
HOW TO ADD A MANUAL EVENT
1. From the Student’s Profile, click Events. 2. Click New Event. 3. Enter Event Description and any pertinent 

information and Click Accept.

|Ensuring all students have access. Together we can!THE SESIS TEAM

Logging Events in SESIS
An Event is an action performed by a user and recorded in SESIS in a student ‘s online record (Event Log) to provide a history of activities. Events are created 
automatically or manually.

An Automatic Event is logged automatically in a student’s online record. Changes in the status of a document from Draft to Review or from Draft to Final are 
examples of events that are automatically logged by SESIS.

A Manual Event is one that must be logged into SESIS by the user. Examples include:
• Letters/notices that have been sent to the parent
• Outreach attempts to parent
• Parent response to outreach activity
• Parent request to schedule earlier IEP or Social History Meetings

Note: Communications with parents, whether written or verbal must be logged as Manual Events.

Note: When creating a new event, the following information is critical: Date and Time of Event (specify the date/time of the event), Response Type (parent’s 
response to outreach), Log Type (specify the type of contact) and Link Event to Document (associate the event to the relevant documents in SESIS).
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