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Infroduction

This training guide provides step-by-step instructions on the Related Service Authorization (RSA)
process, which includes:

¢ Changing the assignment status of the student mandate to Awaiting RSA
e Issuing the Related Service Individual Authorization (RSA) package
¢ Deciding to approve, disapprove, or revoke the RSA
Note: The RSA package includes the TRV-1 Form: Parent/Guardian Transportation Reimbursement

Voucher for Special Education Services. This is to be completed (when applicable) by the child’s
parent/guardian and independent provider; and returned to the address indicated on the form.
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Changing the Mandate Assignment Status to Awaiting RSA

1. In Provider Assignment, place a checkmark on the row(s) on the mandate grid.

2. From the Select Assignment Status Here dropdown menu, select Awaiting RSA.

3. Click Change Assignment Status.

‘ Home Bid Process~

Department of

Miscellaneous ~

Reports~

Awaiting

Awaiting DOE Provider [ 679093 ]

Receiving

All Mandates

Awaiting Contract Agency [ 89697 ] Awaiting RSA [ 30342 ]

-- Select Assignment Status Here — v

-- Select Assignment Status Here --
Reqguested Contract Agency

Awaiting RSA 2 j
Awaltlng Authorization for Incependem SETSS Teacher \\/(First Name

ant]
® O 622523750
® s O
() O 620354535

622523790

W omoom

520354535

w

620354535

W

Change Assignment Staius

Date of Biri]

-\ 3 /‘1C.-"3C."1999

10/30/1999

06/26/2009

A
A
] 06/26/2009
]
]

06,26/2009

4. Click OK to confirm.

You are about to change the Assignment Status to 'Awaiting RSA' for 1 record.

Student NYCID [Last Name |First Name
622523790 S J

Cancel

OK

Note: A green banner appears at the top of the page to confirm the mandate has been updated.
The mandate will now appear on the Awaiting RSA sub-tab.

Mandate(s) were updated.

Issuing the Related Service Individual Authorization (RSA) Package

Note: Mandates from the current IEP will be identifiable on the PA grid with anicon (C). Mandates
from the previous IEP will be identifiable on the PA grid with anicon (P). Be sure to select the

appropriate mandate row for accuracy.
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Follow the steps below to issue an RSA package which includes the following forms:

e RSA-1 Form: Related Service Individual Authorization

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

e TRV-1 Form: Parent/Guardian Transportation Reimbursement Voucher for
Special Education Services
e MailTo

1. In Provider Assignment, click to navigate to the Awaiting RSA sub-tab.

Awaiting Receiving All Mandates 1

LN

Awaiting DOE Provider [ 679092 ] Awaiting Contract Agency [ 39697 1 JAwaiting RSA [ 30343 ]

2. Place a checkmark on the row(s) on the grid.
3. Click Issue RSA. The SESIS User Contact Look-up window will open.

Note: The assignment status must be Awaiting RSA.

m  — 3 Reassign To Contract Agency Reassign To DOE Provider Export To Excel
S

Select

Delete Row Confirm Terminate First Attend

Student NYCID Last Name First Name Date of Birth Admin DBN Phys Loc DBN D75  District

Al Service Type

84X703 Speech-Language Therapy

10/24/2001 84X703

622754715

667351044 H D 10/22/2005 84M708 84M708 N 84 Occupational Therapy

o e _ foinziong Coac caooc " 2 il L

4. Select the DOE contact in the list or search for the DOE staff contact by entering their social

security number, last name, or first name.

Note: When using the staff lookup feature, click Search before clicking Select.

5. Click Select.

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

SSN:| | Last Narne:| First Narne:|

55N Last Name First Name
Casillis Rinaldo
" 4 Wernham Juan
McSkin Seline
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Important: An option to select the new MG RSA-1 document will populate on the confirmation screen
when issuing RSAs. Select MG RSA-Tonly if you are related service tfransmittal staff arranging services
for students attending Bronx schools from D7-12, D75, and D79. This document is updated with
guidance for those parents on how and who to contact for additional assistance.

Issue RSA Confirmation

A document package will be created for 1 student mandate(s).

Attending
Student NYCID First Name Last Name Service Type Language Ind./Group ;iirz_ueup_ Frequency Duration Contact Name Contact Tel Admin RSA MG Flag
- DBN
Speech- O RSA-1
653671323 ] o] Language ENGLISH Group 3 2x Weekly | 40 Minutes AA XOOKXA- XX K e @® MG RSA-1
Therapy (Bronx Only)
1 - 1 of 1 Records in 1 Pages Page Size: | 10 v .

Note: If the student’s Admin DBN represents a DOE-managed school in the Bronx, excluding Home
and Hospital Instruction, the MG RSA-T document will be automatically selected. The message below
will appear on the screen if you change the selection to RSA-1:

A document package will be created for 1 student mandate(s).

The MG RSA 1 should be sent to all Bronx families with children attending DOE schools (D7-12, D75 and D79) with the following exceptions: students with consecutive absences of more than 20 days and/or overall attendance below 25%;
students who currenLI;/ attend a detention or institutional setting, and/or students who have been admitted to home/hospital instruction. Students in these exception categories should receive the standard RSA-1.
= e e = — o — =

Attending
Student NYCID First Name Last Name Service Type Language Ind./Group (S;izieup_ Erequency  Duration Contact Name Contact Tel Admin RSA MG Flag
- DBN
Speech- @® RSA-1
653671323 S o] Language ENGLISH Group 3 2x Weekly | 40 Minutes AA XXX-XXX-XXXX | 07X221 ) MG RSA-1
Therapy

(Bronx Only)

6. Click Confirm to create the RSA package.

Issue RSA Confirmation

A document package will be created for 1 student mandate(s).

Attending
Student NYCID First Name Last Name Service Type Language Ind./Group %p’ Frequency  Duration Contact Name Contact Tel Admin RSA MG Flag
- DBN
Speech- @ RSA-1
700067943 G i Language ENGLISH Group 3 8x Monthly = 40 Minutes A A HOOK-X00C-XXXX oemM187 O MGRSA-1
Therapy

(Bronx Only)

1 -1 of 1 Records in 1 Pages

Page Size: | 10 ¥

Sancel m — 6
~
b

Note: A message appears in the top section of the page indicating Documents successfully created.

Documents successfully created.

Note: The following steps will show you how to complete one RSA at a time. For batch processing,
please follow the steps under the Baich RSA Process section of this guide.
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7. Click the Document icon to access the RSA forms.

Note: The assignment status changes to RSA Created.

Select
" D Student NYCID Last Name First Name Assignment Status
Al

©B \_\L £61100901 D E RSA Created
_,F-\_ = - : —

= o = E=r—A el

8. Click the blue RSA Package link to access the RSA Package.

Document Packages for ED (661-100-901) 8
v
Document Packages Status Creation Date
\/

RSA Package (Speech-Language Therapy, ENGLISH, Group, 2x Weekly, 30 Minutes) DRAFT 10/11/201% Fri,11:35:00 AM

Note: The appropriate form will be generated based on the user’s selection. For example, the MG
RSA- 1(Bronx Only) letter will generate instead of the RSA-1 if it was selected for students in a Bronx

location.

Document Packages for S O (653-671-323)

RSA Package RSA Communication log

D Packages Stat Creation D R RSA Versi

RSA Package (Speech-Language Therapy, ENGLISH, Group, 2x Weekly, 40
Minutes)

DRAFT 09/20/2021 Mon,09:55:12 AM MG RSA-1 (Bronx Only)

The MG RSA-1 will display the following additional information:

the Related Services Authorization form (RSA) will reach out within ten school days to offer assistance. Upon your request, they will:
o call providers to determine their availability; and
« provide guidance and/or assistance on completing a transportation voucher

In addition, the liaison will reach out to you periodically until your child’s related services are in place.

BronxMakeups@schools.nyc.gov.

relatedservices@schools.nyc.gov.

Once a provider is identified and has started providing services to your child, you may request make-up services by contacting your RSA Liaison and/or emailing

For more information on these supports, see the Procedural Safeguards Notice on our website at:https://www.schools.nyc.gov/learning/special-education/help/your-rights,

The DOE will continue to make every effort to provide this service to your child. As part of these efforts, the DOE will work with you to obtain an independent provider. The liaison listed on

Finally, you may request additional assistance and/or information regarding the RSA process, including how to make a complaint, by contacting your RSA Liaison, calling 311, or emailing
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9. The RSA-1 Form: Related Service Individual Authorization opens. Make any updates to the form,
then click Save.

Document Packages for E M (713-485-614)

Draft: RSA Package (Speech-Language Therapy, ENGLISH, Group, 2x Weekly, 30 Minutes) Creation Date: 09/19/2021 -
Preferred Written Language: ENGLISH

I RSA-1 Form: Related Service Individual Authorization I RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement TRV-1 Form Mail To
Department of
Education
I RSA - 1 Form Related Service Individual Authorization I

Dear Parent/Guardian:

Your child has been recommended for the Related Service listed on this form. The New York City Department of Education is currently unable to provide this service. You may, therefore,
obtain this service from an independent provider, without cost to you

Enclosed, please find:

Form-RSA-2, The Related Service Authorization Form - To be completed by you, the independent provider you select, and returned to the address above
® Form-TRV-1, Parent/Guardian Transportation Reimbursement Voucher for Special Education Services To be completed (where applicable) by you, the independent

provider you select, and returned to the address above
X Frequently asked Questions & Answers regarding the RSA process that will help guide you through this process.

X Registry of Independent Providers of Related Services. These Registries are also available on the Department of Education Web site at
https:/iwww.schools nyc gov/special-education/supports-and-services/related-services/finding-an-independent-provider

Flease be assured that the New York City Depariment of Education will continue to make every effort to provide this service to your child
Sincerely,

9 E3

O MG RSA-1 (Bronx Only)

Note: A message appears in the top section of the page indicating the form was saved.

Saved Successfully!!

10. Click Finalize.

11. Click OK to confirm the change of status.

NGLISH, Group, 2x Weekly, 30 Minutes) Creation Date: 10/11/2019
Modification Date: 10/15/2019

RSA-2 Form: Parent'Guardian and Individual Provider/Agency Service Agreement TRV-1 Form Mail To

Confirmation

Change status of the document to final?

- 1"
I h 4 ]
\/ L
H Cancel m finable to provide this service. You may, therefore.
with¢ |

Je Authorization Form - To be completed by you, the independent provider you select, and returned to the address above

nsportation Reimbursement Voucher for Special Education Services. To be completed (where applicable) by you, the independent
10 the address above

swers regarding the RSA process that will help guide you through this process.

s of Related Services. These Registries are aiso available on the Department of Education Web site at
ial-education/supports-and-sesvicesirelated-services/finding-an-independent-provides

ment of Education will continue to make every effort to provide this service to your child N =
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Note: A status message displays confirming the document was set to final.

Document status set to final.

12. From the Document Packages form, click the RSA-2 Form: Parent/Guardian and Individual
Provider/Agency Service Agreement subtab.

J RSA-1 Form: Related Service Individual Authorization

RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement

TRV-1 Form Mail To

13. Select where the services are expected to be provided and complete any edits fo the RSA-2

form.

14. Click Save.

I RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement

Step 1:

Step 2:  Parent/Guardian completes Section Il and signs at the bottom of this page.
Step 3:

the Payee and the Provider.)
Step 4

Section I. To be completed by the DOE Representative

Authorized DOE Representative (the “DOE Representative”) completes Section |

Independent agency or sole practitioner (in either case, the “Payee”) completes Section Ill and attaches the applicable NYSED credentials of the individual who will provide
the service (the “Provider”). Provider and Payee (if applicable) sign at the end of this document. (Where the Provider is a sole practitioner, he/she shall be considered both

The Parent/Guardian submits the RSA-2 and the NYSED credentials to the DOE Representative for written approval

Name of Student: ED
Senvice: Speech-Language Therapy

# Sessions/\Weekly: 2

Duration (Minutes): 30

Student ID No.: 661-100-901
Language: ENGLISH
Max. Group size:3

CSE /CFN:

Provider/Agency Site Other

] 1
e 13

School:

Borough: District:
Services to be provided at: e E T —
Contact Person: | S B

Telephone #:

595-555-5555

Contact Email: | SB@schools.nyc.gov

Section Il. To be completed by Parent/Guardian

Name of Parent/Guardian:
Address:

Work Telephone # Home Telephone #:

| request DOE approval of the following Individual Provider (Must Be Filled In):

City, State and Zip:

Contact Email:

Section lll. To be completed by the Payee:

‘ Provider Work Address

City, State and Zip:

Return to Document List

\1_4/——/ m Finalize L=

Note: A message appears in the top section of the page indicating the form was saved.

Saved Successfully!!
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15. Click Finalize.

16. Click OK to confirm the status change.

flict of Interest Board (NYC COIB) Rules, a current full-ime employee of the DOE cannot provide services under this Agreement, unless a) the
waivers granted by the NYC COQIB, or b) an individual waiver is granted by the NYC CQIB based on a request from the DOE. Part-ime DOE
Individuals who leave the employ of the DOE, including those performing “F status or other part-time work, may not provide services under this
-aving the DOE uniess they ol i i
with the DOE during any twelt
Jact Senvices (see hiip

Confirmation

NDEX Questionnaires, submit them
{t with the DOE_ (To obtain the

dorHotline@schools.ny | Change status of the document to final? J any twelve month period in excess
contract with the DOE

E Representative, Provider of ad previously performed a related

of the Student 16

bfessional malpractice/liability | N

e fully to any of the above-sta Services. The DOE reserves the right
dispute with the Provider, the Cancel

ment upon 10 days’ prior writl Ise

ave read and agree to accept terms 1 through 23 above as stated

Print name: Date

jm Provider) Print name Date

D

save [l Finalizo NN ‘

Note: A message displays confirming the document was set to final.

Document status set to final.

17. From the Document Packages form, click the Mail To subtab.

RSA-1 Form: Related Service Individual Authorization RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement

18. Enter/Verify the mailing address.

19. Click Save.

Mail To [ First Name ][ Last Name ]

[ Street Address ” Apartment ] \—QBI

& [ EX

‘ Retumn to Document List

l?)—/ m = print ‘

Note: A message appears in the top section of the page indicating the form was saved.

Saved Successfully!!
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20. Click Print to mail the RSA-1, RSA-2, and TRV-1 forms to the parent.

Note: The TRV-1 Form is the Parent/Guardian Transportation Reimbursement Voucher

for Special Education Services. This is to be completed (when applicable) by the parent/guardian

and independent provider; and returned to the address indicated on the form.

21. Check the boxes to print the following forms: RSA-1 Form: Related Service Individual Authorization,
RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement, TRV-1 Form,
and Mail To.

22. Click OK to print selected forms.

23. Click Return to Document List.

Print Selected Forms

818

#RSA-1 Form: Related Service Individual Authorization

®RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement

#TRV-1 Form 22
#Mail To N
Cancel OK

Mail Te:
ED |

16 WEST 16 STRE 2C

NEW YORK NY 10011
- S
1 W, il
Return to Document List m = Print ‘

Note: If a confirmation erroris shown, click OK to continue.

Confirmation

If you continue your changes will not be saved.

24. Click X to close the Document Packages window and return to the PA grid.

Document Packages for G Z (700-067-943)

24

S’
RSA Package RSA Communication log

Document Packages Status Creation Date Modification Date Finalization Date RSA Version

RSA Package (Speech-Language Therapy, ENGLISH, Group, 8x Monthly,

40 Minutes) Finalized | 09/27/2021 Mon,09:48:49 AM  09/27/2021 Mon,09:50:21 AM | 09/27/2021 Mon,09:50:21 AM  RSA-1

After all three initial RSA documents (RSA-Tor MG RSA-1, RSA-2, TRV-1, and Mail To) are finalized, the
Inbox icon displays beside the student mandate row. This Inbox icon indicates the row is awaiting the
receipt of the RSA-2 form from the parent.
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Note: The Assignment Status for the mandate changes to RSA Issued / Awaiting Independent
Provider.

Awaiting Receiving All Mandates

Awaiting DOE Provider [ 101103 ] Awaiting Contract Agency [ 475 ] Awaiting RSA [ 1] Awaiting SETSS Auth. [ 0] Assistance Not Requested [ 32079 ] {:3Reset ;’SEarc’*

[-- Select Assignment Status Here -- Ml change Assignment Status First Attend
m Batch RSA Reassign To Contract Agency Reassign To DOE Provider Export To Excel

Select 5 i
—  Student NYCID Last Name First Name Assignment Status Auth Admin ppny  2uth Physical Zervice Stact
anl_J DBN Date
(%) ‘. 555223344 M D IRSA Issued / Awaiting Independent Pro\.viderl 75M721 025003 07/01/2022
1 -1 of 1 Records in 1 Page Page Size: |50 V.
LEGEND : Rows highlightad in have been in awaiting status for 9 days or more.

Rows highlighted in RED have been in awaiting status for 12 days or more.

Note: When Aftending DBNs change for a student with an RSA already created and fully assigned
(not split), a new RSA package will be automatically generated in DRAFT mode after the provider
fully confirms, unless they reject the assignment. If confirmed, the assignment status will change to
RSA Created. If the Provider rejects the assignment, the mandate assignment changes back to
Awaiting RSA.

Faxing or Scanning the RSA Forms into SESIS

Follow the steps to fax or scan the following RSA-2 forms into SESIS when the:
e RSA-2 formis received from the parent/guardian
e RSAis approved, fax or scan the RSA-2 Individual Provider Approval letter
e RSA is disapproved, fax or scan the RSA Correction Cover Letter

e RSA isrevoked, fax or scan the RSA the Letter to Parent/Guardian Withdrawing the RSA
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1. Navigate to the student’s documents in SESIS and click the Create New Document dropdown
menu.

2. From the Create New Document dropdown, select Documents Related to Provider Assignment.

Create New Document: Jf/ v

Authorization to Attend

v Documents for 20 o Finalization Date
v IEP 05 Parent Placement Preference 3
Transportation Voucher/Public,Private,Metered Taxi
, 12/13/2022 Tue, 11:35
B individualized Eduy Transportation Voucher/Private Car Service AM

Student Exit Summary 12/13/2022 Tue, 11:31

a Notice of IEP Meet

p+ID +ID+ID I +ID I D +ID I +ID +ID 4+

Request to Share Information/Parentally Placed e
v Placement [ School Assignment Form +
Notice of Graduation
B Prior Notice Packa)  prent Notice of Intent/Parentally Placed =
State Supported School Acceptance - 4201
v Documents for 20 _
School Location Letter
v IEP 0§ Provider Assignment +
m lated to Provider Assignmen '
B individualized Edus [_Doc“ S SR ED L TRV 2RI ]\2/ R e0172022 Mon, 0404
Amtachment Atendand pre.School PM
B Notice of IEP Meett  Documents Related to Pre-School - Other 2;{:23/2022 Thu, 04:35
Documents Related to Pre-School - Referral
v Placement [} Documents Related to Pre-School - Assessment i+
Documents Related to Pre-School - IEP R 01/02/2023 Mon, 01:32
E Prior Notice Packa; oM
Documents Related to Pre-School - Placement

3. Click Go.

Create New Document:  Documents Related to Provider Assignment éﬂ

4. Enter a Label/Comment for the document (Optional) and then click New.

New Documents Related to Provider Assignment X

Label/Comment:

additional settings ==

0 - =
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5. Click Print.

6. Select Fax Coversheet.

Edit This Section Set Document... Navigate To... v More...

ID:|ANMNUALODS This Section

Last Name:|Annual

Selected Sections

FAX Coversheet

First Name:|Andy

Middle Name:

Birth Date:|05/02/2008
Grade:|9th Grade

N

7. From the Category dropdown menu, select, Documents Related to Provider Assignment.

8. From the Form dropdown menu, select RSA.
9. Enter Date Received.
10. Select Service Type.

11. Click Print.

Fax Coversheet for - Andy Annual (Documents Related to Provider Assignment)

Category: Documents Related to Provider £ v/ 7
8

Please input the following information:

Date Received: * |07/13/2022 @ . 9

Service Type:™
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12. Fax or scan in the form using the fax cover sheet you printed. Upon verification that the document
is attached in SESIS, click Set Document.

13. Click Status from Draft to Final to change the status of the document.

Edit This Sectio. 12 | Set Document... vl Print... v/

olAnma] otatus from Draft to Review

Last Name:|Ant 13 ] Status from Draft to FinaII
First Name:|Andy Label/Comment .
Middle Name:
Birth Date:|05/02/2008
Grade:|9th Grade

14. Click Accept.

Set Document Status: Documents Related to Provider Assignment for Andy Annual (ANNUALD09)
Change status from Draft to Final L%

Comments
{optional)

- User IDs: a Lok wp: Szaff Lzer |D = Wby Messaging Groups
= Send a

Motification

Message To

15. Click OK to confirm the status change.

Change status of document to final?

Note: A status change message confirms the document was set to final.

E Document status set to final.
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Making a Decision on the RSA
Follow the step-by-step instructions to make a decision on the RSA package.

1. In Provider Assignment, navigate to the Awaiting RSA sub-tab.

Awaiting Receiving All Mandates

Awaiting DOE Provider [ 675092 ] Awaiting Contract Agency [ 89657 I | Awaiting RSA [ 30343 ]

2. Search for the student’s mandate and click the Inbox icon to open the RSA Approve/Disapprove
popuUp window.

Note: The assignment status for the student mandate is RSA Issued/Awaiting Independent Provider.

Select
Student NYCID Last Name First Name Assignment Status
All
[(ONE ¥ 5 o P 2 661100901 o E RSA Issued / Awaiting Independent Provider
p—
i -1 of 1 Records in 1 Page Page Size: |20 ¥

3. Enter the Independent Provider’s 9-digit SSN from the RSA-2 form. Alternatively, use the provider
lookup to retrieve the Independent Provider's social security number.

4. Click on the Retrieve button to retrieve the Independent Provider.
Note: Upon clicking Retrieve, one of the following outcomes occurs:
e If the Provider is not found, the Provider Name area will contain: Provider Not Found

e |If the Provider is not authorized, the Provider Name area will contain: Provider Name (Not
Authorized Provider)

e [f the Provideris found and authorized, the Provider Name area will contain: Provider Name
(Authorized)

5. Enter the Independent Agency'’s 9-digit Tax ID, when applicable.
6. Enter the Provider Authorization Date field.

7. Change the Portion of Frequency, when applicable.

8. Select the Location where the service will take place.

Note: Image for steps above on next page.
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Approve / Disapprove RSA Independent Provider

Student Information: # 224648030

First Name: D Last Name: M DOB: 11/18/2000 Grade: 12
Admin DBN: 75M721 Auth Admin DBN: 75M721 District: 75 CSE District: 00
Physical DBN: 75M721 Auth Physical DBN: 025003 Borough: S Home District: 6
Cluster: D075 Network: N755 CSE: CS00 D75: Y
Frequency: 1 Duration: 45 Minutes Group Size: 3 Language: ENGLISH
Start Date: 07/01/2022 End Date: N/A Mandate Status: Unassigned

Please provide the following information to approve this independent provider:
Provide SSN in the textbox below and click Retrieve button.

4

Independent Provider SSN: /Q Independent Agency Tax D] A 5

Independent Provider Name:A B (Authorized)

[

é/(
é,dProviderAuthor\zal\on Date: [ 07/12/2022 "

7 [Portion Of Frequency: [1 v

| Location'i School VI

8

I )

Note: For guidance on approving, disapproving, or revoking the RSA, continue reading this guide.

Approving RSA

Upon approval of the RSA package, navigate to the student’'s documents in SESIS to fax the RSA-2
Individual Provider Approval Letter into SESIS. Refer to the Faxing the RSA Forms info SESIS sectionin
this training guide for step-by-step guidance. Print and mail the RSA-2 Individual Provider Approval
Letter to the independent provider.

When a mandate is approved:

e The assignment status of the mandate changes to Awaiting First Attend

¢ In most cases, the student is added to the Independent Provider's caseload in SESIS
overnight

o For cases when the student is not automatically added to the Independent
Provider's caseload in SESIS, contact an authorized DOE representative to request to
have the student manually added to the Independent Provider's caseload

¢ The selected frequency will be reflected on the mandate row

o If the mandated frequency is not for the full mandate, the system will
automatically split the mandate and add a new assignment row for
the remaining frequency with an Assignment Status of Awaiting RSA
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e The RSA-2 Individual Provider Approval Letter is added to the RSA Document
Manager/Package

1. In Provider Assignment, navigate to the Awaiting RSA sub-tab.
2. Place a checkmark on the row(s) on the grid.

3. Click the Inbox icon.

Awaiting Receiving All Mandates 1 1
Awaiting DOE Provider [ 679092 ] Awaiting Contract Agency [ 89697 ]| Awaiting RSA [ 30343 ] Awaiting SETSS Auth. [ 16419 ] Assistance Not Requested [ 98949 ] 2:3R€5€t }3555"

-- Select Assignment Status Here -- v | Change Assignment Status Delete Row First Attend

ms Reassign To Contract Agency Reassign To DOE Provider Export To Excel
\-/ Select

anl

Auth Physical Service Start
DBN Date

Student NYCID Last Name First Name Assignment Status Auth Admin DBN

Note: Refer to the Making a Decision on the RSA [An Overview) section in this fraining guide for steps
to complete the Approve/Disapprove RSA Independent Provider form.

4. Click Approve.

- 4)

5. Click OK to continue with the approval process.

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

Press OK to Continue with Approval, press Cancel to return to the
approval screen and provide valid Tax ID.

S

Note: Upon approval, a green informational banner is displayed at the page's top. Follow the
prompfts. Refer to the Faxing the RSA Forms info SESIS section in this training guide for step-by-step
guidance to fax the RSA-2 Individual Provider Approval Letter into SESIS.

RSA case successfully Approved. However, the system is unable to add the student to the provider’s caseload; the caseload may be added manually by
an authorized DOE representative.

At this time you should:

* Visit the student’s main Documents page in SESIS and print the RSA-2 Fax Cover Sheet. Fax the RSA-2 document into SESIS.

* Visit the student’s Provider Assignment Documents page to view, edit, save, finalize, and print the RSA 2 Individual Provider Approval Letter. Mail it to
the Independent Provider.

Note: If viewing a student’'s mandate row through a search, changing the assignment status may
cause the student to no longer appear in your selected view. To relocate the mandate row, modify
search criteria to reflect an assignment status of Awaiting First Attend.
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6. Place a checkmark on the mandate row(s) on the grid.
7. Click the Documenticon.

Note: The assignment status is changed to Awaiting First Attend.

v Select

Anl

Student NYCID Last Name First Name Assignment Status

6

8. Click on the blue RSA Package link to access the RSA-2 Individual Provider Approval letter.

Document Packages for ED (661-100-901)

Document Packages Status C

RSA Package (Speech-Language Therapy, ENGLISH, Group, 2x Weekly, 30 Minutes) S z 8 1

9. From the Document Packages form, click the RSA-2 Form Individual Provider Approval Letter tab
to open the document.

> R5A-2 Form Individual Provider Approval Letter

R5A-2 Form: Parent/Guardian and Individual Provider/Agency Service 1@_

10. Make edits to the form if applicable, then click Save.

10
A '

—
i

Note: A message will appear in the top section of the page indicating the form was saved.

Saved Successfully!!
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11. Click Finalize.
12. Click OK to confirm the status change.

Note: A message will appear in the top section of the page indicating the document was set to final.

Document status set to final.

13. Print and mail the RSA-2 Form Individual Provider Approval Letter to the independent provider.

Note: Refer to the Faxing the RSA Forms into SESIS section in this training guide for step-by-step
guidance to fax the RSA-2 Individual Provider Approval Letter into SESIS.

14. Click Return to Document List.

Section M. Provider Information:

Provider Work Address N )
) Confirmation
Provider Te Iephone'

Provider Title /Discipline: Para - Transportation

Change status of the document to final?
Provider Address:

Payee Information (Where different from provider)

&
Payee Name:
Address: Cancel m

Questions regarding this RSA approval letter may

Office: NYC Department of Education

Address: 333 7th Avenue City, State and Zip: New York, NY 10001

* Important, Please Note:
Only the provider indicated on this form may provide the referenced services to this student.
This and all other terms of the referenced RSA, as issued on 10/15/2019 apply.

10M15/2019 SB
Date R24 Autharization Asproved Nams of DOE Autharized Azpros
To print billing instructions - click here 1. .13

(1
IE 4
4 o] [

15. Click X to close the Document Packages window to return to the PA grid.

Document Packages for G Z (700-067-943
J ( ) 15
—
RSA Package RSA Communication log
Document Packages Status Creation Date Modification Date Finalization Date RSA Version

RSA Package (Speech-Language Therapy, ENGLISH, Group, 8x Monthly,

40 Minutes) Finalized = 09/27/2021 Mon,09:48:49 AM  09/27/2021 Mon,09:50:21 AM 09/27/2021 Mon,09:50:21 AM RSA-1
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Disapproving the RSA

An RSA package may be disapproved for several reasons; for example, the RSA is missing information
on the form. Best practice: Reach out to the Independent Provider to obtain the additional
information instead of disapproving the RSA. Refer to the Faxing or Scanning the RSA Forms info SESIS
section in this fraining guide for step-by-step guidance to fax or scan the RSA Correction Cover Letter
into SESIS. Print and mail the RSA Correction Cover Letter to the parent.

When a mandate is disapproved:

¢ The assignment status of the mandate changes to RSA Provider Disapproved (USER)

o A new assignment row in Awaiting RSA status is generated so that a subsequent
assignment can be made

e The RSA Correction Cover Letter is added to the RSA Document Manager/Package
1. In Provider Assignment, navigate to the Awaiting RSA sub-tab.
2. Place a checkmark on the row(s) on the grid.

3. Click the Inbox icon.

Awaiting Receiving All Mandates | 1
Awaiting DOE Provider [ 679092 ] Awaiting Contract Agency [ 89697 ]| Awaiting RSA [ 30343 ] Awaiting SETSS Auth. [ 16419 ] Assistance Not Requested [ 98949 ] €:$RESEt 9955“

- Select Assignment Status Here - v | Change Assignment Status Delete Row First Attend
m Reassign To Contract Agency Reassign To DOE Provider Export To Excel

\./ Select - :
e R G Auth Physical Service Start

aiE Student NYCID Last Name First Name Assignment Status DEN Date

Note: Refer to the Making a Decision on the RSA [An Overview) section in this fraining guide for steps
to complete the Approve/Disapprove RSA Independent Provider form.

4. Click Disapprove.

Revoke Disapprove Approve

5. Click OK to select areason.

Please select a reason.

5 KB
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6. Select Reason For Disapproval from the dropdown menu.

6 . Reason For Disapproval: | - Select --

— Select —
DOE/Contract Agency provider found
Provider not found in system
Provider not approved
Ineligible provider
Ineligible Independent Agency
RSA needs correction
RSA issued in error
RSA expired

Other

7. Click Disapprove.

8. Click OK to disapprove the RSA.

RSA/SETSS case will be disapproved, press OK to confirm.

@/ u“| Cancel |

Note: Upon disapproval, the assignment status is changed to RSA Provider Disapproved (USER). A
new assignment row in Awaiting RSA status is generated so that a subsequent assignment can be
made. A green informational banner box is displayed at the top of the page. Follow the prompfs.
Refer to the Faxing the RSA Forms info SESIS section in this fraining guide for step-by-step guidance to
fax the RSA Correction Cover Letter into SESIS.

RSA case successfully Disapproved.

At this time you should:

* Visit the student’s main Documents page in SESIS and print the RSA-2 Fax Cover Sheet. Fax the RSA-2 document into SESIS.

* Visit the student’s Provider Assignment Documents page to view, edit, save, finalize, and print the RSA 2 Correction Cover Letter. Mail it to the
Parent/Guardian.

Note: If viewing a student’s assignment row through a search, changing the assignment status may
cause the student to no longer appear in your selected view. To relocate the assignment row, modify
search criteria to reflect an assignment status of RSA Provider Disapproved (USER).
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9. From the Provider Assignment grid, locate the student mandate and place a checkmark on the
assignment row(s) on the grid.

10. Click the Document icon.

Select
Student NYCID Last Hame First Name Assignment Status

an

P O 616018203 o = Awaiting RSA

11. Click on the blue RSA Package link to access the RSA Package.

Document Packages for ED (616-018-203)

Document Packages Statu= {

RSA Package (Occupational Therapy, ENGLISH, Individual, 2x Weekly, 30 Minutes) s 11 {

12. From the Document Packages form, click the RSA Correction Cover Letter tab to open the
document.

RSA-2 Form: Parent/Guardian and Individual Provider/Agency Servic 1 2 : R5A Correction Cover Letter
\ ./ s

13. Select the reason(s) for returning the RSA-2 form if not pre-checked.

14. Click Save.

Dear Parent/Guardian
The enclosed Related Service Authorization (RSA) form is being returned to you for the following reason(s)

L_Provider’s information is incomplete

[ erovider's signature is missing

| Parent’s/Guardian's signature is missing
Lprovider has not been fingerprinted/cleared - \1_3/
"License/Certification is missing/expired

[gilingual Proficiency is missing

| Other:

Retumn to Document List 1 4 > m Finalize & Print
St
—_

»

Note: A message will appear in the top section of the page indicating the form was saved.

Saved Successfully!!
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15. Click Finalize.

15‘“{ e Finalize T
S

16. Click OK to confirm the status change.

Change status of the document to final?

16

S

Note: A message displays confirming the document was set to final.

Document status set to final.

17. Print and mail the RSA-2 Correction Cover Letter along with the RSA-2 form that the parent
returned.

Note: Refer to the Faxing or Scanning the RSA Forms into SESIS guidance to fax the RSA Correction
Cover Letter into SESIS.

18. Click Return to Document List.

19. Click X to close the Document Packages window to return to the PA grid.

Document Packages for G Z (700-067-943) 19
—
-
RSA Package RSA Communication |Og
Document Packages Status Creation Date Modification Date Finalization Date RSA Version

RSA Package (Speech-Language Therapy, ENGLISH, Group, 8x Monthly,

40 Minutes) Finalized = 09/27/2021 Mon,09:48:49 AM  09/27/2021 Mon,09:50:21 AM 09/27/2021 Mon,09:50:21 AM RSA-1

Revoking the RSA

An RSA may be revoked for many reasons. For example, a DOE provider is now available to provide
the service. Refer to the Faxing the RSA Forms info SESIS section in this tfraining guide for step-by-step
guidance for faxing the Letter fo Parent/Guardian Withdrawing the RSA form into SESIS. Print and mail
the Letter to Parent/Guardian Withdrawing the RSA to the parent.

When a mandate is revoked:
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e The assignment status of the mandate changes to RSA Revoked

A new assignment row in Awaiting RSA status is generated so that a subsequent
assignment can be made

The Letter to Parent/Guardian Withdrawing the RSA is added to the RSA Document
Manager

1. In Provider Assignment, navigate to the Awaiting RSA sub-tab.
2. Place a checkmark on the row(s) on the grid.

3. Click the Inbox icon.

Awaiting Receiving All Mandates 1 1

Awaiting DOE Provider [ 679092 ] Awaiting Contract Agency [ 89697 ]| Awaiting RSA [ 30343 ] Awaiting SETSS Auth. [ 16419 ] Assistance Not Requested [ 98949 ] €:IR-ESE1 {QSEEF

-- Select Assignment Status Here -- v | Change Assignment Status Delete Row First Attend
m Reassign To Contract Agency Reassign To DOE Provider Export To Excel

v Auth Physical Service Start
D

Select
Student NYCID Last Name First Name Assignment Status Auth Admin DBN BN Date

anld

Note: Refer to the Making a Decision on the RSA [An Overview) section in this tfraining guide for steps
to complete the Approve/Disapprove RSA Independent Provider form.

4. Click Revoke.

T

5. Click OK to select areason.

Flease select a reason.
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6. Select a Reason For Revocation from the drop down menu.

Reason For Revocation:
— Select —

DOE/Contract Agency provider found

AebL Provider not found in system

Provider not approved

Ineligible provider

Ineligible Independent Agency

RSA needs correction

RSA issued in error

RSA expired

Other

7. Click Revoke.

e

é)

8. Click OK to revoke the RSA.

RSA/SETSS case will be revoked, press OK to confirm.

@/ = “ Cancel

Note: Upon revocation, a green informational banner is displayed at the page's top. Follow the
prompfts. Refer to the Faxing the RSA Forms info SESIS section in this training guide for step-by-step
guidance to fax the Lefter to Parent/Guardian Withdrawing the RSA into SESIS.

RSA case successfully Revoked.

At this time you should:

* Visit the student’s main Documents page in SESIS and print the RSA-2 Fax Cover Sheet. Fax the RSA-2 document into SESIS.

* Visit the student’s Provider Assignment Documents page to view, edit, save, finalize, and print the Letter to Parent/Guardian Withdrawing the RSA. Mail
it to the Parent/Guardian.

9. From the Provider Assignment grid, locate the student mandate and place a checkmark on the
row(s) on the grid.

Note: The assignment status is changed to RSA Revoked. A new assignment row in Awaiting RSA
status is generated so that a subsequent assignment can be made.
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10. Click the Document icon.

O

Select
Student NYCID Last Name First Name Assignment Status

Al

Awaiting RS54

11. Click on the blue RSA Package link to access the RSA Package.

Document Packages for D E (64311/7827)

Document Packages

RSA Package (Speech-Language Therapy, SPANISH, Group, 3x Weekly, 30 Minutes) K&l 11

12. From the Document Packages form, click the Lefter to Parent/Guardian Withdrawing the RSA tab
to open the document.

| RSA-1 Form: Related Service Individual Authorization | RSA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement I Letter to Parent/Guardian Withdrawing the RSA I

13. Enter the service start date and make additional edits as appropriate.
14. Click Save.

Note: A message will appear in the top section of the page indicating the form was saved.

Saved Successfully!!

15. Click Finalize.
16. Click OK to confirm the status change.

Note: A message displays confirming the document was set to final.

Document status set to final.

17. Print and mail the RSA-2 Correction Cover Letter along with the RSA-2 form that the parent
returned.

Note: Refer to the Faxing the RSA Forms info SESIS guidance to fax the Letter to Parent/Guardian
Withdrawing the RSA into SESIS.
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18. Click Return to Document List.

Note: Image for steps above on next page.

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

Student Name: E D
NYC ID: 643-117-827

DOB: 07/26/2001 : ! .
Confirmation
School: RENAISSANCE CHARTER HIGH SCHOOL F

Service: Speech-Language Therapy Change status of the document to final?
# Sessions/\Weekly: 2 .1 5 oup size: 5

Dear Parent/Guardian:

N’
Your child has been recommended to receive Speech-L W/
On 08/14/2018 we sent you a Related Services Authoriz Cancel m ecause we were unable to assign a provider at the
time.

We have now identified a provider to serve your child, beginning on | 10/01/2019 \.-—Qs/

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 10/01/2019 .
If you have any questions, please telephone us at| 917-339-1494

Sincerely,

Andrea Matney

] »

¥

Return to Document List \-—Qa/ m = print

14 __ 16 1

19. Click X to close the Document Packages window to return to the PA grid.

Document Packages for G Z (700-067-943) 19
S’

RSA Package RSA Communication log

Document Packages Status Creation Date Modification Date Finalization Date RSA Version

RSA Package (Speech-Language Therapy, ENGLISH, Group, 8x Monthly,

40 Minutes) Finalized = 09/27/2021 Mon,09:48:49 AM  09/27/2021 Mon,09:50:21 AM 09/27/2021 Mon,09:50:21 AM RSA-1

Batch RSA Process

The ability to save, print, finalize, approve, disapprove, or revoke multiple RSA packages in one single
batch process is also available for assignment rows.

Note: Selected batch must contain assignment rows with the same assignment status. Attempting to
batch process RSAs in different statuses will result in the pop-up message below.

Batch RSA

You are attempting to batch process RSAs that are in different stages of the workflow. The
selected batch must contain assignment rows that are all in the same assignment status.
Please revise your selections and try again.

OK
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1. Place a checkmark on the assignment rows on the grid.
Note: You have a limit of fifty (50) rows to choose from at a time.

2. Click Batch RSA.

Issue RSA BatchRsA | 2

Student NYCID Last Name First Name Assignment Status
Al 9

©B 710464107 T T RSA Created
©B 706545855 p L RSA Created
©B 706059843 F L RSA Created
©B 706059843 F L RSA Created

Note: The Bafch RSAs - RSA Created window will open. Since the selected rows are still in draft
package mode, the ability to update the DOE contact information and indicate the location of the
service is available at the top of the screen.

Batch RSAs - RSA Created

DOE Contact | | | | Service to Be Provided At: APPLY ALL

e Student NYCID Last Name First Name Service Individual/Group.  Group Size Frequency Duration Sengft:'h't Mte"d[;'l'agnhd"""
e | 611057325 | M | 3 ‘ Speech-Language Therapy Croup 8 23 Weekly | 20 Minutes | 00/08/2020 o06M137

|A | | A | Service to Be Provided At:

[ooeooeoon | ox@xootxox |

@ Rsa Ml To: [Firstname  |[Last Name |

O MG RSA1 (Bronx Only) |Street Address ||Apartment ‘

ET ElE

“Parent'Guardian Contact Information remains editable after finalization. Please retum to
the specific R3A document package using the Document lcon beside the row.

e | 7132485614 | M | E ‘ Speech-Language Therapy Group 3 | 2x Weekly | 20 Minutes | 09/08/2020 06M187

|A | | a | Service to Be Provided At:

[555-555-5555 | [xoxx@xectaom |

®rsa Mail To: [First Name |[Last Name |

MG RSA-1 (Bronx Only) [Strect Address | [Apartment |

[city |[statl[ze ]

“Parent/Guardian Contact Information remains editable shier finalization. Please retum to
the speciic RSA document package using the Document lcon beside the row.

SAVE AS DRAFT SAVE AS FINAL PRINT RSAs

3. Click DOE Contact to edit the DOE contact person on the RSA forms.

=5

InfoHub: Provider Assignment July 2022 Page 27 of 35



4. Select Service to Be Provided At: from the dropdown menu.

5. Click APPLY ALL button to apply the changes to all rows in the selection.

Service to Be Provided At:

dividual{ Group Group Size

=

Frequency

-- Select -- W

APPLY ALL

-- Select --

Student’s Home

Other

Duration

Provider's Place of Business

Note: Always use APPLY ALL before making any changes to the outliers in the selected group; if
changes are made to the outliers before using APPLY ALL, the changes will be overridden by the

APPLY ALL function and therefore lost.

6. Additionally, any one of the rows in the selection can be updated differently than the rest by
clicking the + accordion feature beside the desired row.

e Student NYCID Last Name First Name Service Individual/Group Group Size Freguency Duration Ser\rg:\:t:'nart nttend[;rgﬂgnndmm
M 3 Speech-Language Therapy Group 8 2x Weekly 30 Minutes 09/08/2020 06M187
e
(_) | 7134&56W M E Speech-Language Therapy Group 3 2x Weekly 30 Minutes 09/08/2020 06M187
DOE Contact |;.\ ||,q | Service to Be Provided At: |
[s55-555-5555 | oanexono |
@Rsa1 Mail To: First Name |[Last Name |

Note: To facilitate the ability to review details of RSA cases being processed in batch, click the
accordion button in the upper-left hand corner of the window.

Collapsed:

@ Student NYCID Last Name First Name Service Individual/Group
@ 706059843 F L Speech-Language Therapy Group
@ 706059843 F L Speech-Language Therapy Individual
Student NYCID Last Name First Name Service Individual/Group  Group Size Fraquency Duration s'""::l.s"" M"’"d;';“""d'"i"
611957325 M | 3 | Speech-Language Therapy Group 2x Weekly 30 Minutes 09/08/2020 06M187
DOE Contact ‘n a Service to Be Provided At: [Scheol v
00300633000 [3000@x0x0¢.300¢ |
@®Rsat Mail To: First Name | [Last Name |
O MG RSA-1 (Bronx Only) Street Address | [Apartment |
City | Stat |Zm ‘
by pct Information remauns naizaven Flease retwrn 1o
e et package usng the s e row.
e 713485614 M E | Speech-Language Therapy Group 3 2x Weekly 30 Minutes 09/08/2020 06M187
DOE Contact [a A Service to Be Provided At [School  ~]
Pl [ T R e
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Note: Rows in assignment status of RSA Issued/ Awaiting Independent Provider have the fields below
available to edit through batch processing:

e Provider Authorization Date

e Portion of Frequency

e Service to Be Provided At

@ Student NYCID Last Name

First Name Service

Individual/Group

Group Size Frequency Duration

Service Start  Attending Admin
Date DEM

e | 620423646 | C

| A | Speech-Language Therapy | Group

5

| 2x Weekly | 20 Minutes

09/08/2020 21K348

I Provider Authorization Date:l |r11m.-"dd.-"yyw|

Portion of Fraquency:

I Service to Be Provided At: | [~ select --

|

Note: The file download process varies depending on the browser. For example, when using a
Chrome browser, you will be prompted to Allow or Block the downloading of multiple files.

¥  Download multiple files

Allow

Block

Note: When using a Chrome browser, check your system tray for the downloaded file(s). Click Show

all to display files.

Save, Print, Finalize Batch Process

7. At the bofttom of the window, you can save RSAs as a draft, final, or print.

e

SAVE AS DRAFT

SAVE AS FINAL

PRINT RSAs
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8. When printing the RSAs, you have the option to print the RSA packages as One combined PDF or
Separate PDFs.

9. Check the appropriate box for each form to print.

10. Click OK or CANCEL as necessary.

Print Selected Forms

9 (One combined PDF

S |

®Separate PDFs

Il the relevant documents.
SA-1 Form: Related Service Individual Authorization

SA-2 Form: Parent/Guardian and Individual Provider/Agency Service Agreement

RV-1 Form
ail To
Please look for it in your operating system's download folder after it's been completed.

While your PDF is being generated for download, you may experience a wait time of one or two minutes. 1 0

N’
Cancel m

If the PDFs are printed separately, each file name will include the Student ID and the translated
language (if the Parent Preferred Written Language is one of the nine covered DOE languages). A
complete English copy of the form(s) will be generated, directly followed by a complete translation in
the same file.

e Form_&55555555 Urdu » Show all X

The file name will indicate English if the Parent Preferred Written Language is another language (other
than the nine covered DOE languages). If available, the English language copies will contain a
foreign language banner in the heading, advising the recipient to seek assistance from their
language community if needed.

If the Parent Preferred Written Language is English, the file name will indicate English, and only an
English-language copy is included.

-
Form_555555555_English ~ Show all X
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Note: If the PDFs are printed as one combined file, the file name will indicate the number of students
included in the combined PDF and the date and time generated. In this example, the number 35
represents 35 students, not 35 RSAs. If there are students with multiple RSAs in this selection (perhaps
totaling 39 RSAs overall), the number remains at 35, representing 35 unique students in the PDF.

-
35_BatchRSA_Date 09102020 Time_145900 ~ Showall X

Approve Batch Process
1. Place a checkmark on the assignment rows on the grid.

2. Click Batch RSA. The Bafch RSAs - RSA Issued / Awaiting Independent Provider window will open.

Issue RSA Batch RSA  FSS 2
Select \—/
n Student NYCID Last Name First Name Assignment Status

Al
'C B iy | 1 S M RSA Issued / Awaiting Independent Provider
— |
'g, ‘ A‘? o B s RSA Issued / Awaiting Independent Provider
'C B 5o 55 ! B S RSA Issued / Awaiting Independent Provider
'f_: £l foul B 5 RSA Issued / Awaiting Independent Provider
O g £ A A RSA Issued / Awaiting Independent Provider

-

Note: You have a limit of 50 rows to choose from at a tfime. The recommended rows to select are 10.

3. To approve, click the Magnifying Glass to search for a provider or enter the social security number
for the provider and click Retrieve. Enter the Independent Agency Tax ID as appropriate.

4. Select the Provider Authorization Date.
5. Select the Service to Be Provided At.
6. Check the Assign Full Frequency of the Assignment Row box as appropriate.

Note: If Assign Full Frequency is checked and APPLY ALL is used, all cases in the selection will be
approved for the full frequency of the respective mandates. If a user needs to indicate only a portion
of the frequency on any specific row(s) in the group for approval, this checkbox must be unchecked.

7. Click Apply All.

Batch RSAs - RSA Issued / Awaiting Independent Provider ? -

3 S——— N e | 4 frreve aumemin o [revicir | T
v Indepandant Provider Name: \-...-/ Sarvice to Ba Provided Ar | -- Select -~ & 5
Indepandent Agency Tax 1D: 6 Iawan Full Fraquancy of the Assignment Row || I \-—/

—
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8. Click Approve. (You can print after the approval action.)

wrove WO
N

Note: A guided message displays to confirm your action and next steps.

RSA case successfully Approved.

At this time you should:

« Visit the student’s main Documents page in SESIS and print the RSA-2 Fax Cover Sheet. Fax the RSA-2 document into SESIS.

 Visit the student’s Provider Assignment Documents page to view, edit, save, finalize, and print the RSA 2 Individual Provider Approval Letter. Mail
it to the Independent Provger.

Revoke or Disapprove Batch Process
1. Place a checkmark on the assignment rows on the grid.

2. Click Batch RSA. The Bafch RSAs - RSA Issued / Awaiting Independent Provider window will open.

T 2
s SN -
— | Student NYCID Last Name First Name Assignment Status
anl
) T
CB < | s M RSA Issued / Awaiting Independent Provider
—~ ~r
Qg Lo W B s RSA Issued / Awaiting Independent Provider
'\(_:,\ ) £ o 555500007 B 5 RSA Issued / Awaiting Independent Provider
(Ol -, 555555558 B s RSA Issued / Awaiting Independent Provider
b= 555555559 A A RSA Issued / Awaiting Independent Provider
— =

Note: You have a limit of 50 rows to choose from at a tfime.

3. To Revoke or Disapprove, click on the appropriate button.

3

B = B
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4. After clicking on Revoke or Disapprove, the Revoke/Disapprove Reason dropdown menu
displays. If revoking or disapproving, you must select a Revoke/Disapprove Reason.

Batch RSAs - RSA Issued / Awaiting Independent Provider

lindependent Provider S5M: |/Q RETRIEVE Provider Authorization Date: .l|n-n,-'r_k1,.-’.,,\,..l_,yl APPLY ALL

Independent Provider Name: 4 Service to Be Provided At: | -- Select -- v
Independent Agency Tax ID: \v/ Assign Full Frequency of the Assignment Rew ||
I Revoke/D Reason: | == Select -- v |

5. After selecting the Revoke/Disapprove Reason, you must click Revoke or Disapprove again.

Note: You can print after the revoke or disapprove action.

S

B =

Note: A guided message displays to confirm your action and next steps.

Batch RSAs - RSA Issued [/ Awaiting Independent Provider

RSA case successfully Disapproved.

At this time you should:
« \fisit the student’s main Documents page in SESIS and print the RSA-2 Fax Cover Sheet. Fax the RSA-2 document into SESIS.

= \fisit the student's Provider Assignment Documents page to view, edit, save, finalize, and print the RSA 2 Correction Cover Letter. Mail it to the
Parent/Guardian.
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RSA Communication Log

You can record all communications related to an RSA package in the RSA Communication log.

1. Click the document icon beside the row. The Document Packages for Student screen will open.

—

OpfL=1 662163459 S

2. Click the RSA Communication log tab.

Document Packages for ES (662-163-459)

RSA Communication log 2
S

Document Packages Status

‘ RSA Package

RSA Package (Physical Therapy, ENGLISH, Individual, 3x | _. .
' ' ' Finalized
Weekly, 30 Minutes) inalize

3. Enter Date of Contact by clicking on the blank textbox and selecting from the pop-up calendar.

Date of Contact : Time of Cd

| ‘3

S’

I

© September2020 ©O
Su Mo Tu We Th Fr Sa

1 2 3 4 5

6 7| 8 9|l 10| 11| 12

13| 14 15 16 17 18 19

20(| 21| 22|| 23| 24| 25|| 26
27| 28 29| 30

Note: Date of Contact and Time of Contact may not be future dates/times.

4. Click on the clock icon to select the Time of Contact.

Time of Contact : Mode of Contact:
| (C] ) 4 lect-- v
g L _—_
~ N
« o« @
v v
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5. Select a note(s) from the Notes dropdown menu.

Note: Scroll up or down on the side to view more options.

Notes : 5

[_IMade initial contact with parent/confirmed receipt of directory
[IParent unresponsive to outreach

[JParent indicated in process of securing provider/no additional

6. Enter any additional notes you may need to document.

Note: When recording a log entry, a user may select one of the available notes and/or type in
additional notes. Both are not required simultaneously, but one or the other must be entered before

saving.
7. Click Save.

Note: Once alog entry is saved, it cannot be edited.

Additional Note : Sample additional information. 6

S’

7 D

8. A notfification at the top of the screen will appear, verifying that the log was saved successfully.

Saved Successfully!!

9. Download RSA Communication log to Excel by clicking on Excel Export.

e <O
-—

Contact Contact

Entered Date

Contact Date . Notes Entered By
Time Mode
09/01/2020 1:53 PM Phone M.ade initial contact with parent/confirmed receipt of Username
directory, Demo Test
09/16/2020 4-10 PM Phone Made initial contact with parent/confirmed receipt of Usemame

directory, Sample additional information.

09/04/2020 08:54 AM

09/16/2020 04:40 PM

10. The Excel spreadsheet will download onto your system tray. Click to open.

CommunicationLog.xls \‘_._\1_9

Note: The RSA Communication log will open an Excel spreadsheet.
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