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Introduction

This training guide provides instructions for CSEs on the Provider Assignment process of assigning
Contract Agencies for Community School, District 75, and Charter School students. The guide is
divided into two sections Assigning a Primary Confroct Agency and Assigning o Secondary/Terfiary
Contract Agency.

Assigning a Primary Contract Agency

When efforts to locate a DOE provider are unsuccessful, the assignment of a contract agency may
commence.

Note: For Charter School students, skip to the Locating a Primary Contract Agency section of this
document.

Moving Mandate(s) to the Awaiting Contract Agency Sub-Tab

1. Navigate to Provider Assignment from the SESIS home page. The Awaiting DOE Provider sub-tab
of the Awaiting tab is displayed by default.
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2. Click the Search link to open the panel.

3. Set the filters to display the mandate(s) to assign to a Primary Confract Agency.

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

IStudent NYCID : Student First Name 3 Student Last Name : D75 :| -- Select -- v

Admin DBN : Auth Admin DBN ~ Auth Phys District ;| - Select - v CSE District :| -- Select - A

Phys Loc DBN : Auth Phys Loc DBN : Auth Phys Borough :| -- Select —- v Home District ;| -- Select -- v

BFSC : -- Select -- v CSE :| -- Select -- v Grade | -- Select -- v Assignment Status : -- Select -- v

Service Type : -- Select -- v Group/Indiv : -- Select -- v Group Size :| -- Select -- v Monoy/Bili :| -- Select -- v

Frequency : Duration : Mandate Status :| - Select - A Language :| -- Select - v
Provider : 2 Agency 2 First Attend Discrepancy :| -- Select -- ¥

B —

5. Click the pencil icon in the far left column from the search results to view mandate details.

Select
ol Student NYCID Last Name First Name
All L
'.,5(_3 ~ 5 705491313 T C
fra o2 1

6. Verify that the mandate(s) reflect what is under the Recommended Special Education Programs
and Services section of the student’s last finalized Individualized Education Program (IEP). Click
Cancel to exit the mandate details window or click Save Changes to save any edits.

Student :

Studént NYCID: 12455780
Atterding Admin

First Narme: JANE
Agith Admdn

Last Mame: SIATH DaCiBs: O f N0

Saice Document Typs: IEP
Mandate:

15 this & Cornpinaalory Service? Mo

Is this for an Interim monolingual prendder? Mo
Indisa"Growp: Group
Group Size: 8

Assigned Provider:

Prowider Nam:
Asslgieesd Fregqissncy

IEP Authorization Date: 09/01/2017

10 mcnth2 month: 10 month

Service Start Date: 08/01/2017
Froquency: 3
Freguency Terms: Weekly

Assignmant Status: Assistance kot Reguested
Agency TaxlD:

- BAMIE0 DaN: BAMISD CSE: C5i0 v Grade: 11TH GRADE
Aamending Phisical o wasa Aath Phisical o ch CSE District: | 05 T Home District: 5
DBN: DN
IEP:
IEP ID: 1234557 IEP Conferance Date: Parentally Maced: No

Initial Case: Yos

5.E. Teacher Support
Service TP g orvice (SETSS)
Language: ERGLISH
Dwration: 1
Drwration Terms: Periods 6

First Atterd Date:

- v/
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Note: A soft warning will appear when editing the DBN values with the pencil icon, allowing the user
to proceed with the DBN change.

Warning - if the student is changing schools, this should be indicated in the student’s profile in SESIS, the system
of record. Changing the DBNs in SESIS will cause an update to the student’s current mandates in PA within 24
hours. If you proceed with making this update here, you risk making the information in PA out of sync with its
parent application, SESIS.

If you choose to proceed, the DBN values will be updated on this mandate only. The remaining active mandates
for this student in PA may have differing DBN information.

7. Place a checkmark next to the mandate(s) to be moved to the Awaiting Contract Agency tab.

Select
Student NYCID Last Mame First Name

anll

8. From the Change Assignment Status dropdown, select Requested Contract Agency and click the
Change Assignment Status button.

-- Select Assignment Status Here -- v } Change Assignment Status
“r

-- Select Assignment Status Here --

Requested Contract Agency

Awaiting RSA
Awaiting Authorization for Independent SETSS Teacher G "am@/

9. Click OK in the pop-up window to confirm changing the Assignment Status.

You are about to change the Assignment Status to 'Requested Contract Agency' for 1
record.

Student NYCID |Last Name First Name
705491313 T C

S
\/
Cancel OK

Note: A confirmation message will appear.

Mandate(s) were updated.
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Locating a Primary Contract Agency

10. Click on the Awaiting Contract Agency sub-tab.

Awalting Receiving All Mandates

Awaiting DOE Provider [ 1 0 M Awalting Contract Agency [ 126719 JJ§ Awaiting RSA [ £8840 ] Awaiting SETSS Auth, [ 25544 ]

11. Use the Search feature to display the mandates(s) to be assigned a Primary Contract Agency, if
not already visible.

Awarting Borcebving Al Mandates
Awating DOC Prowider [ 750632 | Amatng Contract Agmcy | 126710 | Awating RSA | 63040 | Amating STTSS Auth. | 29544 Aamst arce et Rocuesstod | 106208 Rt Priaw
Shodent NvTID Studert Peit Name Studert Last Narme 075 £ - Selear v
Advwn DBN RSN A DN Acth Prys DS 7 - Sebect - G55 Ot 1 - Select - -
Phys Loc DBy Auth Py Loc DEM ALES Pk BOtough . Select - - o DMt o — Sadect - v
L2 " Setect v CSE © -~ Seet —~ v Crace Select v Adsgvrent Status ¢ Bdang Cosed / 1 v
Servioe Type | - Select v Grovpiindr | - Select v Crovp Sie | - Select - - 0000 | . Select v
froquency Duration Mancate Status | — Select - v LANguagn | - Select - v
Pover » Agwecy » Fast Assend Dacregancy | Seb v
« Select Assigoment Status Mere — Rl  Change Assigrerwet Smus &MM Heassign To DOE Provider | Export To Excel
R ey m
g —  ———————— —————

12. Place a checkmark next to the mandate(s).

Select
Student NYCID Last Name First Name
an
© ¢ O 241860923 N ]

13. Click the Locate Primary Agency button.

Locate Sec/Tert Agency | Withdraw Transmittal |

Student NYCID i
[D Last Name First Na
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14. Click OK in the pop-up window to confirm that an attempt will be made to locate a Primary
Contract Agency.

An attempt to locate a Primary Contract Agency will be made for 1 student mandate(s).

14

Cancel

Note: The system will display a message at the top of the screen confirming an attempt to locate a
Primary Contract Agency was made. If the DOE has identified a primary agency, the Agency
column will populate with the name of the contract agency and change the Assignment Status to
Awaiting Contract Agency Provider.

An attempt to Locate a Primary Contract Agency was made.
Warning: If one or more rows cannot be contracted, click the pencil icon to add a CSE/CSE district and/or Authorized Physical district (DBN) between 1
and 32 to the row(s).

Assigning Secondary/Tertiary Contract Agency

When efforts to locate a primary contract agency provider are unsuccessful, the search for a
secondary/tertiary agency may commence.

Searching for Mandate(s) to Assign a Secondary/Tertiary Contract Agency Provider

1. Navigate to Provider Assignment from the SESIS home page. The Awaiting DOE Provider sub-tab
of the Awaiting tab is displayed by default.

m ﬁ . Search E| Curriculum s Communication UE' Reporting

Department of S

2} My Home Page 4% Provider Assignment Welcome, Peter Chair Last Login: 09/13/201

Quick Access

Search Student: |lype name or 1D

2. Click the Awaiting Contract Agency sub-tab.

Awaiting Receiving All Mandates

Lwaiting DOE Provider [ 679092 ] |Awailing Contract Agency [ 89698 ]l hm[ 30344 ]

3. Click the Search link to open the search panel.

D )
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4. Set the filters to display the mandate(s) to be assigned a Secondary/Tertiary Confract Agency.

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

Student NYCID : Student First Name : Student Last Name : D75 : -- Select - ¥

Admin DBN | Auth Admin DBN : \ﬂ'/ Auth Phys District :| -- Select -- Ad CSE District : -- Select -- ¥

Phys Loc DBN : Auth Phys Loc DBN : Auth Phys Borough : -- Select -- v Home District : -- Select -- v

BFSC : -- Select -- v CSE : -- Select -- A Grade :| -- Select -- Ad Assignment Status : -- Select —- v

Service Type :| -- Select -- v Group/Indiv : -- Select -- v Group Size :| -- Select -- v Mono/Bili : -- Select - v

Frequency : Duration Mandate Status : -- Select -- v Language : -- Select -- v
Provider ; p Agency : p First Attend Discrepancy :| - Select - v

—s

6. Place a checkmark next to the mandate(s) to be assigned a Secondary/Tertiary Contract
Agency.

Select
Student NYCID Last Name First Name

FAT.

Note: Select mandate(s) only with the following Assignment Status values: Contract Agency
Rejected, Contract Agency Timeout, Primary Contract Agency Does Not Exist, and, if bypassing
Primary Contract Agency search, Requested Confract Agency.

7. Click the Locate Sec/Tert Agency button to display the Secondary/Tertiary Contract Agency
Look-Up screen.

-- Select Assignment Status Here - v

Locate Sec/Tert Agency | Withdraw Trar

Locate P 7

Note: If selecting multiple mandates, the Service Type and Language must be the same, or you will
receive an error message.

Example:

You are attempting to locate contract agencies for student mandates with different Service
Type. Please ensure that the selected mandates share the same Service Type before

attempting to locate an agency.
OK I
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Sending Notification to Solicit a Bid

8. Input a Response Due Date on the Secondary/Tertiary Contract Agency Look-Up screen.

9. Place a checkmark next to the agencies to send a bid invitation to service the student’s

mandate. A SESIS nofification will be sent to the supervisor of each contract agency selected for
this batch.

Secondary/Tertiary Contract Agency Look-Up:
IHllpaﬂ'l-ll}w Cate : 8
" Select * =
A.I.I :.:::rm Line 1tenm i Bervice Typa Lanaiasge Borough Déstrict Thar Rank

40358 " Occupational TRerapy ENGLISH Brekdyn i3 Secondary 1
4ra5 T Oitupdtionsl Tharapy ERGLISH Brcaaichyri 13 Seddindity 2
9 473480 A Oooupational Therapy ENGLISH Broakdyn 13 Secondary 3

\‘-/ 47541 E Cccupaticnal Themagy EMGLISH Brooklyn 13 Tertiary

Closa otity Agency

Note: Agencies must be selected in the tier/rank listed order. You may decide to skip to agencies at
a higher tier/rank to participate in this batch notification, but they must still be selected in the listed
order.

10. Click Notify Agency.

11. Click Send in the pop-up window to confirm that a SESIS Inbox message will be sent to the
selected agencies’ supervisors.

Secondary/Tertiary Contract Agency Look-Up:

Rusponss Dus Daw | 08HT201

Select

Al Il:;r:m:l Lina 18em Service Type Language Borough District  Tier Rank

]

] 47038 F ehecupationl Thisagy ERGLISH Brcaklyn 13 Secordary 1
&7942 ) a Tertiary F
7043 | A SESIS inboy notification wil ba sent to the supsnisor of sach contract agancy 5 Triary 3

selected for this batch. The Response Due Date is 0681T/2022. |

A7944 a Tertiary 3
A5 - Tertiary 4
47046 3 Teri 1 0
Tt N Bercakiyn 13 1|=l'-l«h.-./l

Close Motify Agency

Note: The system will display a message at the top of the screen confirming the batch notification
was successfully created. The Assignment Status changes to Pending Contract Agency Bid
Responses.

The batch notification was successfully created. The agency supervisors for the selected contract agencies will recelve a
notice in their SESIS Inbox regarding the open cases included In this batch.

InfoHub: Provider Assignment June 2022 Page 7 of 9



The selected agencies will log into SESIS, navigate to Provider Assignment, and submit their bids on
each mandate. Staff reviews the submitted bids when the Response Due Date arrives and closes the
bidding. The system will automatically recommend the highest-ranked Contract Agency/Provider,
and staff has the option to award one of the recommended agencies.

12. To close the Secondary/Tertiary Contract Agency Look-Up screen, click Close.

12 ... Close
N

Awarding Contract Agency

13. After the contract agency bidding process for the mandate(s) has closed and the Assignment
Status is Bidding Closed / Ready fo Award, click on the Award icon to award an agency.

Select
Student NYCID Last Name First Name
13 anJ
'y ~
(® ’ O ] N
o : =
(P) 8 & O D E

14. If one or more agencies placed a bid, the system-recommended contract agency will be listed
first and be automatically selected. Click the Award Agency button to award the case to the
contract agency.

Award Contract Agency

Student Information: #

Firai Mo J Last Mame: T B3 Grade: .
igerun DEN Auth Agmin CEN: BHiingt GHE Diginge
Physical DM Hush Physical DBN: Borough: o DHtmct:
Cluster Mt CSE oTE:

Occupational Therapy

Freguancy: 1 Vieekly Duration: 30 KMirtes Group Sioe: 2 Language: EMGLISH
$aart Date: Sltn 202 Era Cate Mandste SLatul: Uninsgien
Rutponte Dus Date: 04002022 Wumber OF Bads: 1

Cantract Agency Mame Adoe Type  Language  Borowsgh  District | Ther Rank

Bidded Prowider ﬁd
o T ME S E T
=T
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Note: The message below will appear if a different contfract agency is selected other than the
system-recommended contract agency. Select why the system-recommended contfract agency is

being overridden and click Save.

Please enter a reason why the SYSTEM-Recommended contract agency is being
overridden:

-- Select --

Cancel Save

15. Click Confirm.

" " Contract Agency will be awarded this case.

Cancel Confirm | 14
T

16. A confirmation note will appear at the top of the screen stating that a contract agency has been

awarded for the case.

You have successfully awarded a contract agency for the selected case.

Note: The assignment status for the case has now changed to Awaiting First Attend.
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