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Introduction 

Provider Assignment does not automatically add a new row to the Awaiting tab after an assignment 
is terminated from a previous IEP. This training guide provides step-by-step instructions on adding a 

new row to the Awaiting tab (open a new awaiting line). 

Note: Only users provisioned with the appropriate SESIS role will be able to open a new awaiting line, 

and there cannot be any active portions of the mandate remaining in a non-terminated status. 

Opening a New Awaiting Line While Terminating Mandate 

1. From the Receiving tab, click the appropriate sub-tab. For this example, Receiving Contract 

Agency Provider is selected. 

 

2. Click Search to open the search panel. 

 

3. Use the following filters to search for the student: 

a. Student’s NYCID 

b. Assignment Status (Select Receiving) 

4. Click Search. 
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5. Verify and select the mandate row for termination. 

Note: The option to “open new awaiting line” is only available for mandates from a (P)revious IEP. 

6. Click Terminate. The Terminate Provider window will open. 

 

7. Select YES to generate a new awaiting row for this mandate from a (P)revious IEP/IESP/SP.  

Note: If NO is selected, it is understood that there are no further assignments to be made to this 

inactive mandate. No new awaiting line is created. 

8. Select a reason for terminating the mandate from the Reason dropdown. 

Note: Do not select Mandate Generated in Error as a reason. This will permanently and immediately 

remove a mandate that contains incorrect data. 

9. Click in the Termination Date box to select the last date services were provided to the student. 

 

10. Click OK. 

 

Note: A message will appear at the top of the screen confirming that the provider has been 

terminated. 
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Opening a New Awaiting Line After Terminating the Mandate 

The “Open New Awaiting Line” button will be visible to users who have access to the All Mandates 

Tab. This button is available to generate a new row on the Awaiting tab in the event the user learns 
that a new awaiting row was needed after previously terminating a row. 

1. From the All Mandates tab, use the following filters to search for the student: 

a. Student NYCID 

b. Current/Previous IEP (Select Previous) 

c. Choose the appropriate terminated status (Terminated, Pending 5 School Day Termination, 
Pending Termination, Terminated Without First Attend) in the Assignment Status field 

 

2. Check the Select All box to select the student’s mandate for which a new awaiting line is 

needed. 

3. Click Open New Awaiting Line. 

 

4. A pop-up box will notify the user that they are about to open a new awaiting line for the selected 

mandate that belongs to a (P)revious IEP/IESP/CSP. Click OK. 
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Note: A message will appear at the top of the Provider Assignment screen confirming that a new 

awaiting line was created. 

 

Locating the New Awaiting Line 

After the new row is generated, it should automatically be under the Awaiting tab in Provider 
Assignment. 

1. From the All Mandates tab, use the following filters to search for the student: 

a. Student NYCID 

b. Current/Previous IEP (Select Previous) 

c. Service Type (Select the Service Type) 

2. Click Search. 

 

3. Click the “Take Me To” icon next to the new awaiting row to go to the corresponding Awaiting 

sub-tab to take action for this mandate. 

 


	Opening a New Awaiting Line
	Contents
	Introduction 1
	Opening a New Awaiting Line While Terminating Mandate 1
	Opening a New Awaiting Line After Terminating the Mandate 3
	Locating the New Awaiting Line 4

	Introduction
	Opening a New Awaiting Line While Terminating Mandate
	Opening a New Awaiting Line After Terminating the Mandate
	Locating the New Awaiting Line



Accessibility Report

		Filename: 

		Opening-New-Awaiting-Line.pdf



		Report created by: 

		NYCDOE, Online Learning Developer , kedme@schools.nyc.gov

		Organization: 

		SESIS



 [Personal and organization information from the Preferences > Identity dialog.]

Summary

The checker found no problems in this document.

		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 1

		Passed: 29

		Failed: 0



Detailed Report

		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting




Back to Top