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How to Reassign Cases in a Batch

Sometimes a staff member may be out on leave or may cease employment with the county. A

supervisor can move multiple clients from one staff member to another using Caseload
Reassignment.

1.

2.

3.

Click on the Search icon.
Type in “Caseload Reassignment” in the search bar.

Select “Caseload Reassignment (My Office)” from the search results.
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4. This takes you to the Caseload Reassignment list page. Enter the staff member’s name

(last, first) in the Staff search bar. Choose the Assignment Type “Treatment Team
Roles”.

. Click Apply Filter.

. Select the assighments you want to reassign by clicking on the corresponding

checkbox. Each treatment team role will show. If the client is open to multiple
programs, the same staff may be listed as the primary program clinician for multiple
programs. Make sure to select all the assignments you're wanting to transfer. You can
also select a group of assignments by clicking on the appropriate link.

. Once you've selected the assignments you want to reassign, click on the Reassignment

icon.
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Client Staff

Tesla, Jim (1015) Clinician, Robert

Tesla, Jim (1015) Clinician, Robert

Schrute, Dwight (1... Clinician, Robert

Zimmerman, Pam (...  Clinician, Robert

Test, Patient (1032) Clinician, Robert

Test, Patient (1032) Clinician, Robert

Test, Patient (1032) Clinician, Robert

Test, Ryan (1033)

Clinician, Robert

Test, Mark (1044) Clinician, Robert

Griffin, Stewie (10... Clinician, Robert

Sudop, Kobe (1056) Clinician, Robert

Hill, Hank (1063)

Clinician, Robert

Johnson, Magic (1... Clinician, Robert
Childers, Cindy (10...
Childers, Cindy (10...

Edmonds, Eddy (1...

Clinician, Robert

Clinician, Robert

Clinician, Robert

Jones, Jill (1087) Clinician, Robert

Jones, Jill (1087) Clinician, Robert

Tommy, Max (1091} Clinician, Robert

Asann.Jason (1096}

Clinician. Robert
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Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
Treatment Team ...
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Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Therapist
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Program Assignm...
Primary Clinician
Primary Clinician
Primary Clinician
Program Assignm...
Primary Clinician

Program Assionm

Description

Treatment Team Roles:

Treatment Team Roles:
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Program Assignmen.

Program Assignmen...

Treatment Team Roles:

Treatment Team Roles:

Program Assignmen...

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Therapist: Clinician,....

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Program Assignmen...

Treatment Team Roles:

Primary Clinician: Cli...

Treatment Team Roles:

Primary Clinician: Cli...

Treatment Team Roles:

Primary Clinician: Cli...

Treatment Team Roles:
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Program Assignmen...

Primary Clinician: Cl
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8. This will bring up the Re-assignment Pop Up window. Enter the name of the staff
member you're reassigning these assignments to and click Save.

Re-assignment Pop Up 9 [ x |

Select New Staff Person

Mew Staff Person

Contractor, Clinicia n|

9. This will bring up a confirmation popup window alerting you to the number of items
you're about to reassign. Click Re-Assign to complete the process. Click Cancel if you



want to cancel the reassignment process.

Confirmation Message n

There are 8 Number of records to be reassigned to
Contractor, Clinician. Are you sure you wish to continue?
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