How to Guide

Changing/Editing the Case Manager Assignment

To change/edit the CM assignment, go to the Client’s Dashboard. In the Case Manager section of the
Client’s Dashboard, click on the little blue pencil to the left of the Case Manager’s name you wish to edit.
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Type in a date in the “and Ending on” field to end the Case Manager’s assignment.

Next, click on the “Status” dropdown and select “Inactive”

Click “Save” in the bottom right corner of the screen.
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Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enrollment for the case. To close the casze, enter an End

Date and select Status — Inactive.
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Next — to add a new Case Manager to the open enrollment click “Add Case Assignment”
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In the “Case Manager” field, type in the name of the new Case Manager

Next, click on the magnifying glass in the Case Manager field.
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Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enrollment for the case. To close the case, enter an End

B covip19 Intake Date and select Status — Inactive.
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The Case Manager’s name will appear in a pop-up window. Click on the Case Manager’s name.
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Locate a case manager by using the selection criteria below. To get a list of all case managers in an organization, leave
the Mame selection criteria blank and select an Organization. Users may belong to mare than a single organization.
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Click on the “Enrollment” dropdown and choose the enrollment for the Case Manager assignment.
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Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enrollment for the caze.

Date and select Status — Inactive.
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To close the case, enter an End




Make sure the “Status” box displays “Active” then click “Save” in the bottom right corner.
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Enter a Begin Date. Select the Case Manager assigned 1o the client. Select the related Location and Enrollment for the caze.

Date and select Status — Inactive.
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The Case Manager assignment has now been changed.

Please email the HMISHelpDesk@ihcda.in.gov for HMIS system questions or the

DVHelpDesk@ihcda.in.gov for DV ClientTrack questions.
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