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How to Schedule Future Services for a Student 

This training guide will demonstrate the process of scheduling multiple future services for a 

single student using the Encounter Attendance module in SESIS. 

Scheduling future services is optional.  Indicating progress, completing session notes and 

certifying the session occurs after the service has been provided.  

Note:  Other service providers with access to the student can only see completed and certified 

service records, not your scheduled future services.  Therefore, you should coordinate 

scheduling with other service providers whenever possible to prevent scheduling conflicts. 

1. Click the Service Capture link from top navigation menu in SESIS; and select Service 

Calendar. 

 

2. Click the name of the student for which you want to schedule future services. The selected 

student will be highlighted in blue.  
 

3. Click on Schedule Future Services.  

 

4. Use the pop-up calendar to select the date(s).  In the image below, four Wednesdays were 

selected, resulting in the selected dates being highlighted in blue.  
 

5. Click OK. 
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How to Schedule Future Services for a Student 

The Encounter Attendance Service Record will open as seen in the image below.  The top of 

the form includes all four dates selected for future services.  The provider’s name will be auto-

populated in the Provider field.  Depending on whether you have previously recorded sessions 

for this student, you may see additional fields pre-populated, e.g. Service Type, Session Type, 

Group Size and Service Location. 

6. Click the clock icon to select a service time.  You can enter a different service time for each 

date by clicking on the associated clock icon, or click on Repeat Same Time… to indicate 

the same start time for each future session. 
 

7. Enter the planned session's End Time.  
 

8. Click the Service Type dropdown and select the service type that you will be providing.  

Note:  Selecting some service types, for example, Physical Therapy will auto-populate the 

Service Description section.   
 

9. Select the language from the Language of Service dropdown, if different from the default 

value of English. 

 

10. Select Service Provided from the Session Type dropdown.  You can always change this 

value prior to certifying the service per chance the session was not provided as planned; for 

example, cancelled or student/provider was absent. 

 

11. Select Individual or Group from the Group Size dropdown.  If Group is selected, you need 

to specify the group size. 
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How to Schedule Future Services for a Student 

12. Select a location where you expect to deliver the service from the Service Location 

dropdown. 

 

13. Click Continue at the bottom of the screen. 

 

14. Click Save.   
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How to Schedule Future Services for a Student 

15. The first future service date (1 of 4) at the top of the screen indicates that the service has 

been saved. 
 

16. Select the next future service date from the Select Record dropdown. 

 

17. Verify and edit, if necessary, the information for the session, and then click Save at the 

bottom of the screen. 
 

18. Repeat steps 16 and 17 for the remaining future service dates. 
 

The top of the screen will indicate the number of records saved. 

Note:  Only records for which steps 16 and 17 were completed will be saved to your Service 

Calendar. 

19. Click the Services Calendar link to view the scheduled sessions on your Service Calendar. 

 

The scheduled future service dates now appear on the Service Calendar.  

20. Double-click the scheduled service record to view/edit and certify. 

 

 

Current Date 

 

 

 


