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Navigation Basics Module 

Accessing SESIS 

Logging into SESIS 

Procedure 

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

 

Step Action 

1. Enter your "central\user ID" in the User ID field. If you do not have one, contact 

your principal or the technical help desk. 

2. Enter your DOE password in the Password field. Please remember it is case 

sensitive. 

 

 
 

Step Action 

3. Click the Sign In button to access SESIS. 

 

4. 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 important to logout using this link 

because if you have unsaved work, the system will prompt you to save. If you close 

out of SESIS without using the logout link, any unsaved work may be lost. 

 

 
 

Step Action 

2. Click the Logout link to log out of SESIS. 

 

3. Logging out brings you back to the Login screen. 

4. If you have logged into SESIS and have no activity in the system for 15 minutes, 

SESIS will notify you that you will automatically be logged out due to inactivity. 

This is for student data security purposes.  
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Step Action 

5. Click the OK  button on the dialog box to make it disappear. If you do not perform 

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

6. If the system logs you out to due to inactivity, this message will appear, prompting 

you to reconnect and re-enter your password. 

 

Click the Reconnect To Session button. 
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Step Action 

7. Click in the Password field and enter your password. 

 

8. Click the Reconnect button to reconnect to the session.  Once you reconnect, you 

will see the last screen you were working on. 

 

9. This concludes the lesson on logging out of SESIS. 

End of Procedure. 

Navigating the Homepage 

¶ 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 Bar ï 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 Logout.  Details on 

each link can be found in this lesson.    

 

Side Navigation Bar ï Includes links to commonly used areas of the application such as the NY 

State Standards, Communications, Reports and Quick Search Forms.    

 

Action Toolbar  ï This area of the screen will change depending 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, Announcements, customizable shortcut links, and the Caseload feature (not for all 

SESIS user roles). 

  

¶ The areas above are consistent for all staff members that access SESIS.  However, based 

on your role in SESIS you may have different reports located on your homepage. 

  

¶ If a student you should have access to is not listed on a homepage report, you can use the 

Student Quick Search form.  The 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 viewable 

menu options that appear on your homepage are based on your role and security 

settings. 

2. The set of links at the top of the screen is referred to as the Top Navigation Bar. The 

Top Navigation Bar will always remain at the top of your screen no matter where 

you are in the system. 

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

system. 

4. Use the Send Message link to send a SESIS message to another staff member.  

 

The lesson on Sending a Message can be found in the Communications & 

Calendar module. 

5. Use the My Calendar link to access your SESIS calendar. 

 

The lessons on the SESIS calendar can be found in the Communications & 

Calendar module. 

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

Services. 

 

The lessons on the Service Capture calendar can be found in the Encounter 

Attendance module.  
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Step Action 

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

resources. 

 

The lesson on Using the Help Menu can be found in the next lesson. 

8. Use the Logout link to log out of SESIS after you are done saving your work. It is 

important to always log out using this link because if you have not saved your work, 

the system will prompt you to save before logging you out. 

9. The Action Toolbar is located under the Top Navigation bar. The options on the 

Action toolbar change depending on where you are in SESIS. 

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

11. The Curriculum links allow you to view the New York State Curriculum Standards.   

12. Use the Students link to search for those students you have access to by using a 

Quick Search Form. 

 

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

combination.   

13. Use the Communication links to send messages or view archived messages and 

announcements posted in SESIS. 

14. Use the Report links to access or create reports. 

 

Please see the Reporting module for additional information on standard and 

customized reports that staff members can create. 

15. Use the Administration links to search for classes, staff, locations, and districts. 
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Step Action 

16. Menu options can be expanded or collapsed depending on which menus you would 

like to view.  

 

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

 

17. The Curriculum menu is now viewable. 

 

Click the dropdown to expand the Communication menu. 

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

 

Click the purple dropdown arrow next to Communication to collapse this menu. 

 

19. The Communication menu is now collapsed. You can also show or hide the entire 

Side Navigation Bar. 

 

Click the purple arrow to Show/Hide Navigation Menu. 

 

20. The Side Navigation Bar is now hidden. 

 

Click the Show/Hide Navigation Menu arrow to show the menu again. 

 

21. Click the Personal Options/Content dropdown. 
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Step Action 

22. To edit your personal homepage options, click the Set My User Options link. 

 

 

 
 

Step Action 

23. Choose which options you would like included on your homepage and Click the Set 

Options button.  There is no limit to the number of options you can include. 

 

24. Any messages that appear on your homepage are messages sent using the SESIS 

internal messaging system.  

25. Any Announcements that appear on the homepage are sent by SESIS staff members 

that have the security privileges to do so. 

26. The Reports section of the homepage displays the standard reports that you have 

subscribed to, meaning they are reports that will appear on your homepage, rather 

than being accessed via the Side Navigation Bar. 

27. If you are assigned to more than one school, you will have the option to select your 

location on your homepage. You will need to click on the location of the student 

you're working with in SESIS. 

28. Please Note: It is important to remember not to use the back button in your internet 

browser. It will not display the previous page and you may be disconnected from the 

system.  
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Step Action 

29. Click the Logout link to log out. You will be prompted to save unsaved work.   

 

30. This concludes the lesson on navigating the homepage. 

End of Procedure. 

Accessing the Help Section 

Procedure 

 
This lesson will guide you through accessing the Help menu. 
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Step Action 

1. To access the Help menu, click Help. 

 

2. The Help menu includes links to additional resources intended to assist you 

throughout the special education process.  

 

This list is dynamic and additional resources will be added periodically. 

3. Click the (a). SESIS Help link view this resource. 

 

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

5. There are multiple resources available in this window. We will now open a few to 

explore specific Help topics. 
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Step Action 

6. There are multiple topics listed that you can choose from. Clicking on a topic will 

open information related to this topic. 

 

Click the Social history folder. 

 

7. These are the available topics under the Social History section. 

 

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

8. You are now viewing the Help topic for Completing an HLIS with step-by-step 

instructions. 

9. You can also search for specific help topics. 

 

Click in the SEARCH field. 

 

10. Enter the appropriate information into the SEARCH field. 

 

 Enter "annual review". 

11. You are now viewing a list of all SESIS Help topics related to the annual review 

process. To view a specific topic, you would simply click on the topic name. 
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Step Action 

12. Click to close the window and return to the main SESIS screen. 
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Step Action 

13. Click the NYCDOE Standard Operating Procedures Manual  link to view this 

resource. 

14. You can use the Find feature to search for a word or phrase within the resource and 

it will take you directly to the topic you wish to access. 

 

 
 

Step Action 

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

 

16. As you scroll down the Help menu, there are additional resource documents and 

links available.  
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Step Action 

17. Click the Close button to close out the Help menu. 

18. 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 can drill down to view additional information.  

 

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

2. Clicking the Document icon will bring you to the student's document screen to 

access a student's existing documents or to create a new document for the student. 

3. Clicking the Repository icon will bring you to the student's repository screen, which 

contains documents that were not created in SESIS but were faxed or uploaded into 

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 you 

can view and select dates. 

5. Clicking a Question Mark icon will display additional information to assist you in 

completing data fields. 

6. Clicking on a dropdown arrow will provide you a list of items to select from. 

7. Clicking a dropdown arrow will display more items for you to select. 

8. The ABC represents the spell check icon. The lesson on the spell check tool can be 

found in the next lesson 

9. This concludes the lesson on icon basics. 

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 on the 

top and bottom of the screen while viewing a document in edit mode.  
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Step Action 

2. Click the Spell Check Icon button. 

 

3. If you have spelled a word incorrectly, the spell check tool will suggest the correct 

word. If the correct suggestion is provided, select the word and click the "Change 

Word To..." button. 

 

 
 

Step Action 

4. Click the Change Word To... button to select the suggested correct spelling. 
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Step Action 

5. Click the OK  button when prompted that the spell check is complete. 

 

6. The correct word has now been inserted in the text box. 

7. 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 not 

recognize it, you may add this word so that next time the word is used, it will not be 

flagged as misspelled. 
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Step Action 

8. Click the Add User Word button to add the word to the dictionary. 
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Step Action 

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

 

Click the OK  button. 

 

10. This concludes 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* 

¶ Pop-up 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 to input information throughout SESIS.   

 

Pink text boxes are required fields. When they are completed they will turn yellow. 

All required fields must be completed prior to finalizing a document. If you try to 

finalize a document without completing all required fields, you will receive an error 

message indicating which fields are incomplete. 

 

Note: Text can be copied & pasted from another document or resource outside of 

SESIS and the text will be automatically formatted to match the text in SESIS. 
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Step Action 

2. Click in the text box to enter text. In this case, the student's oral and written 

language proficiency. 

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

 

Enter "Type text here..." 

4. Text boxes are expandable and can accommodate as much text as you type in the 

box.  

5. 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 link next 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 link 

determines the appropriate ID. Although the ID will populate the field when the 

document is in edit mode, only the name will be displayed once the document has 

been saved and printed. 

 

 
 

Step Action 

2. Click the lookup 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 lookup link. You 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 of all 

staff at that particular school. 

 

2. Clicking on a letter at the top of the window will provide 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 members 

matching that criteria. 

 

 
 

Step Action 

4. Click the school name link to search for all staff at this school. 
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Step Action 

5. Click the SELECT button next to the staff member you want to select. 

 

 

 



 

Training Guide 
 

 

 Page 25 

 

Step Action 

6. Click the S link to search for staff members based on the beginning letter of their 

last name. 

 

7. Click the SELECT button next to the staff member you want to select. 

 

8. Click the Margaret Sweeney link to use the Recently Selected Staff section. 

 

9. To use the fields on the Quick Search Form, enter a few letters of the staff member's 

last name into the Last Name field to search using the Quick Search Form.  

 

Enter "sw". 

10. Click the Search button to search for the staff member. 

 

11. Click the SELECT button next to the name of the staff member you want to select. 

 

12. 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. 

13. This concludes the lesson on Lookup Links. 

End of Procedure. 

Popup Calendars 

Procedure 

 
This lesson will guide you through the process of using Popup Calendars. 
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Step Action 

1. Click the Popup calendar button to display the calendar. 

 

2. You can select previous or future months by using the arrows to the left and right of 

the month field. 

  

Click the Left Arrow  button. 

 

3. You can also select the month by clicking on the dropdown arrow and selecting the 

appropriate month. 

 

Click April . 

 

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

 

5. The selected date has been entered in the date field. 

6. This concludes the lesson on using Popup Calendars. 

End of Procedure. 

Dropdowns 

Procedure 

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

1. Click the arrow to view the dropdown list items.  Any items in pink are required. 

 

2. The full list of options will be displayed in the dropdown menu.  In this example, a 

list of languages available for selection will be displayed. 

3. Click on the list item you wish to select. 

 

Click on Spanish. 

 

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

5. 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 Goals section of the IEP. There are two types of 

statements that staff can choose from:  public statements and private statements. Public 

statements are statements that have been provided by the NYCDOE.  Selecting a public 

statement will automatically enter it into the text box that is associated with.  Once 

selected, you may still customize the statement by editing it.  Private statements allow 

staff members to create and utilize their own set of private statements. 
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¶ By creating a bank of statements, staff members can 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 process of using Insert Statements. 

 

Step Action 

1. Insert Statement links are used to create and customize a bank of statements that are 

unique to each field. 

 

 
 

Step Action 

2. Click the Insert Statements link. 
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Step Action 

3. Click the dropdown arrow. 

 

Note: Some insert statements will display Public Statements that have been provided 

by the NYCDOE.  Public statements can still be edited once inserted into the 

textbox. 

 

4. Click Private Statements from the dropdown. 

 

5. Click the Edit Statements link to add a statement to the private bank. 

 

6. Macros are used to create personalized statements. Insert these where you would 

normally use the student's name or pronoun by clicking on the appropriate option. 

 

These macros will not appear in the printed version of the document. Once the 

document is saved, the student's name and gender will auto-populate the field, based 

on information from the student's profile. 

7. Click the {FirstName} link to imbed the macro that will insert the first name into 

the private statement. 

 

8. Type the remainder of your statement in the text box. 

 

Enter "will add two-digit numbers." 
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Step Action 

9. Click the Save button to save the private statement. 

 

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

 

Once the statement is selected,  the strike-through indicates the statement has been 

inserted. 

11. Click the Close Window link to finish adding private statements. 

 

12. The statement will most likely need to be edited once it is in the text box to address 

the specific student you are working with. 

13. 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 or insert charts or graphs. 

2. This toolbar allows you to bold your text, italicize your text, underline your text, 

resize your text, and indent. 
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Step Action 

3. In this example, we will italicize our text. 

 

Click the Italics button. 

 

4. The text has now been italicized. 

5. Click the Insert Table button to insert a table. 
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Step Action 

6. Select the appropriate number of rows and columns based on the information you 

would like to present. 

 

Click the Insert Table button at the bottom of the Insert Table - Windows Internet 

Explorer window. 
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Step Action 

7. Click to edit each table heading.  

Each cell in the table can be edited.  The top row of the table is intended for column 

headers.  Click the cell to edit. 

 

8. These icons are used to insert or delete columns or rows from a table. 

9. 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. 
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Step Action 

1. Click the dropdown arrow to view the menu options for Select an Intervention. 

 

2. Click to select Reading Remediation from the list of options. 

3. Certain fields in SESIS, called dynamic fields, prompt another field to appear based 

on information that was entered.  

 

The "Please wait..." message indicates a dynamic field and alerts you that additional 

information will be requested. 

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

page reloads. 

 

In this case, selecting an intervention triggered a text box to appear, prompting the 

user to specify the program used. 

5. Click in the field and enter "your text here". 

6. This concludes the lesson on dynamic fields. 

End of Procedure. 

Searching for Students 

¶ In SESIS, information about a specific student, staff member, location or district is stored 

in ñprofilesò.  Much of the profile information is populated from other NYCDOE systems 

such as ATS or Galaxy.  As such, if you notice information that is incorrect, in most 

cases it must be changed in the ñsourceò system rather than in SESIS.  For example, for 


























































































































































































