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How to Record an Encounter Attendance Session 

In SESIS 

 
Follow the steps below in SESIS to record a past service provided for a student. 
 

1. Log into SESIS. 

2. From the Top Navigation Bar on your Home Page, select Service Calendar from the Service 
Capture dropdown list. 

 

 
 

3. Select a student (click to highlight) from your caseload on the left side of the screen for 
whom you want to record a past service.   

4. Click Record Past Services.  
 

 
 

The Record Past Services pop-up calendar opens on top of the Service Calendar.  
Note:  Since you are recording a past service, future calendar days are grayed out. 
 

5. Select the date of service to be recorded; and then click OK.   
Note:  You will not be able to click OK until you select a date. 

 

 
 

The Record Services window will open.   
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6. Complete the entire form including Progress Indicator and checking the “I certify” box.  

7. Click Save when you have completed your entries. 
   

 
 

Once the service capture has been certified and saved, the completed service will appear on 
the Service Calendar in purple on the date you indicated in the recorded session.  

8. Double click, or right click to view the details.   
 

 

 


