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This guide, for those SESIS roles permissioned demonstrates how to add or remove a student to a 
provider’s caseload. 

Displaying a Provider’s Caseload 

1. Log in to SESIS and from the Search link in the top navigation bar, click Staff. 

 

2. In the Staff – Quick Search Form input the Last Name and First Name of the provider and click 
Search. 

 

3. In the Search Results screen, click the folder icon located in the left margin adjacent to the 
provider’s name to display his/her SESIS Profile. 
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Adding a Student to a Caseload 

4. In the provider’s Profile click on the Main menu, and click Caseload to display the provider’s 
caseload. 
 

 

5. From the Setup menu click Add to Caseload.  
 

 

6. Use the Students Quick Search Form to display the student to be added to the caseload. For 
example, input the student’s NYCID or Last and First Name, and click Search.  
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7. In the search results that appear, click the checkbox in the left margin adjacent to the student to be 
added to the caseload, and click the green bar Add Students Marked Below to Caseload.  The green 
color in the student row will fade to a lighter shade of green to indicate the student has been added 
to the caseload.  
 

 
To return to the caseload and confirm the addition, click (Staff Name) > Caseload at the top of the 
screen. 
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Removing a Student from a Caseload 

1. In the provider’s Profile click on the Main menu, and click Caseload to display the provider’s 
caseload. 
 

 

2. From the Setup menu click Delete From Caseload.  
 

 

3. Click the checkbox adjacent to each student to be removed.  When selected, the background of the 
selected student row will turn to a faded green to indicate the student will be removed. Click Delete 
Checked Items, and the selected student will be removed from the provider’s caseload. 
 

 

4. An alert message will display to confirm the deletion. Click OK to remove the student. 
 

 

5. The caseload will then redisplay without the deleted student. 
 

 


