
Overview of The 
Case Manager’s 

Pipeline Tool

The Pipeline    



History of the Tool
The Pipeline    

Originated based on feedback and input from Youth 
Opportunity Grantees (YOG).

Working version first produced in 2008 and 
included:

• The Case Manager’s Tool  
• The Supervisor’s Tool and
• The Supervisor’s Longitudinal Tool 

YOG had ended and the tools were never field 
tested or deployed.



Status Today
The Pipeline    

With the assistance of Metro San Diego, the Case 
Manager’s Tool was tested and tweaked to fit TSL, 
HPHC and Face Forward youth programs.

Overwhelmingly positive response from Metro staff.

Tool was cited in the Chicago Grantees meeting 
which resulted in several grantees requesting the 
tool.

Case Manager’s Tool is ready for dissemination.



Purpose of the Tool
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The Case Manager’s Tool allows grantee staff 
to: 

• Track the progress of a caseload through the 
service “Pipeline;” 

• Monitor the progress of individual participants 
against key time-related benchmarks; and 

• Generate a report and graphs to visually illustrate 
the status of a given caseload. 



How it Works
The Pipeline    

The tool is built as an Excel file with 4 
worksheets:

1. Pipeline: used to enter the client data, record key 
dates of services and score progress;

2. Roll-Up Report: a 1 page summary report that 
provides a snapshot of the caseload;

3. Graphs: 11 pie charts that provide key information 
about the caseload; and

4. Action Codes: a list of the codes and what action is 
needed when a particular code is displayed.



How it Works
The Pipeline    

The “Pipeline” Worksheet is…

• Where client data is Generated;

• Interactive: user enters data and “scores” are 
provided as to case status;

• Color coded to assist in easy identification of issue 
areas – three colors are used:

On Track (G)

Needs Attention (Y)

Needs Intervention ( R)



How it Works
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• Information Notes: 
clicks them for 
instructions

• Count of the “scores”

The “Pipeline” Worksheet has:



Using the Pipeline Worksheet
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• Today’s Date (auto generated),

• Case Manager Initials.

Getting Started:



Using the Pipeline Worksheet
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• Participant’s name

• Age

• Enrollment Date

• Days in Pipe (Auto 
Generated)

• School Status

General Participant Information Section:
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 Date Individual Plan Last 
Reviewed: Only data entry  
item in this section

 0 - 45 Days:  Auto 
Generated

 46 - 90 Days: Auto 
Generated

 > 90 Days: Auto Generated

Plan Review Section:
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• As a date for plan review is entered, the Pipeline  compares 
the review date and “Today’s Date” and provides a color 
coded indicator as to the status of the plan review. If "ERR" 
(error) is displayed the date entered is either in the future 
or before the enrollment date of the participant.

Plan Review Section – What it does:
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• 0 - 45 Days: if Plan Review date is within 45 days of today’s 
date, a green G – (On Track) will show.

• 46 - 90 Days: if Review date is between 46 to 90 days of 
today’s date, a yellow Y – (Needs Attention) will show.

• > 90 Days: (Col. K) if Review date is more than 90 days from 
today’s date, a red R – (Needs Intervention) will show.

Plan Review Section – What it does:



Using the Pipeline Worksheet
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 Date of Last Participation: Only data entry  item in this 
section

 3 different “Days” cells:  Auto Generated

Attendance Section:



Using the Pipeline Worksheet
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 By entering the last date a youth was engaged in a program 
activity or counseling session,  the tool calculates how 
many days have elapsed from today and that activity and 
assigns a score. 

Attendance Section – What it does:



Using the Pipeline Worksheet
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 0 - 30 Days: If  Last Participation is within 30 days of today a green G – (On Track) 

will show or if there is no date a R – (Needs Intervention) will show.

 31 - 60 Days: If Last Participation is between 31 to 60 days of today a yellow Y –

(Needs Attention) will show.

 > 60 Days:  If  Last Participation is more than 60 days from today a red R – (Needs 

Intervention) will show.

Attendance Section – What it does:



Using the Pipeline Worksheet
The Pipeline    

 # Left to Complete:  the # of pre-placement activities remaining to complete  is 

entered.  If there are none, enter "0" in this cell.  Then go to the fifth column to 

the right of this cell and enter the date the participant completed all pre-

placement activities or the date that job placement efforts began. 

 Estimated Completion Date, if Not Completed: Enter the estimated date for 

completion of all pre-placement activities. If you receive an "ERR" (error) 

message to the right of this cell it means your "Estimated Completion Date" is in 

the past. 

 3 different “Days” cells:  Auto Generated.

Pre-Placement Act. (PPA) Section:
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 PPA Complete and/or Job Dev. Started: Only enter a date if the 
participant has completed all pre-placement activities or the 
program has started the job development process.  Dates occurring 
in the future will return "ERR" (error) messages in the next section of 
this tool.

 # of Days to Start Job Dev.: Automatically shows the # of days from 
the enrollment date to the date that job development started.

Pre-Placement Act. (PPA) Section – Part 2:
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If there is an “Est. Completion Date…..” a score is shown:
 0 - 30 Days Left: If the “Est. Completion Date…” is between 1 and 

30 days a red R – (Needs Intervention) will show.

 31 - 60 Days Left: - If the “Est. Completion Date…” is between 31 to 
60 days of today’s date, a yellow Y – (Needs Attention) will show.

 > 60 Days Left: If the “Est. Completion Date…” is within 60 or more 
days of today’s date, a green G – (On Track) will show.

 If no date, “NA” is displayed.

PPA Section – What it does
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 If a “PPA Complete and/or Job Dev. Started” date is entered the 
“# of Days to Start Job Dev.” will shows the number of days from 
the participant’s enrollment date to the date that job development 
started.  Dates occurring in the future will return "ERR" (error) 
messages in the next section of this tool.

 It starts the “# of Days Waiting” count in the next section.

PPA Section – What it does Part 2:
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 If Placed, Date Placed: Enter the date participant was placed. A future 

date will inaccurately reflect the # placed. An "ERR" (error) message 

means either a future date or there is a conflict between the "Date 

Placed" and the "PPA Complete and/or Job Dev. Started " date.

 2 sets of “Days” counts  -- 1 for waiting  for placement and 1 for time 
it took to achieve placement, both are auto generated.

Placement Progress Rate Section:
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 If there is not a placement date, the “# of Days Waiting” will display 
the # of days between today’s date and the “PPA Complete and/or 
Job Dev. Started” date and a score will follow.

 When a “If Placed, Date Placed” is entered the # of days between 
entering the placement service and placement is shown in “Placed, 
# of Days Waited” and a score is given.

Place. Progress Rate Section – What it does:
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 Date of Last Contact Since Placement: Enter the date of last follow-
up.  "ERR" (error) means the date either conflicts with earlier dates 
or is in the future.

 # Days in Fol-Up:  Shows # of days from placement to Today

 # Days Since Last Post Place. Contact: Shows the # of days from last 
contact to today.

 2 sets of “Days” scores: both are auto generated.

Post Placement Follow-Up Section:
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 With only a placement date, shows the # of days in follow-up and 
provides a score for the no contact time frame.

 When there is both a placement date and a “Date of Last Contact…” 
date, shows the days in follow-up, days since last contact, and 
provides a score for the timeliness of the follow-up. 

Post Place. Foll.-Up Section: – What it does:
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 Overall Progress Score, shows the overall score assigned each 
participant. The tool reviews each section and compares the 
assigned scores, defaulting to red if any section receives a red score. 
The tool defaults to yellow if no red score has been received but one 
or more yellow score is present. If all sections receive a green score, 
then the overall score will be green. 

Overall Progress Score Section:
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 Each time the worksheet is opened all the “scores” are 
updated based on the new “Today’s” date.

 If a participant has successfully ended the program, and 
had all green scores, many of their scores will change as 
the worksheet is re opened to enter data on the remaining 
case load.

 But you do not want to delete a participant’s data because 
then the total case load is not shown on the reports or the 
graphs.

 You need to lock the data of individual participants who 
have concluded participation.

Ending a Participant, why?
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 Step 1: Unprotect the worksheet, to do this obtain the password.  
Click on the “Review” tab and select the “Unprotect” option.  Then 
enter the password in the pop up dialogue box.

How do you “lock” a participant?

Click Review and select Unprotect 
Sheet.  Then enter the Password and 
click “OK”.
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 Step 2: Chose the participant to be locked by clicking on their line 
number. This highlights the participant data line. Then select the 
“Home” Tab and the Copy option.

How do you “lock” a participant?

Click on the line number to highlight the 
participant to be frozen, then select the 
“Home” Tab and choose the Copy option
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 Step 3: Next select the Paste icon and the Paste Special option.
How do you “lock” a participant?

Click on the “Paste” icon and select 
the Paste Special option
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 Step 4: When the dialogue box pops up select the “Values and 
number format” option and click “OK.”

How do you “lock” a participant?

Click on the “Values and number 
formats” and hit “Ok”
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 Step 5: Relock the worksheet – Select the “Review” Tab, then the 
“Protect Sheet” option, enter the password (you will do it twice) and 
click “OK.”

How do you “lock” a participant?

Click on the “Review” tab, select the 
“Protect Sheet” option and enter the 
password in the dialogue box
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Roll-Up Report
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Pie Charts – 11 displays



QUESTIONS?

Kisha Toppin, RExO TA Coach
kishatoppin@yahoo.com

Available to Help…

mailto:kishatoppin@yahoo.com

