
Directions for Assigning Case Manager 
Student Sidebar 
1. Log into Clarity 
2. On the sidebar, click Student 
3. Click Find Student 
4. Filter by:  Name 
5. Type in first few characters of student’s last name 
6. Hit Enter on keyboard, or click GO 

a. This will Bring up all students at your school w/ that last name. 
7. Click on student’s name 
8. Click School tab 
9. Using the binoculars, populate the case manager field w/ the appropriate roster teacher.  (Typing in 

your name does not work.) 
10. Verify that 

school of 
Residence 
and School 
of 
Attendance 
are correct. 

11. Click SAVE 
 

 
 
 
Evaluations and Reviews Sidebar 
1. Click Evaluations and Review (sidebar) 
2. Click “Find an Evaluation or Review” 
3. Select the appropriate document (There may be more than one) 
4. On the Detail tab, use the binoculars to populate the Case Manager field with the appropriate roster 

teacher. 
5. Click SAVE. 
 
 
 
 
 
 
 
 
 
 
Service Plan Sidebar 
1. Click Service Plan (sidebar) 
2. Click “Find a Service Plan” 
3. Select the appropriate document (There may be more than one) 
4. On the Detail tab, use the binoculars to populate the Case Manager field with the appropriate roster 

teacher. 
5. Verify that 

“School of 
Attendance” 
is correct. 

6. Click Save. 
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