therapy

Fhone Murnber.  718-888-1234 P g Speech

Social Security Mo: 984454545 P - Yision Education Serices

\ ——

PROVIDER LICENSE CERTIFICATION \ _- -

Related Service: Speech hd

CertificateiLicense: MY SED license as a Speech Pathologist M

CertificateiLicense Murmber:

ExpiratiunDate:/ |:|
Save Cancel

/'

3. Fill in the Certificate/License

number and the Expiration date 4. Click

“Save”
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Adding a New License (completed)

Assign Provider

STUDENT INFORMATIOHN

Student.  KORY RAMOR DOB G271 998
WYC 1D Mo: 274671809 C5E Case Mumber: 26-18162
Regian: n4 District: 24
School: 240058 PS5 A8 - SCHOOL OF HEROES Language: Spanish

PROVIDER INFORMATIOH

Provider Mame:  Tessa Schwarkz
Address: 500 First Avenue
Queans MY 11111
Fhone Mumber.  718-999-1234
Social Security Mo: 984454545

PROVIDER LICEHNSE CERTIFICATION

PROVIDER LICEMNSE RESULTS | Add Hew Certificates/Licenses

984454545 Physical Therapy NYZED licensze as a Physical Therapist 123456 114 E6/2005

As<=ign to this License

9544343243 Speech NYSED license ag a Speech Pathologist 98VESYEE 10027 /2006 ‘ As=ign to this License

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

v Done! You can turn —~
back to page 14-15
to see the results
and complete the
process.

R — — \
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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. Doa
search for

the
\ STUDENT ID

student
Studert ID: | 274671809 | W

STUDEHT INFORMATION

Firzt Mame: I Lazt Mame: I Gender: m
Related - .
2. C||Ck on Services | Please select a service M Language . | Please select a language M
the REGIOH 01 |+ | District 09 |~ | 093002 (PS 002 MORRISANIA) (]

student’s _
name
1 studert found.

SEARCH RESULTS
KORY RAMON, F Age: T (6627/1998) MAX MAANKND, MASPETH o et R
g reate L Lnnrmn

1=t grade

Aftending School. Region 04 | 240055 Counseling Create RSA

Speaks: Spanizh
Occupational Crmate S

P T |
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The Transaction
History screen
for the student
will come up.

“% NYC Department of Education

Jarell . Klwin, Chancelles

Transaction History

1 student found.
SEARCH RESULTS

WORY RAMON, F Age: 7 (6/27/1998) MAX MABNIGND, MBSPETH o oo e e R ——
s 0

Attending School: Region 04 | 240053 Counseling

Speaks: Spanish Ocoupationdl 3. Click on the language in which
Individual you want the RSA letter to print
Physical

Therapy
Individual

Speech Create RSA CLnfiren

STUDEHT TRANSACTIONS

Created Date Senvice Hame Type of Transaction

10531720048 Physical Therapy Individual RSA-1 Letter Autharizing Independent Provider with Authorization Farm English

1053172005 Qccupational Individual RSA-1 Letter Authorizing Independent Pravider with Authorization Farm English

At this point the letter that you

4. Alogin box will appear: i pages 7 or 15 in this manual, and
type in your user name e | can be printed out.
and password as you

. 3 Connecting ko ats.nychoe.net
normally do to sign in to h‘
your computer.

i, Le/ed clicked on will come up, as on

usBname: €| ] L. ~
ez | | N\ | Congratulations! You [/
[JRemenber my password have confirmed re-
entered RSA and
[ o ][ concel navigated to the
letters.

V.

— \
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