MISSOURI

Reassign Cases-Case Management
Search

Staff have the ability to easily reassign cases from one staff member to another through the Case Management search



1.  Click Case Managment icon

File Edit Mavigation Utility MO Utility Window Help

PORBRAAOAIVARSVIFHAG BREECKSE « » @

=

11-24-14

A new Workshop has been added under the Category of Job Search Activities: Adult
Job Club

We now have an Adult Job Club and a Youth Job Club.

Remember to find this on the Workshop tab when looking for workshops the Status
needs to be blank.

Record: 11 ||
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2. Double click on Your Name [

3. Locate the name of the counselor
who has the case you need to
reassign..

4.  Click Ok button

5.  Click Search button

Counselors

-

|£| Toolbox 2 (Test) Powered by Cracle
File Edit Mavigation Options Utility

Find|%

JI‘? @ ﬁ m @\ j’; @ ﬂ Counselor Name

ALBERTSON, TRACI

A BSOS M « > m

[(==]=]

@ Case Management Search ALDRIDGE, JANICE
General | Additional | ALLEN. LAWAYNA 3
CM Status:active / ALLEN, T _lﬂ Actial |
=P Counselor [EDWARD GREENSLIT N\ | | 4
Team:
Eindl Cancel |
Office: Veterans Only
Region: —~rT i_ No Motes last 30 days i Clear A
i Mo Tazks last 30 days —_
County: LI ™ Pend 4 it in 30 Days I~ Mo Services IBD days E Search
™ Al History *
Name Primary Counselor | Office | Team | Title City Phone 5
-
-
~
~
~
~
~
~
-
-
-

Total Records:

0| Number Selected] |

Destination:

Seeker Info Tabk ;I

-4 Select Al | L DeSelect AI' G Print Repnrtl 3 Print List | Excel |

Use drop down box to search for active or inactive cases

|Record: " |

=08C=
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6.  Use the check boxes to determine
which case(s) you will reassign

NOTE: Toolbox checks all cases by
default. You can use the Select All and
Deselect All to assist you with reassigning
cases.

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search
File Edit Mavigation Options Utility MO WUtility Window Help

PORMBALAOAICARS2VERBAG BEEKSE « » @

‘@Case Management Search
General | Additional |

[ E ]

CM status: | T - Enrolment Type: factuat |
Counselor:|CATHY ALLEN |Pri... ;l Service:
Team: LI Referral Service:
ll Date:l ~| ™ Weterans Only
-] ™ No Notes last 30 days F Clear &I
5 [~ Pending Soft Exit in 30 Days F"NEEZ“"?'“"“M“"S ?EI
rvices IF e Search
[ AllHistory
Name Primary Counselor | Office | Team | Title: City Phone
T EXCAMPLE I, 1AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON JEFFERSON CITY {573)555-1212 |8
[ [EXAMPLE IV, | AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY
v |EXAMPLE, 1AM CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY
=
=
=
=
=
=
=
u .
Total Records: 3| Number Selected] 3|
Destination:| s seker Info Tab | pselectal | L DeSelect Ali o Print Repnr‘tl 39 Prit List | Excel |

Click in box to select a specific case

|Rec0rd: 113

<0sC>
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7. Click Options

8.  Choose Reassigh Counselor

est) Powered by Oracle 11g - Case Management Search

Utility MO Utility Wing
@ s ¥ Reas

sign Counselar

{#Case Management  Verification
General | Additional |
CM Status:| Active ;l Enroliment Type: |Actua| j
Counselor| CATHY ALLEN IPri... =l Service:
Team: | Referral Service:
Office: -l Date:l—‘l— [ Veterans Only
Region: | F No Notes last 30 days FI Clear &l
| No Tasks last 30 days —_—mm
County: =l [~ Pending Soft Exit in 30 Days [~ NoServices [30 | gays ?EI Search
™ Al History
Name Primary Counszelor | Office | Team | Title City Phone |
|| |EXAMPLE Il | AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON[JEFFERSON CITY (573)555-1212| =
[~ |[EXAMPLE IV, | AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON[JEFFERSON CITY
I EXAMPLE, 1AM CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY
=
=
-
=
-
=
=
- .

Clickin box to select a specific case

Total Records:

3| Number Selected] 1]

Destination:| s eeker Info Tab

|t Select Al | L DeSelect Ali ﬁ Print Repor‘tl @ Prini List | Excel

|Rec0rd: 33 | |

<0sC=
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Counselors x|
Find| g%
Counselor | Office | Team | Title -
|=| Toolbox 2 (Test) Powered by Oracle11g - Case Manageme ' GAGE, NICO | JEFFERSON CITY CAREER CENTER | =) e
File Edit Mavigation Options Utility MO Utility Window GELVEN, LESLIE | JEFFERSON CITY CAREER CENT
A GELVEN, LESLIE | JEFFERSON CITY CAREER CENT
POBBRLAORA DD SV & GREENSLIT, EDWARD | JEFFERSON CITY CAREER
{#|Case Management Search GREENSLIT, EDWARD | JEFFERSON CITY CAREER
GREENSLIT, EDWARD | JEFFERSON CITY CAREER
General lﬁddiﬁonall I ﬂmmm.-.-:F
1] »
CH Status:|ctive ~| Enrollment Type:
9.  Double click in the Counselor 9 K : E‘”d‘ oK | Qﬂ”ce'|
. ™ Counselor:|
field.
of [+ mssign Uncompleted Tasks, Future Tasks and Appointme
Re Fr Clear 21
10. Locate and choose the counselor col {% Assign | )4 Canz/r, ;7
. . L Search
you wish to reassign the task to. : Jiilla s
11. Click Ok button Name Primary Counselor | Office | Team | Title City Phone |
v | [EXAMPLE I, | AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY (573)555-1212] -
Note: If the counselor you are [ | [EXAMPLE I, | AW A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY
assigning to has more than one Hat :: EXAMPLE, 1AM CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON JEFFERSON CITY
they will be listed in the LOV more m
than once. They are listed by [
alphabetical order by Hat. IE
-
-
m -
Total Records: 3| Number Selected; 1]
Destination:|seeker Info Tab +] s SelectAl | L DeSelect A||| . Prirt Report | g Print List | 24 Excel |
Record: 11 ... |Listof Valu... <Q8C=
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12. Counselor’s name is now
populated in Assign To field

13. Leave the checkbox for Assign
Uncompleted Tasks, Future
Tasks and Appointments
checked

14. Click Assign button

General ‘ Additional ]

| £ Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search

File Edit Mavigation Options Utility MO Utility Window Help

PORBAAFOAEIVARSVIFHREG BECKSE 4« »

€& Case Management Search

|Actual

CH 5tatus:|Acth.re j Enrollment Type:|
Couns:
Te l':'E'Ul"s-’ﬂ“:'r:|NIE'.IIII GAGE | JEFFERSON CITY CAREER CENTER | JEFFERSON CITY C
Of [+ assign Uncompleted Tasks, Future Tasks and Appointments B
Ret

@ A z=ign | 3 Cancel |

12

Only

=

[ Mo Notes last 30 days F Clear &1

[ Mo Tasks last 30 days

Cou [ NoServices [30  gays E‘El Search

13 [ Al History -
Primary Cold 14  flce | Team | Title City Phone |

[v| [EXAMPLE Il | AM A CATHY ALLEN | JEFFERY [.REER CENTER | JEFFERSON|JEFFERSON CITY (573)555-1212| -

[ | [EXAMPLE IV, 1AM A CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSONJEFFERSON CITY

B A MPLE, AN CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON JEFFERSON CITY

-

-

-

-

=

-

-

r .

Total Records:

3| Number Selected

1

Destination:| ceeger Info Tab

=

- Select & | L DeSelect .ﬂ.ll‘ . Prit Report | o Prirt List | 24 Excel

Record: 1M1

... |List of Valu...

=03C=
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15.

Case has been reassigned from
Cathy to Nico

12

| £ Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search (o= | =]
File Edit Mavigation Options Utility MO Utility Window Help

PORBRALAOMITVACS2VIFHEHA BECKSE « » @

@Case Management Search

General Iadditionall

CH 5tatus:|Acti-.re j Enroliment T}rpe:| Actual j
Counselor| CATHY ALLEN lpri. =] Service:|
Team;| | Referral Service:|
Ofﬂoe:l ﬂ Date: - [ Veterans Only
Region:| | |I: Mo Motes last 30 days
i No Tazks last 30 days
County| =l [ Pending Soft Exitin 30 Days [ MNoServices 30  gays
[ AllHistory

F Clear Al

E"m Search

MPLE Il, 1 AM A

Primary Counselor | Office | Team | Title
CATHY ALLEN | JEFFERSON CITY CAREER CENTER | JEFFERSON JEFFERSON CITY
CATHY ALLEM | JEFFERSON CITY CAREER CENTER | JEFFERSON|JEFFERSON CITY

e

Iv | |EXAMPLE IV, | AM A
-

<

S P ST .

bt oo gt

-\H L*'-\rv":f““"‘;"‘-“\ ‘—_n," - \.4-»._\[“‘-...

E=R(ER (A

| £ Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOHIVADSVIFHG BRCKSR « » I

{# Case Management Search
General l Additional l

CM Status:| A ctive -l Enrolment Type:| lactual =]
Counselor:|NICO GAGE lpri... = Service:|
Tﬂﬂ”"3| ﬂ Referral E'yer\.ric:e:|
Office:] | pate] | [~ Weterans Only
Region:| | F No Notes last 30 days FY Clear Al
] No Tasks last 30 days [ ——
County| =l [~ Pending Soft Exit in 30 Days [ NoServices |30  gays | iz Search
[~ Al History
Name Primary Coungelor | Office | Team | Title City Phone

AN EXAMPLE I, 1 AM A
[ [TESTER, NICO

NICO GAGE | JEFFERSON CITY CAREER CENTER | JEFFERSOMN CIJEFFERSON CITY

NICO GAGE | JEFFERSON CITY CAREER CENTER | JEFFERSON CIJEFFERSON CITY

B N =T A= -RAGE | JERIF 0N AT ARSER. CENTERMERTRS50 Jﬁmunu-«-. J‘qusgwii/ *’J
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