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Staff Assignments 

Staff Assignments shows staff directly assigned to the student to manage, or assist in 
managing, the student's program.   

• Upon entering the Staff Assignments panel, choose the appropriate program from the 
program filter.  

• Service Providers and Goal Providers are automatically add to the Staff Assignment 
panel when a packet contain those providers is locked. 

• To add a new assignment, click + Staff Assignments 
 

  
 

• Use the search fields to filter and search for the staff member. A user may also add 
themselves as staff by clicking on the +Me button.  Assignment type can be Case 
Manager or Additional Staff. 
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• Enter search criteria, if desired 

• Click Search 

 
• If you desire, check Favorite(s) to designate staff as a favorite to speed future searches 

• Click Select next to the staff you want to assign to the student  
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• To complete the assignment, click Create Staff Assignment 

 
The new assignment includes a start and end date if specified.  If not specified, the assignment 
will only display a start date.  Start and end dates determine how long staff are assigned to the 
student.  Once the end date has passed, the staff no longer displays on the Staff Assignments 
current tab and can be seen on the View History tab. 
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Staff appearing in the “Service Providers” section cannot be added manually to this screen.  The 
staff appearing in this section are automatically added when a packet is locked and goes to 
Current Plan. The staff shown on this screen are added in the packet within the Service Wizard.   
 
Staff appearing in the “Goal Providers” section cannot be added manually to this screen.  The 
staff appearing in this section are automatically added when a packet is locked and goes to 
Current Plan. The staff shown on this screen are added in the packet within the Goal Wizard.  
Click the Expand button to view goals assigned to that staff. 
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