
 

  

  

  
 

  

  

 

Navigate: Cases 
Objective: Cases are used to trigger additional follow-up with students for various reasons. You 
may create cases for students, or you may also be assigned to a case. This guide will assist 
you in learning how to open a case as well as how to check on and update cases as needed. 

Creating a Case 

1. There are two ways to issue a case: a.) from the Staff Homepage; or b.) from the student’s 
profile 

a) From your Staff Homepage, select “Issue a Case” from the righthand side under 
Actions. If the student is assigned to you, you can also see them under your 
Students Tab, select their name, and choose “Actions” to Issue a Case. 

 
b) Search for the student using the search bar at the top of the page. On their profile, 

select “Issue Case” under the Options box on the righthand side. 

 
2. Once the student is selected, choose the appropriate reason for the case. If the case is 

associated with a particular class, you can select that from the drop down menu.  
3. Add detailed comments to describe why the case is being issued.  



 

  

  

  
 

  

  

 

 
4. Once the case is submitted, it will route to the appropriate individuals.  

 

Viewing/Managing a Case 

1. If you have been assigned a case, you may view it by navigating to the Cases page on 
the navigation bar. You will be able to see any cases that have been assigned to you in 
one place. 

 
2. To view the details of a case, click on the Case ID. 
3. You can see the history of actions on the case under Case Activity, including when the 

case was opened, the initial case comments, and who the case has been assigned to. 



 

  

  

  
 

  

  

 
4. Several actions can be taken from within a case: 

a. You can Follow the case to keep up with any updates while the case is open. 
b. You can send a message to the student or to the Case Issuer, and it will be 

noted in the case activity that a message was sent. 
c. You can close the case by hitting “Edit Details” and changing the Status from 

Open to Closed. 

Cases can be viewed from the student’s profile. Once you navigate to the student profile, the 
student’s cases and progress reports can be accessed on the righthand side. Clicking on either 
link will take you directly to that section on the Reports/Notes tab of the student profile, where 
you can toggle between open and closed cases. 
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