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Encounter Attendance 

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. 

Step Action 

1. To view a student from your caseload, click the dropdown arrow next to the 

student's name. 

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

Documents.  

3. To add students to your caseload, click the Edit link. 
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Step Action 

4. Click the Add Students link. 

 

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

 

Enter "Betts" in the Last Name field. 

6. Click the Search button. 

 

7. 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. 

8. Click to select Stephanie Betts. 

 

9. Click the Add Students Marked Above to Standard Caseload button. 

10. Click the Your Caseload Students link. 

 

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

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

 

14. Click the Remove Students Marked Below from Standard Caseload button. 

15. The student is no longer on your caseload list. 

 

Click the Your Caseload Students link. 

 

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

Group link. 

 

 

 
 

Step Action 

17. Enter the appropriate information into the Group Name field.  

 

Enter "Speech". 

18. Click to select this student. 
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Step Action 

19. Click to select this student. 

 

20. Click to select this student. 

 

 

 
 

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. 

 

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. 

 

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

Speech group. 

26. 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. 

 
 

Step Action 

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

calendar. 
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Step Action 

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

 

Click to select  Abbasi,Shazad. 

 

3. Click the Schedule Future Services link. 

 

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

5. Click the 2 to select June 2nd. 

 

6. Click the 16 to select June 16th. 

 

7. The selected dates are now highlighted in green. 

 

Click the OK button. 
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Step Action 

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

 

9. Click to select 11:30 AM. 

 

10. 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. 

 

11. Enter the appropriate information into the End Time field.  

 

Enter "12". 

12. Click the Service Type dropdown. 

13. Click to select Counseling Services. 

14. Click the Session Type dropdown. 

 

15. Click to select Direct Service. 

 

16. Click the Group Size dropdown. 
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Step Action 

17. Click to select Individual. 

 

18. Click the Service Location dropdown. 

 

19. Click to select Office. 

 

20. Click the Continue button. 

 

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. 

 

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. 

 

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

 

26. The scheduled future service date now appears on the Service Capture calendar. 
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Step Action 

27. Click to view the service details. 

28. 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. 

29.  

End of Procedure. 

Recording a Service 

 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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Step Action 

1. 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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Step Action 

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

 

Click to select Faber,Jody. 

 

3. Click the Record Past Services link. 

 

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

5. Click the 16 to select May 16th. 

 

6. Click the 18 to select May 18th. 

 

7. Click the 20 to select May 20th. 

 

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

yellow. 

9. Click the OK button. 
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Step Action 

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

 

11. Click to select 9:30 AM. 

 

12. 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. 

 

13. 9:30 AM has been entered as the time for all three service dates. 

14. Enter the appropriate information into the End Time field.  

 

Enter "10". 

15. 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. 

16. Click to select Speech-Language Therapy. 

17. Click the Session Type dropdown. 

 



 

Training Guide 
 

 

 Page 13 

Step Action 

18. Click to select Direct Service. 

 

19. Click the Group Size dropdown. 

 

20. Click to select Individual. 

 

21. Click the Service Location dropdown. 

 

22. Click to select Therapy Room. 

 

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. 

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

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

 

Enter "text here". 

29. 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. 

30. Click the checkbox to certify this service. 

 

31. Click the Save button. 

 

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

records have been saved.  

33. Click the Select Record dropdown to certify another service. 

 

34. 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. 

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

 

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

 

 
 

Step Action 

38. Click to view the service details. 

 

39. 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. 

40. This concludes the lesson on recording a service. 

End of Procedure. 

Recording/Scheduling Group Services 

 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. 

 
 

Step Action 

1. 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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Step Action 

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

 

Click to select Aaron, Alford. 

 

3. The first student has been selected. To select multiple students, hold down the Ctrl 

key while clicking on the student's name.  You can also use the "select all" link to 

select all students in the group. 

4. Press the [Ctrl] key and click Betts, Stephanie. 

 

5. Press the [Ctrl] key and click Faber, Jody. 

 

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

 

7. Click the Record Past Services link. 

 

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

 

Click to select May 24th. 
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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. 

 

 

 
 

Step Action 

10. Enter the appropriate information into the Time field.  

 

Enter "10". 

11. Enter the appropriate information into the End Time field.  

 

Enter "11". 

12. 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. 

13. Click to select Adapted Physical Education. 

14. Click the Session Type dropdown. 
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Step Action 

15. Click to select Direct Service. 
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Step Action 

16. Click the Group Size dropdown. 

 

17. Click to select Group. 

 

18. Click the Group Size dropdown. 

 

19. Click to select a group size of 3. 

 

20. Click the Service Location dropdown. 

 

21. Click to select Gym. 

 

22. Click the Continue button. 

 

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". 

26. 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. 

27. Click the checkbox to certify this service. 

 

28. Click the Save button. 

 

29. 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.  

30. Click the Select Record dropdown to certify another service. 

 

Click to select Betts, Stephanie. 

 

31. 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. 

 

 

 
 

Step Action 

33. The services now appear on the Service Capture calendar. 

 

Click the more... link to view all of the records for May 24th. 

 

 



 

Training Guide 
 

 

 Page 21 

 
 

Step Action 

34. Click to view the service details. 

 

35. 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. 

36. 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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Step Action 

1. Click the Service Capture link from your homepage. 
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Step Action 

2. Click the Reports link. 

 

3. There are two types of Encounter Attendance reports that you can view directly 

from the Service Capture calendar. 

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

 

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

student. 

 

 
 

Step Action 

6. Click the Services Completed for Student: list. 

 

7. Click this dropdown to view the monthly summary of other students. 

 

8. Click this dropdown to select specific service types. 
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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. 

 

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

selected service. 

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

 

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

 

12. 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. 

13. Click to return to the Services Calendar. 
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Step Action 

14. Click the Reports link. 

 

15. Click to view the My Completed Services calendar. 

 

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

recorded. 

 

 
 

Step Action 

17. Click the Select dropdown. 

 

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

service. 

 

Click to select Speech-Language Therapy. 
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Step Action 

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

Language Therapy. 

 

Click the SP 60m link to view service details. 

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

selected service. 

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

 

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

 

22. 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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Step Action 

23. We are now logged in as a Central user. 

 

Click the Report menu. 

 

24. Click the Advanced link under the Report menu. 
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Step Action 

25. Click to open the Encounter Attendance Log report. 

 

26. This concludes the lesson on reviewing encounter attendance reports. 

End of Procedure. 

 

 


