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CASA Manager Step-By-Step Directions

To log case notes in CASA Manager please follow the directions below.

1 Navigate to https://login.casamanager.com
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2 Type in your CASA email to sign in. The beginning of your CASA email should be
the first letter of your first name and your full last name. Your email ends in
@casaheartland.org .

Next click "Login".
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3 Enter your password and then click Login.

IF you for get your password, click the "Forgot PW" button and CASA Manager will
send a link to your CASA email. Follow the instructions to reset your password.

4 This is the screen that appears when you login. To enter a case note, Click
"Hours/Notes Entry".



Made with Scribe - https://scribehow.com 4

5 Click "Family Related Hours/Notes".

6 Click "Family" and select the family name.



Made with Scribe - https://scribehow.com 5

7 Select the date you completed the service/visit. Do not enter today's date unless
the casework was completed today.

8 Click the names of the children the note is related to. Once you have clicked on
them, they should be highlighted blue.
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9 Enter the total amount of time spent completing the visit/completing case work.

Please note, you do not have to enter notes/logs for time spent entering notes on
your case, talking to your Advocate Coordinator, or writing your CASA report.
However, you are certainly welcome to.
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10 Click the box next to "Type". Select the best choice for the case work you are
logging at this time.

11 Click the box next to "Activity". Select the best choice for the case work you are
logging at this time.



Made with Scribe - https://scribehow.com 8

12 Logging your mileage is optional. If you would like to have a print out at the end of
the year with the number of miles you drove for your casework, log your miles
here. If you filed for mileage reimbursement, do not log your miles here. If you
completed a phone call or virtual visit, enter 0.

13 For the "# Visits" enter 1 if you are logging completing one visit or talking to one
school on that day. However, if on the same day you went to the school and to
visit the child at their home and you are logging both on the same log, you would
put a 2 in this box.
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14 For "# Contacts" type in the number of adults that you talked to as well as the
number of children that you saw (so total number of people you interacted with).

15 For "Topics/Activities" if you went to court, select Hearing Note. If you are not
logging information from court, everything else you should chose "CASA".
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16 Click "Topics/Activities"

17 Choose the appropriate VOCA code from the "Topics/Activities" drop down. If you
are unsure, look at your VOCA codes document for help choosing the correct
code. You may select more than one VOCA code from the list.
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18 Click in an area off of the menu to hide the list.

19 For "Note" this is where you enter a detailed description of what happened at the
visit, on the phone call, while talking to the school, etc. The more detailed the
better. Remember, if you typed it up in another document and need to copy paste
it in this box, you have to use your keyboard shortcuts: copy "ctrl c" paste "ctrl v".
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20 Click here.

21 Click the box next to "VOCA Services". From the dropdown, choose the description
that matches the case activity that you completed. VOCA categories include: A.
Information & Referral B. Personal Advocacy & Accompaniment C. Emotional
Support.
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22 Click "Subtype".

23 Click the appropriate choice from the dropdown menu.
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24 Type "1" for the quantity. If you completed more than one VOCA service at the
visit, then click the tan "Select Service" box below and repeat the process. If you
only completed the one VOCA service, you are done with the "VOCA Services"
section.

25 Click the rectangle next to "Signed*". Once you have clicked it, it will turn blue.
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26 Click "Submit"

To to view past case notes, use the following steps.
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27 Now you will be back at the home screen. From here, if you would like to see the
note that you entered or any past notes, click "My Cases". Click the arrow on the
right next to the case that you would like to select.

28 Click "Notes"
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29 A list of notes should appear on the right. Click the arrow at the right of the note
to see the details of the note.

30 The note will have a different format here than on the screen where you entered it
in originally however, the overall details from the note you entered still appear.
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31 To get out of the note, Click "Close".

32 You can navigate to see hearing dates, placement information, etc. from this
screen as well. Just click on the corresponding button at the left.

To get out of the case and back to the screen where you can enter notes, Click "the
house" in the top left of the screen.
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To edit your settings, use the following steps.

33 One more important note. If you would like to turn off the email notifications for
when I upload a document into your case, Click "My Account".
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34 Scroll to the bottom and click "Notify me of new case documents". If it is green, it
is on. If it is white, it is turned off.

35 To exit click the house at the top left.
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36 To enter CEUs/Training Hours Click "Hours/Notes Entry" from the menu at the left.

37 Click "Independent Training"



Made with Scribe - https://scribehow.com 22

38 Choose the date your training was completed.

39 Enter the number of hours you spent on the training.
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40 Enter the "Mileage" this is the distance you drove to the training and back. If it was
a virtual training, enter zero.

41 Click "Type". Then select the type of training you completed.
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42 Type the name of your training in the "Topic" section. Or select something from
the drop down.

43 Enter the amount you paid to attend the training if anything.
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44 Click "Submit"


