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Chapter 21 | WSC Case Load Transfers 

 

Single Case Load Transfer 

1. To begin, log into iConnect and set Role = Waiver or Pre-
Enrollment Workstream Lead.   Click Go.  

 
 

NOTE: For Waiver, a single case load transfer would only 
happen in specific circumstances like if the WSC leaves the 
agency with no notice and the caseload needs to transfer to 
a supervisor temporarily until a new WSC can be selected. 

 

2. Navigate to the consumer’s record, click on the Division tab.  
 

3. The list of open Division records displays.  Select the APD 
Division record.  

 
 

4. The Division details page displays.  Update the following 
fields: 

a. Primary Worker = select the ellipsis to search for and 
select the new Waiver Support Coordinator worker 
that will receive the case load.  

b. When prompted, select Yes to transfer any pending 
ticklers to the new worker 

 
 



 

 

Case Management Module Chapter 21 | WSC Case Load Transfers 

 

 March 2024  Page 2 

 

 
 

5. Click File > Save and Close Division.  

 

6. Repeat this step for all applicable active Division records 
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Bulk Case Load Transfer 

1. To begin, log into iConnect and set Role = Region QA 
Workstream Lead.   Click Go.  

 
 

2. Navigate to the Utilities Chapter.  Select Case Load 
Transfer.  

 
 

3. Click Consumers > Primary Worker to transfer part of or 
the full case load of one Waiver Support Coordinator to 
another.   
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4. The Case Load Transfer page displays. Update the following 
fields:  

a. Click the Ellipsis next to Previous Worker, search for 
and select the current Waiver Support Coordinator 
Worker record. 

b. Once the worker is selected, click Display Case 
Load 

c. Click the ellipsis next to New Worker, search for and 
select the new Waiver Support Coordinator Worker 
record.   

 
 

5. Click the Generate Consumer Notification Letter box to save 
a Note with the WSC change notification attached for every 
Consumer record/Case that is being transferred.   

 

6. The page refreshes.  Update the following fields: 

a. Note Type = WSC Selection 

b. Note Subtype = Notification of WSC Change 

c. Notification Letter = WSC Cover Letter New to Waiver 
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7. From the Case Load Transfer list view grid, select each case 
to be transferred by checking the box next to each case. 

 

8. Click Tools > Perform Task.  
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9. Accept the acknowledgement.  The page refreshes and 
transferred caseloads no longer appear in the Case Load 
transfer records list view.  

 
10. The Note is visible by navigating to the consumer’s record.  

Click Notes.  Select the WSC Selection Note in the list view 
to open.  

 
 

11. Repeat this process to transfer secondary worker caseloads 
as well as program caseloads as necessary.  
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