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Student Services Module  
Assigning a Case Manager  

or Security by Student 

 
There are a couple of ways that a Case Manager can be assigned in Student Services. Which method to 
use depends on district/school practices, as well as whether you’re working with one or multiple students.  

Single Student with Existing Eligibility 
If a student has transferred or transitioned to the school with an existing eligibility; or has an eligibility and 
requires a change of Case Manager, the change or new assign can be accomplished by selecting Main 
Menu > Assign Case Manager: 

 
 
If this student has a Current Case Manager, this would show on this screen.  To change that 
assignment, or to create a new assignment for a student who does not have an existing Case Manager, 
click the “Assign/Re-assign” button at the bottom of the screen.  The following screen displays: 

 

Using the “?” you can 
select the Next Case 
Manager, enter an 
Effective Date, and  
enter a reason for the re-
assignment (optional).  It 
is not necessary to enter 
an End Date.  Be sure to 
click Save before exiting 
the screen. 
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Multiple Students with Existing Eligibilities 
In August or early September when you are assigning Case Managers to your transitioned students, a 
more expedient method than the one described above is to use the Security by User function from 
Student Services Main Menu > SEW Security.  This is also a useful function when assigning all eligible 
students in a smaller school to a single Case Manager: 
 

 
 
First select the staff member who will be the Case Manager, by clicking on the ? beside the Staff 
Member/User field. If the Case Manager has already been assigned to any students, these will display at 
the top of the list in bolded blue. Once you have completed the process, if you call up that staff member 
again, the new or additional students assigned to him/her will appear at the top of the list in blue followed 
by those unassigned in black. 
 
Scroll the list of students putting a check mark in the Assign and in the Case Manager boxes for the 
appropriate students.  If you do not want to enter an expiration date at this time, leave the Expires radio 
buttons set on the default No.   
 
If you are in a school where the staff member is the Case Manager for all the students, you can quickly 
Mass Assign by choosing either or both the two buttons highlighted in red at the bottom of the screen.   
Using the Assign all function, or the individual Assign tick boxes, without also clicking the Select as 
Case Manager for all button or the Case Manager tick boxes can be used to enable teachers and other 
professionals to have access to students’ Student Services’ records. 
 
Note: You will not be able to select the staff member and have that person appear in this screen if the 
staff member does not have, in addition to information correctly entered in Staff Maintenance, a BCeSIS 
user id and password with a security role.  This is also true for Assigning Security by student referenced 
later in this document. 
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Assigning a Case Manager through Student Review 
When completing the Student Review process in BCeSIS (either directly from the Student Services Main 
Menu > Student Referrals/Reviews or from the Team Meeting > Student Review process) a Case 
Manager can be assigned in the Outcomes tab: 

 
When you select the staff member to be the Person Responsible for this student, a popup will appear 
asking if this is to be the student’s Case Manager. Click Yes to complete the process and assign the 
selected staff member as this student’s Case Manager. 

Assigning Security by Student 
From the Student Services Main menu, select SEW Security > Security by Student.  This screen 
enables either Read Only or Read/Write access to a student record. Use Read/Write to enable a user to 
create progress reports, assessment reports, or to complete and save any other form that the user has 
the security to access. Note: The person assigned as a Case Manager will display in blue. 
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