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AIM QUICK FIXES

Changing Case Manager/Team Member

SCENARIO: Change in Staff at the district —
new Case Manager assigned to student.

FIX: Change Team Member in AIM.

Select the Year and School. Click the Search
tab. Search for a: Student. Enter the
student's last name and click Go.

From Search Results click the student's

name.
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StartDate | End Date

Titke.

Name Role
Caseload 02/14i2011 (SPEDSTAFF) Ingalls, Laura Case Manager
Blank Forms 021412011 Mother (GUARDIAN) Williams, Audrey Read-Only
4 Student Locator 02/14i2011 (STUDENT) wiiliams, Hank Read-Only
02/14i2011 Father (GUARDIAN) Viilliams, Hank Read-Only

Open the record for the current Case
Manager. Enter an End Date (must be at
least one day prior to the new Case
Manager's Start Date). Click Save.
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Start Date | End Date Title

Name Role
0211412011 Mother (GUARDIAH) Wiilliams, Audrey Read-Only
021472011 (STUDENT) Williams, Hank Read-Only
0211412011 Father (GUARDIAN) Wiilliams, Hank Read-Only
02114/2011  06/03/2011 (SPEDSTAFF) Ingalls, Laura Case Manager
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Navigate to the Index, then Student

Information/Special Education. Click the
Team Members tab.
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Click Find and Link New Team Member.
Select the new Case Manager from Special
Ed Staff. Choose the Role Case Manager.
Click Add Team Member.

NOTE: A Team Members should not be
deleted, unless added in error.
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