
                                                               

STAAND – How To Complete a Person Record (Referral - Investigation) 

With the introduction to STAAND, our new system has been designed to eliminate the 

duplication of records in the system.  Your work will be paramount (and crucial) to 

maintain productivity and ensuring seamless collaboration within STAAND. To tackle 

this pervasive issue, CFSA has designed STAAND to identify and prevent duplication, 

which this tip sheet explores through various methods and best practices.  

 

1. When in Investigation activities, you may need to add a person to the investigation 

and/or identify a person to the investigation that already is in STAAND. To complete 

this tasks, from the PERSONS tab, hover to the Source Provided Individual subgrid. 

 

2. From the Source Provided Individual subgrid. , select + New Source Provider 

Individual (or SPI) Person Search. 

3. You will need to enter the required fields (as highlighted in the image) 

• Demographic Information 

• SPI Information 

• Address Information 

Tip! 

*Blue Asterisk - federally "optional" data field 

*Red Asterisk - CFSA required data field 



                                                               
 

 

4. Within the SPI subgrid, identify the SPI role for the person you are adding to the 

Investigation. You (STAAND User(s) will conduct a PERSON SEARCH to see if the 

Source Provided Individual needs to be 1) added to STAAND as PERSON record in the 

system, OR, 2) if the PERSON record is already available in STAAND and needs to be 

linked to the investigation. 

 

5. Upon clicking the Person Search button, STAAND will display all search results to see if 

the PERSON is available in STAAND. 

In this example, we are searching for Mae Jackson500. Based on the search results,  

Mae Jackson500 does not appear in STAAND. 



                                                               

 

6. As a user, you can now validate that this PERSON is not available in STAAND.  Proceed 

to close the PERSON SEARCH by clicking the "X" on the top right corner 

 

7. Upon returning to the SPI Screen, you will see that the PERSON SEARCH toggle has 

moved from NO -- >YES 



                                                               

 

8. You will also see that the Person Record field is still blank. Click the "Add Person" 

button on the Action Toolbar to complete and add person to STAAND. 

 

9. After clicking "Add Person" in the Action Toolbar, STAAND will save the PERSON 

RECORD in the system, and update the Person Record Section below SPI with the 

newly added person. 

         



                                                               
 

Tip! You will know the "PERSON RECORD" was successfully added when the "Add 

Person" button turns into "Remove Person" on the Source Provider Individual Screen 

(as seen in the image for Step 9) and the main screen under the Person column. 

 

10. As a STAAND user conducting a PERSON SEARCH, if the results indicate a match, such 

as Mae Jackson500, you will have two methods to verify relevant information to 

confirm where this is the correct person. 

11. Option 1 - Open the Side Pane to view key data fields to help validate the PERSON. 



                                                               

 

12. Option 1 (continued) - View Side Pane Details to validate the PERSON. 

 

 

 



                                                               
 

13. Option 2 - Click the hyperlink of the PERSON(s) that are displayed in the Search 

Results. 

 

14. Option 2 (continued) - After clicking the hyperlink, the user can View ALL the PERSON 

RECORD DETAILS that have been captured to validate the PERSON information. 

 

15. Option 2 (continued) - Upon completion of your research, and it is determined that the 

PERSON, is in fact the PERSON you need to associate with the Investigation, select Link 

Person from the Action Toolbar, to complete the connection, then click, Save and 

Close. 



                                                               

 

Tip! 

• Persons with similar names may be in the system. Verify the Persons are 

identical or different by Date of Birth, Address, etc. 

16. TIP: The User may need to refresh the STAAND page to populate the + Add Person 

and/or Link Person buttons. 

17. Once the Person has been added and/or linked, the Person record hyperlink will 

populate within the Person column in the Source Provided Individual Details subgrid. 

 



                                                               
 

 

Tip! Repeat the steps when attempting to add or link a CASE PERSON to a CASE within 

CASE MANAGAEMENT activities. Instead of Source Provider Individuals in the Intake 

& Investigations Module, as seen in this Tip Sheet, it is the Case Persons, in Case 

Management module.  


