Rhode Island Coalition
for the Homeless

Procedure to End a Case Manager Assignment

1. From the “Client Information” tab, click on the “Case Managers” tab.

2. Next to your Name assigned as Case Manager, click the “Edit Pencil” on the left-
hand side.
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3. Enter the “End Date” manually or use the calendar icon to select an End
Date of the Case Manager assignment to match the clients Exit Date or the
date the Case Manager stopped working with the client.
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