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GENERATING CASELOAD REMINDER REPORTS





APPLICABLE TO:		Unit Clerk





REPORTS: 			Caseload Reminder Report





The Unit Clerk, at the request of the SCSW or CSW within the unit, will generate the Caseload Reminder Report.  This report applies to cases only (not referrals).





This report contains data on work due for a selected caseload, grouped by case.  It also lists the case reminders for a caseload.





This report functions primarily as a hard copy calendar for the social worker.





A.	WHEN:   GENERATING THE CASELOAD REMINDER REPORT





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


From the File Menu, select print report. The area of interest defaults to Caseload Reports.  Select Caseload Reminder Report.  In the Select dialog box, select the caseload and click OK.  The report will print.�
�
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