C300-101





GENERATING WEEKLY CASELOAD SUMMARY REPORTS





APPLICABLE TO:		Unit Clerk





REPORT: 			Caseload Summary Report





The Unit Clerk is responsible for generating the Caseload Summary Reports for the SCSW, and CSWs within their unit, the Transfer Clerk(s) and the Assignment Clerk(s).  This report is generated the first business day of the week and distributed to the above mentioned parties.





The Caseload Summary lists all open cases or referrals in a specific caseload.





A.	WHEN:   GENERATING THE WEEKLY CASELOAD SUMMARY REPORT





WHO�
       HOW�
�
�
�
�
UNIT CLERK�
Access the CWS/CMS application.  Open the Caseload application.  Open the Supervisor Notebook.


From the File Menu, select print.  The print dialog box appears.


In the Pages to Print area, select summary and click the print button.  The Caseload Summary will print.


�
�
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