
If your account in CMP is a Case Manager Supervisor role, you can add a Participant to the caseload of 
another Case Manager. 

Step 1. To assign a new and/or unassigned Participant, log in to 
CMP as a Case Manager Supervisor. Then, navigate to the 
‘Roles & Caseloads’ tab on the left side bar menu.

Under the Program Roles section, click on ‘View Program Roles’ for the Case 
Manager title.

Select the Case Manager whose caseload you want to modify from the list.

To assign a new and/or unassigned Participant, use the ‘Add User to Caseload’ search 
to find the Participant.

Step 2.

Step 3.

Step 4.
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From here, you can choose to Add User to Caseload (for a new 
Participant) or Reassign Participants (to change the current 
assignment to a different Case Manager).!

In the search results window, click on the + (plus sign) button to add that Participant 
to the caseload.

Step 5.



Not only can a Case Manager Supervisor assign Participants to a caseload in CMP, but they can also 
reassign them to a different caseload.

Step 1. Log into CMP and select ‘Roles & Caseloads’ 
from the left side bar menu.

To make changes to a caseload, click on the case manager you would like to make 
edits to. 

In this tab, you will see a list of all case managers that have been assigned to you.

Once you choose a CM, you will see a full list of all the members assigned to that 
individual. 

Choose ‘Reassign Participants’ and select the member you wish to move to 
another CM.

Step 2.

Step 3.

Step 4.

Please Note: You can only reassign members between case managers that you are 
assigned as supervisor. 
•	 If you are missing a case manager from your caseload, please reach out to us and provide the CM 

details for assistance.
•	 If you have case managers assigned to you who are no longer assigned to your agency, please 

reach out to our team. 
•	 If you are a supervisor and are not seeing the screens listed above, your permissions may not have 

been set up correctly. Please reach out to the Palco support team for assistance.
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