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Encounter Attendance

Viewing/Editing Your Caseload
* Caseloads are located on your SESIS homepage at the bottom of the page.

Procedure

This lesson will guide you through the process of viewing and editing your caseload.

c DEV - Related Service Provider

ot 0 My Home Page | Send Messaas

) - i My Home Page What's New?

QUICK ACCESS: REPORTS:  (save expanded categories)

B Service Capture @Helg @Lngnut

[ Curriculum
Qutline
Select

P Administration P Case Closing

P Help Resources P Declassification

P Communication P Personal Options/Content P Evaluation

bIEP

b Referral

ANNOUNCEMENTS: P SANDBOX

[From User Date/time Subject ¥3Service Capture (Encounter Attendance)

cpluanceR ot furaten ey & Provicer Licensure/Certiication Repor
acler

Students

P Reports IMESSAGES: You have ne new message(s).

P Administration

(Other Standard Reports. )

My Student Caseload  SEdit

223502 | Aaron Alford 5/04/2006 | 10th Grade|

Abalos Cecia S/17/1997 | Sth Grade

90 |Abbasi Shazad 3/ 15t Grade

50 |Faber Jody I sih Grade Ihs 216 George J Ryan

20805 |Fabris James 3 1st Grade e |Fiorello H. Laguardia High Schooll

28332 |Tabassum  |Tousif 08A17/1959 | 3rd Grade e |Ps 081 Thaddeus Stevens

AEEEEEE

31015181 |Tabing Lydia 08/01/1996 (6th Grade Brooklyn Technical High Scheol

[&J Local intranet 0% -/

Action

To view a student from your caseload, click the dropdown arrow next to the
student's name.

You then have the option to navigate to the student's Service Calendar, Profile, or
Documents.

To add students to your caseload, click the Edit link.
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DEV - Related Service Provider

B @il 1y Home Page ¥ Send Message iy Calendar B Senice Capture  [FHelp @) Logout

My Home Page — [Your Caseload Students

Caseload: ++Add Students , W Remove Students

Actions: +#New Caseload Group

310223502 | Aaron
31052337 | Abalos
31052090 | Abbasi
31006460 | Faber
31020605 | Fabris

31016181 | Tabing

Your Caseload Students ¢ students)

LastName FirstName Birth Date Grade Gender  School Disability

Alford 05/04/2006 | 10th Grade | Male | St Lukes
| Cecila | 05/17/1997 | 5th Grads | Famals | PS 033 Chelssa School \
| Shezad | 03/17/2001 | 1st Grade | Female | PS 033 Chelssa School \
| Jody | 07/29/19%6 | Bth Grade | Male | Jhs 216 George J Ryan \
‘ James ‘ 03/17/2001 ‘ 1st Grade ‘ Female | Fiorello H. Laguardia High Schoal ‘

|

\

31028832 | Tabassum | Tousif | 08/17/1999 | 3rd Grade | Femals | PS 081 Thaddeus Stevens

|Lydia | 08/01/1996 | 6th Grade | Male | Brooklyn Technical High Schaol

J Local intranet *100%
[T

T A4

Action

Click the Add Students link.
He» Add Students]

Use the Student Quick Search Form to search for students to add to your caseload.

Enter "Betts" in the Last Name field.

Click the Search button.

==

This is a list of all results that match our search criteria. Click the checkbox next to
the student you wish to add to your caseload.

Click to select Stephanie Betts.

Click the Add Students Marked Above to Standard Caseload button.

Click the Your Caseload Students link.

The student we added, Stephanie Betts, is now on our caseload.

To remove a student from your caseload, click the Remove Students link.

Remove Studentsl
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Step

Action

13.

Click the checkbox next to the name of the student you wish to remove from your
caseload.

Click to select Cecila Abalos.

Click the Remove Students Marked Below from Standard Caseload button.

The student is no longer on your caseload list.

Click the Your Caseload Students link.

To organize your caseload students into groups, click the New Caseload
Group link.

He

DEV - Related Service Provider

310223502

31052090

000800001

31005460

31020605

31028832

31015181

New Caseload Group

Group Name [3]

Aaron

Abbasi

Fabris

Tahassum

Tahing

First

Alford

Shazad

Stephanie

Jody

James

Tousif

Lydia

Select the students to be in this caseload group:

05/04/2008

0317/2001

06/23/2000

07/29/1996

03/17/2001

08/17/1999

08/01/1996

Female

Female

Male

Female

Female

St Lukes

PS 033
Chelsea
School

PS 071
Rose E
Scala

Jhs 216
George J
Ryan

Fiorello

Laguardia
High
School
PS 081
Thaddeus
Stevens

Brooklyn
Technical
High
School

Lhceept] Cancel |

| [ [ [ [S3tocs ntranet H100% -

Action

Enter "Speech".

Enter the appropriate information into the Group Name field.

Click to select this student.
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Step Action
19. Click to select this student.

20. Click to select this student.

DEV - Related Service Provider

B @iy Home Page  F#iSend Message BBy Calendsr BB senice capture  [Z/Heln @ Logout

New Caseload Group
Group Name [Speech

Select the students to be in this caseload group:

First

310223502 | Aaron Alford 05/04/2008 I St Lukes

PS 033
310562080 | Abbasi Shazad 0341772001 Female | Chelsea
School
PS 071
000300001 Stephanie | 06/23/2000 Female | Rose E
Scala
Jhs 216
31005460 Jody 07/29/1986 Male George J
Ryan

Fiorello

H
31020605 | Fabris James 03/17/2001 Female | Laguardia
High

School
PS 081
31028832 | Tabassum | Tousif 08/17/1999 Female | Thaddeus
Stevens

Brooklyn

31015181 | Tabing Lydia 08/01/1996 L?;:NEE\

School
[ [Concei|

waiting For h o omfuserc S5pRPCg=5... [ [ [ S ocalintranet H100% -

Step Action
21. Click the Accept button.

22, You are now viewing the new caseload group "Speech."

23. Click the dropdown to see Your Caseload Students list.
Speech j

24, You can now choose to view your entire caseload or your separate caseload group
by selecting from this dropdown.

Click to view the Entire Caseload.
[(Entire Caseload) |

You are now viewing your entire caseload, including the students you added to the
Speech group.

This concludes the lesson on viewing/editing your caseload.
End of Procedure.
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Scheduling Future Services

Future sessions can be scheduled up to five months in advance and can be scheduled for
multiple students, including individual as well as group sessions.

Indicating progress, completing session notes and certifying the session should occur
after the service has been completed.
Procedure

This lesson will guide you through the process of scheduling future services.

c DEV - Related Service Provider

& 6 1ty Home Pace [ Send tessage BBy calendar R PlHep & Logout
4 My Home Page What's New?

[ Curriculum

Outline

Select

QUICK ACCESS: REPORTS:  (save expanded cateqories)

P Administration P Case Closing

P Help Resaurces P Declassification

P Communication P Personal Options/Content P Evaluation

bIEP

P Referral

ANNOUNCEMENTS: P SANDBOX

[From User Date/time Subject ¥Service Capture (Encounter Attendance)

p[yiAOLER Gl (uBSon e enng & provider Licensure/Certfication Report
adler

Students

P Reports IMESSAGES: You have no new message(s).

P Administration

(Other Standard Reports. )

My Student Caseload SuEdit  Select Group: [Entire Caseload) =]

D Last Gender| School

1223502 | Aaron Alford 04/2008 [10th Grade|Male  |St Lukes

084
31052090 |Abbasi Shazad 03 1stGrade |Female |PS 023 Chelzea School
08/

1|Betis Stephanie 2th Grade |Female |PS 071 RoseE Scala

31005480 |Faber Jogy 071 Gth Grade |Male  |Jhs 215 George J Ryan

31020805 |Fabris James 03 1st Grade |Female |Fiorello K. Laguardia High School

21028822 |Tabassum |Tousif 08/17/1999 [3rd Grade |Female |PS 081 Thaddeus Stevens

AEEEEEE

31015181 |Tabing Lydia 08/01/1996 (6th Grade (Male Brooklyn Technical High Scheol

lendar, aspx7arigin=_ [& Local intranet 0% -

Action

Click the Service Capture link from your homepage to open your service capture
calendar.
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DEV - Related Service Provider
b 3y Home Page [AsendMessaqe  EEW

s+ Show Calendar ltems

Filter: | (Entire Caseload) =

select all clear selection
Aaron, Alford (310223502
Ablasi Shazad (31052080
Betts,Stephanie (000800001)
Faber,Jody (31005460)
Fabris,James (31020605)
Tabassumn, Tousif (31028832)
Tabing, Lydia (31015181}

16 17 18 19

SP 60m: Faber,Jody SP60m: Faber, Jody SP 60m: Faber, Jody

select all clear selection

Local intranst H100% -
A

Action

Click the name of the student for which you wish to record services.

Click to select Abbasi,Shazad.
l4bbasi,Shazad (31052090

Click the Schedule Future Services link.

Schedule Future Senvices

Use this calendar to select the dates to record service. You may select multiple dates.

Click the 2 to select June 2nd.
2

Click the 16 to select June 16th.
16

The selected dates are now highlighted in green.

Click the OK button.
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DEV - Related Service Provider
b @iy Home Page  isend Messase BBy calendar BB senice capure [2/Heln @ Loout

Schedule Future Services: Please enter the common information for the following days, and then cliek Continue.

Enter times for the following senices: 6/2/2011 G Repeat Same Time.
611612011 c]

Encounter Attendance

Provider |Provider.Related Service

EndTime [~ [ [am=]

Service Type * [{Selecy)

Session Type[Diect Senics. 5]

Group Size |{Sg\ec1] =

Service Location ||Sele:t] j

] Local intranet. HI00% -
¥

Action

Click the clock icon to select a service time.
O
Click to select 11:30 AM.

You have selected 11:30AM for the first service date. You may either enter a
different time for the second date or repeat the same time.

Click the Repeat Same Time button.
Repeat Same Time... I

Enter the appropriate information into the End Time field.

Enter "12".
Click the Service Type dropdown.

Click to select Counseling Services.

Click the Session Type dropdown.
IDirect Service j|

Click to select Direct Serce.

Click the Group Size dropdown.

[Select) j
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Action

17.

Click to select Individual.
Individual

18.

Click the Service Location dropdown.

{Select) j

19.

Click to select Office.
‘Office

20.

Click the Continue button.

[ o= |

21.

Since this is a future service, you will not yet enter the Progress Indicator, Session
Notes, or Certification of Services fields.

22.

Click the Save button.

Savel

23.

The service has been saved. Next to the date it is indicated as "Saved" and 1 out of 2
records have been saved.

24.

Click the Select Record dropdown to schedule another service.

Click to select the 6/16/11 service date.
lAbbasi. Shazad {31052090) - 6/16/2011 |

Click the Service Capture calendar to view these records on the calendar.
7 4H |

The scheduled future service date now appears on the Service Capture calendar.
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DEV - Related Service Provider

b @iy Home Page  isend Message Calendar

Senvice Capture @ 1Lonout
dule Futt Reports.. ~ ShowCalendar ftems Il

4 ) today v May, 2011

Filter: | (Entire Caseload)
select all clear selection

Aaron,Alford (310223502)

Ablbasi,Shazad (31052090)

Betts,Stephanie (000800001)
Faber, Jody (31005450)
Fabris,James (31020605
Tabassum,Tousif (31028832)
Tabing,Lydia (31015181}

16 17 18 19

SP 60m: Faber, Jody SP60m: Faber, Jody SP 60m: Faber, Jody

2

*1CS 30m: AbbasiShazad
select all clear selection

[ [ [N ocal ntranet

Action

Click to view the service details.

You are now viewing the service record details. Use the links on the top navigation
toolbar to return to the Service Capture calendar or elsewhere in SESIS.

End of Procedure.

Recording a Service

e All services must be completed and certified prior to the 15th of the month following the
service.

Procedure

This lesson will guide you through the process of recording a service.
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[¥ Curriculum
Outline
Select

Students
» Communication
P Reports

b Administration

DEV - Related Service Provider

4 My Home Page ] Send Message

My Calendar

Senice Capture [T Help & Logout

‘Q My Home Pagel What'

's New?

QUICK ACCESS:

P Administration
P Help Resources

I Personal Options/Content

‘ MESSAGES: You have no new messagels).

ANNOUNCEMENTS:

|me User

Subject

T
Nadler)

(Jolie

06113 Mon,
12PM

Meeting

REPORTS, save expanded categories

P Case Closing

P Declassification

P Evaluation

PIEP

P Referral

P SANDBOX

¥Service Capture (Encounter Attendance)
Ele\mer Licensure/Certification Report

(Cther Standard Reports. )

Aaron

Iy Student Gaseload S Edit

Alford

Select Group: | (Entire Caseload) x|

08/04/2008 [10th Grade,

Male

St Lukes

1052050

Abbasi

Shazad

0317/2001

1st Grade

Female

PS 032 Chelsea School

1|Betts

Stephanie

4th Grade

Female

PS 071 Rose E Scala

1005460

Faber

Jody

07/25/1996 (6th Grade

Male

Jhs 216 George J Ryan

1020605

Fabris

James

03/17/2001

1st Grade

Female

Fiorelo H. Laguardia High School

10288

Tabassum

Tousit

08/17/1998 |2rd Grade

Female

PS 081 Thaddeus Stevens

1015181

EEEEEETE

Taing

Lydia

08/01/1996 [6th Grade

Iale

Brookiyn Technical High School

|$3 Local intranet [f1m% -

Acti

on

Click the Service Capture link from your homepage to open your service capture
calendar.

Alternatively, you can click the Select dropdown button from a student’s name that
is on your caseload.
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DEV - Related Service Provider
b @iy Home Page  isend Messan B senvice capture (2] Hein @ Logout

dule Fulu ~ Show Calendar ltems

Filter: | (Entire Caseload) May, 2011

select all clear selection

ALaron,Alford (310223502)
Abbasi Shazad (31052090)
Betts, Stephanie (000800001)
Faber, Jody (31005450)
Fabris,James (31020605
Tabassum,Tousif (31028832)
Tabing,Lydia (31015181}

select all clear selection

J Local intranet. H100% -
¥

Action

Click the name of the student for which you wish to record services.

Click to select Faber,Jody.
[Faber, Jody (31005480

Click the Record Past Services link.
Record Past Services

Use this calendar to select the dates to record service. You may select multiple dates.

Click the 16 to select May 16th.

Click the 18 to select May 18th.

Click the 20 to select May 20th.

The selected dates are now highlighted in green. Today's date is highlighted in
yellow.

Click the OK button.
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DEV - Related Service Provider

B @ity Home Page  [#iSend Message BBy Calendar BB senice capture  [Z/Heln @ Logout

Record Services: Please enter the common information for the following days, and then click Confinue.

Enter times for the following senices: 5M6/2011: ﬁ Repeat Same Time...
520/2011: o

Encounter Attendance

Provider |Provider Related Service

End Time l_l_ m

Service Type * |(Se\ect]

Session Type [ Direct Senice =]

Group Size|[(Select) x|

Service Location| [{Selec) B

|https:/fsesisdev. appsolgrp.com|servicerecordl , aspxPday=5%2F16%2F 201 1% 2c5%2F 18%.2F201 1 %205%2F20%: 2 201 1 Bpt=2Bprofile=57467Bitem=ng | [ [ [ [ [S3tocs intranet

Step Action

10. Click the clock icon to select a service time.

11. Click to select 9:30 AM.

You have selected 9:30AM for the first service date. You may either enter other
times for the other service dates, or repeat the same time for all dates.

Click the Repeat Same Time button.
Repeat Same Time...

9:30 AM has been entered as the time for all three service dates.

Enter the appropriate information into the End Time field.

Enter "10".
Click the dropdown to specify the Service Type.

Note that the options on the form will change based on the type of service that is
selected from the dropdown list.

Click to select Speech-Language Therapy.

Click the Session Type dropdown.
Direct Serice j




c Training Guide

Department of
Education

Step

18. i Direct Service.

19. Click the Group Size dropdown.

20. Click to select Individual.

21. Click the Service Location dropdown.
(Select) j
22, Iick to select Therapy Room.

Therapy

23. Click the Voice option under Service Description.
24, Click the Fluency option under Service Description.

25. Click the Continue button.

===

26. Click the Progress Indicator dropdown.

217. Click to select Student made partial progress toward goal attainment.

28. Enter the appropriate information into the Session Notes field.

Enter "text here".

Note: Clicking the checkbox to certify the service will submit the service record to
the DOE. Be sure that the information is accurate and truthful before proceeding.

All services must be completed and certified prior to the 15th of the month
following the service.

Click the checkbox to certify this service.
Click the Save button.

The service has been saved. Next to the date it is indicated as "Saved" and 1 out of 3
records have been saved.

Click the Select Record dropdown to certify another service.
Faber, Jody (31005460} - /1672011 [Sﬁ.‘u’ED}j

Click the Select Record dropdown to certify another service.

Click to select the 5/18/11 service date.
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Step Action

35. You are now viewing the service details for the 5/18 service date.

Repeat the previous steps to complete the Progress Indicator, Session Notes, and
Certifying a Service.

Click the Service Capture calendar to view these records on the calendar.

The three service dates now appear on the Service Capture calendar.

DEV . Related Service Provider
b @ity Home Page ¥ Send Message

Filter: | (Entire Caseload)

select all clear selection
Aaron, Alford (310223502
Ablasi Shazad (31052080
Betts, Stephanie (000800001)
Faber,Jody (31005460)
Fabris,James (31020603)
Tabassumn, Tousif (31028832}
Tabing, Lydia (31015181}

16 17 18 19

SP 60m: Faber,Jody SP60m: Faber, Jody SP 60m: Faber, Jody

2

**CS 30m: Abbasi,Shazad
select all clear selection

[ [ [ [ [S3tocs intranet

Action

Click to view the service details.
SP &0m: Faber, Jody

You are now viewing the service record details. Use the links on the top navigation
toolbar to return to the Service Capture calendar or elsewhere in SESIS.

This concludes the lesson on recording a service.
End of Procedure.

Recording/Scheduling Group Services

o All services must be completed and certified prior to the 15th of the month following the
service.
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Procedure

This lesson will guide you through the process of recording/scheduling group services.

DEV - Related Service Provider

€ i Home Page [ sendiessage B Calendar Fret @ Logout

) My Home Page What's New?

QUICK ACCESS: REPORTS. (save expanded calegories)

[*Curriculum
Outline
Select

P Administration > Case Closing
P Help Resources P Declassification
P Personal Options/Content P Evaluation
> Reports MESSAGES: You have no new message(s). »iEP
P Referral
ANNOUNCEMENTS: P SANDBOX
[ [From User [Date/time [Subject ¥3ervice Capture (Encounter Attendance)
) [unapLER (Jolie nadler)  [08/13 Mon, 12PM [Meeting B provider Licensure/Centification Report

(Other Standard Reports...}

Students

> Communication

4 inistration

My Student Caseload  Ecit  Select Group: | Entire Caseload) v

|Atford

Shazad

Stephanie
[Jody

[James E Laguardia High

Tousif

Lydia i male  |Breokiyn Technical High Seneol

vicecalendar. @ Internet [Fa - [Hi0% ~ /)

Action

Click the Service Capture link from your homepage to open your service capture
calendar.

Alternatively, you can click the Select dropdown button from a student’s name that
is on your caseload.
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DEV - Related Service Provider

b 2y tome Page [ Send Message Iy Galeng enice Capture  [2JHel @ Logout

hedule Future Reports.. ~ Show Calendaritems [gidevigblEieilalle=]
Filter: [(Entire Caseload) = Jun. 2011

select all _clear selection
Aaren, Alferd (310223502)
Abbasi Shazad (31052090)
Betts,Stephanie (100800001

“CS 30m: Abbasi Shazad

select all clear selection

[ [ 6 meemer

Action

Click the name of the student for which you wish to record services.

Click to select Aaron, Alford.
[2aron Alford (310223502

The first student has been selected. To select multiple students, hold down the Citrl
key while clicking on the student's name. You can also use the "select all" link to
select all students in the group.

Press the [CtrlI] key and click Betts, Stephanie.
[Betts, Stephanie (000800001

Press the [Ctrl] key and click Faber, Jody.
Faber Jody (31005460)]

Press the [Ctrl] key and click Tabing, Lydia.
[Tabing, Lydia (31015181

Click the Record Past Services link.
Record Past Semnvices

Use this calendar to select the dates to record service. You may select multiple dates.

Click to select May 24th.
24
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Step Action

9. The selected dates are now highlighted in green. Today's date is highlighted in
yellow.

Click the OK button.

DEV - Related Service Provider
b @ prHomePage sendllessage EBuyvCalendar EBsenice Capture [Heln @ Logout

Record Services: Please enter the commaon information for the following students, and then click Continue'

Students (Group Service): Alford Aaron Stephanie Betts.Jody Faber Lydia Tabing

+ Student SpeechLangRefStartDate
+ Student SpeechLangRefEndDate:
* testSpeechStartDate:

Encounter Attendance

Provider Provider Related Semvice

Date of Service And Start Time' [g5202011 B8 at| AN =] b
End Time [~ [ [aM =]

Service Type * [[Salech)

Session Type [rect Sovice ]
Group Size [(Select) =
Service Location (Select) u

* Be sure to enter these fields.

[ @ [7a - [Fimow

a7/

Action

Enter the appropriate information into the Time field.

Enter "10".

Enter the appropriate information into the End Time field.

Enter "11".

Click the dropdown to specify the Service Type.

Note that the options on the form will change based on the type of service that is
selected from the dropdown list.

Click to select Adapted Physical Education.

Click the Session Type dropdown.
Direct Senice j
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DEV - Related Service Provider
b @ uvtomePage sendiessace BBuvCalencar EBsenice captue [ZHeln @ Logout

Record Services:

Select RECmd:IEE((s Stephanie (000800001) - 5/24/2011 j # Records Saved: |1 of |4

« Student SpeechLangRefStartDate
« Student SpeechLangRefEndDate:
« testSpeechStartDate:

Encounter Attendance

Student Betts Stephanie
Student ID 000800001
Provider Provider Related Senice

Date of Service And Start Time* [p5/24/2011  B&at[10:00 [AM =] (hhmm;
End Time [11 T

Service Type * [ Adapted Physical Education

Session Type
[EET =T

Duration Ser

Group Size | Direct Senice - Makeup  fy a value [ (Select) =

- —lindirect Senice
Service Location |5 gent Absent

Provider Absent
Cancelled

Progress Indicator

Session Notes. =

By clicking the certification below, it is my intent to electronically submit this record to the NYC DOE. My submission of this record in this fashion is the legal equivalent of my handwritten signature on the submitted record.

T * 1 centify that I was approved by the NYC DOE to provide the services, that | provided the services documented in this record, and to the truth of the information it contains.

" Be sure to enter these fields.

[ ineernet

L 100%

a7/

Action

Click to select Direct Service.
Direct Semvice '

DEV - Related Service Provider
b #urtomePage Sendlessase EBuvCalencar EBsenice captue [Zheln @ Logout

Record Services: Please enter the common infermation for the following students, and then click Continue'

Students (Group Service): Alford Aaron Stephanie Btts,Jody Faber Lydia Tabing

+ Student SpeechLangRefStartDate:
* Student SpeechLangRefEndDate
+ testSpeechStartDate:

Encounter Attendance

Provider Provider Related Semvice

Date of Service And Start Time' [05202011 @@ at[10 [AN =]tnmm)
End Time [T | [AM =]

Service Type * [Adapted Physical Education

Session Type  [FESETEAN—_G—G
Group Size |(Select) x|
Service Location [(Selecyy =]

* Be sure to enter these fields.

[ internet
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Step Action

16. Click the Group Size dropdown.

(Select) j

17.

18. Click the Group Size dropdown.

[Select};JJ

19. Click to select a group size of 3.

20. Click the Service Location dropdown.
(Select) j
21. Click to select Gym.

|Gym |
22, Click the Continue button.

| Conince |

23. Click the Progress Indicator dropdown.

24, Click to select Student made partial progress toward goal attainment.

25. Enter the appropriate information into the Session Notes field.

Enter "text here".

Note: Clicking the checkbox to certify the service will submit the service record to
the DOE. Be sure that the information is accurate and truthful before proceeding.

All services must be completed and certified prior to the 15th of the month
following the service.

Click the checkbox to certify this service.
Click the Save button.

The service has been saved. Next to the student's name it is indicated as "Saved" and
1 out of 4 records have been saved.

Click the Select Record dropdown to certify another service.

Click to select Betts, Stephanie.
|Betts, Stephanie (000800001) - 5/24/2011 |

You are now viewing the service details for the second student.

Repeat the previous steps to complete the Progress Indicator, Session Notes, and
Certifying a Service.
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Step Action

32. Click the Service Capture calendar to view these records on the calendar.
Senvice Ca

DEV - Related Service Provider
b @ uvtomePage Sendlessace EBuvCalencar EBsenice captue [Zheln @ Logout

dule Future Services  Reporis.. ~  Show Calendarliems  [igeviralXRe e =1]
Filter | (Entire Caseload) x
select all _clear selection
Aaron,Alferd (310223502)
Abbasi,Shazad (31052090)

(31020605)
Tabassum, Tousif (31028832)
Tabing,Lydia (31015181)

16 17 18 19 20

SP 60m: Faber,Jody SP60m: Faber Jody SP B0m: Faber Jody

21

24 25

AP 60m: Faber,Jody
AP 60m: Tabing,Lydia

more

31 01 Jun 2

_ **CS 30m; Abbasi,Shazad
select all clear selection

[ [ [ meme [5-[Hww -

Action

The services now appear on the Service Capture calendar.

Click the more... link to view all of the records for May 24th.
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DEV - Related Service Provider
b @i HomePage sendblessage BBuyCalendar EBsenice Capture [Heln @ Logout
dFa Reports.. v Show Calendarllems
Filter. [{Entire Caseload) =, P Tuesday, May 24, 2011

select all _clear selection No time
specified

Aaren, Alford (310223502)
Abbasi,Shazad (31052030)

gam

9
LU AP 60m: Faber, Jody AP 60m: Tabing Lydia AP B0m: Aaron, Alford AP 60m: Betts, Stephanie
11=m

(31028832)

select all clear selection

[ @ [T~ [Faww ~ )

Action

Click to view the service details.
AP 60m: Faber Jody

You are now viewing the service record details. Use the links on the top navigation
toolbar to return to the Service Capture calendar or elsewhere in SESIS.

This concludes the lesson on recording/scheduling group services.
End of Procedure.

Reviewing Encounter Attendance Reports
Procedure

This lesson will guide you through the process of reviewing encounter attendance reports.
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Department of
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DEV - Related Service Provider

Department of

4 @ uyHomePage [ sendlessage

Iy Calengar

e Pluen @ Logou

Edication

QMV Home Page|

What's New?

[*Curriculum

Outline

Select QUICK ACCESS:

Students P Administration
P Help Resources

» Communication | || p personal Options/Content

¥ Reports MESSAGES: You heve no new message(s)

14
ANNQUNCEMENTS:

[ [From User I

[Subject

=y [unapLER (Jolie Hadler)

[08/43 on, 12pm

|meeting

REPORTS:  (save expanded catenories)

P Case Closing

P Declassification

I Evaluation

»iEP

b Referral

P SANDBOX

*3ervice Capture (Encounter Attendance)
& Provider Licensure/Certfication Report

Other Standard Reports...

My Student Caseload S Edit

502|4aren |Atford

Select Group: | (Entire Caseload) x|

0510472008

10th Grage

ifale

Stlukes

1052090 |Abbasi Shazad

03/17/2001

15t Grage

Female

P5 033 Chelsea School

Betts Stephanie

08/23/2000

2h Grade

Female

PS 071 Rose E Scala

31005450 [Faber [Jody

0712811888

Sih Grade

Hale.

Ihs 218 George J Ryan

1020805 |Fabris James.

03/17/2001

1st Grade

Female

Fiorelo H. Laguardia High School

10 Tabassum  |Tousif

08171988

2rd Grade

Female

P5 031 Thaddeus Stevens

Tabing Lydia

08/01/1956

Gth Grade:

ifale

Brookiyn Technical High School

vicecalendar,

watting for

[ interner

[%a - [®1w% - |

Step Action

1. Click the Service Capture link from your homepage.

DEV - Related Service Provider

b 2y tome Page [ Send Message Iy Galengar

Filter | (Entire Caseload) x 4 b todsy ~

select all _clear selection Sun
Aaren, Alferd (310223502)

Senvice Capture [ 2Heln @ Logout

Schedule Fut.

Jun, 2011

Sat

Abbasi Shazad (31052090)
Betts,Stephanie (100800001
Faber Jody (31005460)
Fabri James (31020605)
Tabassum, Tousif (31028832)

“CS 30m: Abbasi Shazad

Tabing,Lydia (31015181)

select all clear selection

ppsclarp vicecalendar,

[ interner

[7a - [Fio% -
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Step Action

2. Click the Reports link.
Repons... -

There are two types of Encounter Attendance reports that you can view directly
from the Service Capture calendar.

Click to view the Services Completed for Student report.
Senvices Completed for Student

This report shows a monthly summary of all the recorded services for a particular
student.

DEV - Related Service Provider

b ) biyHome Page (#SendMessace BBuy Calendar

EBsenice Capturs (THelp @ Logout
Services Calendar — ‘Serwces Completed for Student: [ Aaron. Alford (310223502) jJ

View: [Menthly Summary| - Semices Listing  Actions: &3 Print
Select: [ (all senices) =1 . T Provided by You Only

Services Completed for Student: Alford Aaron (310223502)

@ = May 2011 Services (as of 6/372011) Totals
Sun Mon Tue Thu Fri Sat [ Ce

T
T~

T (50)

I
5

BE| |

AP (50)

=
5
HEEEES

Bl K| =B =[ =

HEE
=3

TT (60m)

Totals in way: 20100

[ [ @ meemet [a - [%1mw -

Action

Click the Services Completed for Student: list.
Aaron, Alford {310223502) j

Click this dropdown to view the monthly summary of other students.
iAaan. Alford {310223502) *I

Click this dropdown to select specific service types.

|[a|l senices) j
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Step

Action

9.

Clicking on a recorded service from the monthly summary will show more details of
this service.

Click the TT 60m link.

[T 60m]

This is the Services Listing view of the report, which provides more detail on the
selected service.

We still have to option to view another student or another service type.

Click to return to the Monthly Summary view of the report.

Checking the "Provided by You Only" option will show service records for only the
services that were provided by you. Services from other providers will not appear on
your report.

Click the Provided by You Only option.

Click to return to the Services Calendar.

DEV - Related Service Provider

b #uytome Page  Fseng

uessage B Calendar nice Capture [ 2heln @ Logout

Filter | (Entire Caseload) >

select all clear selection

s s [ Reparts. ~ BEETTS o
Record Past S edule Future Services RCGENE Show Calendar ltems Incomplete Services
L

< b today v May, 2011

Aaron, Alferd (310223502)
Abbasi Shezad (31052090)
Betts Stephanie (100800001
F (31005460)

16 17 18 19 20 21

SP B0m: Faber,Jody SP60m: Faber Jody SP B0m: Faber Jody

24 25

AP B0m: Faber.Jody
AP 60m: Tabing,Lydia

more...

31 01 Jun 2

select all clear selection

“CS 30m: Abbasi Shazad

ez o T
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Step Action
14. Click the Reports link.
| Repors... - |

15. Click to view the My Completed Services calendar.
My Completed Senvices

16. This report shows a monthly summary of all services you have provided and
recorded.

DEV - Related Service Provider

b ) biyHome Page (FSendMessae EBuyCalendsr BBSenice capture [ZHelp @ Logout

Senvices Calendar — [Your Completed Sevices
View: [Menthly Summary| - Semvices Listing  Actions: & Print
Select: [ (all senices) K|

Services Completed by Related Service Provider
Student Name @ % May 2011
(ID) 1

2 fafe]e s w|e]we]r BEIEBEE BHEEEREEREEBEE

9 (210223803)

snie (000800001)

AP=AP,SP=5P

[ [ [@temet

Action

Click the Select dropdown.
I[all senices) j|

You can select a specific type of service to filter the report and only view that
service.

Click to select Speech-Language Therapy.
p
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DEV - Related Service Provider

€ 1irHomePsge P sendliessage BBy Calendar BB senice capre Pely ® Logout

Senvices Calendar — \Your Completed Sew\ces‘

Viewr: [Monthly Summary| - Semices Listing  Actions: I Print
Select: [Speech-Language Therapy 3|

Speech-Language Therapy Services Completed by Related Service Provider
Student Name | ® % May 2011
(ID) sz ][=[-]"

=

R EEEE EEEEE EEELEE

|
rmmseze| | [ [ ][]

[ [ [6 meemer

Action

You are currently viewing all services you provided and recorded for Speech-
Language Therapy.

Click the SP 60m link to view service details.

This is the Services Listing view of the report, which provides more detail on the
selected service.

We still have to option to view another student or another service type.

Click to return to the Monthly Summary view of the report.

You are now viewing the monthly summary.

For the remainder of this lesson we will be logged in as a Central user, as the
following reports are only for select Central-based users.
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> Curriculum/
Instruction

Students

»C

DEV - MAXIMUS - jill

4 @ uyHomePage @sendilessage BB calendar Plely @ Logout

QMV Home Page| School Year: 2010-11, \MP1  Last Login: 06/15/2011 Wed, 01:58 P4 What's New?

QUICK ACCESS: A~

¥Students Recently Worked With

Dadian Mary

P Administration

Student Young
Ajami, Bahareh
Hawk, Lucy
Student Test
Arbetman, Alvin
Lamin, Tamba
LcFlower, Patty
(Search for Oiter.

P Administration

P Personal Options/Content

MESSAGES: You have no new message(s)

ANNQUNCEMENTS:

[ [From User |

[Subject
=y |uTRaN (suzanne Tran)

R0 Weeting for John Smith

110115 Tue, 12PM to 1P

REPORTS.  (save expanded calegories)

> Case Closing

P Declassification

P> Evaluation

[gl=a

I IEP Future Release

P Placement Future Release
P Referral

P Referral Future Release

P SANDBOX

[Other Standard Reports

@ trtemet

[Va - [®imw -

Action

We are now logged in as a Central user.

Click the Report menu.

Click the Advanced link under the Report menu.
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P Curriculum/
Instruction

Students
> Communication
[*Reports
Standard

Advanced

I Administration

DEV - MAXIMUS - jill

Advanced Reports

Actions: Select C ion Task . Reorganize Reports . & Download Repart Definition(s

I Related Services

£ Encounter Attendance Log
2 External Report Prototype

[ [ 6 meme

[#a - [®100%

a7/

Action

Click to open the Encounter Attendance Log report.

I

This concludes the lesson on reviewing encounter attendance reports.
End of Procedure.




