
 

Reassign Cases-Case Management 
Search 

Staff have the ability to easily reassign cases from one staff member to another through the Case Management search 
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1. Click Case Managment icon 

 

 

 

 

 

1 

DWD Training Dec 2014 Page 2 

 



 

 

 

 

 

 

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 
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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. 
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7. Click Options 

8. Choose Reassign Counselor 
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9. Double click in the Counselor 
field. 

10. Locate and choose the counselor 
you wish to reassign the task to. 

11. Click Ok button 

Note: If the counselor you are 
assigning to has more than one Hat 
they will be listed in the LOV more 
than once. They are listed by 
alphabetical order by Hat.   
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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 
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15. Case has been reassigned from 
Cathy to Nico   
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