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Case Assignment 

What 

The process of linking a student to a specific employee in CentralReach and simultaneously updating all 
associated profiles to enable all subsequent clinical and administrative workflows. 

Purpose 

To clearly define which team members are responsible for a student’s services, enabling efficient 
management of caseloads, facilitating access to necessary student documentation for assigned staff, and 
streamlining the delivery and tracking of services. 

Who 

Typically performed by District Educational Specialists (DES) and designated District Staff responsible for 
caseload management and student intake. 

When 

Case assignment must be completed before any clinical or administrative workflows can begin.  

Terminology 

●​ Inputting New Students: Inputting Students into CentralReach 
●​ Inputting New/Managing District Employees: Inputting District Employees into CentralReach 
●​ Agency New Applicant 
●​ Connections: The relationships between profiles that enable information sharing and workflow 

management. 
●​ Interval Updates: Scheduled, bulk changes made to CentralReach to keep the system up-to-date 
●​ Contact Labels: Labels attached to client and employee profile 
●​ Profile Information: Complete collection of data that defines an individual within the system, 

encompassing all their details and settings 
●​ Authorizations: A student’s IEP Services 
●​ Cancel/Delete Appointments: Removing a previously scheduled session 
●​ Scheduling: A student’s schedule of services 

 District Glossary (SOP)

https://docs.google.com/document/d/1w6osSQ7MkgIqO_H1miyNGJPu5wv3_IoT40MmGvtkNkY/edit?usp=sharing
https://docs.google.com/presentation/d/1EJGzRrVLK_yWJsdqUTD20FIdAtEoPvq6kiUrOS1dloM/edit?usp=sharing
https://docs.google.com/presentation/d/17yYQEl972lVD7XpYYtJJLe5oVpimQuWSGFjSxxfBGyA/edit?usp=sharing
https://docs.google.com/presentation/d/16CDy4UCc3aUiwI1a8zMqzwOHtr0OtW9wz7vFSPeGp0Q/edit?usp=sharing
https://docs.google.com/presentation/d/1f4aRmGaFB-9fBG7u3k3lRjaBSHY_ksIUK8GVKckQp7E/edit?usp=sharing
https://docs.google.com/presentation/d/12XK45Rvba6ch9nc_LOYQzsZ4xHYbjlAE2Qlq7HgVixY/edit?slide=id.g37142b275fd_1_6#slide=id.g37142b275fd_1_6
https://docs.google.com/presentation/d/12Ij_a6ZSuAO5stuKzwk-e2odKVTED1DqS61cBf5SE9A/edit?usp=sharing
https://docs.google.com/presentation/d/1X-4sACIpLBfwm5vNZGYhB4kK5pBytElzAQ_1I1wJe9k/edit?usp=sharing
https://docs.google.com/presentation/d/1UPGZFov5RbKEKBkbBDvdSRf7ZzcWYbY-FQlrT1x_V1E/edit?usp=sharing
https://docs.google.com/presentation/d/1XGBDV7EgmM6A4ENWD__P_IBTpMJGhNek1VJjyJS_XuA/edit?usp=sharing


 

Resources 

●​ Instructional Slides:  Case Assignment (SOP)
●​ CR Support Checklist:  

○​  Case Assignment: CR Support Checklist (MASTER-SOP)
○​  Case UnAssignment: CR Support Checklist (MASTER-SOP)
○​  Case ReAssignment: CR Support Checklist (MASTER-SOP)

●​ Training Video: Coming Soon 

Step-by-Step Instructions 

 

 

https://docs.google.com/presentation/d/1pJlVUgza-hOOPfjGoeZzQKErlkhzX6X0M_4xcGzfGZg/edit?usp=sharing
https://docs.google.com/document/d/1TU3wgmu--dfa8g9IxiYgq6tJTQbSXBhJfF9w5AtPFss/edit?usp=sharing
https://docs.google.com/document/d/1L4DgxDJ5kbv_R405CxG78QbYHRgpEy2trwWcx91SrdE/edit?usp=sharing
https://docs.google.com/document/d/1R1MZ1x_9gvq8_znusDp_9FWl7hhu9ya5SapCJERkERE/edit?usp=sharing


 

 

Scheduling 

What 

The process of setting up student appointments within CentralReach, where each appointment is 
pre-configured with relevant service codes, rates, and service note requirements. 

Purpose 

To streamline student appointments and optimize administrative workflows by ensuring appointments are 
linked to student authorizations, contain all necessary billing information, and simplify timesheet conversion, 
enabling CentralReach to efficiently generate and manage billing entries. 

Who 

Behavior Analysts will schedule their own appointments. District/State Staff will be responsible for scheduling 
appointments for RBTs. 

When 

Scheduling takes place after a student's profile has been created, their services have been officially 
authorized, and they have been assigned to a qualified provider. Scheduling also occurs prior to the delivery 
of any services.  

Terminology 

●​ Service Codes: A line of service on the IEP 
●​ Authorizations: A student’s IEP Services 
●​ Connections: The relationships between profiles that enable information sharing and workflow 

management. 
●​ Calendar Permissions: Access to view, create, edit, or delete events on various calendars 
●​ Interval Updates: Scheduled, bulk changes made to CentralReach to keep the system up-to-date 
●​ Cancel/Delete Appointments: Removing a previously scheduled session 
●​ Substitute RBT Process: Updating a Substitute RBTs student connections and schedule for the cases 

they are covering 
●​ Extended School Year: Authorizations and Scheduling: A student’s IEP Services and Appointments 

during Extended School Year 
 District Glossary (SOP)

https://docs.google.com/document/d/1w6osSQ7MkgIqO_H1miyNGJPu5wv3_IoT40MmGvtkNkY/edit?usp=sharing
https://docs.google.com/presentation/d/1sVm9ukLYnLqmOVqsy7wEW-zY-QLumBpJNN11Oh9nf7E/edit?usp=sharing
https://docs.google.com/presentation/d/1X-4sACIpLBfwm5vNZGYhB4kK5pBytElzAQ_1I1wJe9k/edit?usp=sharing
https://docs.google.com/presentation/d/16CDy4UCc3aUiwI1a8zMqzwOHtr0OtW9wz7vFSPeGp0Q/edit?usp=sharing
https://docs.google.com/presentation/d/1Hk-ifQFLSr238AWCzHeftUC0oRHBNJVY2zm62tbEHlQ/edit?usp=sharing
https://docs.google.com/presentation/d/1f4aRmGaFB-9fBG7u3k3lRjaBSHY_ksIUK8GVKckQp7E/edit?usp=sharing
https://docs.google.com/presentation/d/1UPGZFov5RbKEKBkbBDvdSRf7ZzcWYbY-FQlrT1x_V1E/edit?usp=sharing
https://docs.google.com/presentation/d/1unYPmb5ddfc3_w5vbfjWVpE-nSZCm8vOlmHyyQX798k/edit?usp=sharing
https://docs.google.com/presentation/d/1wqF2tTz-9sTDKhhMLtyREShKDYOEAGDRwVbMW06Mk4o/edit?usp=sharing


 

Resources 

●​ Instructional Slides:  Scheduling (SOP)
●​ CR Support Checklist:  Scheduling: CR Support Checklist (MASTER-SOP)
●​ Training Video: Coming Soon 

Step-by-Step Instructions 

 

 
 

https://docs.google.com/presentation/d/1XGBDV7EgmM6A4ENWD__P_IBTpMJGhNek1VJjyJS_XuA/edit?usp=sharing
https://docs.google.com/document/d/1Te-ZiRpBAL_LBTaN1gLjR4YDtF60r2NyGj0RCTICjUY/edit?usp=sharing


 

 

Substitute RBT Process 

What 

The process of updating a substitute Registered Behavior Technician (RBT)'s connections to specific 
students and modifying their schedule within CentralReach. This involves linking the RBT to new students 
they will be subbing for, as employees are initially only connected to their assigned students. 

Purpose 

To ensure that services can be delivered seamlessly by substitute RBTs within the system by providing them 
with the necessary student connections and an accurate schedule for the cases they are covering. This 
enables them to access relevant student profiles, document services, and accurately track their time for 
billing. 

Who 

Typically managed by District Educational Specialists (DES) or designated District Staff responsible for RBT 
scheduling and caseload management. 

When 

The substitute RBT process is initiated when a scheduled RBT is unavailable and a sub RBT is assigned 
●​ The connections must be completed to allow the sub RBT to begin data collection.  
●​ The scheduling changes must be completed before the end of the session to allow the sub RBT to 

submit their timesheet/convert their appointment.  

Terminology 

●​ Authorizations: A student’s IEP Services 
●​ Calendar Permissions: Access to view, create, edit, or delete events on various calendars 
●​ Connections: The relationships between profiles that enable information sharing and workflow 

management. 
●​ Interval Updates: Scheduled, bulk changes made to CentralReach to keep the system up-to-date 

 District Glossary (SOP)

Resources 

https://docs.google.com/document/d/1w6osSQ7MkgIqO_H1miyNGJPu5wv3_IoT40MmGvtkNkY/edit?usp=sharing
https://docs.google.com/presentation/d/1X-4sACIpLBfwm5vNZGYhB4kK5pBytElzAQ_1I1wJe9k/edit?usp=sharing
https://docs.google.com/presentation/d/1Hk-ifQFLSr238AWCzHeftUC0oRHBNJVY2zm62tbEHlQ/edit?usp=sharing
https://docs.google.com/presentation/d/16CDy4UCc3aUiwI1a8zMqzwOHtr0OtW9wz7vFSPeGp0Q/edit?usp=sharing
https://docs.google.com/presentation/d/1f4aRmGaFB-9fBG7u3k3lRjaBSHY_ksIUK8GVKckQp7E/edit?usp=sharing


 

●​ Instructional Slides:  Substitute RBT Process (SOP)  
●​ CR Support Checklist:  Sub RBT Process: CR Support Checklist (MASTER-SOP)
●​ Training Video: Coming Soon 

Step-by-Step Instructions 

 

 

https://docs.google.com/presentation/d/1unYPmb5ddfc3_w5vbfjWVpE-nSZCm8vOlmHyyQX798k/edit?usp=sharing
https://docs.google.com/document/d/1Z2K_nJUadzyLIurbA_rWcKskJtJRg3eANxvKAC-rOpA/edit?usp=sharing
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