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Accessing SESIS

Logging into SESIS

Procedure

This lesson will guide you through the process of logging into SESIS.

Step Action

1. Enter your'centraluser ID" in theUser ID field. If you do not have one, contact
your principal or the technical help desk.

Enter your DOE password in the Password fiBléase remember it is case
sensitive.

"vc Special Education Student
Department of Information System (SESIS)
Education

Cathicen F Black, Ghancellor

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

Welcome to the Special Education Student Information System P AT R T e

(SESIS). SESIS supports users in completing special education in the pilot release of SESIS. Unless you have been designated
as a pilot user, you will not be able o access SESIS at this time.

workflow processes from referral through IEP development.

Please visit the DOE's intranet site (link located below the login)

to access training materials and to learn more about preparing Toaccess SESIS, use your DOE User ID and password.
- Enter your User ID as follows;

for SESIS in your school CENTRALwser ID

Please do not change the pre-populated “School/District D" field.

This computer system, incuding all related equipment and information or data

contained herein, is the exclusive and proprietary property of the NYC g
Depariment of Education (NYCDoE) and E sn\g{ﬁor%seé expressly authorized School/District ID|NYCONFIG

by NYCDoE. You have no right fo privacy on the system, and all information User ID[e .

and activity on the system may be monitored at any time for any reason without

any nofice. Any unauthorized use of (or allowing any third party, intenfionally or Password|essssssssss
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 New 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

‘Your use of the system constitutes express consent to the above terms and conditions.,

Copyright 2010 The New York City Department of Education

/| 3
userlogin, aspx?workspacsID=NYCONFIG [% Local intranet 100% -

Action
Click theSign In button to access SHES.

This concludes the lesson on logging into SESIS.
End of Procedure.
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Logging Off & System Time Out
Procedure

This lesson will guide you through the process of logging out of SESIS.

Step Action

1. Always use the Logout link to exit SESIS. It is ionfant to logout using this link
because if you have unsaved work, the system will prompt you to save. If you
out of SESIS without using the logout link, any unsaved work may be lost.

DEV - Related Service Provider

Severmentof B 10y Home Page  [FsendMessage BBy calendar EBsenice Captre [ZlHeln @

i Iy Home Page| Welcome, Related Service Provider Last Login: 06/07/2011 TudEnd your ssssonjVhat's New?

[*Curriculum

Qutl
Ss\a‘!{e QUICK ACCESS: A REPORTS: (save expanded categories)

P Administration P Case Closing
P Help Resources P Declassification
P Personal Options/Content P Evaluation

b IEP

P Referral
ANNOUNCEMENTS: b SANDBOX

From | ime|Subject iP Service Capture (Encounter Attendance]
User

UNADLER| .,
BleJolie ?f:,f Hon eeting
nager) |

Students

P Communication

P Reports

MESSAGES: You have no new message(s).

I Administration

(Gther Standard Reports..)

Wy Student Caseload  %Edit  Select Group: | (Entire Caseload) =
ju} Last Name Fi Gender| School

310223202 | Aaren Alford 5/04/2008 (10th Grade|Male St Lukes

31052080 (Abbasi Shazad ‘st Grade |Female |PS 033 Chelzea School

000200001 Betts Stephanie 4th Grade PS 071 Rese E Scala

31005480 [Faber Jody th Grade |Male  [Jhs 218 George J Ryan

3 Fabris James 3/ 1=t Grade Fiorello H. Laguardia High School

abassum  |Tousif / e (Female |PS 081 Thaddeus Stevens

31015181 |Tabing Lydia ! B Brooklyn Technical High School

[Rttps:/fsesisdev. appsolgrp. comfuserlogout. aspx?WorkspaceID=MYCOMFIGEUL=+ € internet |55 - [waos -

Action
Click theLogout link to log out of SESIS.

& Loqoud

Logging out brings you back to the Login screen.

If you have logged into SESIS and have no activity in the system for 15 minutg
SESIS will notify you that you will automatically be logged out due to inactivity
This is for student data security purpase
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m DEV - Related Service Provider

oot 4 BuvHomePage [Fsendiessage ervice Capture M @

Edu
[} My Home Page| Welcome, Related Service Provider Last Login: 06/07/2011 TueEnd your sessionfVhat's New?
[¥Curriculum

Outline
Select QUICK ACCESS: REFORTS save expanded categories

P Administration I Case Closing
o P Help Resources P Declassification
» Communication P Personal Options/Content P Evaluation

»Reports MESSAGES: You have no new message(s). 4=
b Referral

ANNOUNCEMENTS: ES P SANDBOX

windows Internet Explorer x|

Viou have not clicked on a button or link in 15 minutes. Click the Accept button or a link within the next 5 minutes to
keep your session active.

Students

b Administration

Fri
Us

310223502 | Aaren Alford 05/04/2006 | 10th Grade |Male St Lukes
31052090 [Abbasi Shazad 02/17/2001 | 1st Grade |Female |PS 022 Chelsea School

000300001 |Betts Stephanie |06/23/2000 |4th Grade |Female |PS 071 RoseE Scala

31005460 (Faber Jody 07/29/199€ |6th Grade |Male Jhs 216 George J Ryan

31020805 |Fabris James 03/17/2001 | 1st Grade |Female |Fiorello K. Laguardia High Schoal

31028332 [Tabazzum |Tousif 08/17/1998 |3rd Grade |Female |PS 081 Thaddeus Stevens

31015181 [Tabing Lydia 08/01/199€ |8th Grade |Male Brooklyn Technical High School

Ihttps:ifsesisdev. appsolarp. comfuseriogout. aspx? WorkspaceID=NVCONFI Gut=4 @ misrmet R

Action

Click theOK button on the dialog box to make it disappéfayou do not perform

an activity in the system within 5 minutes, you will be automatically logged out

]
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Sorry, your TIENET session has timed out.

Action

If the system logs you out to due to inactiyitlyis message will appear, prompting

you to reconnect and+enter your password.

Click theReconnect To Sessiohutton.

[ = ones |
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Sorry, your TIENET session has til
Reconnect To Session | Exit TIENET

S Enter your password...
Department
Education

Password:
| IReESAEER| Cancel |

Note: after you reconnect, TIENET will refresh the page where you left off

[T [ [@mtenet

=)
Jbstart| & @ @ ™ ([ aLochner - Inbox - 16, | i) UPK To Do.docs - Micros. .. | (& session Timeout - Windo. ., | & Reconnett to Session... « ()2 Q szapm

Action

Click in thePasswordfield and enter your password.

Click theReconnectbutton to reconnect to the sessidbnce you reconnect, you
will see the last screen you were working on.

This concludes the lesson on logging out of SESIS.
End of Procedure.

Navigating the Homepage

1 All staff members will begin on the SESIS homepage. The SESIS homepage looks
similar for all staff and includes the following features and functions:

Top Navigation Bar1 Stays constant at the top of the screen no matter where you are in SESIS
and includes the following links: My Home Page, My Calendar, Help, and Lo@aiails on
each Ihk can be found in this lesson.

Side Navigation Bari Includes links to commonly used areas of the application such as the NY
State Standards, Communications, Reports and Quick Search Forms.

Action Toolbar i This area of the screen will change degiag on where you are in SESIS and
typically includes links to additional actions you can take on a specific page such as editing or
printing.
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Center of Homepage The center of the homepage will display Reports, Students Recently
Worked With, Announements, customizable shortcut links, and the Caseload feature (not for all
SESIS user roles).

The areas above are consistent for all staff members that access S&Ever, based
on your role in SESIS you may have different reports located on ymegage.

If a student you should have access to is not listed on a homepage report, you can use the
Student Quick Search fornThe lesson on Quick Search Forms can be found in the
Searching for Profiles section of the Navigation Basics module.

Navigating the Homepage

Procedure

This lesson will guide you through navigating the homepage.

Step Action

1. This is an example of a staff member's homepage. The specific reports and vig
menu options that appear on your homepage are based on your role aityl secd
settings.

The set of links at the top of the screen is referred to as the Top Navigation Bg
Top Navigation Bar will always remain at the top of your screen no matter whe
you are in the system.

Use the homepage link to get back to your hoage from any other page in the
system.

Use the Send Message link to send a SESIS message to another staff membe

The lesson osending a Messagean be found in th€Eommunications &
Calendar module.

Use the My Calendar link to access your SESISraidr.

The lessons on the SESIS calendar can be found {Ddimmunications &
Calendar module.

Use the Service Capture link to view and record first attend dates for Related
Services.

The lessons on the Service Capture calendar can be founddndbenter
Attendancemodule.
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Action

7.

Use the Help link to access the Help menu, which provides links to additional
resources.

The lesson ofJsing the Help Menucan be found in the next lesson.

Use the Logout link to log out of SESIS after you are done savingwank. It is
important to always log out using this link because if you have not saved your
the system will prompt you to save before logging you out.

The Action Toolbar is located under the Top Navigation bar. The options on th
Action toolbar clange depending on where you are in SESIS.

The left bar is referred to as the Side Navigation Bar.

The Curriculum links allow you to view the New York State Curriculum Standa

Use the Students link to search for those students you have acbgsssiog a
Quick Search Form.

You can search by student ID, name, date of birth, gender, grade, or any
combination.

Use the Communication links to send messages or view archived messages &
announcements posted in SESIS.

Use the Report links to eess or create reports.

Please see thieeporting module for additional information on standard and
customized reports that staff members can create.

Use the Administration links to search for classes, staff, locations, and districtg
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N e DEV - Related Service Provider
)

st 010y Home Page  [Fsend Wessage Wiy Calendar EBH Service Capture pelp @ Logout

@i Iy Home Page What's New?

Students QUICK ACCESS: REPORTS: (save expanded categories)

b Curriculum

» Communication P Administration I Case Closing
P Help Resources P Declassification
P Personal Options/Content P Evaluation

P Administration MESSAGES: You have 1 new message(s). e PEP

[ ] Dateltime [ From User [ Subject | b Referral
|=1]06/09/2011 Thu, 02:33 PI1_[CONSULTANT (MAXIMUS - jil) [P Hesting | » SANDBOX

P Reports

¥ 3ervice Capture (Encounter Attendance)
ANNOUNCEMENTS: ~
&Prowder Licensure/Cerification Report

From . .
User Ds Subject (Other Standard Reports...)
UNADLER|
(Jolie
Nadler)

lesting

06413 Mon,
2PN

Wy Student Caseload SwEdit  Select Group: | (Entire Caseload) x|

D Last Name Fi Gender | School
310223502|Aaron Alford 4 10th Grade|Male | StLukes

31052090 [Abbasi Shazad ‘st Grade |Female |PS 032 Chelsea School

000800001 |Betts Stephanie 4th Grade |Female |PS 071 Rese E Scala

31005460 (Faber Jody 6 6th Grade |Male Jhs 216 George J Ryan

31020605 |Fabris James 03/17/2001 |1st Grade |Female |Fiorelio H. Laguardia High Schooll

31028832 [Tabassum |Tousif 08/17/1999 | 3rd Grade |Female |PS 081 Thaddeus Stevens

31015181 [Tabing Lydia 08/01/1996 |6th Grade |Male Brooklyn Technical High School

@ internet [ - [®imw -

Action

Menu options can be expanded or collapsed depending on which menus you \
like to view.

To expand the Curriculum menu, click on the purple arrow dropdown.
[P]

The Curriculum menu is now viewable.

Click the dropdown to expand the Communication menu.

Clicking on the arrow of an expanded menu will collapse the menu.

Click the purple dropdown arrow next to Communication to collapse this menu
[=]

The Communication menu is now collapsed. You can also show or hide the er
Side Navigation Bar.

Click the purple arrow t&how/Hide Navigation Menu
[l

The Side Navigation Bar is now hidden.

Click theShow/Hide Navigation Menuarrow to show the menu again.

i3

Click thePersonal Options/Contentdropdown.

13
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Action

22.

To edit your personal homepage options, diekSet My User Optionslink.

Dapartment of 4 i uytome Page [PAsenduiessage BBy calendar BB Senice captre ZlHeip @ Logout

» Curriculum
Students General User Options
P Communication Select User Interface Options:

»Reports I Access main menu via dropdown (instead of sidebar) (Locked by Administrator)

 Administration

DEV - Related Service Provider

My Home Page — Set User Options: |General User Options|+ Your Spelling Words

™ Enhanced Accessibility (Section 508 Compliance)

Service Capture Options:
™ With service capture, use last service record of student as defauft values for next one
¥ Use alternative new 'service capture' user interface

Miscellaneous Options:
I” Remember profile section across multiple profile searches

[T [ @ mtemnet [7a - [®wome -

Action

Choose which options you would like included on your homepage and CliS@eth
Options button. There is no limit to the number of options you can include.

Any messages that appear on your homepagemassages sent using the SESIS
internal messaging system.

Any Announcements that appear on the homepage are sent by SESIS staff m
that have the security privileges to do so.

The Reports section of the homepage displays the standard repoytsthaie
subscribed to, meaning they are reports that will appear on your homepage, rg
than being accessed via the Side Navigation Bar.

If you are assigned to more than one school, you will have the option to select
location on your homepageo¥ will need to click on the location of the student
you're working with in SESIS.

Please Notelt is important to remember not to use the back button in your inte
browser. It will not display the previous page and you may be disconnected frg
system.




Training Guide N
Department of
Education

DEV - Related Service Provider
ik ) 1y Home Page [ Send Messace Calendar Senice Capture [ZIHeln & Logout

&My Home Page| Welcome, Related Service Provider Last Login: 06/09/2011 Thu, 12:55 PM  What's New?

P Curriculum

Students QUICK ACCESS: REPORTS:  (save expanded cateqories)

P Administration I Case Closing
> Help Resources I Declassification
I Personal Options/Content P Evaluation
Ldminietation MESSAGES: You have 1 new message(s). ~ MIEP
‘ Dateftime | From User | Subject > Referral
[=]06/09/2011 Thu, 02:33 PI_|CONSULTANT (MAXIUS - il |ER Hesting P SANDBOX
P Service Capture (Encounter Attendance)

» Communication

P Reports

AMNOUMCEMENTS: -~

From
User
UNADLER
(Jolie
Nadler)

i d Reports. )

Date/time| Subject

06/13 Mon,

ke liesting

Student Caseload %Edit  Select Group: | (Entire Caseload) x|

310223502 | Aaren | Alford 05/04/200€ | 10th Grade|Male St Lukes

31052090 |Abbasi Shazad /17/2001 |15t Grade |Female |PS 023 Chelzea School

1|Betts Stephanie /2000 | 4th Grade |Female [PS 071 R Scala

31005480 |Faber [ Jody 07/29/1995 |Bth Grage |Male  |Jhs 218 George J Ryan

31020605 |Fabris | James. 03/17/2001 ale |Fiorello H. Laguardia High School|

31028832 |Tabassum |Tousif 08/17/1999 | 3rd Grade |Female |PS 081 Thaddeus S

Action
Click theLogout link to log out. You will be prompted to save unsaved work.

@ Logout

This concludes the lesson on navigating the homepage.
End of Procedure.

Accessing the Help Section

Procedure

This lesson will guide you througlt@essing the Help menu.
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b Curriculum
Students

P Communication
P Reports

» Administration

DEV - Related Service Provider (PS 035 Stephen Decatur)
@ Wy Home Page A zeng Ilessage v Calendar 8 Service Capture @ Logout

i Iy Home Page What's New?

QUICK ACCESS:

P Administration
P Help Resources
P Personal Options/Content

MESSAGES: You have 1 new message(s). ~
!r‘ fti |Frum User |Subj9|:l |
| =1 |05/08/2011 Thu, 02:33 FI |CONSULTANT (MAXIMUS — il |Ertiesting |

ANNOUMCEMENTS:

From User Date/time  |Subject

] 1ADLER (Joiie 08/13 Mon,
Nadler) 12PN

liesting

REPORTS:  {save expanded categories

I Case Closing

P Declassffication

I Evaluation

PIEP

P Referral

P SANDBOX

P Service Capture (Encounter Attendance)

(Gther Standard Reports )

My Student Caseload uEdit  Select Group: | (Entire Caseload) =]

D Last th ‘Gender| School

@ 310223502 | Aaron Alford 05/04/2008 | 10th Grade | Male St Lukes
@ |31052090 |Abbasi Shazad 03/17/2001 |1st Grade |Female |PS 033 Chelzea School -
3

Ittps:i/sesisdev appsolarp. comfusarhome aspx

|8 Local intranet 100% -

Action

To access the Help menu, cliclelp.

The Help menu includes links to additional resources intended to assist you
throughout the special education process.

This list is dynamic and additional resources willdoieled periodically.

Click the(a). SESIS Helplink view this resource.
{a). SESIS Help

Resources will open in a new window, but you have never left SESIS.

There are multiple resources available in this window. We will now open a few|
explore specific Help topics
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[*Curriculum
Outline
Select

Students
» Communicatic
P Reports

I Administratior

c /2 SESIS Help - Windows Internet Explorer
—_—

-

\so ks

| htps: fsesisdev appsolarp.comhelpassistfindex. el

=008 1[4 x| [sooge L~

File Edit Wiew Favorites Tools

@ Corvert ~ [ Select

Help

e ey SESIS Help

fil - B - & -

irPage - (CpTedls - 7

SEARCH

@  SESIS Help

Call the SESIS Help Desk at (718) 935-2985

Quick Reference Cards

Can' find what you're locking for?
Bag Sessions and

[£]=SESIS Help home

[£] Accessing the SESIS Weh
site

@ Assigning a location for a
Turning 5 student

[E12E813 overview

[E)Tuming 5

(O Process averiew
(1 system navigation
(O Referral

(2 social histery

[ Evaluation

(I individualized Education
Program (IEP)
Compliance

(Z) Declassification, case
closing, discharge
(1 Documents

(O Events
(B | Reports
O Profiles

Welcome to SE SIS Help

Need help with SESIS?

o Use the Table of Contents on the left to browse through help topics. Click a

folder (23} icon to expand the category.

o Use the Search box above to search for a specific topic or term. For example
for information about how to create a fax coversheet, type fax coversheet in
the Search box. A list of topics about fax coversheets appears

Or, try any of these commonly-used topics:

» Creating a fax covershest
+ Creating a new IEP document
» Updating a process stage in SESIS
For information about how to get started in SESIS
+ How do | create an initial referral?

» How do | create an annual review

lon

dures Manual Feb.

of School-Age Students —

pcuments
ments

he asseciated rules for

=

(L1 System administration
(71 Troubleshooting [}

Did you know? Each fax coversheet is specific to a student. Each time you need to fax something in to SESIS, you must
create a new fax coversheet

» How do | create a mandated three-year reevaluation?

=

ASSIST

by CCT Group, Inc,

[ [ [ [NJiocal mrenet

0% - g

Done: [

Action

There are multiple topics listed that you can choose from. Clicking on a topic W
open information related to this topic.

Click the Social history folder.

These are the available topics under the Social History section.

Click the Completing the Home Language Identification Survey (HLIS)ink.

You are now viewing the Help topic for Completing an HLIS with digstep
instructions.

You can also search for specific help topics.

Click in theSEARCH field.

[

Enter the approjate information into th6&EARCH field.

Enter"annual review'.

You are now viewing a list of all SESIS Help topics related to the annual reviey
process. To view a specific topic, you would simply click on the topic name.
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S d 6?' [ s jsesisdev. appsolgrp. cominelplassistfindec himl 7| IEHX\ [uoge [o]-]

File Edt Wiew Favorites Tools  Help @ Conwert = [0 Select
[*Curriculum

Outline 4 e SESIS Help | | Fio- Bl - oo Page - 0 Taoks
Select Quick Reference Cards

- Can't find what you're laoking for?
Students SEARCH [annual review @ SESIS Help Call the SESIS Help Desk at (718) 9352985

P Communicatic

Bag Sessions and

b Reports [Z]SESIS Help home On the SESIS home page. click Status of Annual Reviews in the Report
[£] Accessing the SESIS Weh section.

s = "
P Administratior Eli‘seswgmng alocation for a Note: Students who are triggered in CAP far annual review will appear on this

Turning 5 student repor.

@SESIS overview of School-Age Students ——
=] Tuming 5 Important: During the SESIS pilot, students may not appear on this report

The annual review should be processed in SESIS if records indicate that the

[ Process averview annual review is due. In this case, |ocate the student’s profile and proceed to

(1 System navigation step3 pcuments

o ments
iz Review the report and click the magnifying \p] glass icon for the student you

[0 Sodial history wish to work with

| Evaluation

[ Individualized Education
Program (IEP)
Compliance

on

dures Manual Feb.

Note: You may also search for the student to access the student's profile he associated rules for

The student’s profile appears

(1] Declassification, case Review the Process Status section of the student's profile to verify that the

closing, discharge student's process status is one of the following combinations:
Documents

[ Events » Process Type: Initial: Process Stage: IEP: Is this process open?: No
U Rsports » Process Type: Reevaluation; Process Stage: IEP: Is this process

[ Profiles open?: No

(L] System administration
[ Troubleshosting

Did you know? Each fax covershest is specific to a student. Each time you need to fax something in to SESIS, you must
create a new fax coversheet

Process Type: Mandated 3-Year: Process Stage: IEP: Is this process
(=l ) P 9 ! =

A

J Local intranet H100% -
VA

Action

Click to close the window and return to the main SESIS screen.

DEV - Related Service Provider (PS 035 Stephen Decatur) 1elp Guid

Eeieant of 3 10y Home Pace i Send Msssaqs iy Calendar Seniice Capturs | @y (a). SESIS Help

‘@ My Home Page| Welcome, Related Service Provider Last Logi (@ LbL. Computer-Based Training Modules
[ Curriculum Interactive simulations of working in SE2IS
QOutline § c). Training Materials
Select SIS RE e Raole-based Wehcasts and Guides, and Quick Reference Cards
¥ Students Recently Worked VWith P d). SESIS Website
Students Betts_Stephanie » 0 ;.::‘I;?;s Mew, Registration Link for Brown Bag Sessions and
P Communication —= — P e @ (e). sesis Faas
P Administration
P 1Y@ (. New State IEP FAQ
rH @ (). Principal’s Guide to Special Education
rg h). NYCDOE Standard Operating Procedures Manual Feb.
MESSAGES: You have 1 new message(s). ~ b g 2008
T = - The Referral, Evaluation, and Placement of School-Age Students —
|D: [From User [Subject | with Disabilities
|=2]06/09/2011 Thu, 02:33 FM_[CONSULTANT (MAXIMUS -jil)_[IER Mesting | @ (0. HYCDOE Promotion Polic

e i). Independent Evaluation Resource Documents
My Student Caseload SuEdit  Select Group: |[Em\re cﬁsemad;j Independent Evaluation Resource Documents

O k). Accommodations for Testing
Office of State Assessment

» Reports P Help Resources

> Administration P Personal Options/Content

Last ‘Gender | School

Aaron Alford I 10th Grade|Male St Lukes {1). Appendix K (Case Close Reasons)

Abbasi Shazad 031772001 |12t Grade |Female |F5 022 Chels Description of case close reasons and the associated rules for
using each case close reason

000800001 | Betts Stephanie | 06/23/2000 |4th Grade |Female |PS 071 Rose ==

31020805 |Fabris James 02/17/2001 |1st Grade |Female |Fiorello H. Laguardia High School

31028822 |Tabassum | Tousil 08/17/1988 |2rd Grade |Female |PS 081 Thaddeus Stevens

o
[+]
o
@ 21005260 |Faser Jody 0712811395 |Gth Grade [lale  |ins 216 George J Ryan
o
[+]
o

31015181 |Tabing 02/01/1995 |&th Grade |Male  |Brooklyn Technical High School

o1

[%J Local intranet 1% -
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Action

Click theNYCDOE Standard Operating Procedures Manual link to view this
resource.

You can use the Find feature to search for a word or phrase within the resourg
it will take you directly to the topic you wish to access.

Case Mgr200 (PS 071 Rose E Scala) " =
Departmentaf |4 i comapana B caendar [locilm oo ccone ..
= {2 http:/ /schools.nyc.gov,/NR /rdonlyres/ 5F3A5562-563C-4870-871F-BB91 S6EEEG0B,0,/0306200950PM.pdf ~ Windows In - ol x|

—— E—
[ Curric o i) =[] rtteischols.nve.aovitRirdoriyres/SF3AS562-5630-4670-67 LF-BES1 SGEEFRIBMINA06200350R ] | #4 | K | A Sesrch 28

o

Oullin Fje Edt GoTo Favortes  Help @yconvert + []Select
Selec

% @http:ffsthnnls‘nyc‘gnw‘NRtrdnr\\yresISFBASSEZ-SESC".| | 3 - - ) v |- Page = () Tooks + Mgr200
Stude

el ERT IR e T

Department of
Education

STANDARD OPERATING
PROCEDURES MANUAL:

The Referral, Evaluation, and Placement
of School-Age Students with Disabilities

February 2009

-

[Downloading (452,22 KB of 2,97 MB) : http:fschools.nyc. govi/NRjrdonlyresiSFaassez-seac-4a70-67aF | | | | | | |unknownzone [ 7

Histart| (3 @ @ > (@ 3 ALochner - Inbox- ... | @) Squrreal 1.4.52 - M..._| 5] Nay Besic changes.dac... | € My Home Page - tindo... [ hetps//schoolsnyca.. | < da 10:12 &

Action

Click to close the window and return to the main SESIS screen.

As you scroll down the Help menu, there are additional resource documents a
links available.
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e DEV - Related Service Provider (PS 035 Stephen Decatur) T

Education
I My Home Page| Welcome, Related Service Provider Last Logir (@ (bl Computer-Based Training Modules

[¥Curriculum Interactive simulations of working in SESIS

Outline - c). Training Materials
QUICK ACCESS: ~ rel @ Role-based Webcasts and Guides, and Quick Reference Cards

Select
¥ Students Recently Worked With P d). SESIS Website
Betls. Stephanie % @ whats New, Registration Link for Brown Bag Sessions and

pre—— mare
[8earch for Otfer..) PH @ (el sESISFAQS
P Administration

P @ (0. new State IEP FAQ

P Help Resources . ®
L. . a). Principal's Guide to Special Education
P Administration I Personal Options/Content b
N (h). NYCDOE Standard Operating Procedures Manual Feb.

MESSAGES: You have 1 new message(s). A b o g 2000
- - The Referral, Evaluation, and Placement of School-Age Students —
[ [patertime [From user [Subject | (ot with Disabilities

|Eosi0912011 Thu, 02:33 P _[consuwtant pusxanvs - [P uzain | || L=} @y 1), nvcpok promotion poic

G . Independent Evaluation Resource Documents
My Student Caseload REdit  Select Group I[Ermrg casgmad:ﬂ Independent Evaluation Resource Documents
@ k). Accommodations for Testing
2 e e LD E2ENe o CTIO0H Office of State Assessment
310223502 | Aaron Alford 05/04/2008 [10th Grade|lale  |StLukes 11. Appendix K (Case Close Reasons
@ Description of case close reasens and the associated rules for

IR Bneg of 01y Home Page [ Send Wessage v Calendar B8 Service Capture @ (2). SESIS Help

Students
P Communication

P Reports

31052090 |Abbasi Shazad 03/17/2001 |1st Grade |Female |PS 032 Chels:

using each case close reason 'J

000300001 | Betts 06/23/2000 |4th Grade |Female |PS 071 Roze Es=r

31005480 |Faber Jody 07/29/199€ |6th Grade |Male Jhs 21€ George J Ryan

31020805 |Fabris James 03/17/2001 |1st Grade |Female |Fiorello H. Laguardia High School

31028832 |Tabassum |Tousif 08/17/1999 |3rd Grade |Female |PS 081 Thaddeus Stevens

31015181 |Tabing Lydia 08/01/1986 |6th Grade |Male Brooklyn Technical High School

[%J Local intranet

Action

Click theClosebutton to close out the Help menu.

This concludes the lesson on accessing the Help menu.
End of Procedure.

Using Icons

Icon Basics

Procedure

This lesson will guide you through icon basics.

Step Action

1. Magnifying Glass icons indicate you canliddown to view additional information.

In this example, the magnifying glass drills down to the student's profile.

Clicking the Document icon will bring you to the student's document screen to
access a student's existing documents or to create aotewent for the student.

Clicking the Repository icon will bring you to the student's repository screen, w
contains documents that were not created in SESIS but were faxed or uploadg
the system to become part of the student's online record.
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Step Action

4, Clicking the Popup Calendar icon will provide you with a calendar from which
can view and select dates.

Clicking a Question Mark icon will display additional information to assist you i
completing data fields.

Clicking on a dropdown arrow will prade you a list of items to select from.
Clicking a dropdown arrow will display more items for you to select.

The ABC represents the spell check icon. The lesson on the spell check tool ¢
found in the next lesson

This concludes the lesson on idoasics.
End of Procedure.

Spell Check Tool
Procedure

This lesson will guide you through the process of using the spell check tool.

Step Action

1. The spell check tool can be found next to the green save and cancel buttons g
top and bottom of the seen while viewing a document in edit mode.

Margaret Sweeney (PS 071 Rose E Scala)
@Hi Home Page ; Calendar EHED QSu;;nn @Lngaul
Search — Jon Smyth (080001001) — |Draft Request for Reeva\uat\om‘ ( 2009-10)

Select: ©Request for Resvaluation

[ sweDoneEding | Sae Contius Edting | Concal

!@ To complete this section, fill out the form below and click save above.
+ If you selected initiation of related service you must specify.

Skip to end of page * Denotes a required field

b PS 071 Rose E Scala
L 3000 Roberts Ave
Bronx. NY 10461
Department of 555-434-4621
Education

Request for Reevaluation

Date: * =

Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001

This request has been made because the student’s educational or related senvices needs warrant a reevaluation (this includes improved academic achievement and
functional performance). Provide a summary of the student's present levels of performance in both Academic and Social/Behavioral areas.

Academics:

vour text herey

Social/Behavioral Development:

/@ internet 0% v g
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Step

Action

2.

Click theSpell Check Iconbutton.
=

If you have spelled a word incorrectly, the spell check tool will suggest the cor
word. If the correct suggestion is provided, select the word éeidtbke "Change
Word To..." button.

Margaret Sweeney (PS 071 Rose E Scala)
a1 Home Pace B 1 Ploen Wsuopor @ Logout

Search — Jon Smyth (080001001) — |Draft Request for Rseva\uatmm‘ { 2009-10)

Select: ORequest for Reevaluation

T B - |

To complete this section, fill out the form below and click save above.
+ If you selected initiation of related service you must specify.

/2 spell Checker - Windows Internet Explorer (=[]

Skiptoend of page  [wpugsfssessmgppsoarp.compnebecerpopipasps <] ||

g your text herev
o -
Department of
Education

Request

Date: * =

Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001

This request has been made because the student’s educational or related seni
functional performance). Provide a summary of the student's present levels of p

Academics:

0% -
DI | trternet | %, 100% 7

Social/Behavioral Development:

Action

Click theChange Word To...button to select the suggested correct spelling.
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Margaret Sweeney (PS 071 Rose E Scala)
@ Iy Home Page B2y calendar E Help Q Support @ Logout
Search — Jon Smyth (080001001) — |Draft Request for Reeva\uatmm‘ ( 2009-10)

select: ©Request for Resvaluation

T BT Ce |

!E To complete this section, fill out the form below and click save above.
+ If you selected initiation of related service you must specify.

7 https:/ /f5-sesistrg.appsolarp.com/spellc

Skip to end of page e hitps: jfs-sesistrg, appsolgrp. comjspelicheckerbaot  aspx2form=TEMPLATEDX ~

PS“E Checking next textbox (1)...Please wait.

- Br
Department of 1
Education |
Re:
(] Spell checking is complete.
!

Date: * @

Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001

This request has been made because the student’s educational or related semvi
functional performance). Provide a summary of the student's present levels of p

Academics:

e R e poe [ [ [ [ [ | [ mtemet Hiow v g

Social/Behavioral Development:

Action

Click theOK button when prompted that the spell check is complete.
oK

The correct word has now bearsérted in the text box.

You also have the option of adding words to the spell check dictionary. For
example, if you have spelled a word correctly and the spell check tool does no
recognize it, you may add this word so that next time the word is use@d,riot be
flagged as misspelled.
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Request for Reevaluation for Jon Smyth (080001001} dows Internet Explorer |
G@: = [ httpsyie-sesistrg. appsolorp. comftemplatedac. asp?doc=3a665template=11 L éinit=VBorigin=Q N Y e

File Edit ‘View Favortes Tools Help @ convert ~ [ Select

©9 &% s Request For Resvalustion far Jon Smyth (160001001) | | 3 - B - = - [ Page v (G Took ~ 7

Margaret Sweeney (PS 071 Rose E Scala)
@mxHume Page Iy Calendar Help QSuggon @Logwul

Search — Jon Smyth (080001001 —>‘Draft Request for Reeva\uatmm‘ ( 2009-10)

select: @Request for Resvaluation

_ Se DoneEding | Sae Coninue Edting | Carcel DE" A =
. Hetps: {fS-sesistrg.appsolarp. comjspellcheckerpopup. aspx -

@Comvert + [ Select
To complete this section, fill out the form below and cli
+ If you selected initiation of related service you must specify

your text here Benadryl

Skip to end of page

| N T W 1 PS (
I\_J 0
Br

Eepartl;\ent of :
Education

Request

Suggestions:
Date: * 5]

Bendable
Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001

pere | [ [ [ [ [ [ mtemet ESE R

This request has been made because the student’s educational or related services needs warrant a reevaluation (this includes improved academic achievement and
functional performance). Provide a summary of the student’s present levels of performance in both Academic and Social/Behavioral areas

Academics:

ttps:F5-sesistrg. appsolarp.com/templatedor, aspx?doc=986B&t emplate=111Rinkt="aorign=Co# [ [ [ nternet

Action

Click theAdd User Word button to add the word to the dictionary.

Request for Reevaluation for Jon Smyth (080001001} - Windows Internet Explorer _[8]x]
6@4 = [ httpesyie-sesistra. appsolorp. comftemplatedac. asp?doc—9a6ERkemplate=11 Ltinit=VBorign=Q =l & |2 f[ x| form search |2~

File Edit ‘View Favortes Tools Help @ convert ~ [ Select

$0 & e Request For Resvaluation For Jon Sniyth (J60001001) | |

- | Page ~ (O Tooks ~

Margaret Sweeney (PS 071 Rose E Scala)
@mxHume Page Iy Calendar Help QSuggon @Logwul
Search — Jon Smyth (080001001) — ‘Draft Request for Reeva\uatmm‘ ( 2009-10)

select: @Request for Resvaluation

@ Comvert -
To complete this section, fill out the form below and cli

+ If you selected initiation of related service you must specify Checking next textbox (1)...Please wait.

SKip to end of paMlTleElEEE T ]

Y . A Spell checking is complets.
Departl;nentof [ o |

Education

Request

Date: * B

Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001

pere [ [ [ [ [ [ € mtemet [#0w ~ 4

This request has been made because the student’s educational or related services needs warrant a reevaluation (this includes improved academic achievement and
functional performance). Provide a summary of the student’s present levels of performance in both Academic and Social/Behavioral areas

Academics:
: =
[ [ [ nternet wi00% -
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Action

This message indicates that there are no spelling errors in the document.

Click theOK button.
(a]'4

This conclude the lesson on using the spell check tool.
End of Procedure.

Inputting Information
The following information inputting methods are used in SESIS:

Text boxes

Lookup links*

Popup Calendars
Dropdown menus
Insert Statement links*
Stylized Text Toolbars
Dynamic Fields*

* These three information inputting methods are unique to SESIS and as such should be carefully
reviewed.

Textboxes

Procedure

This lesson will guide you through the process of using a text box.

Step Action

1. Text boxes are used topat information throughout SESIS.

Pink text boxes are required fields. When they are completed they will turn yel
All required fields must be completed prior to finalizing a document. If you try t
finalize a document without completing all requifexdds, you will receive an error
message indicating which fields are incomplete.

Note: Text can be copied & pasted from another document or resource outsidg
SESIS and the text will be automatically formatted to match the text in SESIS.
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Is the student on any medication? I ves o =

Please upload a copy of the most recent results of the student's hearing and vision screening

Describe the specific strengths and weaknesses in classroom performance (academic subjects, visual motor development, writing skills, etc ). For ELL students
describe specific strengths and weaknesses that student has when performing in the native language and when performing in English. Including but is not limited to the
following

Academic performance in both L, and L, in mathematics. science, social studies, and other academic areas
Scores from native language assessments (e.g., EL SOL. ELE)

Scores and sub-scores re- progress towards English language proficiency (including from interim assessments)
Were exams administered in student’s native language. if ELL student?

What test accommodations, if any, were provided for ELL students?

What other accommadations were provided?

Student's aral and written language proficiency in both L and L,

10. Describe the student's behavior. providing as much detail as possible. Include chronology and frequency of behavior and suspensions. For ELL students include
information on the following

a. Is student in process of acculturating to the majority culture, if new to USA?
b. Is student's behavior appropriate in his culture?

c. Has cultural disparity been ruled out as a basis of behavior concems?

Intervention Strategies

Describe Tier | intervention service (i.e. differentiated instruction within the core curriculum) and Tier Il intervention strategies (i.e. more intensive interventions above and
beyond the core curriculum) used in an attempt to resolve any problems stated above in Section A Include results and resource persons used and their titles. If the
requested information is available in another format {e.g. AlS reports. PPT records) | it is not necessary to complete the descriptive infarmation, simply upload the
documentation. Include and indicate language(s) used with interventions provided.

o o

[ [ [ nternet Hi00% - |

Action

Click in the text box to enter texn this case, the student's oral and written
language proficiency.

To enter information in a text box, simply click in the text box and begin typing

Enter "Type text here.."

Text boxes are expandable and eacommodate as much text as you type in the
box.

This concludes the lesson on text boxes.
End of Procedure.

Lookup Links

Procedure

This lesson will guide you through the process of how to use Lookup Links.
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Step Action

1.

When you see a lookup linlert to a text box, you are required to use the link,
unless there is an additional text box available.

SESIS stores staff members' names using IDs rather than names. The lookup
determines the appropriate ID. Although the ID will populate the fielenithe

document is in edit mode, only the name will be displayed once the document
been saved and printed.

Editing Section: Request for Initial Referral - Draft Referral for Andrew Backover (310085179)

[ sweDoneEding | Sae, Contius Edting | Concal

!@ + Referral should be approved or disapproved within 10 days of the Request for Initial Referral.

Skip to end of page * Denotes a required field

) A
PS 071 Rose E Scala
[ Ly 3000 Roberts Ave

- Bronx, MY 10461
Department of 555-756-2364
Education

Regquest/Initial Referral Source Title: Professional Staff Member of a Public or Private School

Request For Initial Referral Source Name: * (ID)

Request for Initial Referral

Acrequest for referral may be made by a professional staff member of the school district, a licensed physician, a judicial officer, a professional staff member of the public
agency with responsibility for welfare, health or education of children or a student who is 18 years of age or older. or an emancipated minor who is eligible to attend the

public schools of the district. The request for referral must be immediately submitted to the school principal. or if the student is non-attending. attending a parochial
nonpublic or charter school. the Committee on Special Education Chairperson

Demegraphic Data

Date of Request for Initial Referral: * 10/22/2009

Student Name: Andrew Backover DOB:  3/3/2000
NYC ID: 310085179 Grade:
School: PS 071 Rose E Scala

Parent/Guardian
Name:

rd

*Jane * Leal

Preferred Language
of Parent:

Home Phone: 718-555-5555
Home Address: 543 Livingston  Borough:  State: * NY  Zip: * 11201

il \f

Spanish

Work Phone:

https:{F5-sesistrg. appsolgrp.com/templatedoc, aspx ftemplate=748sec=3908doc=39308chid=D80rigin=0# /€ internet 0% -+ g

Action

Click thelookup link to lookup the staff member's ID.
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Step Action

3. There are four ways to search for a staff member from the loakkpviou will
only need to use one method, but we will cover how to use all three.

1. Clicking on the name of your school or selecting a school will provide a list ¢
staff at that particular school.

2. Clicking on detter at the top of the window Iivprovide a list of all staff
members whose last name begins with that letter.

3. Recently selected staff will appear at the top of the window.

4. Typing in the various search fields will provide a list of results for staff meml
matching that critea.

/= send Message - Windows Internet Explorer _[&]x]
@E{v e hitpss sesistrg, sepsclarp. com/sendessage, sspx [ & |4/ ] [arm search =B

e eee—eee—————— -
/2 select Staff - Windows Internet Explorer =] B -
e o ~ | Page ~ (G Tooks ~ 7
Case

[
= se| |Select Staff : Quick Search Form

Enter one or more fields and click the ‘Search’ buftan fo
find staff with the same field information.

- —

Last Name

Show Staff: [All] - At PS 071 Rose E Scala - At Bl

First Name

Works At

Bilingual Level [(none)

Provider Type [(none) -

Caseload |

(ID) iookup

|

T
T T [ [Sdiocslintranet 100% -

Action

Click the school name link to search for all staff at this school.
At PS 071 Rose E Scala
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S
6@ = [ httpsjsesistrg.appsslarp. comsennessage, asp 1[G |4/ [arm search o]

Fle  Edit e Emeibec  Teck e Becnrwart ~ MR calack
/2 select Staff - Windows Internet Explorer =] B
o o D s .- Page ~ (i Tools »

Show Staff: All - |At PS 071 Rose E Scala| « Atl

Case

[
# se

Bass MNancy PS071Rose E Scala
Bass MNancy P3 071 Rose E Scala

Black Barbara PS5 071Rose E Scala
Brown Marcella F2071Rose E Scala
CFN Chris PS5 071Rose E Scala

Conologue Brian PS5 071Rose E Scala
DOE_SPEDTrain1 |Adekemi PS5 071 Rose E Scala
SERDCE10 DOE_SPEDTrain10 | Alex PS071Rose E Scala
SERDOE11 DOE_8PEDTrain11 | Bill P2 071Rose E Scala
SERDOE12 DOE_SPEDTrain12 | Cathy PS5 071Rose E Scala
2ERDOE13 DOE_SPEDTrain12 | David F2071Rose E Scala
SERDOE14 DOE_SPEDTrain14 |Eve PS5 071Rose E Scala
DOE_SPEDTraIn15 | Fawn P2 071Rose E Scala
DOE_SPEDTrain2 |Denise P5071Rose E Scala
DOE_SPEDTrain3 |Hector PS5 071Rose E Scala

C New Search... & Next Page %

|

T
[T [ [ [ [sdiocalintranet 5 100%

Action

Click theSELECT button next to the staff member you want to select.

Editing Section: Request for Initial Referral - Draft Referral for Andrew Backover (310085179)

| " Gelect Sl dows Internet Explorer
= % hitps://f5-sesistrg. appsolarp. comjselectprofileref aspx?pt=4tfield=ReferrerStaffabkod=":23FFFF33
!3 + Referral shou

ﬁ =

Department of Select Staff : Quick Search Form
Education Enter one or more fields and click the 'Search’ button to
find staff with the same field information

Request/Initial Referral ! D li

Request For Initial Refer Last Name

First Name

A request for referral may | Bilingual Level
agency with responsibility

public schools of the distrit Provider Type
nonpublic or charter schoo

_ Demographic Data Caseload (ID) ot

| Jssamh | cancelClose |
Date of Request for Initi
Student Name:

NYC ID:

School:

Parent/Guardian
Name:

Preferred Language
of Parent:

Home Phone:
Home Address: 543 Livin [
il [javascript:GoLetter(s) [ [ & meemet EY
Wstart| (3 @
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Step Action

6. Click theSlink to search for staff members based amlteginning letter of their
last name.

B

Click theSELECT button next to the staff member you want to select.

Click theMargaret Sweeneylink to use the Recently Selected Staff section.

To use the fields on the Quick Search Form, enter a feevdatf the staff member'
last name into theast Namefield to search using the Quick Search Form.

Enter"sw".
Click theSearchbutton to search for the staff member.

Click theSELECT button next to the name of the staff member you want to sel

The name of the selected staff member is now inserted in the document.

When this document is printed, only the name will appear; not the ID number.

This concludes the lesson on Lookup Links.
End of Procedure.

Popup Calendars

Procedure

This lessomwill guide you through the process of using Popup Calendars.
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Intervention Strategies

Describe Tier | intervention service (i.e. differentiated instruction within the core curriculum) and Tier Il intervention strategies (i.e. more intensive interventions above and
beyond the core curriculum) used in an attempt to resolve any problems stated above in Section A Include results and resource persons used and their titles_ If the
requested information is available in another format (e.g. AIS reports. PPT records) . it is not necessary to complete the descriptive information, simply upload the
decumentation. Include and indicate language(s) used with interventions provided.

Strategy 1:
Date initiated: BB Date terminated =

Intervention provided by: I (ID) 1zzkuc or Enter Name I

Mumber of days student received senices

Select an Intervention: | (Select)

If applicable. please provide description:

Strategy 2:
Date initiated BB Date terminated £

Intervention provided by: I (ID) 1zgkuc or Enter Name I

Mumber of days student received senices:

Select an Intervention: | (Select)

If applicable. please provide description:

<

Ihttps:{F5-sesistrg. appsolgrp. com/tempiatedoc, aspx hemplate=748sec=3308doc=39308chid=D8origin=0# @ internet [#100% -

Action

Click thePopup calendarbutton to display the calendar.

&

You can select previous or future months by using the arrows to the left and ri
the month field.

%;k theL eft Arrow button.

You can also select the month by clicking on the dropdown arrow and selectin
appropriate month.

Click April .

Click on the6 to choose the day, April 6, 2010 in this case.

e}

The selected date has been entered in the ddde fi

This concludes the lesson on using Popup Calendars.
End of Procedure.

Dropdowns

Procedure

This lesson will guide you through the process of using Dropdowns.

Page 26
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NYC ID: 310085179 Grade: 3rd
School: PS 071 Rose E Scala

Parent/Guardian
Name:

Preferred Language
of Parent:

Home Phone: T18-555-5555 Work Phone:
Home Address: 543 Livingston  Borough:  State: * NY  Zip: ® 11201

*Jane * Leal

Spanish

Is the student/family assisted by a Community-Based Crganization (CBO)? ™ ves T No
Has the student ever lived outside of the United States? I Yes T Mo

Classroom/Homeroom Teacher I (ID) 1ockup

Language student speaks/understands: * |(Select)

Has the parent been notified of this referral? T yes Mo
State the reason for referral/specific nature of the problem:

Background Informatien

1. Instructional grade level at which student is currently functioning. Also include grade level in the student's native language for ELL students

Grade Level Grade Level in Native Language for ELLs

Readi I\_Sele:t] IlSe\ecl]

Spelling: |\'Se|act] ||Se\ecl]

Mathematics: [iSetect) [(select)

|Written Language: I\_Sele:t] IlSe\ecl]

Other : |\Se|act] ||Se\ecl]

2. s the student a hold-over in grade? ™ ves M Mo
3. Does the student have a Personal Intervention Plan (PIP)? ™ ves M o =
| =

4

€D Inkernet H100% -

Action
Click the arrow to view the dropdown list item&ny items in pink areequired.

The full list of options will be displayed in the dropdown mehuthis example, a
list of languageswvailable for selection will be displayed.

Click on the list item you wish to select.

Click on Spanish

The selected item from theapdown list has been added to the document.

This concludes the lesson on using Dropdowns.
End of Procedure.

Insert Statements

Insert Statement links are specific to certain fields in SESIS, such as the Criteria or
Methods fields on the Measurable Gosdstion of the IEP. There are two types of
statements that staff can choose frgmblic statements and private statements. Public
statements are statements that have been provided by the NYCEsREEting a public
statement will automatically enter ittd the text box that is associated witbnce
selected, you may still customize the statement by editirgrivate statements allow
staff members to create and utilize their own set of private statements.
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f By creating a bank of statements, staff memslzan compile individualized statements
that can help save time on data entry, yet still allow for customization. Each bank of
insert statements is unique to the field or section it is linked to.

Procedure

This lesson will guide you through the procegsising Insert Statements.

Step Action

1. Insert Statement links are used to create and customize a bank of statements
unique to each field.

T S| S -

Measurable Goals
Click here to view SMART GOALS tutorial

The following goals are recommended to enable the student to be invalved in and progress in the general education curriculum, address other educational needs that
result from the student's disability. and prepare the student to meet his/her postsecondary goals

Annual Goal Criteria
What the student will be expected to R Method Schedule
h N Measure to determine if goal has N N
achieve by the end of the year in N How progress will be measured When progress will be measured
E Ele been achieved
which the IEP is in effect

*Insert Statements “Insert Statements

B [El

’I(Se\ect)j times per “l(Se‘eCtJﬂ

= = =l

Is the IEP team likely to recommend alternate assessment? lies Clila

4 \»F

ttps:iF5-sesistrg. appsolgrp. com/tempiatedor, aspx templats=1 56Assc=076Rdoc=5 151 Borigh=CLrlaction=releasstrslssc=996 | €D Internet HA0% - g

Action

Click thelnsert Statementslink.

Insert Statements
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*In

Is

The following goals are re«
result from the student's d

What the student will be

sert Statements

the IEP team likely to re

/= Insert Statements - Windows Internet Explorer

83 hitps:{5-sesistrg. appsclgrp. comselectstmts, aspx#form=TEMPLATEDOCA Fieldname=Methodédackemp=1888childtemp=1704sec=076gdr =267 3280

Click any statements below toinsert them.  Select: [ SICCINEI RO CIEJhd

Annual Goal

achieve by the end of 1
which the IEP is in

[T [ @ mtemnet

Action

Click thedropdown arrow.

Note Some insert statements will display Public Statements that have been pr|
by the NYCDOE. Public statements can still be edited once inserted into the
textbox.

=

Click Private Statementsfrom the dropdown.

Click theEdit Statementslink to adda statement to the private bank.
Edit Statements

Macros are used to create personalized statements. Insert these where you w:
normally use the student's name or pronoun by clicking on the appropriate opt

These macros will not appear in the printed versioh@dibcument. Once the
document is saved, the student's name and gender wilpaptdate the field, base
on information from the student's profile.

Click the{FirstName} link to imbed the macro that will insert the first name into
the private statement

[Firstiame]

Type the remainder of your statement in the text box.

Enter ‘Wwill add two-digit numbers.”
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Step Action

0. Click theSavebutton to save the private statement.

10. Click on the statement to insert it in the document.

Once the statement is selecteale strikethrough indicates the statement has beg
inserted.

Click theClose Windowlink to finish adding private statements.
[Close Window

The statement will most likely need to be edited once it is in the text box to ad(
the specific student you are working with.

This concludes the lesson on Insert Statements.
End of Procedure.

Stylized Text Toolbar

Procedure

This lesson will guide you through the process of using a stylized text toolbar.

Step Action

1. The Stylized Text Toolbar allows you to format your text oeibsharts or graphs.

2. This toolbar allows you tbold your text, italicize your textunderline your text
resize your text, and indent.
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UOTIT YISTT VaoTT

Date of Observation: * =]

Student Name: Jon Smyth
NYC ID: 080001001
DOB: 3/27/2001 Grade: 3rd

Findings: _
[z [u[HFEEDEOED

il el o EpEm

Evaluator's Name: Margaret Sweeney Telephone #: 555-434-4621

Discipline: School Psychologist Provider Type:  DOE, PS 071 Rose E Scala
Language:

Date of Report:
P . =]

Action t.aken by ™ Approved T Revised
Supervisor:

Skip to top of page * Denotes a required field

T ST - |

Done @ miermet H100% -

Action

In this example, we will italicize our text.

Click theltalics button.
I

The text has now beetalicized.

Click thelnsert Table button to insert a table.

=
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Date of Observation: * =]
Student Name: Jon Smyth

NYC ID: 080001001

DOB: 3/27/2001 Grade: 3rd

Bl EEEEEEEEEE

/2 Insert Table - Windows Internet Explarer ol x|
Your text here

. htpss/Jsesisdev. appsolarp.comfinsert_table html -

Table Header Row: m Preview

Cell Borders: (LTS

Summary & Conclusions: Rows:
Bz [u i EfE O SIS S m

| InsertTable | Cancel |

[Done [ [ [ [@internet

Evaluator's Name: NMargaret Sweeney Telephone #: 555-434-4621
Discipline: School Psychologist Provider Type:  DOE. PS 071 Rose E Scala
Language:

Date of Report:
P . =]

Action taken by
Supervisor:

r Approved ™ Revised

Skip to top of page * Denotes a required field

| S DuneEdtng | Sae, CominueEdtng | Concel

Action

Select the appropriate number of rows and columns based on the information
would like to present.

Click thelnsert Table button at the bottom of the Insert TabM/indows Internet
Explorer window.
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Date of Observation: * =]
Student Name: Jon Smyth

NYC ID: 080001001

DOB: 3/27/2001 Grade: 3rd

Findings:

Bz [o]E == D BB @
Your text here

[Click to edif|Click to edif]

Click to edit|Click to edif]

il el o EpEm

Evaluator's Name: Margaret Sweeney Telephone #: 555-434-4621

Discipline: School Psychologist Provider Type:  DOE, PS 071 Rose E Scala
Language:

Date of Report:
P . =]

Action taken by
Supervisor:

r Approved ™ Revised

Skip to top of page * Denotes a required field

T ST - |

Dione

Internat EAD0% -
e

Action

Click to edit each table heading.

Each cell in the table can be editethe top row of the table is intended for colun
headers.Click the cell to edit.

Click to edit

These icons are used to insert or deletarook or rows from a table.

This concludes the lesson on using the Stylized Text Toolbar.
End of Procedure.

Dynamic Fields
Procedure

This lesson will guide you through the process of using dynamic fields.




Training Guide c

Department of
Education

Action

Click thedropdown arrow to vie the menu options for Select an Intervention.

Click to selecReading Remediationfrom the list of options.

Certain fields in SESIS, called dynamic fielgspmpt another field to appear basq
on information that was entered.

The "Please wait..fhessage indicates a dynamic field and alerts you that addit
information will be requested.

The new field or text box will appear after the "Please wait..." disappears and {
page reloads.

In this case, selecting an intervention triggered a text®appear, prompting the
user to specify the program used.

Click in the field and entétyour text here".

This concludes the lesson on dynamic fields.
End of Procedure.

Searching for Students

1 In SESIS, information about a specific student, staff benrocation or district is stored
i n A p r Much of tieeprdfile information is populated from other NYCDOE systems
such as ATS or GalaxyAs such, if you notice information that is incorrect, in most
cases it must be c haathgrdhdnin SESIS-brexampepfarr ce 0 sy @t e
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