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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.

« | (O & save g SavedCose Mew Create Service Request () Validate B Generate Investigation.. "}, Associated History () Refresh @ Che

Jackson500 - saved
Referral - Investigation

Investigation BPF ° @
Active for 27 minutes < Initialing Assessment (2 Min)

Intake Persons Allegations Motes and Documents Assessments Plans  Services Legal Associated Closure Admin  Related

Source Provided Individuals <+ New Source Provided ... {0 Refresh
[ Full Mame ~ Date of Birth (Person) ~ Role ~ Sex Assigned .. ~  Person~
[  Shante JacksonS00 10/12/1994 Parent/Acting as Parent Femnale Shante Jackson500
] Keyshawn Jacksens500 4/25/2012 Child Male Keyshawn JacksonS00
O  Latonya HolmesS00 4/23/209 Child Female Latonya Holmes500
Rows: 3
Family Address 200 STREET SE

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)

e Demographic Information
e SPI Information
e Address Information

Tip!
*Blue Asterisk - federally "optional” data field
*Red Asterisk - CFSA required data field
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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.

&« | @ | | Save @& Save8&CQose’ O Person Search i Add Person Deactivate Source Pro... B Generate Forms

New Source Provided Individual - Unsaved

General Documents Admin

Demographic Information

Unknown Person @ ) No Sex Assigned at Birth " Female

First Name Mae Intersex

Middle Name Reported Gender Female
Igentification

Last Name Jackson500 Preferred Language

Suffix Interpreter Needed

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.
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Search Results
P Mae Jackson500 11/07/1975 *
Search results
Top results  Persons (458)  Referrals (1)
Showing 20 of 459 results for Mae Jackson500 11/07/1975 from € tables in STAAND.
Persons
Full Name Person ID Primary Address Date of Birth
Bp  Maelackson123 PI00002224 11771975
B Maelackson128 PID002170 11/7/1975
B E » = PID002174 11/711975
B Maelackson1s PID0002198 11/71975
B  Maelackson2t PID0001698 11/7/1975
B Maelacksoni0s PI00002101 11771975
Bp  Maelackson7d PI00002054 11771975
B Maelackson13 PID001953 11/7/1975
B Maelackson24 PID001710 11/7/1975
B Maelacksoniis PID0002152 11/71975
B Maelackson3s PIOOO01741 11/711975
B Maelackson63 PIO0001971 17771975

6. Asauser, 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

<
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Date of Birth Estimated Age Sex Assigned at Birth
117771975 el
/71975 Female
| 1 /77197 Female
1/71975 Female
/71975 Female
1/711575 Female
11/71575 Female
! iz === —

7. Upon returning to the SPI Screen, you will see that the PERSON SEARCH toggle has
moved from NO -- >YES
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SPI Role Family Metwork

Perscn Search Completed (&

Person &

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.

<~ B | O B swe

Mae Jackson500 - sz

wved

Source Provided Individual

General Documents

Demographic Information

Unknown Person

First Mame

Middle Mame

Last Name

Suffix

DOB Unknown

&' Save & Close  [1)

Admin  Related ~

Jackson500

@ o

Delete O Person Search Add Person Deactivate Source Prow. B Generate Forms
Sex Assigned at Birth " Female
Intersex -
Reported Gender Female
Identification

Preferred Language

Interpreter Meeded s

Race

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.

SPI Role

Person Té&

Contact Information

Use Existing Home Phone

Home Phone

Primary Email

Address Information

Family MNetwork ~ Person Search Completed &

[F] Mae Jacksons00

Cell Phone

Alternative Cell Phone

R PRI

E
E
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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.

_ lnfa: ing Assessment (45 Min)

Persons Allegations Notes and Documents  Assessments Plans Services Legal Associated Closure Admin Related v
bvided Individuals -+ New Source Provided ... {0 Refresh
Full Name v Date of Birth (Person) v Role v Sex Assigned ... ¥  Person v
Mae Jackson500 11/7/1975 Family Network Female Mae Jackson500
Shante Jackson500 10/12/19%4 Parent/Acting as Parent Female Shante Jackson500
Keyshawn Jackson500 4/25/2012 Child Male Keyshawn Jackson500
Latonya Holmes500 4/23/2019 Child Female Latonya Holmes500
ress & 2001 STREET SE

Washington, District of Columbia
20003, United States, Ward &

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.
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Search results

Top results  Persons (459) Referrals (1)
Showing 30 resuits based on 12 fields.

Person ID Full Name Primary Address Da

B  PID0002313 Mae Jackson500 = Washington, Di... 11
SO0 GGG

B  PI00002224 Mae Jackson123 Washington, Di... 11

P  PIO0001698 Mae Jackson21 11

B  PI00002101 Mae Jackson105 Washington, Di... 11

P  PID0002054 Mae Jackson78 11
STV DA NI e

B  PI00001953 Mae Jackson113 Washington, Di... 11

-t
RV SR | CSRRE T

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

Mae Jackson500

(8] Save @ Save &Close + New 4~ Report Missing or Abs... -} Create Service Request %3 LinkPerson &

w  Mae Jackson500 - saves
Person - Contact -

Summary Details Files Related
CONTACT INFORMATION Timeline

Search timeline
First Name L

& Enteranote..
Last Name

Job Title

Account Name

Primary Email Get started

Home Phone =y Capture and manage all records in your timeline.

Cell Phone

Fax

Preferred Method of
Communication

Address 1: Street 1
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13. Option 2 - Click the hyperlink of the PERSON(s) that are displayed in the Search
Results.

2 Mae Jackson500 11/07/]

Search results

Top results  Perscns (458)

Showing 1 of 458 results for Mae Jackson500 11/07/1975 from 6 tables in STAAND,

Persons
Full Mame Person ID Primary Address
Fr  Mae Jackson500 E =& =& PID0002312

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.

Mae Jackson500

B Save & Save &Close New Report Missing or Abs... Create Service Request 7 LinkPerson @8 Openorgchart R, CreateSPI  [3 Deactivate % Connect R Assign  [I] Delete (@ Createimvitation ) Change Password |

w  Mae Jackson500 - swed
Person

Demographics Identity & Background  Relationships  Health Education Employment & Income  Legal Associated Placement Missing and Absent NYTD  Profiles Documents Admin  Related

Prefix Date of Birth * Primary Address &
1/71975 S {No Mame)
First Name Estimated Age
Mae
Widdle Name Age B
[ Aadress~ Address Type -
Last Name 5N 6
hdsons0 o
Suffix
it Other Nam
Sex Assigned at Birtn ntersex Prefecred Notification Method Cell Frore
Female v - -
Reported Gender Igentification Reported Sexual Orientation ) Home Phone
Primary Emai
female

Reported Gender Identification (Other]

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.
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|
Date of Birth * Primary Address &
11/741975 = = (Mo Name]
Estimated Age
e (&
[J  Address ~
SSM &
]
—
&
e
her Names &
Rows:
Intersex Preferred Notification Method C
Reported Sexual Orientation P Hi
A
Tip!

e 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.

S ———

=i e Group By:  (no grouping] v

Mae JacksonS00 v|s

Shante Jackson500 Keyshawn Jackson300 e

Keyshawn Jacksons00 Latonya Holmes500 --

R T Keyshawn Jackson300 Cl
Latonya rioimesalo

Latonya Holmes300 Si

Latonya Holmes500 C
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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.




