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Adding and Removing Students on a Provider's Caseload
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Infroduction

This training guide provides instruction for supervisors, administrators of special education (ASEs), and
related service points on how to add or remove a student(s) from a SESIS caseload.

Displaying the Provider’'s Caseload

1. From the Top Navigation Bar, hover over Search and select Staff from the dropdown menu.

My Home Page

Staf
r e ~°
Assignn  Locations

CDCode

2. Type the provider's ID or First and Last Name, then click Search.

Staff - Quick Search Form
Enter ore or more flelds and click the “Search’ button to
find staff with the same field information.

Works At
(ID) lookup

Language ) R

Position 4, s
Provider Type ) v

Caseload

{ ookup
) Include Inactive Staff Profiles
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3. Click the Profile icon.

Customize Columns

ID
T  MGR132

Print Search Results

Last Name

Mgr132

First Name Works At

Case

99K021: Non-Specialized Elem School

4. Hover over the Main section arrow, and then select Caseload from the dropdown menu.

Persong @AView
[Caseload]

Search > Case Mgr132 (MGR132)

-0

Service Records

Main|~ J_\.Li.maj_c_l-_-l_ﬁf_ﬂnzmn_‘lL&Lhmar

E-mail

Last Name Mgri32

Work Phone Number 555 555 5555

Print More

Work Info

Adding a Student to a Caseload

1. From the Setup dropdown menu, select Add to Caseload.

Caseload X Setup Vv Print

Caseload for Staff

@ ANNIEBONT

Add To Caseload

Search = Molly Teach (ELETEACHO1)

0

Delete From Caseload

Ip | Transfer to Other Caseload

Last Name

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

Admin DBN/School Name

Additional Admin
Additional Physical Location

Birth Date o, P ]

CArEET i Leddiht ]
Gender .

Grade ..

Receiving Admin

User 550 1D

(=}
a
]

Last Name First Name Gender Age Grade

ANNUALODT  Annual Andy Male 14 9th Grade

Add Students Marked Above to Caseload

4. To add the student to the caseload, click Add Students Marked Below to Caseload or Add

Students Marked Above to Caseload.

Add Shudents Marked Bedow to Caseioad

a o Last Mame First Name Gender Age Gra
B  ANNUALODY  Annual Andy Male 14 9th

Add Students Marked Above 10 Caseload

Note: A Note message will briefly display to confirm the student was successfully added.

@ MNote X

A Added 1 student.
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5. Click to navigate back to the provider’'s Caseload.

= o Laat Nama First Mame Gender Age Grade
B ANNUALDY  Andwal Aty Wake 14 SthiGEade

Add Studsnts Marked Above lo Cassload

6. Confirm that the student has been added to the caseload.

Search > Case Mgri132 (MGR132)

Caseload J Setup Print

Caseload for Staff: Case Mgr132 (MGR132)

1D Last Name First Name Gender Age  Grade Caseload Type
|GL ANNUALDOT Annual Andy Male 14 gth Grade |
@ UPGR132 Upgrade Ursula Female 1 5th Grade
Q UPGR133 Upgrade Ursula Female 11 Sth Grade

Removing a Student from a Caseload

1. From the Sefup dropdown menu, select Delete from Caseload.

Search > Molly Teach (ELETEACHOT)

Caseload N ‘ Setup Vv Print

Add To Caseload

Caseload for Staff Delete From Caseload

Ip | Transfer to Other Caseload Last Name

0] ANNIEPONT Anngal

2. Check the box of the student being removed from the caseload.

Delete From Caseload for Staff: Case Mgri132 (MGR132)

|- Cancel
Last Mame First Mame Gender Age Grade
Annua Andy Male i4 4th Grade
UPGR132 Upgrade Wrsula Female 11 Sth Grade
UPGR133 Upgrade Wrsula Female 1 Sth Grade

Delele Checked Hems [ Cancel |
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3. Click Delete Checked ltems.

Dulets Fromn Cadeload for Stall Cae bgrik (MER1XY

First Mame Gender Age  Grade
M 4 Sth Grade
Farmale 1" Sah Gradde

Female mn Sth Grade

Caselsad Typs

4. A message will display to confirm the deletion. Click OK to immediately remove the student.

Are you sure you wish to delete the checked items?

Note: The updated caseload will automatically display.

Search > Case Mgr132 (MGR132)

Caseload | Setup W Print

Caseload for Staff: Case Mgr132 (MGR132)

D Last Name First Name Gender Age Grade Caseload Type
& upGRr132 Upgrade Ursula Female 1 Sth Grade
& UPGR133 Upgrade Ursula Female n Sth Grade
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