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L earning Objectives

By the end of this presentation you should be familiar with the
following:

- Accessing training and reference materials on the SESIS web portal
and in the SESIS tool

- Logging into SESIS
- Understanding the uses of the Student Caseload
- Accessing student records from the Student Caseload

- Recording services provided to a student in the Service Capture
Calendar

- Reviewing Encounter Attendance reports
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Website Resources for Encounter Attendance

Detailed training and reference materials for Student Caseload and Encounter
Attendance are available on the SESIS portal including:

= Job aids = Computer-based training
= Placemats * Training guides

“ Frequently-asked questions (FAQs) = Recorded brown bag

To access the SESIS portal:

From a computer on a DOE network: http://intranet.nychoe.net/SESIS

From any other computer, use your Outlook password and login to:
https://portal.nycenet.edu/SpecialPopulations/SESIS/default.htm

For non-DOE staff:
http://schools.nyc.gov/Academics/SpecialEducation/ContactsResources/SESIS NonDOE
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Logqging into SESIS

Encounter Attendance requires logging in to SESIS
(https://sesis.nycenet.edu). Use your personal user ID and
password to log in.

Special Education Student
Information System (SESIS)

Department of
Education

For help with login issues, please call 718-935-5100

Welcome to the Special Education Student Information System

urrently available to all D 100ls

(SESIS). SESIS supports users in completing special education
workflow processes from referral through IEP development. Please Please do not change the pre-populated "School/District D" field.
visit the DOE's intranet site (link located below the login) to access To a . T ) o el
training materials and to learn more about preparing for SESIS in Enter y

your school.

This computer system, including all related equipment and information or
data contained herein, is the exclusive and proprietary property of the

NYC Department of Education (NYCDoE}) and is solely for uses expressly School/District IDINYCONFIG
authorized by NYCDoE. You have no right to privacy on the system, and —
all information and activity on the system may be monitored at any time E. User ID|
for any reason without any notice. Any unauthorized use of (or allowing =. Passwcrd|

any third party, intentionally or negligently to access) the system may
result in disciplinary action, civil or criminal penalties.

The Information contained in this system includes confidential data
subject to protection by federal, state and MNew York City laws statutes
and regulations. You are prohibited from divulging to any third party or
from assisting any third party to access any information obtained through

your use hereof To reset your password_click here

For more information about SESIS please go
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SESIS Homepage: Student Caseload and Encounter Attendance

“ The Service Capture link enables documenting services which have
been provided to a student.
* The My Student Caseload section (pictured on the next slide)

identifies in one convenient location those students assigned to you
who require related services.

) . g - g
Tapanert sl ﬂ Q Search Curriculum b Communication |E| Reporting =4/ Senvice Canture &,s Heip

Senvice Calendar

What's New? My Completed Services

Quick Access

" Help Resources

Messages: You have 1 new message(s)

A
Subject From Date
Notice of IEP Meeting for Karina Alvarado (209165992) Set to . . 0311712014

& Final Status UEOLEARY4 (Erin Oleary) 240081: 1.5. 081 Leonarde Da Vinci Mon 12738 FM

B IEPs Not Completed by IEP Meeting Date
E Mandated Member to be Excused

E 0SH Physician Reviews Pending Approval

B Status of Cases Deferred to Central
B Stafus of Home ion Referrals - YT
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Overview of Caseload Management

* The Student Caseload is located at the bottom of the SESIS Home
Page.

= DOE staff can edit (add or remove) students from their caseloads.

= SESIS roles with city-wide access can also add students to the
caseloads of staff members.

My Student Caseload SuwEdit  Select Group: I (Entire Caseload) 'I
| o [tasthame|First Name Process Stage|

@ |31030834 |Leach Henry

ﬂ 21018345 |Pearzon Zeb Annual Review

ﬂ 31058357 | Seher Debbis Annual Review

ﬂ 210104284 | Smith Brenda Annual Review

ﬂ 223542832 | Zimmerman | Zoe Resvaluation
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Overview of Encounter Attendance

* Completed and planned services for students are input on-line into the
Service Capture calendar in SESIS.

= Sessions can be input into the Service Capture calendar in past, current and
future months.

= Sessions can be input for one student for one or multiple days, and multiple
students (group) for one or multiple days.

“ The Service Capture calendar:

Lists all students to whom you will provide services (your student “caseload”)

Displays the current month’s calendar and shades non-service dates in grey

Utilizes color coding to indicate the status of the service record, once input

Offers multiple viewing and printing options

Provides Encounter Attendance reports
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Overview of Encounter Attendance

The Service Calendar is accessed by clicking on the Service Capture

link on the homepage.

N . cw g
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A

Curriculum ﬁ Communication lﬂl Repotting =/ Service Caplure Q:l}m

| 11} My Home Page ‘ g Provider Assignment What's New?

Service Calendar

My Completed Services

Quick Access

" Help Resources

Messages: You have 1 new message(s)

Subject

H Final Status

From

Notice of [EP Meeting for Karina Alvarado (209165992) Set to

Date

0317/2014
Mon 12:38 PM

Reports  Save

~ Case Closing

E Discharge Report YTD
E Stalus of Students - Parent Revocation

~ Evaluation

E Compliance Report for Completed Assessments (YTD
E Compliance Report for Incomplete Assessments

E Evaluations to be Completed

E Independent Assessement Management Report - YTD
E Stalus of Assistive Technology Recommendations

E Status of AT Evaluation Referrals (D75

E Status of AT Evaluation Referrals (non-D75

E Status of Travel Training Referrals

E |EPs Not Completed by IEP Meeting Date
E Mandated Member to be Excused

E OSH Physician Reviews Pending Approval
E Related Service Recommendations

E Status of 1:1 Nursing Referrals

E Status of Annual Reviews

E Status of Cases Deferred to Central

B Status of Home Insiruction Referrals - YTD
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Recording a Past Service for One Student (Step One)

= Shaded out days are Non-DOE school days.
“ Once in the Service Calendar, click on a student in your Caseload.
“ Then click on Record Past Services.

ices Reports.. v  Show Calendar ltems F= Print

Record Past Services  Schedule Future Servict
Filter: | Entire Caseload) T ) eday v Sep, 2014 Day Week | Monin
selectall clear selection Sun Mon Tue Wed Thu Fri Sat
Ara bl - (131 01 Sep 2 . 3 4 5 6
Record Past Services
Car
Ca 7 g 9 10 u 2 13
Cru
De
Du
Esc
\M 15 »  Non-DOE School Days g @
{seload
Fer
’ 21 22 23 24 25 26 27

Hei 8 29 0 010ct 2 3 4

i
8
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Recording a Past Service for One Student (Step Two)

“ Click the date you want to record the past service.
= Click OK to display the Service Record input form.

= o I

Select Date(s) x

[ QK J| Cancel |

Record Pas\Services: 1 student(s) selected for individual service

44 4 August 2014 - September 2014 r 13
August September
s M T W T F 5 s M T W T F 8
31 1 2 36 1 2 3 4 I 5 6

32 3 4 5 &6 ¥ 8 89 37 7T 8 Bf 11 12 13
33 10 11 12 13 14 15 16 38 14 15 16717 18 19 20
3 17 18 19 20 21 22 23 389 29 22 23 24 25 26 2V
35 24 25 26 27 28 29 30 40 28 29 30

36 31 41
(Clear Selected Dates)
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Recording a Past Service for One Student (Step Three)

“ The Encounter Attendance Service Record form displays to input,
certify and save the service provided to the student.

= Use the calendar icon, dropdown menus and text boxes to capture
all aspects of the service provided.

.,.,,.,,....,,“Ic.. 12t Q) Search Curicuum @) Communication ggf] Reporting (=4 Service Caplure ;% Help

Record Services:

Encounter Attendance
Student Gi |
StudentID ____. . _
Provider .
Date of Service and Start Time” [35/05/2014 2 (300 | AM v |thhvmm)

Service Type * [(SEBGI

Language of Service | English =

Session Type | Service Provided

Duration 30 minutes

Group Size *Please specify a value
Service Location [Therapy Room v

Progress Indicator | Student made expected progress toward goal attainment.

Session Notes [Enter your session notes here.

By dlicking the certification below, it is my intent to electronically submit this record to the NYC DOE. My submission of this record in this fashion is the legal of my

[ 1 certify that | was approved by the NYC DOE to provide the services, that | provided the services as documented in this record, and to the truth of the information it contains.

* Be sure to enter these key fields.

[ save || cancel |

Department of New York City Department of Education | Special Education Student Information System Project
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Recording a Past Servic

e for One Student (Step Four)

* To complete recording the service, you must indicate progress, add session

notes and “certify” the service.

If you have further questions regarding

session notes, please reach out to your supervisor.

= Click Save when finished.

= Adaptive

acthvities -
- CPT Code ST110

L Visual-motor, Vis Mlmﬂhlal IMﬁo CP‘I’C de 97530

I Wheslchakr management - CPT Cad

©) Writing Dévalopment - CPT Cada grs:m

/ -~

“Be

Save

Lancel

i - CPT Code 97535
. Cognitive-perceptual activities - CPT Code 57532
Can an training - CPT Code 97537

By ci #is my intent 1o slectroncally SUbmit Ihis record fo the NYC DOE My submission of s recond in fhis is
% ceridy that | Boproved by the NYC DOE fo provide ihe senvices. ihal | previded the services as documented i this record. and io the fruth of the
ter these key fields.

ice and Stant Timo® GopeRnid O, (300 | AM + thiumm)
End Time g3 AM ¥
Saervice Type " Occupational Therapy

Language of Servico | English
Session Type Service Provided
Duratien 30 minutes
Group Size | Group v |"Ph
Service Location | Therapy Room

ease specify a vae 2

Progress Indicator | Student made expected progress toward goal antainmant

Session NOWE |Enter your session noles here

—

fashion it the legal squivakenar of my handwriien £gnafune on the submilted record

infgrmation if confaina.

* Note: When you certify a Service Record you should view it as equivalent to
attaching an electronic version of your signature.

Department of
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Recording a Past Service for One Student (Step Five)

“ The completed record will appear highlighted in purple on the Services

Calendar.

Record Past Services  Schedule Future Services Reports... »  Show Calendar ltems @Frim “incomplete Services

(€]) today ~ Sep, 2014
Sun Mon Tue
31 01 Sep 2

10

14 17

= Once a past service has been certified, it cannot be edited. To make a
change the service record must be deleted and recreated.

= Past sessions should be recorded as soon as possible after service delivery.
* Note: To print, delete or edit (non-certified only) service records, double-
click on the service record in the calendar and select the appropriate link on

the Actions: toolbar.

2 mam
N:i;};c
Department of New York City Department of Education | Special Education Student Information System Project 14
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Overview of Encounter Attendance Reports

* Two Encounter Attendance reports can be viewed or printed:
- Services Completed for Student
- My Completed Services

Record Past Services Schedule Future Services Reporis... »  Show Calendar ltems @l Print **Incomplele Services

o5 T Services Completed for Student
\ | tod =)
3\ today ¥ P, My Completed Services
Sun Mon Tue Wed
ED18 01 Sep 2 3

14 15 16 17

21 22 23 24

28 29 30 01 Oct

= Use the Reports dropdown menu to select the desired report.

Department of
Education
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Encounter Attendance Reports: Services Completed for Student

* This report indicates all certified services for a student in a monthly
calendar format.

The report totals the number of minutes of service provided to a student.

Use the dropdown menu to select the desired student from the Caseload.

Use the Select: dropdown to filter services for only one type of service.

Use the Provided by You Only checkbox to view your completed services.

| Services Calendar | Services Completed for Student: | v

|-. Monthly Summary || Services Listing )

Service: | (all services) v Provided by You Only

IMonth: September, 2014

a1

Services Completed for Student:

September 2014 Services (as of 9/8/2014) Totals
31 1 2 3 4 5 6
26 30m SP (30) Student

i B ] 10 11 12 13 name and

0T 30m OT(30)

— NYCID
14 15 16 ar 18 19 20 illb
21 |2 B |22 |5 | |z will be
28 29 30 1 2 3 4 here

Totals in September: (S)?' ggm;
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Encounter Attendance Reports: Services Completed for Student

= Use the Services Listing link to view Service Records in a columnar format,
as seen below.

* This view allows you to see all of your Session Notes, Progress Indicators
and Service Descriptions over time for the selected student.

“ The Set Date Range link allows you to restrict the report to a specific

.
period.
| Services Calendar | Services C for L
|. Maonthly Summary ‘ | Services Listing .\
Service: | Speech-Language Therapy - Provided by You Only
Month: September, 2014 Set Specific Date Range

Speech-Language Therapy Services Completed for Student:

Actual [E,x End |End | Is I ;
Service | Date/Time |Minutes | Student Staff Group |AMPM (P2 | Time | Time P ptive |C ity |15 oamit
i 1ze Equip Work ogn

Size cost |HH MM
inal

S IS S
OTFine|0TGroup|2theT  |oToccup|c

Motor |Therapy f::;fj:' The Reev |F

2014 Services (as of 9/5/2014)

SP

09/05/2014|30 2 Yes Group |No Mo Mo No No No No N
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Encounter Attendance Reports: My Completed Services

* The My Completed Services report shows all services you have certified.

“ It also can be viewed as a listing of all services and sorted by student or
service.

‘ Services Calendar | My Completed Services |

\'. Monthly Summary H Services Listing |

Senvice: | (all services)

Month: | September, 2014

Services Completed by | =
Student Name September 2014

(ID) talalelslalr]e]of[n|[n|ele]luls|lelvle]le|lala|z|ala]s]z|a|sls]n]T

= 5

Hm 30m

3 5

Hm 30m

SP = Speech-Language Therapy

Department of
Education
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Encounter Attendance for Group Sessions

“ The process for recording services for a group of students differs from that
of recording services for a single student in that multiple students are
selected in the Services Calendar before the session date is selected.

“ When a group session is input, SESIS creates individual sessions on that
date in the calendar for each student in the group. Individual Service
Records will be completed for each group member to record their
participation in the group.

“ The process of recording multiple sessions for either a single student or for
a group of students provides a shortcut to expedite the input:

- Complete information that will be common to all the sessions. This information
will then be duplicated to all of the student Service Records.

- Review and save the Service Record for each individual session (in case the
details for one session may differ from all the rest).
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Encounter Attendance for OT/PT Supervisors

= Supervisors do not
have a My Student
Caseload or access to
the Service Capture
calendar.

= Supervisors do have
visibility to a
provider’s caseload via
the Caseload section
of the provider’s
Profile in SESIS.

Department of
Education

,m b @ O seaw | Comokm (@ Communicsion g Revotng =/ SeniceCastre oy Hed
. Sudens
4 My Home Page &7 Chss gt WhasNew
S —
Quick Access Locabci n Reports  Save
* Help Resources v Case Closing
EM’ rgz Report YTD

Messages: You have 1 new massage(s)

B Status of Studorts Parent Revocation

= . - . . s

- or ﬁ Q Search Curriculum ﬁ Communication .gl Reporting %4 Service Capture .= Help
|I Search |
Caseload | Setup | =1 Print

< | Add To Caseload |

Caseload ffj | Dpelete From Caseload

= . = | Transfer to Other C 1 !_

|K|<|n2 3 4 5|> >|| Pag95|ze:|1c| '|

Last Name First Name
Q J 11/21/2001
Q R 04/19/1999
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Encounter Attendance for OT/PT Supervisors

= Supervisors can see all providers servicing a student via the Caseload
section of the student Profile.

= Supervisors can also see completed and planned encounter attendance Service Records
input into the Services Calendar via the Service Records section of the student Profile.

W Profie _gumm_ E_Remsm [ Events
Demographics/ Envuliment/Contact F, | — == 0t
p ~| [DemographicsEnrolimentContact] TestDataFlow I
Student Name: Giselly Cansla
| Plarzmen Class Stidenl RDNV
Student Information| ¢... cisigDiscige Service Records
| Historical Data Report Flrst Attends

Micldle: Nz

= Click on the magnifying glass icon located in the left margin of the Service Record row to
view the details.

Service Records for Student:
kl<@rreser8sm [5]4 Pwmein - AT e 2 60 pages

Q POBI0T. 0500 AM Occupatioral Therapy » Yeu

(a1 s SpasthLanguaga Tharapy 1 Ven

(o} DAZN2014 02100 P8 Special Education Teacher Support Services [SET5S] &% You

(+] B4ZHI0NL, 150 AM Spesch-Langeage Therapy ) Yes

Q DAAZ01L 1145 AM Spacial Education Teachar Suppart Sendces [SETSS] £ Yes

Q 041102014 0115 PM i Teacher |5ET55] &5 Yas

Q Q402014 0200 P i Teachss e [SETSS) 4 Yes

Q OEQ01E 1030 AM Speach-Langsage Therapy a0 Tes

a DLUDBG01A. 0930 AN Taachar Support {SET55] % Yos

(=} DATT2014. 1015 AN Spocial Educaton Teacher Support Services [SETSS] &% Tes
Kicu]]ls!?lﬁ‘n 3[4 pagesen i 207 Mnannc paoal
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Overview of Scheduling Future Services

= SESIS allows scheduling of future services up to two months at a time.

= As with past services you can schedule future services for one student on
one or multiple days, or multiple students on one or multiple days.

“ Once the service has been delivered, providers can edit the Service Record
to complete the remaining fields in the form (e.g. Progress Indicator,
Session Notes, etc), certify and save the record.

* Providers cannot view scheduled future services by other providers.
Providers should continue to work together to schedule future service
deliveries that do not conflict.

NG
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