
14. Sort

Click the column header text to sort 

the list view. An arrow will show if 

the column is sorted. Click the 

header again to flip the sort order

5. Contact links

Click to see more 

details about that 

person or 

organisation

3.Select cases

Select one or more 

cases, then click 

the ‘Assign’ button 

to assign them

11. List display settings

Choose a view setting, 

including a split-screen 

view

10. List view settings

Create a custom list 

view. Change columns 

and add filters in that 

view

12. Assign button

Click to assign one 

or more selected 

cases

6. Global Search

Search for a phrase 

and see results from all 

records in the system

4. List view selector

Choose the list view 

you want to see. Pin 

a list to make it your 

default view

1. Cases tab
This tab shows 
the cases your 
organisation 

manages

7. Favourites

Create favourites 

for regularly used 

cases, reports and 

dashboard

8. Notifications

See in-app 

notifications 

related to cases

9. Your profile
Change your 
password & 

log out



13. Filters

See what filters have 

been applied and add 

new filters to change 

what is shown in a 

custom list view

CASES LIST VIEW


Assign







13
14

2. Selection list
Use this arrow to switch 

between your homepage, 
list views of cases, reports 

and other options









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This section is covered on the next page

4. Keep private setting

This setting comes from 

ENROL, if legal or other 

concerns make it critically 

important to protect the 

student's information

3. Student details

Key details recorded in 

the system about the 

student. Click the Student 

Details heading to see 

the student’s profile

5. Action launcher

Complete common tasks 

using the buttons. Some 

actions are hidden, so 

use Search actions…to 

find them

9. Contacts

See whānau contacts 

in the Key tab. And the 

school primary contact 

in the School tab

6. Key details

This shows important 

information at a 

glance

2. Case number

Add this number 

to the Global 

search to find 

the case

8. Status 

indicator

See the current 

case status

7. Alerts

Shows risk factors or 

concerns to be aware 

of when engaging with 

the student or whānau

THE CASE TAB
1. Case tab

Each new case 

opens in a new tab





















Contacts are covered on 

the previous page

Service Coordination

12. Info requests

See requests made to 

other government 

agencies to locate the 

student/whānau 

11. Barriers

Where barriers 

to attendance 

are entered and 

listed

10. UBNF

To record the 

use of the 

Unmet Basic 

Needs Fund

8. Plans

Where tailored 

student support 

plans are 

created & listed

9. Services

Where agencies or 

services that are 

supporting the 

student are shown

THE CASE TAB…
1. Case tab

Each new case 

opens in a new tab

3. Timeline 

action buttons

Use these to edit 

or delete items in 

your timeline. Not 

all entries can be 

edited or deleted.

2. Activity Timeline

This shows case 

updates & records that 

have been added to the 

case. Click the arrows or 

hover over the entry to 

see more information 

4. Details

This tab contains 

additional case 

information such as 

the Not Located flag

6. Enrolment History

Shows the schools the 

student has been 

enrolled in 

7. Support requests

A list of supports 

requests that have 

been made for the 

student

5. Related tab

This tab holds case 

Comments, Emails 

and Files
















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