
Secondary Case Assignment Only (not Courtesy or Primary) 
1) Search for the child/case you wish to be attached to. 
2) Open the case and look for the “Assignment” icon and open the assignment icon. 
3) Find an open worker and click on “Actions” next to the name. 
 

 
 
4) Click on Continue in the pop‐up box. 
 



 
5) Select your name in the “Outliner box” then under “Assignment Definition” select: 
 
Type: Ongoing Services 

Responsibility: Case Management 

Role: Secondary. 
 
6) Click on “Assign” 
 

 

7) On some cases a Tickler reassignment screen will appear. Make sure no boxes are checked and click 
on “Save”. The case should now be assigned to you. 
 

 
 
 



Unassign 
 
Go to ‘Assignments’ icon of case, click on your name to bring up box below. 
 
Click on ‘End Assignment’ and save & close. 

 

 


