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purpose of case load

+Print class list reports and give to service providers

—Ensure accuracy of the data

—Keep contact information up to date

*Track Student Minutes
—Great for cumulative reports

*Track Case Manager
—Quick Orphanage/Excess Cost program creation
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case load definitions

Case Load Definition Examples:
* By district/school program: Resource, Early Childhood,
Life Skills
* By teacher: list of students served (works best for
program creation for claims)

* By related service: Occupational Therapy, Physical

Therapy, Speech, etc.
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case load definition setup

Case Load Definition is the starting point for setting up classes/teachers:
Approvals and Claims -> Student -> Case Load Definition
Next, Click the Add icon

Case Load Definition

Approvals Schaai: |

Login District: |
|| Ppr— | —
dent SIS 1d: ogram Definition Teacher Name =

[ search | [ ctear Seari:h_l

Personnel Claims

Last Name: Upload Files

First Name:

Case Load Definition Search Resul = (

prr——
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case load definition

« The example below demonstrates how to add a new class in the
> case load definition

 Not all data is required but can be beneficial when running class
list reports

School Year: |2022-2022 -

Class: ICase Load Test Class

School: [Harrisburg CUSD 3 - 20-083-0030-26-0000

Teacher Name: |Test Teacher Personnel

Search

Location: |Case Load Test School

Notes: |Case Load Test Note|

Coove D concel |
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case load definition

> » Teacher name can be populated manually or by utilizing the
Personnel Search to select teachers that are entered in I-Star in the

Personnel Approvals

School Year: |2022-2022 -

Class: ICase Load Test Class

School: [Harrisburg CUSD 3 - 20-083-0030-26-0000

Teacher Name: |Te5t Teacher ‘@b

Search

Location: |Case Load Test School

Notes: |Case Load Test Note
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case load definition

Search for Teacher

Personnel Search
T O
ot | ] O —

Last Name:

First Name:

Gender:

|

|

|
Include Retired [

Search |}_.Clear Search | | Cancel
& filters. Leaving the district sut will perfarm & mam= s=arch on ELIS

Note: Including & district will zearch ET.
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case load definition

Q000029
9000161
Q000028
9000003
9000024
9000024
Q000019

DemoRoxana J Adams
Train11Chelsey L Bailey
Demodngie D Baker
Demolina A Bell
DemaoMarisa Bell
DemoReina Brooks
Demodsia D Brown

Personi

Female
Female
Female
Female
Female
Female
Female
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T Enter a default

Tl start date:

] —
Class Name: |—‘
Teacher Name: |: Add Multiples
Default Start Date:

08/18/2022 : = MM/DD/YYYY
“Add Multiples B

-
4| Claar Search |
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Search for the student approval records
to add to the case load
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adding students to a case load

Use Selectad

HUT Select Student Name

Adams, DemoSabine Isa

Adams, DemoSabing Isa

Butler, Demolyndon Hubert
Cooper, DemoKip Maximilian
Diaz, Demosnya Ashley

e nn

« To add multiple students, click the check box next to the student
name then click Use Selected

* To add one student at a time, click the check box in the select
column
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Casa Load { @ Add} (Export) (Refresh (

Default Start Date: File Format: [gyca ~ File: | € i | Mo file chosen
oz L] wesorms CT—

Skip First Row: g
add Multiples

Student Name

Coaper, DemoKip Maximilian

QB09LANNE 0B/18/2022

999999004 Diaz, Demaanya Ashiey 0B/18/2022
000090010 Adams, DemoSabine [za OB/18/2022
999959019 Butler, Demolynidon Hubert 0B/18/2022

To add multiple students, click the check box next to the
student name then click Use Selected

To add one student at a time, click the check box in the
select column
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Edit/delete case load

» To edit an existing Case Load, click the pencil in the edit column
» To delet an existing Case Load, click the red X in the delete column

Case Load Tast Class |Bai|e\r, Traln11Chelsey
ED Allen, Demo?aloma

ED |Enb|nsoﬂ. Trainl7layla

ED |Baie\r, DemoBrandsn &

LD Brown, DemoAsia
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export/import case load

* Click Approvals and Claims -> Student ->

Approvals and Claims IEP Admi

Caseload Definition
Approvals

Personnel Cuaims » Use Case Load Definition Search filters to view desired Case Load

Student Residential Program Defimition to eXDOI’t
* Click the Caseload icon in the results grid

to I-Star. Plaase feel frae Pi Upload Files

Cate Load Dafinitica
Schonl Year: [S077-3077 v
oiberier: [

Schomlz
Cless Harme: |

Tuacter Marss: |

Search | | Clmar Seesch

Badey, Train1iChalsay
Alfam, DesoRuinma
Rekinson, Trein1Travia
Bley, Demolieande &

Bron, Dumodau
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export/import case load

Edit the case load or 3dd new using the Add or Add Mult buttons.

Schoct vear: | 3 v

* Click Export located under the Case Load T
Definition et [5

Teacher Name:  gaiey, Trainl1chelssy

Location:  Cags Load Test School

HNatea:  Case Load Test feote

Case Load [ @ X id}
—_— i

* Click on the .xIsx file at the bottom of the
screen

Note: The download location will vary
based on the browser used. This

o example was populated using Google
g Caseload ED (3).xlsx Chrome.
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Edit exported data

+Click Enable Editing
*Edit data
*DO NOT:

» —Edit Column A or B
» —Edit the Header Row (Row 1)

*Save spreadsheet (.xIsx) with changes to computer/server location

*Close spreadsheet (.xIsx) and return to I-Star Case Load Definition

Crmnin

e, Uiless yous newd o et
He | StusentSiskl

[ c o £

cor Bl staroate B endvate Bl Directnainutes Bl cansul
2003 08/18/2022
2003 06/18/2022
2023 0516/ 2022
2022 05/18/2022

D=moks
Demoanya

Demosabing
D=molyndan

Mazimilian
Ashlay

53

Hubert
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From the Case Load
Definition, click Choose File

Browse to locate the saved

spreadsheet (.xIsx)

Click Import File

Click Refresh Grid

Import edited .xIxs

School Year: | 2o

Clags:  Case Load Test Class

Schoal: [Hamisburg CUSD 2 - 20-083-0030-25-0000

Teacher Name:  pailey, Train11Chalssy
Lacation:  cace Load Test School

MNOLes:  Case Load Test Note

Case Load |

File Format: | Excel

Caseload Cas...est Class.xlsx

Skip First Row:
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before vs after

efore...

1

2 2023 08/18/2022 DemoKip Maximilian Cooper

3 |999935004 2023 08/18/2022 0‘ 0N DemoAnya Ashley Diaz

4 (999999010 2023 08/18/2022 0 0N DemoSabine Isa Adams

5 1999999019 2023 08/18/2022 0\ ON DemoLlyndon Hubert Butler J

999993008 2023 8/25/2022 60 10 N DemoKip Maximilian Cooper

599999004 2023  g/25/2022. 40| 15N DemoAnya Ashley Diaz

995999010 2023 8/25/2022 120 5N DemoSabine Isa Adams

999995019 2023 20(]| 0N Demolyndon Hubert Butler J
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case load reports
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Case Load Student Listing
» Alphabetic list of students with brief student details. Grouped by class and teacher.
Designed for confirmation of the class list and collection of exits or changes to the
caseload.
Class List
 Alphabetic list of students with student details, approval record details and caseload
enrollment. Grouped by class and teacher with counts per class. Includes parent
names and addresses.

Class List by Case Manager
+ Alphabetic list of students with student details, approval record details and caseload
enrollment. Grouped by class and teacher. Lists only students where the teacher is the
case manager for the student, rather than the full class list.
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case load reports

Class List with Approvals and Events
« Alphabetic list of students with student details, approval record details and caseload
enrollment. Grouped by class and teacher with counts per class. Includes parent
names and addresses. Additionally lists dates for Annual Review, Current IEP and
Reevaluation.
Class List Without Address

 Alphabetic list of students with student details, approval record details and caseload
enrollment. Grouped by class and teacher with counts per class. Omits parent
names and addresses.
Enrollment With Total Minutes Per Week
 Alphabetic list of students with detailed caseload information per student including
minutes per week. Grouped by Resident district.
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case load reports

Enroliment with Total Minutes per Week By Class
« Alphabetic list of students with detailed caseload information per student. Grouped by
Class with total minutes per class.
Enrollment With Total Minutes Per Week by Serving School
 Alphabetic list of students with detailed caseload information per student including
minutes per week. Grouped by Serving School.

Students Not Reported on Case Load Listing
« List of all students that have an approval record, but no associated case load record,
excludes fund N and U records. Grouped by Resident district and sorted by the
student name. No class list filters.
Total Number Enrolled by Location
« List of all students that have an approval record, but no associated case load record,
excludes fund N and U records. Grouped by Resident district and sorted by the
student name. No class list filters.
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