ADDING CASE MGMT CLASSES TO PROGRESS BOOK

1. Check to see if there is a CASE MANAGEMENT course listed in COURSES.  Under Annual Setup, click on COURSES.  Look for a Case Management class.
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In the above example, there is already a Case Management Course so you can proceed to Step 3.

2. If no Case Management class is listed, you will need to ADD A COURSE.
To Add a course, click on [image: image3.png]


  and fill in the necessary fields.  Enter CASE as the District Course ID, the Course Short name, and the Course Abbreviation, and CASE MANAGEMENT as the Course Name.  Being consistent in how you build your case management classes will make it easier for MEC to copy them over from year to year.
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3. Once your course is established you can then set up/add CLASSES (sections).  Under Annual Setup, click on CLASSES.  Click on ADD A CLASS.  
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Click on PICK A COURSE.  You will be prompted to choose a grade level.  Select one of the grade levels you selected as the “Course Grade Level(s)” when creating the CASE course in step 2.
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Scroll through the list to find the Case Management Course.  Once located click on the COURSE NAME to select it.
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Finish completing the Add a Class screen.  Select the School, enter the Teachers name in the Section field, and enter CASE as the District Class ID.  
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When finished, click UPDATE.  After clicking update, you should notice more tabs appear at the top.
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Click on the STAFF tab and click on the ADD STAFF MEMBERS link at the bottom of the page.
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Scroll through and find the staff member.  Click in the box next to the staff member you need to select.  Click UPDATE and then click on CLOSE in the upper right corner to exit out of the Staff Search screen.
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Change the ROLE to PRIMARY (It defaults to Additional) and then click UPDATE.
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Next, Click on the REPORTING PERIODS Tab.  Click on ADD REPORTING PERIODS link at the bottom of the screen.
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If the teacher will just have this for the 1st marking period, then just select that.  If it is for all year, you will need to select all 9 weeks (MP1, MP2, MP3, MP4).  ONLY ADD THE 9 WEEKS!
When finished adding all  necessary Reporting Periods click UPDATE and then click CLOSE in the upper right corner of the screen to close the Add Reporting Periods screen..

Your screen should look similar to the one below.
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Next click on the ROSTER tab and then click on the ADD STUDENTS link at the bottom of the screen to select your students.  
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You can use the selection boxes at the top of the screen to limit your student list to a specific schook, grade, or Homeroom.  You can also type the student’s last name in the box and click GO.
Click in the box next to the student(s) names and then click on ADD SELECTED STUDENTS TO THE ROSTER.
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Once you have selected all the necessary students click CLOSE in the upper right corner of the screen to close the Student Search screen.


You will then see the students listed under the roster.  Click CLOSE to close the Update Class screen.
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The Case Management class will display in the Teachers Classes section of their Teacher Home Page.
[image: image21.png]Case Management: Bennett
HEALTH: 01

HEALTH: 02

HEALTH: 09

HEALTH: 10

PHYS EDUC 1: 06

PHYS EDUC 1: 07




The students that were added will be listed on the Class Dashboard.  
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