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Provider Assignment: Issuing and Processing an Authorization
for an Independent SETSS Teacher (P-4)
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This training guide lists the steps to follow to issue and process an Authorization for Independent SETSS
Teacher in Provider Assignment. Guidance is included for Independent SETSS Teachers and
Committees on Special Education (CSE) staff.

Independent SETSS Teacher Process Steps
1. After completing Section 1 of the SETSS P-4 form, the form should be sent to the parent/guardian.

Note: Include an authorization number at the top of the form, using the following numbering
convention: [CSE/District #]YYYY[# issued]. For example:

a. District 13’s first authorization number would be D1320181; and
b. CSE 03’s first authorization number would be 320181.

2. Keep aspreadsheet to log the forms issued and their authorization numbers so they can be
checked upon receipt.

CSE Staff Process Steps

In Provider Assignment, SETSS service mandates may be located in different sub-tabs. To issue or
process an authorization for an independent SETSS teacher, the Assignment Status must first be
Awaiting DOE Provider. This process can be completed from the Awaiting DOE Provider sub-tab, or
the Assistance Not Requested sub-tab.
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Change Assignment Status from Awaiting DOE Provider Sub-tab

1. Under the Awaiting DOE Provider sub-tab, click Search to open the search panel.

Awaiting Receiving All Mandates | 1

| Awaiting DOE Provider [ 679095 ] Awaiting Contract Agency [ 895697 ] Awaiting RSA [ 30342 ] Awaiting SETSS Auth. [ 16414 ] Assistance Not Requested [ 98952 ] ?:'SRES&"' })Search
— Select Assignment Status Here - v ‘ Change Assignment Status Delete Row First Attend Assign Provider

2. Set the filters for a Service Type of S.E. Teacher Support Services (SETSS).

Student NYCID : Student First Name :
Admin DBN : Auth Admin DBN :
Phys Loc DBN : Auth Phys Loc DBN :
BFSC : -- Select -- v CSE : -
Service Type :| -- Select -- v ] Group/Indiv : -
Frequency : Oral Transliterator “\ration :
_ Orientation and Mobility Services ]
Provider ; Para - Alternate Placement gency
Para - Crisis Management
Para - Health
— Select Assignmen: Para - Or?enltation and Mobility .~ v l
Para - Toileting
Para - Transportation
Parent Counseling and Training ;
Physical Therapy \/
]S.E. Teacher Support Service (SETSS)I F
o Sign Language Interpreter 1
& [ - Speech-Language Therapy 3

Note: You may set more filters to narrow down your search.

3. Click Search at the bottom of the search panel.

Service Type :‘ S.E. Teacher Sup ¥ ‘ Group/Indiv :| -- Select -- v Group Siz
Frequency : Duration : Mandate Statu
Provider : /O} Agency : /Q First Attend Discrepand

3 =

4. Place a checkmark on the mandate row(s) for which a SETSS P-4 form was sent to the
parent/guardian.

Selact
| Student nvciD lame First Name Date of Birth Admin DEN Phys Loc DEN 75  District
Al | Service Tyj
P £ () -~ 200938, 5 05/25/2006 270053 270053 M 27 5.E. Teach
'C,‘ = o 541 ] ] 02/14/2008 B4KT11 B4K7T11 M a4 5.E. Teach
'(_:/‘ o 544967315 F A 06/22/2001 B4M353 B4M353 M 34 5.E. Teach
) 5 L L

Note: Assignment Status must be Awaiting DOE Provider.
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5. Select Awaiting Authorization for Independent SETSS Teacher from the Change Assignment Status
dropdown menu.

6. Click the Change Assignment Status button.

-- Select Assignment Status Here -- 5 A\l Change Assignment Status

== A . o - o o
Requested Contract Agency /
Awaiting RSA ~
I]Awaiting Authorization for Independent SETSS Teacher | - ”‘\ 6 ) e

7. Click OKin the pop-up window.

You are about to change the Assignment Status to 'Awaiting Authorization for Independent
SETSS Teacher for 2 records.

Student NYCID |Last Name|First Name

662200938 H S 7

6564066941 J D \-/

W/

Note: A confirmation note appears at the top of the form indicating that the mandate(s) have been
updated. They will now be found on the Awaiting SETSS Authorization sub-tab.

Mandate(s) were updated.

Change Assignment Status from Assistance Not Requested Sub-tab

1. Under the Assistance Not Requested sub-tab, click Search to open the search panel.

Awaiting Receiving All Mandates { 1 )
Awaiting DOE Provider [ 679093 ] Awaiting Contract Agency [ 89697 | Awaiting RSA [ 30342 ] Awaiting SETSS Auth. [ 16416 ] Assistance Not Requested [ 98952 ] \:/:ﬁ!}',@i!ﬂf*
Delete Row Request For Assistance Export To Excel
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Set the filters for a Service Type of S.E. Teacher Support Services (SETSS).

Student NYCID :
Admin DBN
Phys Loc DBN :
BFSC :

Service Type :
Frequency :

Provider :

-- Select Assignmen’

Student First Name :

Auth Admin DBN :

Auth Phys Loc DBN :

-~ Select -- y CSE:

[-- Select -~ v l Group/Indiv :

Oral Transliterator *lration :
Orientation and Mobility Services

gency :

Para - Alternate Placement

Para - Crisis Management

Para - Health 2
Para - Orientation and Mobilityv,
Para - Toileting

Para - Transportation

Parent Counseling and Training
Physical Therapy l

"]S E. Teacher Support Service (SETSS)]

2 Sian Language Interpreter

-

-« Select
- Select

First Nan

Note: You may set more filters to narrow down your search.

3. Click Search at the bottom of the search panel.

Service Type :[ 5.E. Teacher Sup ‘l’] Group/Indiv : -- Select -- ¥ Group Siz]
Frequency : Duration : Mandate Staty
Provider : P Agency : .9 First Attend Discrepand

3 =

parent/guardian.

5. Click the Request For Assistance button.

4. Place a checkmark on the mandate row(s) for which a SETSS P-4 form was sent to the

il | Studsntwver 4 Name First Name Date of Birth Admin DBN
© s @ N i3 D 07/08/1997 84K730 84K730 N 84 S.E. Teacher Support | 5 Jyss)
:C s ¢ & 56 R D 05/31/2002 84x429 B84x429 N 84 S.E. Teacher Support S TSS)

Request For Assistance Export To Excel

PhyslocDBN D75  District \\
Service Type

‘\C 4 L 668700432 v K 03/30/200S 84x233 84x233 N a4 S.E. Teacher Support Service (SETSS)
— S — it e = - = ———e—]
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6. Click OKin the popup window.

Request For Assistance

You are attempting 1o indicate Request For Assistance for 3 assignment(s). \.,_'/

Cancel

Note: A confirmation note appears at the top of the form indicating that the mandate(s) have been
updated. They will now be found on the Awaiting SETSS Authorization sub-tab.

Request For Assistance was successfully processed.

Approve/Disapprove P-4 Form

1. After the completed P-4 form is returned from the parent/guardian, click the Awaiting SETSS
Authorization sub-tab in Provider Assignment.

Awraiting Receiving All Mandates ALJ

Awaiting DOE Provider [ 679093 ] Awaiting Contract Agency [ 89697 ]  Awaiting RSA [ 30342 ] IAwaiting SETSS Auth. [ 16419 ] l_ﬁssistance Mot Requested [ 98543 ]

2. Click on the Approve/ Disapprove icon to open the Approve/Disapprove SETSS Teacher pop-up
window.

Awaiting Receiving All Mandates

Awaiting DOE Provider [ 679053 ] Awaiting Contract Agency [ 89697 ]  Awaiting RSA [ 30342 ] Bwail]

-- Select Assignment Status Here -- v | Change Assignment Status

Select
=] Student NYCID Last Name First Name Date of Birth A
All
'L,..‘_._* 2 824831037 B ) 07/08/1997
'3:,_,, = v 612817956 R D 05/31/2002
| ] 655671318 W I 03/30/2005
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3. Enter the independent provider’s Social Security number.

4. Click the Retrieve button.

Note: Opftionally, you can search for the provider in the Non-DOE Provider Lookup window by clicking

on the magnifying glass.

5. If applicable, enter the Independent Agency Tax ID. This is called “EIN” on the Authorization.

6. Enter the Provider Authorization Date.

7. Modify the portion of the mandated frequency, if needed.

Note: If the full mandated frequency is not assigned, a new row will be automatically created below

the current row with the remaining frequency.

8. Select the Location where the service will be provided from the dropdown menu.

9. Click Approve or Disapprove (whichever is applicable). If selecting Disapprove, you will be
prompted to enter a reason. Then, follow the guidance provided in the green confirmation

message.

Approve [ Disapprove SETSS Teacher

Student Information: # B24831037

Mg
Please provide the fallowing infcmation to approve IS independent providers
Provide SSN in the lextbox belka ¥ and click Retrieve | utton

Firat Hams: D Last Mam: B DOB: 0T 0SHT Grade: 11
Admin DBM: S4KTH0 Auth Admin [HEN: 34KT 30 Diatrict: B4 CSE Districk: 15
Physical DBM: BLKT30 Auth Physical DBN: B4KT 10 Borcugh: K Hoame Dustrick 18
Chuster: W& Metwork: NA CSE: G508 D% H
Frequency: 5 Duration: 1 Penods Growp Size: & Language: ENGLISH
Stant Date; DRO120NE End Dase: Ni& Mansdate Status: Unassgred

Locaia - Sabpil - ¥

Indapandard Provider S8H Indepandert Agancy Tax 1D iy, — 5
Indepandent Fronider Hame
Provader Authorizaton Date P, e, 6
o
Paitian OF Fréquenty 5 vy ?
\--"'
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Note: If no Independent Agency Tax ID is entered, the message below will appear. Click OK to
continue with approval or press Cancel to return to the approval screen and provide valid Tax ID.

If this provider works for an Independent Agency, please enter that
agency’s tax id now. Failure to provide this information may result in
the provider being blocked from payment in the Vendor Portal.

Press OK to Continue with Approval, press Cancel to return to the

approval screen and provide valid Tax ID.
i:l:i Cancel

Note: If the provider selected is not authorized to provide services, the message below will appear.

The 55N you have entered is for a provider that is not authorized to
provide services at this time. Please CAMCEL and verify that you have
entered the correct SSM. If you PROCEED, the system will automatically
disapprove this provider and generate a disapproval letter

‘. Cancel

10. Print, sign, and complete the bottom of page 2 of the P-4 form and mail a copy to the provider.

Tk PO 15 NOT VARID: LTI, TS SECTI0N 16 OOMPLETHD: BY THI NTE DEPARTRENT OF IDLATON

L Aetbira g damnciras Wpma e (e Fo e n b el it

10

R

o {BAFIONN] Pag 1

Note: The system displays a message at the top of the Provider Assignment page indicating that the
SETSS Authorization was successfully approved; and that the mandate can now be found on the
Receiving SETSS Auth. sub-tab of the Receiving tab. An additional message is displayed reminding
you to fax into SESIS the SETSS P-4 form.

SETSS Authorization successfully Approved. The mandate can now be found on the Receiving tab.

At this time you should:
+ Visit the student’s main Documents page in SESIS and print the SETSS Fax Cover Sheet. Fax the SETSS P4 document into SESIS.

If the SETSS Authorization is approved for less than the fullmandated frequency:
e Add “-1" to the authorization number on the P-4 form,

e Issue another SETSS Authorization for the remaining frequency, and add “-2" to the
authorization number on the P-4 form.

e Continue the same process for additional P-4 forms if there are more than two providers.

Fax the SETSS P-4 form into SESIS

1. Navigate to the student’s Documents section in SESIS.
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2. Select Documents Related to Provider Assignment from the Provider Assignment section of the

student’s Create New Document drop-down menu.

3. Click Go.

Profile  Documents

Repository  Events

By Year: (All) N By Category: (All) v More... v
L 4
Documents fow.wrsula Upgrade (UPGR127)
\/
Create New Document: m Y
Placement :
 Documents for 20 Documents Related to Placement ﬂ ate H
v IEP [T Provider Assignment
| Documents Related to Provider Assignment | 2 ﬂ
- N’

4. Enter a Label/Comment for the document prior to clicking New.

New Documents Related to Provider Assignment X

Label/Comment:

additional settings >>

.. [

|

5. From the Print dropdown menu, select Fax Coversheet.

Edit This Section

Set Document... N

1D:

UPGR127

Last Name:

Upgrade

First Name:

Ursula

Middle Name:

=

Print... A Na

This Section
Selected Sections

FAX Coversheet
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6. From the Category dropdown menu, select Documents Related to Provider Assignment.
7. From the Form dropdown menu, select SETSS.

8. Enter the date you received the completed P-4 form from the parent/guardian in the Date
Received field.

9. Click the Print button.

Fax Coversheet for - Ursula Upgrade (Documents Related to Provider Assignment)

Category: Documents Related to Provider £ o = O
o —

Form: SETSS v

Please input the following information:

Date Received: * I:l @ S —— 8
j —

* Denotes a required field

- =
S

10. Fax or scan in the SETSS P-4 form using the fax cover sheet you printed.

11. After verifying that the SETSS P-4 form is attached in SESIS, change the status of the document to
Final.

v Provider Assighment [

E Documents Related to Provider Assignment

Draft
[ Attachment: SETSS -123456789 | 11
i
12. Click the Documents Related to Provider Assignment document link.
v Provider Assignment [
B Documents Related to Provider Assignment | s 12
S Draft
Attachment: SETSS -123456789
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13. From the Set Document dropdown menu, select Status from Draft to Final.

DJUPGR12 Status from Draft to Review

Last Name:|Upgrade Status from Draft to Final R_@

First Name:|Ursula Label/Comment
Middle Name:

Edit This Section Set Document... A4 Print... N

14. Click Accept.

Set Document Status: Documents Related to Provider Assignment for Ursula Upgrade (UPGR127)

Change status from Draft to Final v

Comments
(optional)

- User IDs: Look up: Staff User ID = My Messaging Groups
=1 Send a

Notification

Message To

/
T - [

15. Click OK in the pop-up message.

Change status of document to final?

\1_5/_‘__, Cancel
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