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» Export Case Load
» Edit exported data in spreadsheet (.xlsx)
> Save spreadsheet (.xIsx) to computer/server location

» Import spreadsheet (.xIsx)
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Export Case Load

» Click Approvals and Claims -> Student -> Caseload Definition
Approvats and Claiems L]

Approvals

Parsannel Claims

Program Defintion

-2019: All 2

Uplaad Files

» User Case Load Definition Search filters to view desired Case Load
» Click the Caseload icon in the results grid

Casa Load Dafinition

School Year: [7019-2020 *

Distriet: |

School: |
class Name: [ v]
Teacher Name: [Robinson, Trainl Zlayia ¥

Search | | Clear Search

Case Load Definition Search Resul
Teacher

Export Case Load

» Click Export located below the Case Load Definition Inform

Case Load Definition
Edit the case load or add new using the Add or Add Mult buttons.

School Year: |2019-2020 v

Class: |gp

School: [ Harrisburg Middle School - 20-083-0030-26-1002

Teacher Name: |Robinson, Train17Jayla
Location:

Notes:

Return

]
Case Load (@ Add (Export) (Refresh Grid)

——  ‘e— ]
» Click on the .xlsx file at the bottom of the screen

» Note: The download location will vary based on the browser used.
B3 Caseload D (2)sx This example was populated using Google 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
Close spreadsheet (.xIsx) and return to I-Star Case Load Defin

E B Caseload ED (4) xIsx [Protected View] - Excel
File Home Insert  Pagelayout  Formulas  Data  Review View  Help  ACROBAT Q) Tell mewhat you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al - £ StudentSISid

B 5 D F G H I

2020 08/13/2019
3 |999999027 2020 08/13/2019

Import Spreadsheet (.xIsx)

From the Case Load Definition, click Choose File

Browse to locate the saved spreadsheet (.xlsx)

Click Import File Case Lood Delinition

Click Refresh Grid e e e

Class: [gp

School: | Harrisburg Middle Schoal - 20-063-0030-26-1002

Teacher Name: | Robinson, Traini7Jayla
Location:

Notes:

[r—
Case Load ( @ add) (Export) (Refresh Grid)
—

File Farmat: | gxcel v File: | Chooss File | Caseload ED (4).xsx

Skip First Row: Import File
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Before...

|__End | Direct | Consult | ____ CaseMgrz | _MNote ]

08/13/2010 0 False
08/13/2019 0 True 21
08/13/2019 False
08/13/2019 False
08/13/2010 True
08/13/2019 False
08/13/2019 False
08/13/2019 False
08/13/2010 False
08/13/2019 False
08/13/2019 False
08/13/2019 False
08/13/2010 False
08/13/2019 False
08/13/2019 False
08/13/2019 False
08/13/2010 False
08/13/2019 False
08/13/2019 False

Concult Case Mgr? | Noted

10/26/2019 [ 5 Tagt Note 1 Test Ncte 2

Test Note 2 Test Note 3

06/ 19 i Test Note 3 Test Note 4
08/13/2019 Test Note 13 Test Note 14
Test Note § Test Nete &

Test Note 3 Test Wote 4

08y 0 Test Note 13 Test Note 14
08/13/2019 10/28/2019 Test Note 1 Test Note 2
Test Note 15 Test Note 16

Test Note 10 Test Note 11

Test Note 11 Test Note 12

08/13/2019 Test Mote 12 Test Mok 13
08(13/2019 2 Tt Mote 4 Test Note §
08/13/2019 1 Test Note 14 Test Note 15
05/13/2019 Test Note 9 Test Note 10
08/13/2019 Test Note 10 Test Note 11
06/13/2019 14 [ Test Note 11 Test Note 12
08/13/2019 Test Note 18 Test Note 19
06/13/2019 Test Note 19 Test Note 20




11/4/2019

Harrisburg Project
(800) 635-5274
support@hbug.k12.il.us




