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This training guide provides instructions to view student and staff service records for supervisors,
principals and assistant principals.

Viewing a Student’s Service Record

1. From the Search menu, select Students.

Q -

Search Currics

My Home Page 1 Students

2. Type the student’s First and Last Name or ID and click Search.

Students - Quick Search Form
Enter one or more fields and click the Search’ button to
find students with the some field information.

ID

Last Name

First Name

Admin DBN/School Name
# (1D} lookup
Additional Admin
# (1D} lookup
Birth Date p.\aap & ang B (inclusive)

Gender (N/A) oy
Grade (N/A) oy

Receiving Admin
(1D kup

() include Inactive Student Profiles
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3. Click the profile icon.

mize Columns Print Search Results More... N
ID Last N
3 B NEWPLCO50 Place

4. Hover over the Demographic/Enrollment/Contact section arrow to display the fly-out menu and

select Service Records.

Profile Documents Repository Events

Drint Mnora

Demographics/Enrollment/Contact K

| Demographics/Enroll menUContact| TestDataFlow

Special Education Summary Service Records 4
Student Name: Andy Annual Placement First Attends Es 05

Case Closing/Discharge IEP Meeting Document Print Log
StUdeﬂt Iﬂformatlon Searching with or without ID Mandates

NYCID # ANNUALO50 | Searching for General Ed Students with ID - Caseload

First Name Andy Historical Data Report Class Student Roster

Middle Name

5. Click Print for a complete list of service records for the student.

Service Records N Show Filters... Print ‘—e

Service Records for Student: Randy Place (NEWPLC050)

Student Staff Service Date Time

Note: Click Back to previous screen after printing to return to the Service Records.

€ Back to previous screen & Print this document

Service Records for Student: Randy Place (NEWPLCO05(
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6. Click Show Filters to sort records by Service Date Time.

Profile Documents

Service Records N

Repository  Events

Show Filters...%rint

Note: By clicking Show Filters a Service Date Time field appears, allowing the user to filter by Service
Date Time. Click Hide Filters to hide the Service Date Time field.

Profile Documents Repository Events

Service Records N Hide Filters Print

Service Date Time: Between MM/DD/ B and MM/DDy B

(inclusive)

7. Change the default page size from 10, 20 or 50 records by selecting from the Page size dropdown
menu at the top or bottom of the page.

‘ Print

Service Date Time

1/05/2021, 09:30 AM

1171472021, 11:00 AM
/22/2021, 09:30 AM
11/23/2021, 09:30 AM

11/30/2021, 09:00 AM

Service Records N ‘ Show Filters...
Service Records for Student: Randy Place (NEWPLCO050)
K| < llz > 3| | Pagesize: 10 v]
Student Staff
®\ Place,Randy Otdoe,Samantha
Q Place,Randy Ptdoe,Miranda
®\ Place,Randy Otdoe,Samantha
Q Place,Randy Speechdoe,Bruce
®\ Place,Randy Otdoe,Samantha
e\ Place,Randy Ptdoe,Miranda
®\ Place,Randy Speechdoe,Bruce
e\ Place,Randy Otdoe,Samantha
®\ Place,Randy Otdoe,Samantha
G)\ Place,Randy Ptdoe,Miranda
e 1 AR |Page5ize:1o v

Service
Occupational Ther
Physical Therapy
Occupational Ther
Speech-Language
Occupational Ther
Physical Therapy
Speech-Language
Occupational Ther
Occupational Ther

Physical Therapy
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8. Click the magnifying glass icon on the left of a student’s name to view the selected service
record.

Service Records N Show Filters... Print
Service Records for Staff: Bruce Speechdoe (SPEECHDOES0)
k<2 > Page size: 10 v 12 items in 2 pages
F— Student Staff Service Date Time Service Duration Minutes Completed
Q Place Randy Speechdoe Bruce 11/22/2021, 09:00 AM Speech-Language Therapy 30 Yes
Q Place Randy Speechdoe Bruce 11/23/2021, 09:30 AM Speech-Language Therapy 30 Yes
Q Place, Speechdoe Bruce 11/24/2021, 09:30 AM Speech-Language Therapy 30 Yes
Q Speechdoe Bruce 11/29/2021, 09:30 AM Speech-Language Therapy 30 Yes
Q Place Randy Speechdoe Bruce 11/29/2021, 01:30 PM speech-Language Therapy 30 Yes
@ | PlaceRandy Speechdoe,Bruce 11/30/2021, 09:00 AM Speech-Language Therapy 30 Yes
Q Annual Andy Speechdoe Bruce 11/30/20217, 12:00 PM Speech-Language Therapy 30 Yes
@ | PlaceRandy Speechdoe,Bruce 12/01/2021, 11:00 AM Speech-Language Therapy 30 Yes
Q Place Randy Speechdoe Bruce 12/02/2021, 11:00 AM Speech-Language Therapy 30 Yes
Q Place Randy Speechdoe Bruce 12/03/2021, 11:00 AM Speech-Language Therapy 30 Yes
K< Bz >[5 Pagesize: 10 ~ 12 items in 2 pages

Note: The service records are sorted in ascending order on the Service Records list. A value of “Yes” in
the Completed column indicates that the record has been certified by the service provider. A value
of “No”, indicates the service provider saved the record to be completed and certified at a later
date/time.

Viewing and Printing a Staff Member’s Service Records

1. From the Search menu, select Staff.

Department of
Education

Search

iden

My Home Page Students
nent

Classes

Quick Access P Staff
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2. Under the Staff-Quick Search Form, enter the staff member's information such as First Name, Last
Name, or staff ID, and then click Search.

Staff - Quick Search Form
Enter one or more fields and click the ‘Search’ button to
find staff with the same field information.

ID

Last Name

First Name

Works At

#/(ID) lookup

Language (N/A) v
Position (N/A) v
Provider Type ) v

Caseload

D Include Inactive Staff Profiles

3. Click the profile icon.

ID Last Name First Name

[E] SPEECHDOES0 Speechdoe Bruce

4. Hover over the Main section arrow to display the fly-out menu and select Service Records.

J_\Li_nu.l_'-'.ta_{f_[lnunn:\LCaln_nrar

QA View

Persona

Caseload

Service Records w E50
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5. Click Print to print a complete list of service records for the staff member.

6. Click Show Filters to filter records by Service Date Time.

7. Change the default page size from 10, 20 or 50 records by selecting from the Page size dropdown

menu at the top or bottom of the page.

Note: Click the magnifying glass icon on the left of a student’'s name to view the selected service
record. A value of “Yes"” in the Completed column indicates that the record has been certified by

the service provider.

Service Records N

Service Records for Staff: Bruce Speechdoe (

k<2 > Page size: 10

] Student Staff

Q Place Randy Speechdoe, Brgge
Q Place Randy Speechdoe Brucd
Q\ Place Randy Speechdoe,Bruce
Q Place, Randy speechdoe Bruce
@ | PlaceRandy Speechdoe,Bruce
@ | PlaceRandy Speechdoe,Bruce
Q Annual Andy Speechdoe,Bruce
Q Place Randy Speechdoe Bru
Q\ Place Randy Speechdoe,|

Q Place, Randy speechdgdfBr

K< Bz >[5 Pagesize: 10

Show Filters... | Prinl%

E50)

Service Date Time

11/22/2021, 09:00 AM
11/23/2021, 09:30 AM
11/24/2021, 09:30 AM
11/29/2021, 09:30 AM
129/2021, 01:30 PM
11/30/2021, 09:00 AM
11/30/20217, 12:00 PM
12/01/2021, 11:00 AM
12/02/2021, 11:00 AM

12/03/2021, 11:00 AM

Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy
Speech-Language Therapy

Speech-Language Therapy

Duration Minutes

30

30

30

30

30

30

30

30

30

30

12 item!

s in 2 pages

Completed

2ms in 2 pages

Note: Click Back to previous screen after printing to return to the Service Records.

€ Back to previous screen

Student

Place,Randy

Service Records for Staff: Bruce Speechdoe (SPEECHD

Staff

Speechdoe,Bruce

@ Print this document

InfoHub: Encounter Attendance

February 2022

Page 6 of 6



	Viewing Student and Staff Service Records in SESIS (for Supervisors)
	Contents
	Introduction 1
	Viewing a Student’s Service Record 1
	View a Staff User’s Service Record 4

	Introduction
	Viewing a Student’s Service Record
	Viewing and Printing a Staff Member’s Service Records




Accessibility Report



		Filename: 

		Viewing-Student-and-Staff-Service-Records-in-SESIS.pdf






		Report created by: 

		NYCDOE, Online Learning Developer , kedme@schools.nyc.gov


		Organization: 

		SESIS





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 2


		Failed manually: 0


		Skipped: 1


		Passed: 29


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
