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STAAND: How to Enter a Family Network
This tip sheet provides step-by-step guidance for adding a Family Network member in

the Case and Referral modules.

1. Navigate to the Case Persons & Households Tab. In the Family Network sub-grid,
select +New Case Person.

Dynamics 365

SANDBOX

B “ (3 Bsave & saeacios O RunClosureAudit -+ New | Add Guardianship Case -+ Add Adoption Case | Create Service Request [ share

o Home

J Recent b Jackson112 - saved Designated Open 1 ~
Case Assignment Status Status Episode

? Pinned ~ Case

Vorkspace General | Case Persons & Households | Tasks Contact Motes  Plans  Assessments  Services & Supports  Legal  Family Engagement  Placement -

8 My Dashboards

B Cases Family Members Family Network
elp Family Members -~ +  Mew Case Person t Family Network ~ i
3 Forms & Guides [ MName T~ Role T+ Age (Pe.. ¥ Reported Gend... » ] Mame T Title v Age (Pers..~  CKP >
3 CoRa O  Keyshawn lacksont 12 Cchild 13 O Mae acksonii2 Grandpare.. 4

[] Latonya Jackson112 Child 3

[0  shante lackson112 Parent/... 0

Rows: 3 Rows: 1
Households Associated SPI Records

- L M Uit

2. The Quick Create: Case Person window will open on the right side of the screen. Enter
the required information. Select Save and Close.

I Quick Create: Case Person I %
First Name * Homer
Middle Name
Last Name © Jackson112
Race " Black or African American
Hispanic of Latino Origin =~ * g v
Suffix
Date of Birth Y 4sneT3 5]
DOB Unknown ® ) no
Role " Family Network i
Sex Assigned at Birth * Male v
Reported Gender ~
Identification
Title " & Grandparent Matemal % »

‘ Save and Close Cancel

Revised 9/17/2025



sTAAND

STRONGER TO HER AGAINST ABUSE AND NEGLECT DC
DC Child & Family Services Agency

3. Conduct a Person Search.

= & 3 0 Save @ Save &Close [2 Deactivate [] Delete | O PersonSearch |0 Refresh @ Check Access A, Assign A, Change Owner  : 8 share
(@ Home
O Recent v Homer Jackson112 - saved JacksonTl2  Active .
L - Case Person CaseName  Status
Pin v s
Workspace General Well-Being Services Documents Admin  Related
[ My Dashboards
- o Demographics Case Person Details
ses
- . Person 5] Person Search Completed &
Help Unknown Person ® ) nNo Race Black or African A
B Forms & Guides First Name Homer Role ‘famity Title * Bgan. x P
Hispanic or Latino Origin * g e Network
O cora Middle Name
Date of Birth Y aysne73 B Case Person End Date
Last Name Jackson112 \
DOB Unknown Safety Alert ® ) ne
suffix
Sex Assigned at Birth " Male w Attomey Name
Reported Gender ~
s Concurrent Kin Plan
15 this person the CKP? ~

case 2

4. Verify the new Case Person does not exist in STAAND.
Click the "x" to close the window.

Search Results

| A
|J3 Homer Jackson1 12 04/05/1973 I /
Search results <

o
Top results  Persons (473)  Cases (1)  Referrals (1) 2’
Showing 20 of 475 results for Homer JacksonTI2 04/05/1973 from 7 tables in STAAND.
Persons
Full Name Person ID Primary Address Date of Birth Estimated Age Sex Assigned at Birth
Bb  Keyshawn Jacksoné2 PI00001961 4/25/2002 Male
B LaTonya Jackson100 PI00001988 47232019 Female
B> shante' Jacksont2 PIDOD01960 10/12/1994 Female
B PI000D1S5S 4/25/2002 Male
B PID00D1956 4/23/2019 Female
B Latonya lacksoné2 PI00DD1962 4/23/2019 Female
By Keyshawn Jackson127 PI00D02153 4/25/2012 Male
B Latonya JacksonT0 PID0002086 423/2m9 Female v
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5. Click +Add Person. Click the back arrow to return to the previous page.

D search
@ (3 @ save @ SavefClose [ Deactivate [i Delete O Person Search C Refresh @ Check Access R, Assign [ sha
@ Home
o .
© Recent 4 Homer Jackson112 - saved Active
# Pinned w Case Person st
Workspace General Well-Being Services Documents Admin  Related ~
B My Dashboards
i DBemographics Case Person Details
B Cases
Person & Person Search Completed &
nknown Person N ace .
Help Unknown Person L] o flace Black or African A...
& Forms & Guides First Name Homer Role Y Femily Title T
Hispanic or Latine Origin No Network
o4 e Middle Name
Date of Birth asners B Case Person End Date
Last Hame " Jackson112
DOB Unknown ® ) No Safety Alert ® ) Ne
Suffix
Sex Assigned at Birth * Male Attorney Name:
v
Concurrent Kin Plan
Is this person the CKP? v

6. The name of the new Case Person will be added to the Family Network sub-grid.
Click the person's name to be taken to the Case Person screen.

Dynamics 365 L search
- & (3 BEsae § sae&cose @ RunClosure Audit - New -} Add Guardianship Case - Add Adoption Case -} Create Service Request B Share
@ Home
© Recent Jackson112 -« Designated Open 1
P g s sse Assignment Status  Status  Episede
Workspace General ~ Case Persons & Households Tasks Contact Notes  Flans  Assessments  Services & Supports  Legal  Family Engagement  Placement
@ My Dashboards
) Family Members Family Network
| & cases
Help Family Members + +  New Case Person Family Network « +  New Case Person
¢4 Forms & Guides Name 1~ Role T~ Age (Pe.. v Reported Gend... v Name 1~ Title ~ Age (Pers.. v CKP~
O cora n Jackson112 Child 3 I Homer Jackson112 Grandpare. 52 I
La Jackson112 Child 3 Mae 12 a9
Shante Jacksom112 Parenty... 30
Households Associated 5PI Records
.. ~ +  New Household
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7. Scroll down to the Relationships sub-grid and click on +New Person Relationship.

2 Search
- & C B save @ saefClose [} Deactivate [E Delete S PersonSearch X Remowe Person () Refresh @ Check Access A, Assign & Share +
@ Home
O Recent ~ Homer Jackson112 - saved Jacksonli2 | Active
CaseName | Sutus

Homer Jackson112 Case Person

Jackson112 General Well-Being Services Documents Admin  Related

Mae Jackson112

(e Hispanic or Latine 0 no

Origin

RF00003028 Primary Email &

Keyshawn Jackson... Cell Phone a

Intake Worker Das...

Relationships

Active Cases

Jackson120 Person From ~ Is Person To » Relations... T+ |+ New Person Relationship

Jackson120 O Refresh
2 Pinned v # Flow »
e @ Run Report >
B 147 Deshboards We didn't find anything to show here 8 B Templates >

@ Export Person Relationships >
& Cases
Rows: 0

Help

- 8 &

8. Inthe Quick Create: Person Relationship section, add the relationship between the
new Case Person and each family member associated with the case.

Click Save and Close.

Quick Create: Person Relationship %

Person From (=] 117 X o
Is B Grandparent Matemal % a
Person To =] hi 112 X o

Relationship To: JLock for Relationship To p

— TR
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9. The information is saved in the Relationships sub-grid.

Dynamics 36 P search

B [ BHsawe § Saveadose [ Deactivate [§] Delete O PersonSearch X RemovePerson () Refresh & Check Access A, Assign

) Home
© Recent ~ Homer Jackson112 - Jacksonm2 | Active
Case Per Case Name  Statu:

Homer Jackson112 ase Person

PREL-00051188 General Well-Being  Services Documents  Admin  Related

Jackson112

Mae Jackson112 Hispanic or Latino No

Origin

Mae Jackson00 Primary Email (]

(L) Cell Phone &

Keyshawn Jackson...

Relationships

Intake Worker Das...

Active Cases Person From >~ ks~ Person To ~ Relations... T~

Jackson120 Homer Jackso. Grandparent Kiyshawn Jac
# Pinned v
Workspace
@ My Dashboards
& Cases

Rows:

Help

B = %

ADD FAMILY NETWORK — REFERRAL MODULE
1. Navigate to the Person tab in the Referral Module.

Click on the +New Source Provided Individuals option.

Dynamics 365 O earch
“ [7 B sawe & Save&Cose - CreateCompanion <3 Create Snapshot - New Creste Service Request () Refresh @ Check Access | [ Share
G Home
© Recent ~ RFO0003028 - saved RFOD003028  Intake  InProgress
Referrsl ID Ssge  Stss
RF00003028 Referral - Intake e !
Intake Worker Das... General Allegations ~ Screening Decision  Docs & Notes  Associated  Admin  Related
Active Cases
Jackson120 . . . L .
Source Provided Individuals Source Provided Individual Relationships
Jackson120
Full Na.. ~  Date of Birth (Pers.. v Role > Sex..v  Personv +  New Source Provided Indiv |~ ) v
My Team's Pendin
O refresh

My Assignments

g =" Flow >
Administration Da.

B Run Report >
Jackson112
te Mo da

Jocksordd We didn't find anything to show here € Excel Templates >

@ Export Source Provided Ind...
£ Pinned v ot
' B See dll records

Workspace
[ My Dashboards
Family Address

| & My Assignments

€2 Service Requests

A reteral 0
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2. Inthe Quick Create: Source Provided Individual pane, select Family Network as the
SPI Role and enter the remaining information.

Click Save and Close.

Quick Create: Source Provided Individual »

Demographic Information

SP1 Role

Family Network w
Unknown Person ® ) o

First Name " Moe

Middle Name

Last Name " Jackson0O

Suffix

Date of 8irth * 10nspers 5]
DOE Unknown ® ) no

Sex Assigned at Birth Female b
Reported Gender . w2
Identification

=

3. Click on the person's name to be taken to the Case Person screen.

£ search
— & [ Hsae § Save&dose -+ CreateCompanion <3 CreateSnapshot -+ New -+ Create Service Request () Refresh @ Check Acgess  * (& Share ~
@ Home
©  Recent ~ RFO0003028 - saved RF00003028  Intake  In Progress -
- o Referal « Intake ~ Reterss 1D Stage Status
Mae Jackson00 General Persons Allegations  Screening Decision  Docs & MNotes  Associated  Admin  Related
RFO0003028
Intake Worker Das...
Source Provided Individuals : Source Provided Individual Relationships
Active Cases
(] FullMa.. ¥ Date of Birth (Pers.. ©  Role ~ Sex..v Person™v Group By:  (no grouping) +  New Source Provided Indiv...
Jackson120
Jackson120 0 Maedack.. Family .. Fe... | 5 From N of O Refresh
. . — o Flow >
My Team's Pendin... [ Keyshawn... Child Male
7 @ @ Run Report >
My Assignments
- No data availal @8 el Templates >
Administration Da...
& G » @ Export Source Provided Ind... >
Pows 2 & seeall records
‘Workspace
B show As >
& My Dashboards
Family Address a

| & My Assignments

£3 Senvice Requests

B et ol
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4. Conduct a Person Search.

Dynamics 365 P search

= &« B O Hswe & Save&lose [ Delete Add Person Deactivate Source Pro... 8 Generate Forms () Refresh B share
@ Home
® Recent ~ Mae Jackson00 - saved RFO0003028 -/
Reterral
Mae Jackson00 Source Provided Individual + Information e
RFO0003028 General Documents  Admin  Related
Keyshawn Jackson...
Demographic Information
Intake Worker Das.._ mograpl SPI Rale Family Person Search Completed &
v
Active Cases . Network
Unknawn Ferson ® ) no Sex Assigned at Birth - .
Jackson120 . Person -
First Name
M
Jackson120 e Intersex v
My Team's Pendin... Middle Name Reported Gender v Contact Information
T Identification
Last Name Use Existing Home Phane
Administration Da, il Preferred Language 0 g
= Pinned ~ Sutfix
Interpreter Needed ~ Home Phane [7 ml
Workspace
SPJ DOB Unknown No Race
B My Dashboards Primary Email
i Date of Birth Tonsme7 B
O et Hispanic or Latino Origin  * - Cell Phone ‘ ] al
&3 service Requests Emplayer

Tribe Name 0 Alternative Cell Phone [
n Referral ] Mumber

5. Verify the new Case Person does not exist in STAAND.
Click the "x" to close the window.

Search Results B x
a
|| O Mae Jackson00 10/15/1975 X
Search results <
]
Top results  Persons (513) s
]
Showing 20 of 513 results for Mae Jackson00 10/15/1975 from 7 tables in STAAND
Persons
Full Name Persan ID Primary Address Date of Birth Estimated Age Sex Assigned at Birth
A LA ALV
B maesacksonizz PI00002216 hington, District of 1741975 Female
Bb  Maesackson12e PIOO002170 of 171975 Female
- i Y L
By Mae sackson2s PIO0O002179 Washington, District of /71975 Female
3500 LLGRGIR RV TR
B Mae jacksoniis PIOOO02 190 Washington, District of 1741975 Female
B Mae sackson21 FI00001656 171975 Female
B mae sacksonos PI00002101 Washin District of /71975 Female
B mae racksonot PIOODON 554 1701975 Female
B Mae Jacksone2 PI0001963 1/7/1975 Female v
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6. Click +Add Person. Add address and phone number (if available).

Click the back arrow to return to the previous page.

Dynamics 365

£ search

CC HESave & Save&iClose [ Delete O Person Search
@ Home
© Recent ~ Mae Jackson00 - saved
Mae Jackson00 Source Provided Individual - Information
RF00003028 General Documents Admin  Related
Keyshawn Jackson...
\ntake Worker Das... Demographic Information
Active Cases
Unknown Person ® ) No Sex Assigned at Birth Female ~
Jackson120
Jackson120 st tame — Intersex ~
My Team’s Pendin... Middle Name Reported Gender
My Assignments Identification
Administration Da... pstme ey Preferred Language
#  Pinned v
Sufx Interpreter Needed o
Workspace
DOB Unknown L ] No Race
B My Dashboards :
Date of Birth 1015197 B
Sy St Hispanic or Latino Origin -

Service Requests Employer

-
&
a

Referral =

N

Tribe Name

Source Provided Individual Relationship.

Deactivate Source Pro,

$PI Role Family

Network

Person

Contact information

Use Existing Home Phone

Home Phone

Primary Email

Cell Phone

Alternative Cell Phone
Number

Dynamics 365

£ search

[ B sae @& Save & Clos
) Home
©  Recent ~ RFO0003028 - saved
Keyshawn Jacksen. Referral - Intake
Mae Jackson00 General  Persons  Allegations
RFO0003028

Intake Worker Das.
Source Provided Individuals
Active Cases

FullNa.. ~¥  Date of Birth

Jackson120
Jackson120

My Team's Pendin...

My Assignments
Administration Da...

= Pinned ~

Workspace

B My Dashboards
Family Address
| 4 My assignments

&2 Senvice Requests

BB rererral 2
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'3 1 Create Companion €3 Create

Screening Decision  Docs & Notes

(Pers...~  Role~ Sex..
Family .. Fe..
Child Male

Snapshot

Associated

+ New

& Generate Forms
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() Refresh

RFO0003028

Referral

Person Search Completed &

Scroll to the Source Provided Individual Relationships sub-grid and click on +New

1 Create Service Request () Refresh @ Check Access [ Share
RFOD003028  Intake  In Progress
Referral 1D Stage  Sttus
Admin  Related ~
Source Provided Individual Relationships |
Group By:  (no grouping) | +  New Source Provided Indiv... I
v O Refresh
=“ Fow >
% @ pun Report >
& Excel Templates >
@ Export Source Provided Ind...  #

B Seeall records

v

B Show As
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8. Add the relationship between the new Case Person and each family member
associated with the case.

Click Save and Close.

SANDBOX @

2 Flow

@ Home
RFO0003028

Referrs

© Recent ~ New Source Provided Individual Relationships

Keyshawn Jackson... Source Provided Individual Relationships - Information

Mae Jackson00 General  Admin
RF00003028
Intake Worker Das... Information
Active Cases )
5P1 From Is " B Grandchild x
Jackson120
Jackson120 of T Mae Jackson0D * Relation To sarent Matermal X

My Team's Pendin.
My Assignments
Administration Da..
# Pinned v
Waorkspace
B My Dashboards
My Assignments

Service Requests

=
&
BB reteral 5
9.

The information is saved in the Source Provided Individual Relationships sub-grid.

F search
3 [0 B sae @ SevefaClose - Create Companion <3 Create Snapshot New Create Service Request () Refresh @ Check Access | [ Share
(@ Home
© Recent ~ RF00003028 RFO0003028  Intake  In Progress
RFO0003028 Referral - Intake Al .
Keyshawn Jackson. General Persons Allegations Screening Decision Docs & Notes  Associated Admin  Related
Mae Jackson00
Intake Worker Das.
Souree Pravided Individuals Source Provided Individual Relationships
Active Cases
Full Na.. ~ Date of Birth (Pers... ©  Role > Sex.. v Person~ GroupBy:  (no grouping) v
Jackson120
v
ackson120 Mae Jack Family Fe
Keyshawn Ja...  Grandchild Mae Jackson... Grandparent >
My Team's Pendin... Keyshawn Child Male ’ !

My Assignments Fage
Administration Da..
s Pinned v
Rows: 2
Workspace
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