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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. 

 

2. The Quick Create: Case Person window will open on the right side of the screen. Enter 

the required information. Select Save and Close. 
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3. Conduct a Person Search. 

 

4. Verify the new Case Person does not exist in STAAND. 

Click the "x" to close the window. 
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5. Click +Add Person. Click the back arrow to return to the previous page. 

 

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. 
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7. Scroll down to the Relationships sub-grid and click on +New Person Relationship. 

 

8. In the 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. 
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9. The information is saved in the Relationships sub-grid. 

 

 

 

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

 

Click on the +New Source Provided Individuals option. 
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2. In the Quick Create: Source Provided Individual pane, select Family Network as the 

SPI Role and enter the remaining information.   

 

Click Save and Close. 

 

3. Click on the person's name to be taken to the Case Person screen. 
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4. Conduct a Person Search. 

 

5. Verify the new Case Person does not exist in STAAND. 

Click the "x" to close the window. 
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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. 

 

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

Source Provided Individual Relationship. 
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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. 

 

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

 


