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Session Expectations

Today’s session is a combination of a PowerPoint presentation 

and hands-on practice in the SESIS training environment using 
assigned logins and students
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Agenda

 Introduction to SESIS

 Logging In and SESIS Navigation

 Student Profile

 LUNCH (12:30 to 1:30)

 Creating Student Documents

Working with and Reviewing the IEP

 Charter/CSE Collaboration

 BREAK (3:30 to 3:45)

 SESIS Resources

 Individual Practice Activities

Dismissal (5:00)
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Learning Objectives

By the conclusion of today’s session you should feel comfortable 

with:

- Introduction to SESIS

- Logging in and navigating the Homepage

- Searching for and navigating within a student record

- Creating student documents

- Faxing documents into SESIS

-Navigating Sections of the IEP

- Sending and receiving SESIS messages

- Logging out
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IEP Process Stages

Initial 

•Referral

•Consent

•Evaluation

•IEP Meeting

•IEP

Annual

•Yearly review of student progress, goals, and programs and services

•IEP Meeting

•IEP

Re-
evaluation

•Includes Mandated 3 Year Re-evaluation

•Referral

•Consent

•Evaluation 

•IEP Meeting

•IEP
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What is SESIS?

Referral Evaluation IEP

Allows management of the entire special education process

Meets state-mandated requirements for Special Education

 Provides one electronic record for each student 

 Secure, web-based, role-enabled case management system 

Current Functionality

Encounter

Attendance
Placement
Spring 2011

Communication Platform and Reporting

Related

Services
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Charter School/CSE SESIS Responsibilities

Charters Can Do Collaboration Between

Both

CSE Will Do

Request for Re-

evaluation

Additional Request for 

Re-evaluation

Initials: Referrals and all 

sections of the IEP

Progress Report Physical Examination Documents related to

Referral

IEP: Present Levels

of Performance 

(PLOP)

Functional Behavioral 

Assessment/ Behavior 

Intervention Plan

Notice of Social History

IEP: Measurable

Annual Goals

Classroom Observation

IEP: Progress 

Reporting

Documents Related to 

Assessment and IEP

IEP: All other sections (non-

Initials)



8
New York City Department of Education | Special Education Student Information System Project 

March 2012

Charter Responsibilities by IEP Stage

Request for 

Re-

evaluation

Teacher 

Progress 

Report

PLOP Measurable

Annual 

Goals

Reporting

Progress to 

Parents

Initial CSE WILL COMPLETE ALL STEPS

Annual N/A X X X X

Mandated 3 Yr N/A N/A X X X

Re-evaluation X N/A X X X

 In most cases, current responsibilities remain

 Please confirm responsibilities with your CSE contacts
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Login to SESIS Sandbox

 Go to: https://sesistrg.appsolgrp.com

 School/District ID = NYCONFIG

 User ID = ucharter### (you will be given a number by the 

trainer)

 Password = training1

*  Please note:  You can use the login you have received to 
practice in the Sandbox for a limited time only
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Login and Homepage Navigation

• Login to SESIS using an Outlook email account ID and password 
on the SESIS website: https://sesis.nycenet.edu

• Components of the homepage include:

- Navigation panels

- Quick Access

-Messages

- Announcements

- Reports

- Student Caseload

http://intranet.nycboe.net/SESIS
http://intranet.nycboe.net/SESIS
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Student Quick Search Form

 Student records are 
located by using the 

Student Quick Search 
Form

 Staff members may access 
students only for their 
assigned location(s) 

 Students can be searched 
by using various search 

criteria including:

- OSIS Number

- First Name

- Last Name
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Student Profile: Demographic/Enrollment/Contact Section

 Each student in SESIS has a profile containing current information on 
the student

 Student data is populated from the NYCDOE data system, ATS

 This section is not editable by schools; instead, changes to student 

data must occur in ATS, which in turn populates SESIS
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Student Profile: Special Education Summary

 Reflects current special education specific data

 Currently populated by a combination of CAP (legacy system) 
and SESIS data

 This section is not editable
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Student Documents: Document Sources

 Every student in SESIS has an online record where documents 
are stored

 Two sources of documents:  

- Internal documents – created in SESIS using defined template forms

- External documents – created outside of SESIS (e.g. a parent referral 
request) and subsequently faxed into SESIS
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Student Documents: Document Status

A status value is associated with each document in SESIS and 
reflects the document’s current stage of development:

 “Draft“ – the first step in the development process when staff members are 
creating a SESIS document. Changes to the document may still be made 
when in “Draft” status.

 “Review” – used once a document (e.g. an IEP or Request for Initial 
Referral) has been fully drafted and is ready for review or approval by other 
members of the team. Changes to the document may still be made when in 
“Review” status.

 “Final” – the document is complete. Changes to the document may not be 
made when in “Final” status.
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Student Documents: Document Status

The status of a document is indicated in the Status column of 
the online student record and as part of the document title once 
a document has been opened.
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Student Documents: Document Sections

Many documents in SESIS have multiple sections and/or 
supporting information associated with the document. Sections 
are accessed by using the Select: arrow dropdown. Sections are 

analogous to pages in printed material.
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Request for Reevaluation

 Create the Request 
for Reevaluation 

from the Create 

New Document 

drop-down

 Once the referral 
has been 

completed, set the 

document status to 

review and inform 

the CSE
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Creating the Physical Examination Form

 The Physical Examination form 

can be printed from SESIS and 

given to the parent for completion 

by a physician

 Once completed, it can be faxed 

into SESIS using the appropriate 

fax cover sheet
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Faxing the completed Physical Examination into SESIS

When you receive the physical examination from a parent/guardian, 
open the Physical Examination from the document list and fax the 

completed form using the Fax Coversheet located under the Print icon
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Faxing in SESIS

 There are two types of fax coversheets in SESIS:

-Document-specific fax coversheets 

-Documents Related to Assessment

 A fax coversheet is provided specific to each assessment template in 

SESIS in the event that the assessment is not able to be input directly 

into SESIS using the assessment template.  If the assessment 

template is not used, the template should still be created and the 
corresponding fax coversheet should be used to fax in the 

evaluation.

 Document-specific fax coversheets are accessed via the Print link in 

the Actions: menu in the assessment template.
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Faxing Documents Related to Assessment

 The Documents Related to 
Assessment fax coversheet is for 

documents produced externally to 

SESIS which you believe should be 

included in the student record

 To easily identify documents, type a 
descriptor for each document in the 

text box when you create it
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Send Message with Document

 To send a message to a SESIS user with a document, 
select More Actions and Send Message With Document
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Completing the Progress Report

 Select Progress Report from the document drop-down

Noting the program/subject in the comment section will 
facilitate retrieval of the document
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Finalizing the Progress Report

 Once you have completed the Progress Report, go to More 
Actions and Finalize the document

 You will be prompted to create an Event and send an 

internal message to relevant users such as your CSE
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Student Event Log

Every student has an Event Log.  Two types of events are captured in 
the log:

- Automatic Events  - automatically created when a document has been 
deleted or a change in status has been made.

- Manual Events - created by individual staff members to document actions 

taken and activities associated with a student’s special education process.  

 Used to record parent/guardian outreach

 Can be linked directly to documents
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Event Log Best Practices

 The Event Log will increase with each school year and provide 
educators and parents a comprehensive history of activities 

 It is best practice to log events for anything a staff member 
should know about the student as the school year progresses 
such as:

- Rescheduled meetings (e.g. IEP, Social History, etc)

- Delayed evaluations

- The student's process stage was updated when creating the Notice of IEP

- A change from a previous service 

- Conversations with a parent

- Collaboration that occurred with a colleague(s) regarding the student

 CSEs and Charters should update the Event Log
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SESIS Communication Platform

Alternative 
communication 
method to Outlook 
email

Messages can be 
sent to any staff 
member on SESIS

Messages are readily 
available from the 
SESIS homepage 
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SESIS Communication Platform

 Similar functionality as Outlook email

 Can attach messages to SESIS student documents – which are 
not accessible outside SESIS
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Most Common Process Errors Related to SESIS Basics

 Calling the SESIS Help Desk when the solution is online, searchable and 
faster

 Searching for a student you don’t have access to

 Not following the “breadcrumbs” provided in the system

 Not understanding process stage definition, usage and impacts

 Creating/finalizing documents out of sequential order

 Not understanding the difference between Edit versus View mode

 Not understanding the Save button definitions and usage

 Not deleting documents created erroneously

 Confusion on which fields are required when creating an event for a 

student
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IEP: Present Levels of Performance and Individual Needs

The previous hardcopy IEP pages 3, 4 and 5 have been 

consolidated into one section in the SESIS IEP.
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IEP: Measurable Annual Goals

 Always check the Select: arrow dropdown to ensure work is being 
done on the correct goal.

 Insert Statements allow users to create and save their own 

statements (e.g. goals, criteria etc …) to be used at a later date.
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IEP: Recommended Programs and Services

The majority of fields in this section are required (pink fields) to 

ensure all critical service information is accurately captured.
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IEP: Summary Page

 PROMOTION CRITERIA allows for input of different subjects for each 
school year.

 INSTRUCTIONAL/FUNCTIONAL LEVELS are entered on the Summary 

page (previously on the present levels of performance).
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Completing a Progress Report for Parents

 Progress Reports for Parents must be set up in the student’s 

IEP PRIOR to finalization

At reporting time, open the finalized IEP and go to the 
Measureable Annual Goals Section

 For each goal, select the appropriate reporting period, 
complete comments, and print
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Website Resources Supporting SESIS

Training and reference information is available from within the 
SESIS tool and on the SESIS portal



37
New York City Department of Education | Special Education Student Information System Project 

March 2012

Website Resources Supporting SESIS

 Placemats:  

- Basic Navigation

-Working with Documents in SESIS

- Logging Events in SESIS

-Major Workflows in SESIS

- Doing Work Sequentially

 Training Guide

- Navigation Basics

 Brown Bags

- Searching for Students / Student 
Profile / Basic Navigation

 Computer Based Training Module

- Navigation Basics

The SESIS web portal provides a variety of training and reference 
information formatted to support multiple learning preferences.
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Website Resources Supporting SESIS

38

 Periodic updates on SESIS functionality and processes are regularly 

reported in the following:

- SESIS Weekly Bulletin

- SESIS Help Topics (i.e. Help Desk database)

 Access to the SESIS portal

- If you are located at a DOE location, use http://intranet.nycboe.net/SESIS

- If you are not located at a DOE location, use 
https://portal.nycenet.edu/SESIS

- For non-DOE staff, use 
http://schools.nyc.gov/Academics/SpecialEducation/EducatorResources/S
ESIS_NonDOE.htm

http://intranet.nycboe.net/SESIS
http://intranet.nycboe.net/SESIS
http://www.p12.nysed.gov/specialed/formsnotices/IEP/training/home.html
http://www.p12.nysed.gov/specialed/formsnotices/IEP/training/home.html
http://schools.nyc.gov/Academics/SpecialEducation/EducatorResources/SESIS_NonDOE.htm
http://schools.nyc.gov/Academics/SpecialEducation/EducatorResources/SESIS_NonDOE.htm
http://www.p12.nysed.gov/specialed/formsnotices/IEP/training/home.html
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SESIS Escalation Procedures

Question Example Answer Escalation

Policy 

Questions

- Should I fax this document?

- Do I fax this to the CSE or 

SESIS?

- I’ve edited goals, what are the 

next steps?

Charter 

Policy FAQs

CSE Point 

Person

Access 

Questions

- My username and password 

don’t work.

- How do I get a username and 

password?

- I don’t have access to my 

current school.

Access FAQ

Document

CSO Ops 

Liaison

SESIS 

Functional 

Questions

- I have faxed documents that are 

not showing in SESIS.

- How do I send a message in 

SESIS?

Functional

FAQ 

Document

TBD
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Training Environment (Sandbox) Information

 Review of Script and ppt

Use url: https://sesistrg.appsolgrp.com

Use the User ID that you were given

 For group sessions, use any Student ID beginning with 
“charter”

 Someone else may be using the student at the same time

 The sandbox refreshes every night

 To show a student with full documents, use student73

 The date the Sandbox will be unavailable is TBD based on 
SESIS go-live date

https://sesistrg.appsolgrp.com/

