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The Case Load Report was developed as a Case Management tool for ASSET users.  To 
access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu 
Tree.  Next, click on Case Load and the page will look like this. 

 
  
The case load report defaults to the Case Manager logged into ASSET.  To obtain a report for 
another case manager select the name from the drop down Case Manager field.  Next, select 
the Program/Program Area to see the number of individuals on the Case Load. 
 
The Search Results provides information about the participants by the Program/Program Area 
selected by the case manager.   Included on the report are; PIN, Name (customer name), 
Program/Program Area, and the Registration or Begin Date. 
 
The Field Descriptions are: 

FIELD REQUIRED DESCRIPTION 

• Case Manager N/A The name of the Case Manager 
for this report. 

• Program/Program 
Area N/A The Program Area from which the 

individual is receiving services. 
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By clicking on the PIN (underlined and highlighted in blue), the page returned is the Service 
Summary Page.  It will look like this: 
 

 
 
 
Click on the Service Name highlighted and underlined in blue.  This action will take you to the 
Service Summary page where a case manager can either update/change the service.  
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Once a participant has been system exited the individual will drop off the Case Load listing. 
 
 
Return to Index-Click Here 
 
 
 
 
 
 
 


