
Caseload Tracker Setup

1. Click “Make a Copy” on the 
website

2. You will then be prompted 
again to “Make a copy” of the 
actual spreadsheet



1. Go ahead and rename 
the file while you allow 
it to finish loading. 

2. A drop down menu 
named “Student Card” 
should appear



Select “Show Card” from the 
drop down to initiate the 
Student Card function



Click “OK”



Click 
“Advanced”



Click “Go to 
STUDENT 
CARD 
VIEW”



Click 
“Continue”



1. Click “Select 
all”

2. Click 
“Continue”



1. Go to the 
“CASELOAD” 
tab

2. Click “Setup 
Campuses”



Fill out 
according 
to the 
campuses 
you want 
to track



1. A tab for each 
campus will 
appear

2. Setup your 
reminders for 
upcoming 
ARDs and 
FIEs



Only enter data 
on the 
CASELOAD 
tab or on the 
Student Card, 
one its set up



Student data will auto-populate to the correct tab



To see a Student 
Card:
1. From the 

CASELOAD tab, 
click on an 
individual student

2. Select “Show 
Card” from the 
drop down menu



A new tab named 
“Student Card” will 
appear (be patient to 
let it completely load)

You will be able to see 
everything for a single 
student and enter info 
there, too.



After you update the 
information for the 
student, remember to 
select “Save Card” so 
the information 
populates to the 
CASELOAD 
spreadsheet. Then 
select “Clear Card” to 
make it go away.



From the CASELOAD 
tab, if you select a 
student and then select 
“Generate Parent 
Email” from the drop 
down, you will be able 
to generate an email.



You can customize 
the email in the 
popup window to 
choose language, 
purpose, pronouns, 
etc.



You are AWESOME!

You Got This!


