ORCA Caseload Add/Delete Form

Today’s Date: 8/10/2011 FORMTEXT 

5/23/2011

Complete one of 3 sections, each being a separate request. Must Complete Security portion.
	1 – Change Primary Counselor of Caseload #:
	     
	

	

	Current Counselor:
	     
	TO
	New Counselor:
	     

	

	2- Multiple Users for a Single Caseload: (Type: Admin, Backup, Support)

	

	Add/Remove Staff Name
	Caseload #
	     
	Type
	Start Date
	End Date

	     
	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	     
	     

	     
	 FORMDROPDOWN 

	     
	     

	

	3 – Multiple Caseload Access For a Single User (All unlisted caseloads will be removed)

	User Name:
	     
	Access Area:
	 FORMDROPDOWN 


	Assignment Type:
	 FORMCHECKBOX 
 Admin (Manager)
	 FORMCHECKBOX 
 Backup (Counselor)
	 FORMCHECKBOX 
 Support (Assistant)

	Start Date:
	     
	End Date:
	     
	

	List Caseload #s:
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	
	     
	
	     
	
	     
	
	     
	
	     
	
	     
	
	     

	

	Security Type: Choose 1
	 FORMCHECKBOX 
 Update All (no other required)
	 FORMCHECKBOX 
 Read-Only

	Mark Exceptions that apply:
	 FORMCHECKBOX 
 Without authorization or pay
	 FORMCHECKBOX 
 Plus draft authorization

	
	
	 FORMCHECKBOX 
 Plus issue authorization

	
	
	 FORMCHECKBOX 
 Plus pay authorization

	
	
	 FORMCHECKBOX 
 Plus case notes

	Manager Name:
	     
	Branch: 
	     


(Manager must Email to ORCAHelp)
