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Assigning Students to a Related Service 

Only users with the appropriate security privileges can assign students to a related 

service in SpecialServices. For more information, see the User Roles or Resource 

Permissions instructional sheets. 

On the My Students screen, click Assign Students. 

In the Choose a Service area, click the name of the service that the staff member will provide to the student(s).  

The name of the service you selected is highlighted in green and a checkmark displays beside it. 

Click Students. 
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On the Assign Students window that opens, complete one of the following: 

• If you are a case manager – In the Choose a Provider field, enter 2 or more letters of a staff member’s first or 

last name. Then, select the appropriate staff member from the results list that displays. (You can select  

yourself if desired.) 

• If you are a service provider – Make sure that your name displays in the Choose a Provider area.  
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Note: To clear the field, click      . 
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Repeat steps 5 and 6 as necessary. 

Click Assign. 

When the results list displays, beside the name of the student whom you wish to assign, click      . 

The student’s name displays in the Student to Assign list. 

Note: To remove the student, click     .        

On the student search version of the Assign Students window, search for a student by entering a grade 

level, student ID number, or at least 2 letters of the student’s first or last name.  

Note: To clear the field, click      . 
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On the My Students screen, the staff member and related service display in the grid for the appropriate 

student(s). 


