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C A S E  L O A D  
O V E R V I E W  

P R E S E N T E D  B Y : H A R R I S B U R G  P R O J E C T  
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OVERVIEW

• Purpose of a Case Load

•Case Load Definitions

•Creating a Case Load

•Case Load Reports 
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PURPOSE OF A 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 
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WHAT IS A CLASS?

• A class consists of anyone providing Related Service Minutes

–LD Teacher, OT, PT, Speech, etc. 
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CASE LOAD DEFINITION
Case load definition is the initial set up process to use the Case Load feature 
in I-Star. 

– In the student section, click Case Load Definition.
– Next, click the Add icon. 
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CASE LOAD DEFINITION
• Enter the information for this class definition and click Save. 
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CASE LOAD DEFINITION

• I-Star will bring you back to your Case Load Definition Results

– To edit a case load definition, click the pencil icon under the edit column or the 
name of the class to make the appropriate changes. 
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CREATING A CASE LOAD 
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Step 1: 

Click the icon to add students to your caseload

Step  2: 

Enter a Default Start Date:
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CREATING A CASE LOAD 
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Step 3: 

To add multiple students to your 
caseload, click “Add Mult”. 

To add one single student to your 
caseload, click the Add icon. 

CREATING A CASE LOAD 
Step 4: 

Search for your desired students and select the checkbox to add multiple students to your caseload.  Once 
you have selected the students you would like to add to your caseload, click “Use Selected.”
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CREATING A CASE LOAD 
Step 5: 

-This will bring you back to 
the list of students you have 
added to your caseload. 

- To edit the caseload 
information, click the pencil 
icon. 
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CASE LOAD REPORTS
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To run a case load report select:

Reports  Report Type: (Student) Report Categories: (Class List) Select Desired Report
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CASE LOAD REPORTS
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Within the reports tab you can:

- Sort by desired filters
- Run or Export the selected report. 

I-STAR RESOURCE WEBSITE 
WWW.HBUG.K12.IL.US
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Contact:

Harrisburg Project

(800) 635-5274

support@hbug.k12.il.us

With I-Star Questions and 
Feedback 
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