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Viewing/Editing Your Caseload in SESIS
On July 1st, related service providers will receive a caseload of students located at the bottom of their SESIS home page.  The students located on this caseload are populated from a data load which occurred on June 30th and is associated with the first attend IVR process.  
While data loads will occur intermittently over the summer and daily in the fall, in order to access a student that is not located on your caseload, you must first attend the student via IVR and then add the student to your caseload following the steps below.
	Step
	Action

	1. 
	To view a student from your caseload, scroll to the bottom of the homepage and click the dropdown arrow next to the student's name.
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	2. 
	You have the option to navigate to the student's Service Calendar, Profile, or Documents. 

	3. 
	To add students to your caseload, click the Edit link.
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	4. 
	Click the Add Students link.
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	5. 
	Use the Student Quick Search Form to search for students to add to your caseload. 

	6. 
	Click the Search button.
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	7. 
	Click the checkbox next to the student you wish to add to your caseload.

	8. 
	Click the Add Students Marked Above to Standard Caseload button.

	9. 
	Click the Your Caseload Students link to return.
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	10. 
	To remove a student from your caseload, click the Remove Students link.
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	11. 
	Click the checkbox next to the name of the student you wish to remove from your caseload. 

	12. 
	Click the Remove Students Marked Below from Standard Caseload button.

	13. 
	The student is no longer on your caseload list.
Click the Your Caseload Students link.
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	14. 
	To organize your caseload students into groups, click the New Caseload Group link.
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	15. 
	Enter the appropriate information into the Group Name field. 


	16. 
	Click the box to select the student(s).
[image: image9.png]




	17. 
	Click the Accept button.
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	18. 
	Click the dropdown to see Your Caseload Students list.
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	19. 
	You can now choose to view your entire caseload or your separate caseload group by selecting from this dropdown.

	20. 
	End of Procedure.
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