How to Change the Case Manager Assignment

Case manager assignments change and ClientTrack™ provides a tool to manage case assignments.
Follow the instructions below to change the case manager assignment.

To End a Case Manager Assignment:

e Go to the head of household’s client record.

e Click on the notepad beside the case manager assignment you want to edit under “[Client
Name]’s Case Manager Assignments” located at the bottom section of the client dashboard.

e Change the end date to the appropriate date in the “Ending On” box.

e Change the “Status” to “Inactive” to end a case manager assignment.

e C(lick “Save.”

To Add a Case Manager Assighment:

e Go to the head of household’s client record.

e C(Click on “[Client Name]’s Case Manager Assignments” located at the bottom section of the client
dashboard. If you hover over the words, you should see the cursor change to a hand to indicate
that you can click on a link — the title of this section is a link on which you can click.

e C(Click on the “Add New” button found on the upper right-hand corner of the new screen where
the case managers are listed.
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manager assignment, clck the Edit next 1o the record. Te add a new case manager assignment, cick the Add Mew. To print a kst of the dient’ history of assigned case managers, lick Case Managers

@AddNew  [5] Case Managlis Report

Begin Date Status & Enrollment

10/05/2013 inactive E5G - Albion Faflows DV Shelter

09/16/2013 inactive £5G - Albion Fellows DV Shelter

08/27/2013 inactive £5G - Albion Fellows DV Shelter

e Complete the required information and save. When completing the “Case Manager”
assignment, you can type the new case manager’s name and it will automatically search for the
case manager.

i

» Case Manager Assignments b [ Case Manager Assignment

2 Manager assigned to the client. Select the related Location and Enrollment for the case. To close the case, enter an End Date and select Status — Inactive.

Aassignment beginning on:* [10/06/2013 T and Ending on =
Case Manager* | IUILEAE =N
Enrollment;+ = SELECT = ¥/|
Status:»  [Active ~|

Please contact the HMIS Help Desk by emailing HMISHelpDesk@ihcdaonline.com if you need any
assistance with the case manager assignment.
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