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General Navigation

*x *  x
Key Navigational Features
The key elements of any STAAND page include the following:

1. Action Toolbar: is always visible, but the options change based on the current page or
the save status of the record. Selecting Save can alter the available options.

Site Map: is located on the left side of the page and helps navigate the Work area.

3. Site Map Work Area Selector: is a dropdown menu at the bottom of the Site Map that
displays different work areas in STAAND.

The key elements of a record (such as Case or Provider records) will include:
4. Tabs: shows different groups of information related to that record.

5. Subgrid: is a section of information on the page. It can be formatted as a table, or
contain fields that require manual input.
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The key elements of a record (such as Case or Provider records) will include:

6. Tabs: shows different groups of information related to that record.

/. Subgrid: is a section of information on the page. It can be formatted as a table, or contain
fields that require manual input.

)5 Joe Shmoe -saved Joe Shmoe : v
: ; Provider Name  Last Placement Date
Provider - Provider main form -
General Assignments Persons Documents Licenses Contracts/ Service Lines  Availability ~Finance Admin Related ~
Provider Information Availability Contact Information
Provider Name - IS Shme Available a No Primary Contact el
Provider ID B 0100000394 Provider Status ] Secondary Contact Jo)
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Conducting a Provider Person Search

Provider Dashboard
1. Ensure the Site Work Selector is on Provider module.

2. The default dashboard is the My Active Providers dashboard. The default dashboard
can be changed by selecting the Set as default view option at the bottom of the list.

3. Click the dashboard dropdown carat and select the needed dashboard, i.e., All
Providers, Active Providers, Inactive Providers, etc.

1 Dynamics 365 STAAND B search

< B8 Focused view 5] sh alize thisview  ©) Emailatink  ~ 2 Flow ~  [# RunBeport : [ shase
ir allwes
(it Home
© Recent = My Active Pro | Accounts | Follow 3 Editcolirmns 7 Editfiters | S Filter by keyword
: 1 A e
& Pinned > &2 Prov t < Primary Contact ~ Primary Email (Pri... ~  Agency/Facility Name ~ Provider ID ~
AL
General - " .
raghl ure D lerebelle Thomas jezebel thomas@bfut.. P-0000001001
o

| 3 Providers

Dashboards

#  Licensing Worker

#  Licensing Supenisor

Relicensing Warker

#  Relicensing Supervisor Kinship Placement Providers

- + & i

« Contracts My Active Accounts by Refationship
¥ Acute Hospitalization « My Active Providers

My Assigned Providers
Forms & Guides

My Connections
= Document Repositori..

Placement Providers

B Manage and share views

n Pravider

<>

Global Search

1. Enter the name of the provider in the Global search bar. The Provider record and
Person records are revealed. Select the appropriate record as needed.

_ i i . _
Providers

9 Focused view  [5] Show Chart + New [i] Deiete () Refresh Report *~ W Exce! Templates ~  [] Export to Excel g
Mary Banks 0 s =

My Active Providers

Persons
[0 & Provider Name 1~ @ Mary Banks E £ @ y Contact ¥ Primary Email (Primary Contact) ~
a Bright Future Daycare @ Mary Banks E & e {le Thomas Jjezebel.thomas@biuture.crg

Show more results for Mary Banks
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Wildcard Search

At the All Providers dashboard, a search can be conducted in the search bar located
on the right-side of the screen.

1. Ensure the Work Selector Area is Provider.
2. Enter the provider's name in the search field then Enter.

SANDBOX @

3. The provider's name will populate in the All Providers screen.

[ TS e [ v e — rrew § VIATE T e o & e - - e een . e = L M T e LR

All Providers*

PPR— Ty
& >.~.4-v~.;—-e My Proce Aoaress & Oty Primary Contact Primary bl (Pramary Contact Sutas Ageray Faciity Name Frovider 10
- Aoy Baric ¥y ey Actve A . Paceme o RN
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Enhanced Search — By Address

Select the Provider Entity

Click on Provider Search on the ribbon bar

Enter the Provider name or the Primary Contact name

Enter the full address - Match should be exact

Enter the Door number or street address - match should be partial
Enter the State

Enter the Country

Noak~wdRE

Enhanced Provider Search

Searching for: hettie, Address: 312

Augustine Willms —_— Augustine Yellow

Status: Active Status: Actve

312 12TH STREET NE. Washington, District of Columbia.
o

Primary Contoct: Hettie JaskolskiMCSs

[ s

| Contacts

£ P-0000007112
Both, Service
Foster Fami
312 10TH STREET NE Washington. District of Columbia.
20002
Hettia @gm.com

vy Contact: Hette JaskolskiMCS

D P-0000007239
Both, Placement , Service

Congregate Care

312 1TH STREET SE. Washington, District of Columbia.
20003

Erimary Contac: Hettie JaskolskiMCS

| Address

I Contacts

| Address
[

[

8. The Provider(s) which satisfies the search conditions will be reflected in the Provider Search
results.

Enhanced Provider Search

Score Details — Abraham Gutmann X

100% 60/ 60

exact match

District of ¥
Address s Columbia D 30 30/30 em—

Why Dataverse Returned This Result

The highlighted terms below show what text matched your search query in Dataverse,

Provider Name:

Abraham Gutmann

8 Creating Providers
Version 4.2026



Person Search on Persons View

1. Select Referral Entity -> Persons Sub area
2. The Person Search button is available in the command bar

B8 Focused view  [E] Show Chart | QL Person Search JIf] Delete £ Refresh 1 wizual w B Flow B ae M Run Repart
All Persons L
F Full Narme - Person ID Date of Birth ~ Cell Phaone Primary Email Status

rmes Wi MO 11111111 Active

arah Joh D000PEAD 1990 Active

et Wi D000 1988 Active

fui D 100004 Active

ha PIOD00399E 1171142023 [ el Active

arrme PIOOOO4D00 Inactive

fimve T PIOOOC4005 At
0000401 072004 -+
A

3. Enter the Name, DOB, Age, Address whichever required
4. Click on Search to see the results

5. Click on Create-to-Create New Person

Enhanced Person Search

L3
A Ashton HellersvT ® (G Ap  Rshtyn DeckowBVT e AC | ‘fusten CronaBVT © Wi Weston HuskssvT —
10 POCOCAZS0 10 PIOO00EST D POOO03L5S 0 PIOOOCS 145
69 years old Age 43 years old 5 years old Age 6T years okt
1191956 1/28n982 ender: Male DOR 27959
& 5660
Relatiormhips Redaticantugn

\J /
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Golden Record

Golden Record is a verified master record, a trusted source of truth, and a record that

should not be deleted or removed during de-duplication or merging for person and provider
records.

A banner will show at the top of the screen to confirm the Golden Record.

& Attention: this is a Golden Record. Please contact the HelpDesk if you want to remove the Golden Record designation
& (7 & save @G save &Close - New ¢ Openorgchart [2 Deactivate & Connect () Refresh @ Check Access

e} Invoice contracted - saved

Provider - Provider main form

General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Placement Contact Notes Fina

Restriction Details
Created By B 2 phim Varkey, Modified By B  Q Phimy Varke ;
Created On B 9/26/2025 Modified On B 3/12/2026 Is Restricted ® No
9:42 AM 2:48 AM Restricted By

Default Invoice Assignment 42 prhva. x 0 Golden Record B Yes ’
Uit

Default value is No for all existing and new Provider records unless explicitly updated by a
certain set of users (Admin permissions).

< G E save &' Save & Close = New A&k Open org chart [ Deactivate A3 Connect ~ = Add t«

P golden record - saved

Provider - Provider main form -

General Assignments Persons Documents Licenses Contracts / Service Lines Availability Contact Notes

o Restriction Details

Created By & 2 Pphimy Varkey Modified By ® 2 Pphimy Varkey

3 i : Is Restricted
Created On & 3/12/2026 Modified On (] 3/12/2026 estricte

Restricted By
2:50 AM 2:55 AM
Default Invoice Assignment S 0 Golden Record No ~
Unit
v No I
Yes
AdAdraccoc
e
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Note:

e When set to Yes, the Provider record is identified as a Golden Record.

e The record should not be deleted during merge or cleanup processes.

Once labeled a Golden Record, the record cannot be inactivated by any user
other than the Admin.

Creating Providers 11
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*x Kk Kk

How To: Create a Service Provider
1. From the Provider work area, select + New from the Action Toolbar:

2 search

B Flow ~

< M Focused view [ b New (5] Delote () Refresh ] Visualize this view T Email a Link [ Run Report

B3 Editcolumns 7 Edit filters

My Active Providers

&8 Provider Name T~ Main Phone ¥ Address 1... ~  Primary Contact ~ Primary Email (Pri.. ~  Agency/Facility Name ~

General .
Washington jezebelle Thomas jezebel thomasibfut

£ Providers

Dashboards

Licensing Worker
Licensing Supendsor
Relicensing Worker
Relicensing Supervisor

Contracts

#® W WO B S

Acule Hospitalization

Forms & Guides

= Document Repositori...

Rows: 1
ﬂ Provider 5

2 Share

word

Provider 1D

P-0000001001

12
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N

Complete all fields, including Provider Name, Type, and Class.
Select Service Provider for the Provider Category field.

4. Enter a Primary Contact within the Contact information sub-grid (secondary
contact can be added as needed).

w

5. Select Save.

Dynamics 365 2 search SAN D BOX

= & o Bsave & save&Close New 2 Flow ~
]
e} "
G New Provider
» Provider + Providerdain far Provider Name  Last Placement Date
| & General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Placement Finance Admin
#
e Provider Information Availability Contact Information
W
Provider Name Available B No Primary Contact 0
#
e Provider ID o] Provider Status ol Secondary Contact el
#* Provider Type CFSA v Unavailability Reason 5]

Location Information
Provider Category

o
1

ovider s Total P = Address
ovider Capaci =
Praovider Clas: ider Capacity S5 2}

ated: Not Available Main Phone /=
Is Agency . v 2
No n in Placement Other Phone Number L —

e s o Current Availability A Email
bl S e Extension
Type of Home o] Timeline -
Type of Service at this

Location

Last Placement Date 2]

Note:
When selecting a Provider Category, a Provider can be classified as Contracted, Non-
Contracted or both.

Creating Providers 13
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6. From the Location Information sub-grid, select + New Address If not visible,
select the more commands icon to view more options:

Dynamics 365 STAAND 2 search SAN D B OX Q

= < =f  Elsave @& Save&Close - New g Openorgchant [ Deactivate A3 Connect = S Add to Marketing List 2, Assign  [i] Delete () Refresh
@
@ sp Service Provider saved Service Provider  --- W
Ay R Provider Name Last Placement Date
% Provider « Provider main form
| & General Assignments Persons Documents Licenses Contracts/Service Lines  Availability Finance Admin Related *
W Type of Home 5 ( Timeline L O sEE i ! Location Information
% Type of Service at this o R search timeline Address a

o Location
Z Enteranote ] ' :
s Last Placement Date & :
2 ‘ ‘ Sele +  Ne
e ! ‘m New Address

= B Add Existing Address

iAa Tax and Financial Information
O Refresh
SSN &l «°  Flow >
Get started
o [ Run Report >
D e gy
Capture and manage all records in your timeline.
B BRI S : B Excel Templates >
FEIN £
@ Export Addresses ?

o = Y
B wemewerns g & See associated records

Business Designation Type

0-00f0 Page

DIFS Supnlier Numbear

/. Complete all fields.
8. Select Save & Close.

Dynamics 365 STAAND. £ Saarch
= ¢ o Esawe & save&Close -+ New 2 Flow
®
® New Address - Unsaved Vanessa Ramirez v/
Owner

s
8 General Admin
&
¥ Is Address Unknown ® ) no UnltType
-
#*

winheused v Unit/Apt/Suite Number
e
3 Address Type y _ .
NEMT Eligible &k
s DC Address @

Address Verified a

im Address -

Composite Address &

Is Primary Address ? ® ) No

14 Creating Providers
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9. To assign a Provider record to a STAAND user, select the Assignments tab.
10. Select + New Assignment to create a new assignment role.

Dynamics 365  STAAND £ search S AN D BOX

= ¢ o HEsae @& save&Close - New gk Openorgchart [2 Deactivate 5 Connect ~ 5 Addto MarketingList 2, Assign  [i] Delete () Refresh
o]
C) sp Se vider - saved Service Provider  --- v
Rl ; Y Provider Name Last Placement Date
P Provi vider main form -
' General Assignments Persons Documents Licenses Contracts / Service Lines  Availability ~Finance Admin Related v
*
® Assigned Role m | New Assignment 3 Assigned Licensing @
e Worker
Role T~ Assigne... ¥ Work Phon... ~  Mobile Pho... ¥ Primary Em...
¥ Assigned Relicensing 5]
Worker
*®
Relicensing Assigned On &
£ We didn't find anything to show here
im Assigned Resource Parent (41

Support Worker

11. Complete all fields within the Quick Create: Assignment window.
12. Select Save and Close.

Quick Create: Assignment X

Assigned User ¥ | 0

o e - 0

Assigned Unit gy < yel

9 Save and Close } Cancel

Important Tip:

User can create multiple assignments by repeating steps 9-12.

Creating Providers 15
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13. To Create a new Provider Person, select the Persons tab.
14. Select + New Provider Person.

Dynamics 365 STAAND 5 gearch
= ¢ =f B Ssave @& Save&Close —+ New g Openorgchart [® Deactivate "8 Connect 3 Add to Marketing List A, Assign  [I] Delete () Refresh :
w
© & Service Provid { Service Provider — -—- p
r Provider Name Last Placement Date
= Provider - Provider
] 8 General Assignments Persons Documents Licenses Contracts /Service Lines  Availability Finance Admin Related v

#

Active Provider People ~ + MewProvider Person (O Refresh  o° Flow ™
4 Persan ¥ Member Type ~ Date of Birth (Person) ¥ Sex Assigned at Birth (Person) ~ Start Date ¥ End Date ~ 2
"
im

We didn't find anything to show here

Rows: 0

Relationships for Primary and Secondary Contacts

Primary Contact B [ vanessa Ramirez Secondary Contact G}

Active Person Relationships

Persan From ¥ Is~ Person To ~ Relations... T~ [3

16 Creating Providers
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15. Complete all fields within the Quick Create: Provider Person window.
16. Select Save and Close.

Quick Create: Provider Person x

Provider 8 Service Provider

Person T 2

Member Type " Adult Household Member ™ @

Start Date 5]

End Date s 1

1
1 6 Save and Close Cancel

Note: When adding Persons, please ensure that a Person Search is completed to ensure data
quality and prevent creation of duplicate records in STAAND.

Creating Providers 17
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17.To create a New Person Relationship, from the Active Persons Relationships
sub-grid, select + New Person Relationship. If not visible, select the more
commands option to view more options.

Dynamics 365  STAAND £ search SA N D BOX

= L =1 Save @ Save&Close - New gk Openorgchart [% Deactivate A3 Connect ~ 5 Add toMarketing List R, Assign [0l Delete () Refresh ! [ Shate
i
© gp Service Provider - saved Service Provider  -—- v
2 y . Provider Name Last Placement Date
rovider « Provider main form ~
& Provid: Provid: i
I@ General Assignments Persons Documents Licenses Contracts / Service Lines Availability ~Finance Admin Related
&
-
& Rows: 1
-
o+
=} Relationships for Primary and Secondary Contacts

Primary Contact B B vanessa Ramirez Secondary Contact (G]

Active Person Relationships : l

Person From » s> Person To ~ Relations.. T+ [ 1 New Person Relationship ﬁ

(D Refresh

Rh

Flow

E

Run Report

Excel Templates

v WORS N

We didn't find anything to show here

B &

Export Person Relationships

Rows: 0

Important Tip:

Adding a relationship for Primary and Secondary Contacts is not required and is at the
discretion of User.

18 Creating Providers
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18. Provider licenses can be added on the Licenses TAB; however, most service
providers will NOT require a license record to be created in STAAND. If a provider,
such as a daycare center provisions a copy of their license to the CFSA, then it can be
uploaded to the Documents tab on the Provider record.

na MNabaniContractedprovider - saved MabaniContractedprovider .-
Provadies Narme Last Placement Date

Provider - Provider main form

General i Persans Dy Licenses  Contracts / Service Lines  Availability Placement Finance Admin  Related

t MewDocumentCaver () Refresh o Flow

Title ~ Document Type ~ Document Sub Type ~ Created On | ~ Status -

We didn't find anything to show here

19. To add a Contract or a Service Line, select the Contracts/Service Lines tab.
20. For new Contract: Select + New Contract.
Dynamics 365 STAAND 52 Search SAN D BOX

= & | o save @ Save&Close + New g Openorgchart [0 Deactivate 93 Connect 7 AddtoMarketing List 2, Assign [ Delete () Refresh  :
[}
C] sp Service Provider - saved 19 Service Provider  --- N
" A Provider Name Last Placement Date
=~ Provider - Provider main form ~
| & General Assignments Persons Documents Licenses Contracts / Service Lines  Availability ~Finance Admin Related v
® Contracts - New Cantract ) Refresh o Flow v
Contract Name CFSA Contract Number » Contract Start Date v Contract End Date v Provider Name (Provider) ~
We didn't find anything to show here
Rows: O
9 /
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21. Complete all fields including Contract Name, CFSA Contract Number, Contract
Amount, Contract Date, and Contract Start and End Date.

22. Select Save.
Dynamics 365 STAANI 21 £ Search SA N D B OX Q =5 @ ]

= ¢ o Elswe § save&Close - New 2 Flow
@
o)
© New Contract
& Contract - Provider Contract
& General  Admin 22
e
7~
¥ Provider “8 M service Provider Contract Date &
5 Contract E Contract Start Date 3
*® ]
o+ CFSA Contract Number ~ * Contract End Date
Industry ID 0
; ¥ Status ' Active
A
Payment Type Regular Paid
Aggregate Contract o}
Amount
Calculated Contract &
Amount
Contract Amount
Comments

Contract / Service Lines

23. To add a new Contract Line or Service Line, from the Contract/Services
Lines sub-grid, select + New Contract/Services.

20 Creating Providers
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£ search

= & The total contract amount does not match the calculated amount. Please review and correct the contract details.

Rt & o Blswe & savea&Close -+ New [ Deactivate T[i] Delete () Refresh €\ Check Access A, Change Owner ¥ Flow ~ 8 Word Templates
®
= Service Provider Test - saved
a Contract - Provider Contract ~
Y General Admin Related
Aggregate Contract &
A Amount
W Calculated Contract [a]
Amount
EE Contract Amount r 100.000.00
E Comments

Contract / Service Lines

|- New Contract / Servic.. O Refresh o Flow Vv

Name T~ Service Type ¥ Start Date ~ End Date ¥ Amount ¥ acility Rate /R ... ¥  Contracted Capa... ¥  Status ™~ Created ... ~

| | a ©
S . STAZAND
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2

(&)

24. Complete all fields including Service Type, Start Date, End Date and Amount.
25. Select Save.

Dynamics 365 STAAND 25 P search

< (=1 Save @ Save&Close 2 Flow

New Contract / Service Line

General Admin

Draft v/
Status

24

Contract 5] Cr Service Provider Test
Provider ® {4 senice Provider
Service Type

Service Pay Type Regular Paid

Contract Line Payment 6

Type

Contract Type

Facility Rate / R & B Amount

Case Management Rate

Contracted Capacity

Medicaid Eligible No

Court Order No

Start Date

End Date

PSA Client

Amount

Available Balance
Amount

Paid Invoices Amount

Remaining Balance

Comments

&

26. Select Submit from the Action Toolbar to submit for approval.

Dynamics 365  STAAN| 26 £ search

< cf Save —» Submit @ Save&Close [& Deactivate [ Delete () Refresh

Transportation for clinical services-2025-05-14-2026-05-14 - saved

Contract / Service Line

General Admin Related

Contract B O Service Provider Test

Provider B A serice Provider

Service Type " K Iansportation for clinical services X
Service Pay Type Regular Paid

Contract Line Payment "8 Adhoc
Type

Contract Type

Facility Rate / R & B Amount

Case Mahagement Rate

Cantracted Capacity

Medicaid Eligible T

Q

22

SANDBOX

Check Access A, Change Owner 2 Flow - GH Word Templates ~  : B Shar=
Draft i
Status

Start Date 5/14/2025 =)

End Date 5/14/2026 S

PSA Client

Amount 30.000.00

Available Balance & 30,000.00

Amount

Paid Invoices Amount (]

Remaining Balance 2] 30,000.00

Comments

Creating Providers
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27. The contract line is submitted to a Supervisor or Program Manager for approval.

o This message has not yet been submitted for delivery. For more information, see help.

it Home

(©) Recent v (3 S rReply % Replyall —> Forward Save

5 Pinned N

Dashboards New Contract Line Approval Request ::ormal =
riority ue

CRM:0710157 - saved

e o ;
¥E Eligibility Specialist Email - Email

Y Bligibility Supervisor

27

@’ Save & Close

Email Admin Related v
General
Bl Activities From 2 CFSA STAAND NoReply
(& Eligibilities
To Q. Phimy Varkey
£ Persans
Cc
AL Connected Persons
Bce
Subject New Contract Line Approval Request CRM:0...
5
Hello Phimy,
A new contract line requires your approval. Please review and take action. Link to approval
page
Contract Number: 32423423
Contract Line: C g (Teaming with C Before CFSA

() Refresh

Pending Send
Status Reason Owner

Attachment

Attachments (0)

No attachments included.

& share -

CFSA STAANDR2Backend v

28. The approver will receive a system generated notification and an email notification.

Dynamic:

B O W s

wecent v
tinnad o Contract / Service Line
ral General  Admin
roneiers

B show Chart
oands
v Wiaken All Activities
icensing Supendsor (1
teficensing Worker Al
ieficensing Supersor

Subject =

ontracts

wute Hospitalization

& & Guides

Jocurment Repositor

' Save & Clote

At Risk Consultations s

Activities

F ey

L5 Deactivate g7 Moddy [H Delete

Related ~

B asdbdsingactivity (O Rebresh
Activity Type
Al
Regarding ~ Activity Type

Creating Providers
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() Ratrest

Activity Status = Owner

© Check Access

£, Change Owner

[ Fun Repant

Priodity =

23

2 Fow

& Excel Teplates @

Expant Activities

Start Date =

B Word Templates

SANDBCX

(_'j New Contract Ling Approval Begu...
A mmrary g

Due

 INotifications

(i) Intake Motification

C.‘] Flacement Request Approved

@

ar approval

= Harishs Kadall
1w Supeeviser

Apperead
il e Kseshick AK

Facement Search Results Available
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29. To Add New Availability, select the Availability tab.
30. Select + New Availability.

Dynamics 365  STAAND £ search SA N D B OX

= f W sae & Save&Close - New g Openorgchart [3 Deactivate %% Connect  AddtoMarketing list &, Assign  [i] Delete () Refresh &
@
C sp Service Provider - saved 29 Service Provider - v
v S Picid f Pravider Name Last Placement Date
rovider - rovider main form ~
l 8 General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Finance Admin Related ~

%
i Availability
%‘E 2

Approved Availability ~ +  New Availability 2! Add Existing Availability
e
*® Availability ID T~ Status ¥ Start Date ¥ End Date ¥ Unavailability Reason ~
A

We didn't find anything to show here
Rows: 0

31. Complete all fields including Status and Start Date.
32. Select Save.

Dynamics 365 31 2 search
= < Cf Bl save @& Save&Close -+ New 2 Flow
i
® New Availability
2 Availability - Information
| General Admin Approvals 32
o
% General Availability
sig
£
Status Available %
»
Start Date
* E
e
¥ End Date &)
Duration (In Days) &
Provider A Service Provider X ol
Unavailability Reason
Approved? &
Created On Portal? &

24 Creating Providers
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Note:
If an End Date is selected, the User will then need to select an Unavailability Reason from
the dropdown menu.

33. Select Submit from the Action Toolbar to send for approval.

2 searh SANDBOX

< 2 Save - Submit @& Save&Close -+ New [ Deactivate [i] Delete () Refresh @\ Check Access A, Change Owner 2 Flow v @ (% Share -

Dynamics 365 STAAN! 33

S

AV-001399 - saved

Availability - Information

General Admin Approvals Related v

General Availability

Status Available

Start Date Y 5/15/2025 2
End Date 3 B

(=]

Duration (In Days) &

Provider B Service Provider X =
Unavailability Reason - X
Approved? &

Created On Portal? 5]
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34. Complete all fields within the Quick Create: Approval window.
35. Select Save and Close. Once approved, availability will become active.

Quick Create: Approval X

Requester 8 9 vanessa Ramirez
Appraver L2 L
Requester Comments. a

To Be Approved 8 [ Av-001399

B Save and Close | Cancel

36. Once the Provider availability is approved, it will populate in the Approvals subgrid.
Dynamics 365 P search SA N D BOX

= < m H save §J Save & Close - New [} Deactivate [i] Delete () Refresh Q Check Access R, Change Owner 22 Flow * #E Word Templates
0
© AV-001399 - saves
7 Availability - Information -
& General Admin Approvals Related v
e
* Approvals €) Refresh o Flow »~ [ RunReport » :
#*
|| Requestor ¥ Requested Date . ¥ Approver ¥ Decision ~ Decision Date ~ G
o
* ( || vanessa Ramirez 5/14/2025 4:03 PM Vanessa Ramirez Approved 5/14/2025 9:04 PM a
¥
&

Rows: 1

26 Creating Providers
Version 4.2026



37. Any Invoices related to the Provider will populate in the Finance tab.

Dynamics 365 B search

€ [ Save @G Save &Close | New sk Openorgchart [® Deactivate & Connect ~ 5 Add to Marketing List 2, Assign  [I] Delete () Refresh
@
© pa  Parent Agency Provider - saved 37 Parent Agency Provider  --- ~
" " " Provider Name Last Placement Date
= Provider - Provider main form ~
| General  Assignments  Persons Documents Licenses Contracts / Service Lines  Awvailability ~ Finance Admin  Related

Episodic Service Logs B Add Existing Service L... °% Direct Placement

Entry ID - ~ Assigned Agency v Provider v Child ~ Start Date v End Date ¥ Contract (Contract/... ¥  Contract/Service... ¥  Service Type (C... ¥  Created On >

We didn't find anything to show here

Rows: 0
Invoices + Newlnvoice (O Refresh o Flow
Invoice Nu... ¥  Agency/Prov... ¥  Service Type ¥ Invoice Amo... ¥ Invoice Approved Am... ~¥  Invoice Paid Amo... ¥  Invoice Submitte... 7  Invoice Sta... ¥  Approval St... *
We didn't find anything to show here
Rows: 0

| | a ©
S . STAZAND
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How To: Create a Placement Provider

1. From the Provider work area, select + New from the Action Toolbar:

- —
Dynamics 365 STAAND Search S A N D BOX
= M Focusedview [ Show Chart - New [i] Delete | «» () Refresh | Visualize this view [Z] Emailalink ~ 2 Flow ~ {3 AlBuilder :
R
My Active Providers - B9 editcolumns 7 Editfilters | O Filter by keyword
&% Provider Name T ~ Main Phane ~  Address T: ... ¥  Primary Contact Primary Email (Prim.. ¥  Agency/Facility Name ~ Provider 1D ~

T % OB ¥ F BB SO

We didn't find anything to show here

Rows: 0
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N

Select Placement Provider for the Provider Category field.
Complete all fields including Provider Class, and Type of Home.

4. Enter a Primary Contact, within the Contact Information subgrid. If needed, add
secondary contact (ex., for Licensee 2).

5. Select Save.
i Dynamics 365 £ search SAN DBOX

w

& o HEsae @ saveaciose New 2 Flow v
1
© g New Provider -
o Vrovidar- BrOVIdAR Ml fanms Provider Name  Last Placement Date
| = General Assignments Persons Documents Licenses Contracts /Service Lines  Availability Placement Finance Admin
s
% Pravider Information Availability Contact Information
Provider Name | Available ®  Ne Primary Contact e}
W
e Provider ID & Pravider Status & Secondary Contact 2}
tio
e a
ot Provider Type CFSA . Unavailability Reason o]
o Location Information
Prowider Category E
R el Address )
otal Provider Capacity =
Provider Class pacity
Last updated: Not Available Main Phona B )

Is Agency . .
No in Placement Other Phone Number =4

Agency/Facility Name o

Current Availability & Email
Is Facility * No Extension
Type of Home o Timeline Distance
Type of Service at this o}
Location
Last Placement Date ol
Almost there
n Tax and Financial Information
Select Save 10 see your timeline.

Note:
When selecting a Provider Category, a Provider can be classified as Contracted, Non-
Contracted or both.

Note:

When adding the Primary Contact, search to see if the person record already exist first. If it
does not exist, create the person record. Then edit the person record to add their date of
birth, primary address, sex assigned at birth and preferred notification method.
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i Dynamics 365

@

B H S B 3B

@ B

@A %

# O OB O® W W

o

~

SANDBOX

MNew Address . e Vanessa Raminez

General  Admin

In Address Uinknawn L Mo Linit Typse
It —

Unit/ABLSUte Mumber
Adidress Type

NEMT Eligible T
O Address W v

Address Veritied -
Compesite Address o
18 Primary Address 1 L]

From the Location Information subgrid, select + New Address or Add Existing
Address (if you added it to the person record already in step 4). If not visible, select
the more commands icon to view more options.

Dynamics 365 STAAND O coarnch S A N D BOX Q Ll L@ &

&« @ B save @ save&Close New gk Openorgchart [3 Deactivate A3 Connect - = Add to Marketing List A, Assign  [i] Deleta () Refresh : [ share
sp Placement Provider saved Placement Provider  --- "
o z : Provider Name Last Placement Date
Provider - Provider main form
General Assignments Persons Documents Licenses Contracts / Service Lines  Availability  Placement  Finance Admin  Related
Provider Information Availability Contact information

Provider Name " Placement Provider Available 8. Ne Primary Contact
Pravider ID & p_0100000275 Provider Status (5 Secondary Contact
Provider Type " CFSA v Unavailability Reason &

Location Information

Provider Category " B Non-Contracteg x
Address &

Total Provider Capacit: B
Provider Class a pacity o

Placement Provider
Last updated 5/15/2025 10:25 AM s
is Agency " Ne / Children in Placement =] Selecm I New Address

Add Existing Address

=

Agency/Facility Name

Current Availability 8 g
3 Refresh
Is Facility ~ i
o Flow
Type of Home " B Foster Family X 0o Timeline + AT EO B Run Report >
’ = & Excel Tem)
Type of Service at this v R Search timeline Excel Templates >
Location M Export Addresses ?
. p ¢ Enteranote 1]
Last Placement Date ] B, See associated records

Tax and Financial Information

Complete all fields.

Select Save & Close. Note: addresses are verified via an integration with a database in
real time and you are encouraged to refrain from adding unverified addresses to
STAAND.
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9. To assign a Provider record to a STAAND user, select the Assignments tab.
10. Select + New Assignment to create a new assignment role.

Dynamics 365  STAAND B search SA N D BOX

< 524 Save @ Save&Close + New ¢ Openorgchart [ Deactivate "% Connect ~ " Addto MarketingList A, Assign Delete () Refrash

[0}
© (o) Plac Provider - saved st | ”
> - i i Provider Name Last Placement Date
o' ider mal orm ~
l General Assignments Persons Documents Licenses Contracts / Service Lines  Availability  Placement Finance Admin  Related v
&
* Assigned Role 1 New Assignment : Assigned Licensing o]
e Worker
Yy Rale T+ Assigne... ¥ Work Phon... ¥  Mobile Pho... ¥ Primary Em... ¥
" Assigned Relicensing &
Worker
*
Relicensing Assigned On (&
E=S We didn't find anything to show here
im Assigned Resource Parent (1

Support Worker

11. Complete all fields within the Quick Create: Assignment window.
12. Select Save and Close.

Quick Create: Assignment %

Assigned User vl £

i * = p 0

Assigned Unit ¥ | I 0

1 2 Save and Close | Cancel

Important Tip:

User can create multiple assignments by repeating steps 10-12.
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13. To add Persons (ex. Back-up caregiver, household member, etc.) to a Provider
record, select the Persons tab.

14. Select + New Provider Person.
Dynamics 365 STAAND 2 Search S AN D BOX

€ = Bl save G Save&Close -+ New g Openorgchart [ Deactivate "8 Connect 7F Add to Marketing List 2, Assign Delete () Refresh

1l

0]
® (ep Placement Pro aved PSR -k oy
73 VERN Pioud - Provider Name Last Placement Date
rovider - Provider B
l General Assignments Persons Documents Licenses Contracts/ Service Lines  Availability Placement Finance Admin Related
*
E . . . g
Active Provider People ~ <+ nNew Provider Persan () Refresh  o° Flow ~
®
- Person ¥ Member Type ¥ Date of Birth (Person) v 4 } = i .~ .at Birth (Person) ¥ Start Date ~ End Date ~ (]
i
|
/ |
"
i % | I
= £ 5
-} 7 :

We didn't find anything to shaw here ‘

Rows: 0

Relationships for Primary and Secondary Contacts

Primary Contact B [ Vanessa Ramirez Secondary Contact B [ steven Morris

15. Complete all fields within the Quick Create: Provider Person window.
16. Select Save and Close.

Quick Create: Provider Person %

Provider *® A placement Provider

Person L < 2

Member Type * Adult Household Member W @

Start Date B

End Date B

1 6 save and Close | cancel
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Note: When adding Persons, please ensure that a Person Search is completed to ensure
data quality and prevent creation of duplicate records in STAAND.

17. To add a New Person Relationship, from the Active Persons Relationships subgrid,
select + New Person Relationship. If not visible, select the more commands icon to view
more options.

Dynamics 365  STAAND 2 search SA N D BOX

& = Bl sae @G save&cose | New dh Openorgchart [ Deactivate 4 Connect 5 AddtoMarketing List &, Assign  [i] Delete () Refresh
R
© pp  Placement Provider - saved Placement Provider ~ --- v
2 A Proiiae Bt Pravider Name Last Placement Date

avider Tovider main form

|S General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Placement Finance Admin Related
¥
%
*® Rows: 1
|

Relationships for Primary and Secondary Contacts

Primary Contact & @ Vanessa Ramirez Secondary Contact A B Sreven Morris
Active Person Relationships v & Active Person Relationships 3
Person From Is~ Person To ~ Relations... T~ [ I New Person Relationship Person To Relationshi.. v @
O Refresh

Nephew Sanfard Jackso. Uncle @

o Flow >

[ Run Report >

’ Excel Templates >

We didn’t find anything to show here
@  Export Person Relationships >

Rows: 0 A Rows: 1

Important Tip:

Adding a relationship for Primary and Secondary Contacts is not required and is at the
discretion of User.
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18. To add license information, select the Licenses tab.

19. Select + New License.

Dynamics 365  STAAND £ search S A N D BOX
¢ f Esae & save&Close -+ New g Openorgchart [3 Deactivate %4 Connect ~ 5 AddtoMarketinglist &, Assign [ Delete () Refresh
pp Placement Provider - saved Placement Provider  --- v
. i ) Provider Name Last Placement Date
Provider - Provider main form
General Assignments Persons Documents Licenses Contracts / Service Lines  Availability =~ Placement Finance Admin Related v
Licenses
@ + Newlicense [ Add Existing License (O Refresh
Name ¥ License Type > Status ¥ Issue Date ~ Expiration Date ~ pp! | Date ¥ R ion Date ~ License Duration « State Issued ¥ Monitoring Agency
We didn't find anything to show here
Rows: 0
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20. Select appropriate value for the Application Type field.
21. Complete all remaining fields.
22. Select Save.

Dynamics 365 | O earch
= ¢ o W sae @& save&Close - New @ Renewlicense ¥ Flow
[
© New License - unsaved Lz
1, " Status
P License - Provider License
i} General Restrictions Dacuments  Admin
F License Number & Agency 4 Placement Provider X M

External License Number Issue Date

License Type “ State

. Inactivation Date
Certificate / Specialized i

Service
Inactivation Reason
Provisional? ’

Re-Evaluation Date
Male Age From

Licensee 1 ° [Al Vanessa Ramirez X
Male Age To

Licensee 2

teven Morris X
Male Capacity

Child-Placing Agency
Female Age From

Supervisor
Female Age To

Supervisor Credentials

Female Capacity

n Beds Licensed

Supervisor Title

23. To add license restrictions, select the Restrictions tab.

24. Select + New License Restrictions to add any restrictions, if applicable.

iiI  Dynamics 365 STAAND 52 cearch

= < f Bl save & Save&Close | New [3 Deactivate [i] Delete © Renewlicense (B Generate Document () Refresh @ Check Access R, Change Owner :

®

@ 2

C New Lice ved »
Stat

=z License - Pro ense i

& General Restrictions Documents Admin  Related

i

i License Restrictions and Special Conditions

"

4 -+ New License Restrictio.., Add Existing License R...

ulk License Restrictions ¥ Number of Beds~ [3

#®

1]

We didn't find anything to show here

Rows: 0
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25. Select the License Restrictions from the dropdown menu and complete all necessary
information.
26. Select Save & Close.

Dynamics 365 | STAAND B search
= & o Hsave & SaveRClose - New 2 Flow v
o
O New License Restrictions and Special Conditions - Unsaved
;} License Restrictions and Special Conditions - Provider License Restrictions
A General Admin

307 License Restrictions " Not Listed !
o

Number of Beds " Not Listed

Lic. For Specific ICPC (Relative or Nonrelative) Child{ren)

= Comments Lic. Restricted to Specific Child and Adult(s) (Dual Lic. COH/ADH)
® Lic. Restricted to Specific Relative Child(ren)
=) Lic. For Specific Child(ren)

Lic. Restricted to Specific Adult(s) on ADH

27. Select the caret to populate the status dropdown menu.
28. Select Approved from the dropdown menu in the top right corner.
29. Select Save & Close to return to the Provider record.

Dynamics 365 STAAND L carch
= < = Bl sae @& saea&ciose + New [ Deactivate [i] Delete ¢ Renewlicense B Generate Document () Refresh @ Check Access &, Change Owner :
0]
Fs)
©  L-0000001299 - saved a
P License - Provider License
Status Select R
] General Restrictions Documents Admin  Related
' --Select
¥
Legacy
e " =
* Licanse Mitnber £ | 1l BorocoT3a9, Agency 1 Placement Provider X @ Approved ;
s
* N Restricted
" External License Number Jesite Date 5/14/2025 ]
i Suspended
Application Type * |nitial License Explration Dote Revoked
License Type 3 State ®
& Family Foster Home
: Inactivation Date =
Certificate / Specialized -
Service
Inactivation Reason
Provisional? v
Re-Evaluation Date o B
Male Age From 9 1
Licensee 1 ¥ Vanessa Ramirez X
Male Age To 18
Licensee 2 B steven Morris X
Male Capacity 5 W
Child -Placing Agency
Female Age From o

36 Creating Providers
Version 4.2026



30. To add Contracts/Services information, select the Contracts/Service Lines tab.
31. To add a new contract, select + New Contract.

Dynamics 365  STAAND D et S A N D BOX g L

< B o & save & Save&Close b Mew dk Openorgchart [ Deactivate 5§ Connect ' AddtoMarketing List 2, Assign  [i] Delete () Refresh : (# share

pp Placement Provider - saved Placement Provider ~ --- \/
- 3 Provider Name Last Placement Date
Provider Provider main form

General Assignments Persons Documents Licenses Contracts / Service Lines Availability Placement Finance Admin Related

Service Lines m |- New Contract / Servic. O Refresh & Flow v

Name v Service Type v Start Date ~ End Date v Add-on Amou... ¥ Facility Rate /R & ... ¥ Status ¥ Create... v

[

@

# @ %

We didn't find anything to show here

i

Rows: 0

32. Complete all fields including Service Type, Start Date and End Date.
33. Select Save & Close.

Dynamics 365  STAAND P search SAN D BOX

S =f  ©l save @ Save&Close X Flow

2

o New Contract / Service Line Draft v

Status

) General Admin

s -
¥ Provider ® (4 placement Provider Start Dt

Service Type o) End Date

e Facility Rate / R & B Amount Comments @

Creating Providers 37
Version 4.2026

STRONGER TOGETHER AGAINST ABUSE AND NEGLECT DC
DC Child & Family Services Agency



34. Select Submit to submit the record for approval.

@ x @2

o

STAAND 52 search

Dynamics 365

¢ | of save —> Submit @&’ Save & Close [ Deactivate

Traditional Foster Family - saved

Contract / Service Line

General Admin Related ™
Provider & Al placement Provider
Service Type * [ Traditional Foster Family %

Facility Rate / R 8. B Amount

Approvals

Requestor ~ Requested Date | ~

Rows: 0

[ Delete

SANDBOX

() Refresh € Check Access A, Change Owner 32 Flow
Start Date 5/15/2025
= EndDate 5/15/2026
Comments
Approver v Decision v

We didn't find anything to show here

38

68 Word Templates

Draft W
Status

() Refresh  »° Flow ~ [E@ RunReport

Decision Date ]
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35. Complete all fields within the Quick Create: Approval window.
36. Select Save and Close.

Quick Create: Approval x

Requester ® R vanessa Ramirez

Appraver e gl

Requester Comments

To Be Approved @ [ Traditional Foster Family

36 Save and Close Cancel

Note:

To approve, please referto How To: Approve Provider Records on page 61.
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37. After approval, select the Availability tab within the Provider record to add new
availability.

38. Select + New Availability.
Dynamics 365  STAAND A search SA N DBOX

= ¢ ©f B swe @& Save&Close -+ New g Openorgchant [3 Deactivate A% Connect ~ AddtoMarketinglist 2, Assign [ Delete () Refresh  :
@
pp = Placement Provider - saved Placement Provider ~ --- v
o Provider Name Last Placement Date
Provider - Provider main form

General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Placement Finance Admin Related v

Availability
Approved Availability ~ @ + New Availability B} Add Existing Availability
Availability ID T~ Status ¥ Start Date v End Date v Unavailability Reason ~
a
We didn't find anything to show here
Rows: 0

39. Complete all fields including Status and Start Date.
40. Select Save.

2 Sourcn SANDBOX

v ‘ o B save @ Sove &Close Mew 2 Flow

= MNew Availability
s Availability - Informatien
a General Admin  Approvals
"
e General Availability
W
Status Available
*
Stan Date
"
#* End Date =
-]
Duration (In Days) (]
Provider B Placement Provigder
Unavailability Reason o i ty
Approved? 5]
Created On Portal? &

Note:

If an End Date is selected, the User will then need to select an Unavailability Reason
from the dropdown menu.
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41. Select Submit from the Action Toolbar to submit the record for approval.

Dynamics 365  STAAND 2 search S AN D BOX

I

< cf [ Save > Submit &' Save & Close + New [® Deactivate [} Delete () Refresh @ Check Access &, Change Owner 2 Flow
[0
©  AV-001401 -saved
P Availability - Information
&) General Admin Approvals Related
*
" General Availability
®
Status Available v
*
kS Sl " 5/15/2025 &
® End Date ]
in
Duration {In Days) &
Provider £ Placement Provider X R
Unavailability Reason = o
Approved? & e
Created On Portal? ae

42. Complete all fields within the Quick Create: Approval window.
43. Select Save and Close.

Quick Create: Approval X

Requester B O Vanessa Ramirez

Approver £

Requester Comments @
To Be Approved & [ Av-001401

43 Save and Close | - Cancel
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Note:
To approve, please referto How To: Approve Provider Records on page 61.

44. Select the Approvals tab.
45. Once the Provider availability is approved, it will populate in the approvals subgrid.
46. Select Save & Close.

Dynamics 365 STAAND £ search S A N D BOX Q

< = B sae G Save&Close -+ New [ Deactivate [i] Delete () Refresh € Check Access AR, ChangeOwner 2 Flow ~ 8 Word Templates ~ !

2

©  AV-001401 -saved

2> Availability - Informatiol

& General Admin Approvals Related

¥

® Approvals () Refresh  o° Flow v Run Report v :
Requestor ~ Requested Date | Approver ¥ Decision ¥ Decision Date ~ ]

5 Vanessa Ramirez 5/15/2025 11:18 AM Vanessa Ramirez Approved 5/15/2025 4:19 PM ]

%

&

Rows: 1
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47. To add anew Provider Questionnaire that is used to match placement providers with
children in need of a placement, from the Provider record, navigate to the Placement
Assessment Questionnaires subgrid within the Placement tab.

48. Select + New Assessment.
Dynamics 365  STAAND £ search SAN D BOX

= f T Save @& Save&Close -+ New % Openorgchart [ Deactivate 5% Connect ~ 5 AddtoMarketingList 2, Assign  [i] Delete () Refresh :
o
0 " i
© pp  Placement Provider - saved Placement Provider - "
: ) Provider Name Last Placement Date
<P Provider - Provider main form
I i General Assignments Persons Documents Licenses Contracts / Service Lines Availability ~Placement Finance Admin Related
s Aol S SR R WSS - —
Active Placement Search Result
5 Placement Req... Status Rea... ~  Request Date (Placement R... ¥  Response D... ~
.

A @
jows: 0

Placement Assessment Questionnaires

Active Placement Assessments v @ t NewAssessment () Refresh o° Flow

Name ~ Assessment Date ¥ Type ¥ Completed By ~ Assessment Decision Outcome ~ Status ~

We didn't find anything 1o show here

Rows: 0

49. Select Provider Placement for the Sub Type.
50. Select Save.

Dynamics 365 50 £ search SA N D BOX

& o Hsae @& save&Cose 2 Flow v

@
© New Assessment - Unsaved Draft
Status

> Assessment - Information
& General  Admin
-
e Assessment Details

Type K4 Provider Placement Assessment % o] Sub Type Select -v
& 4 )
. Assessment Date 5/15/2025 E Assessment End Da Select
= Provider Placement
* Assessment Decision &

Outcome
(=]

9 /

Creating Providers 43
Version 4.2026

STRONGER TOGETHER AGAINST ABUSE AND NEGLECT DC
DC Child & Family Services Agency



51. Select Launch Assessment. Note: if the Launch Assessment button does not show
immediately, save or refresh the page.

Dynamics 365 STAAND

= o The assessment is pending completion. Please click an Button to lete the
(0] & o Elsae @& saea&dclose I LaunchAssessment (O Refresh @ CheckAccess 2 Flow v OB Word Templates ~ [l Run Report v
®
= Provider Placement Assessment - 5/15/2025  saved Pending
Assessment - Information - Gt
8
0" General Admin Related
%
ufe Assessment Details
® Type "8 [& provider Placement Assessment Sub Type * Provider Placement v
#®
= Assessment Date 5/15/2025 & Assessment End Date : 5|
®
im Assessment Decision &
Outcome
Assessment Participants (O Refresh o° Flow ~ fll RunReport
Name Role v Assessment Decision ~
contacts(Vanessa Ramirez) Child
Rows: 1

52. Answer all questions within the questionnaire.
53. Once completed select Submit.

Genesal Information o
@ Youth Characteristics
Support and Faclittation
° Understand the provider's resdiness to support youth with various characteristics and needs.
Youth Characteristics

Specific Youth Needs

Identify the provider's acceptance and support for youth with specific needs and backgrounds

Accepts youlh wha is pregnant of currently parenting? =

0 Yes, Successlully Supported in the Past (2 Willing but Needs Help O No

Accepls youlh from any faih? *

Yes, Successfully Supported inthe Past ) Willing but Needs Halp Mo @

ACCepts youth with justice system invalvements *

Yes, Successfully Supperied in the Past Willing but Needs Help O No

ACcapis youth with verbal aggression? *

¥os, Successlully Supponed in the Past O Willing but Needs Help ) No

Accepls youlh with agoressive b

21 Yes, Successfully Supported in the Past O Willing but Needs Help  © No

Accepts youth with developmeantal detays? *

) Yes, Successfully Supported in the Past ) Willing but Needs Help ) Mo

Supports youth's dally living skins? *

Yes, Successfully Supported in the Past Willing but Needs Heip O Mo

nd Conditions CFSA As

J_MURIEL BOWSER, MAYOR
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54. Select Close to return to the STAAND application.

I
STMN D Child & Family Services Agency Assessments D Translate 9, profile
) 2 k" District of Columbia
Assessment Details
=
Regarding: Placement Pravider = Assessment Date: 05/15/2025 | Assessment Type: Provider Placement Assessment | Status Reason: Submitled
General Information (/] : p
The Assessment for contacts(Vanessa Ramirez) has been submitted successfully.
Support and Facilitation o The evaluation result of user safety decisions will be accessible in the dashboard.
Youth Characteristics o

Accessibility Privacy and Security Terms and Conditions CFSA Agency Website 1A
MURIEL BOWSER, MAYOR

55. Select Save & Close.

Dynamics 365 STAAND B search

55

— @ The results evaluation is in prd kase check after sometime.

(0] ¢ | = Save @ Save&Close I Launch Assessment (@ Print Assessment (0 Refresh €\ Check Access 2 Flow @8 Word Templates ~ [l Run Report ™
®
= Provider Placement Assessment - 5/15/2025 saved Submitted
Status
Assessment - Information -
*® General Admin Related v
*
" Assessment Details
#® Type "® [ provider Placement Assessment Sub Type " Provider Placement v
-
= Assessment Date o] 5/15/2025 Assessment End Date &
¥
in Assessment Decision &
Outcome
Assessment Participants O Refresh o Flow [l RunReport v
= Name Role ~ Assessment Decision ¥
[ contacts(Vanessa Ramirez) Child

56. Any Invoices related to the Provider will populate in the Finance tab.
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Dynamics 365 £ search

=3 (S =1 Save @ Save&Close — New g} Openorgchart [3 Deactivate A% Connect 3 Addto Marketing List 2, Assign  [i] Delete (0 Refresh

™

© pa Parent Agency Provider - saved 56 Parent Agency Provider - ~
- . . Pravider Name Last Placement Date

b Provider - Provider main form

General Assignments Persons Documents Licenses Contracts/ Service Lines  Availability ~ Finance Admin Related

<

Episodic Service Logs [#  Add Existing Service L... @2+ Direct Placement

e
<

Entry ID + ¥ Assigned Agency Provider ~ Child ~ Start Date ¥ End Date v Contract (Contract/... ¥  Contract/Service ... ¥  Service Type (C... ¥  Created On ™~
¥ g gency yp

F o3

g

e
G

o

We didn't find anything to show here

Rows: 0
Invaices + Newlinvoice (3 Refresh o7 Flow
Invoice Nu... ¥  Agency/Prov... ¥  Service Type v Invoice Amo... ¥ Invoice Approved Am... ¥  Invoice Paid Amo... ¥ Invoice Submitte... T~  Invoice Sta.. ¥ Approval St.. *
We didn't find anything to show here
Rows: 0
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How To: Create an Agency Provider

An agency is generally a third-party provider, with the parent agency overseeing multiple
associated facilities.

1. From the Provider work area, select + New from the Action Toolbar.

i1 Dynamics 365 STAAND Search SA N D BOX

=3 B Focused view  [5] Show Chart { New [i] Delete ~ () Refresh | visualize thisview [Z Emailalink ~ 2 Flow ~ ([} AlBuilder :
My Active Providers - 03 Editcolumns 7 Edit filters A Filter by keyword
&5 Provider Name T v Main Phone ~ Address 1: ... ¥ Primary Contact ~ Primary Email (Prim... ~  Agency/Facility Name v Provider 1D ~

a

We didn't find anything to show here

Rowis: 0
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ok wnN

Dynamics 365 5 ND

= save @ Save & Close

Complete all fields including, Provider Category, and Provider Class.
Select Yes in the “Is Agency” field.
Enter a Primary Contact, within the Contact Information subgrid.
Select Save.

SANDBOX

New 2 Flow v

o}
@ New Provider
& Provider - Provider main form -
l General Assignments Persons Documents Licenses Contracts / Service Lines
U= Provider Information Availability
3
Provider Name Available
e Provider ID [} Provider Status
B Provider Type *  CFSA ~ Unavailability Reason
8
Provider Category 0
Provider Class rovider Capacity
Last updated:
1s Agency No e ren in Placement
Agency/Facility Name 2 Current Availability
Is Facility * No )
Type of Home gl Timeline
Type of Service at this jel
Location
Last Placement Date o]
n Tax and Financial Information

Provider Name Last Placement Date

Availability ~Placement Finance Admin

Contact Information

No Primary Contact . 0

] Secondary Contact yel

Location Information

Address o]
Not Available Main Phone _7/ )
Other Phone Number )
] Email

Extension

Distance v

Almost there

Select Save to see your timeline.

Note:

When selecting a Provider Category, a Provider can be classified as Contracted, Non-

Contracted, or both.

48 Creating Providers
Version 4.2026



6. From the Location Information sub-grid, select the more commands icon.
/. Select + New Address.

Dynamics 365 | STAAND 5 search
= & o & save @ Savea&cClose -} New dh Openorgchart [} Deactivate "R Connect ~ S AddtoMarketing List S Assign  [i] Delete () Refresh :
e}
© sa Parent Agency Provider - saved Parent Agency Provider ~ --- A
% A i Provider Name Last Placerment Date
& Provider - Provider main form ~
| & General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Financer Admin  Related v

Location Information

- Type of Home B congregate Care x L Timeline + 0 ¥ E O
% Type of Service at this - o D search timeline Address ‘A

Location
Enter a note... .
e Last Placement Date é & Enter a note i : o
U SEIECD +  New Address

B Add Existing Address

't Tax and Financial Information
O Refresh
S5 g - «  Flow >
Get started
e H Run Repon B
Capture and manage all records in yaur timeline,
P g ¥ & Excel Templates >
FEIN &
B export Addresses >
D) aerranrs g B see associated records
Business Designation Type v
0-00of0 Page 1
DIFS Supplier Number
Main Phone [ “ .
DIFS Supplier Site S
Other Phone Number [ v (s
i1 Dynamics 365 STAAND 58 G
3 (S =1 save @ Save&Close - New 2 Flow
[0}
© New Address - unsaved Vanessa Ramirez v~
Owner
=
General  Admin
s Address Unknown ® N Unit Type o
*
Is Unhoused e Unit/Apt/Suite Number
Address Type .
o NEMT Eligible B No
o DC Address @ -
Address Verified ]

Address

5

Composite Address o]

Is Primary Address 7 ® o
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10. To assign the Provider record, select the Assignments tab.

Dynamics 365  STAAND P search

PR

T

S [

Save @ Save&Close - New gk Open org chart

en Pare
Provid

General

Provider Information

ncy Provider - saved

vider main form ~

[ Deactivate " Connect

Assignments  Persons Documents Licenses Contracts / Service Lines

Provider Name

Provider ID

Provider Type

Provider Category

Provider Class

Is Agency

Agency/Facility Name

Is Facility

Parent Agency Provider

B p-0100000276

CFSA k4

" ¥ Contracted % P
’ Service Provider

" Yes v

el

Y Ne v

Availability

Available

Provider Status

Unavailability Reason

Total Provider Capacity

Last updated:

Children in Placement

Current Availability

v T AddtoMarketing st £, Assign [ Delete () Refresh
Parent Agency Provider — --- ~

Availability ~ Finance Admin Related v

]

5/15/2025 4:58 PM

Provider Name

Contact Information

Primary Contact

Primary Contact Information

First Name:
Last Name
Home Phane
Cell Phone

Primary Email

Secondary Contact

11. Select + New Assignment to create a new assignment role.

Dynamics 365 STAAND D cearch

B3 oo

S [

Save @ Save&Close - New gk Open org chart

en  Parent Agency Provider - saved

Provider

General

Provider main form -

[ Deactivate " Connect

Assignments Persons Documents Licenses Contracts / Service Lines

Assigned Role

Rows: 0

Role T~

Assigne... ¥ Work Phon... ¥  Mobile Phao...

We didn't find anything to show here

New Assignment

e Primary Em... >

“ G Addto Marketing List A, Assign  [i] Delete () Refresh

Availability ~ Finance Admin Related v

50

Assigned Licensing ]
Worker

>

Assigned Relicensing
Worker

Relicensing Assigned On &

Assigned Resource Parent ()
Support Worker

5]

B

Last Placement Date

[Rl steven Marris x ~

Steven

Morris

Steven.Morrismsft@dc.. &3

Parent Agency Provider — --- N

Provider Name

Last Placement Date
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12. Complete all fields within the Quick Create: Assignment window.
13. Select Save and Close.

Quick Create: Assignment %

Assigned User # L D

Assigned Unit * £

Important Tip:
User can create multiple assignments by repeating steps 9-13.
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14. To add information on Agency Provider’s license, select the Licenses tab.
15. Select +New License.

STAAND

Dynamics 365

€ [y Save @’ Save & Close
i
© pa Parent Agency Provider -
s Provider - Provider main form -
| General  Assignments  Persons
e Licenses
e Name ~ License Type ¥
HE
8

- ~
Last Placement Date

2 search SANDBOX
- Mew g} Openorgchart [3 Deactivate A} Connect = Add to Marketing List A, Assign  [i] Delete () Refresh
Saved Parent Agency Provider
Provider Name
Documents  Licenses Contracts / Service Lines  Availability ~ Finance Admin  Related v
@ + Newlicense [2 Add Existing License (0 Refresh
Status v Issue Date ¥ Expiration Date ~ Approval Date v Re-Evaluation Date v License Duration v State Issued

16. Select fields as applicable.
17. Complete all fields.
18. Select Save.
19. If the Agency Provider License has a restriction, select the Restrictions tab.

Dynamics 365 23 SAN D BOX 0

(S =1 Save @ Save & Close
i
o) f
© New Lice saved
> License - Prol nse -
5 General Restricticns  Documents
= License Number o]

o

External License Number

Application Type

We didn't find anything to show here

£ search

T~ New

Admin

e T

% Renew License

2 Flow

Monitering Agency ¥

+ @

s
T

License Type

i

Certificate / Specialized
Service

Provisional?

Male Age From
Male Age To
Male Capacity
Female Age From
Female Age To

Female Capacity

n Beds Licensed

20. Select + New License Restrictions:

- ~
Status
Agency 4 parent Agency, Provider X L
Issue Date &)
o Expiration Date @]
State yel
Inactivation Date &)
Inactivation Reason
~
Re-Evaluation Date @] @
Licensee 1 [ steven Morris X L
Licensee 2 ol
Child-Placing Agency
Supervisar ol
Supervisor Credentials
Supervisor Title
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Dynamics 365  STAAND £ search

3 « o Save @& Save&Close - New [ Deactivate [I] Delete 0 Renewlicense (B Generate Document () Refresh < Check Access &, Change Owner  ©

(o]

o} : -

o New License - saved ~
. . Status

> License - Provider License ~

8 General  Restrictions Documents Admin  Related

e License Restrictions and Special Conditions

#*

¥ +  New License Restrictic... B Add Existing License R...

e License Restrictions ~ Number of Beds ¥ [@

s

{=)

We didn't find anything to show here

Rows: 0

21. Select the License Restrictions from the dropdown menu and complete all necessary
information.

22. Select Save & Close.

Dynamics 365 STAAND J2) @y S A N D B OX Q + @

~

= Save @ Save &Close | New ¥ Flow

]
® New License Restrictions and Special Conditions - Unsaved
= License Restrictions and Special Conditions - Provider License Restrictions -
General Admin

License Restrictions Not Listed ~

Number of Beds v Not Listed
uE
e Lic. For Specific ICPC (Relative or Nonrelative) Child(ren) @
® Comments Lic. Restricted to Specific Child and Adult(s) (Dual Lic. CDH/ADH)
¥ Lic. Restricted to Specific Relative Child{ren)
=) Lic. For Specific Child(ren)

Lic. Restricted to Specific Adult(s) on ADH
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23. Select Approved for the Status at the top right-hand corner of the page.

Dynamics 365 STAAND 2 search
= € ) Save @ Save&Close |- New [ Deactivate [IJ Delete  © Renewlicense (B Generate Document () Refresh @4 Check Access R, Change Owner :
]
© L - 0000001300 - saved
P License - Provider License -
Status —Select--
General Restrictions Documents Admin  Related
v --Select--

Legacy

License Number & L 0000001200 Agency {3 Parent Agency Provider x Approved
d ) . Restricted
N External License Number . Issue Date 5/15/2025
b suspended
Application Type « [E— o Expiration Date Revoked
License Type o State L o}
& Child Care o
. . Inactivation Date =
Certificate / Specialized
Service
Inactivation Reason —
Provisional? == v
Re-Evaluation Date =
Male Age From 0
Licensee 1 [Al Steven Morris X L
Male Age To 5
Licensee 2 P
Male Capacity 10

Child-Placing Agency
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24. Select Save & Close to return to the Provider record.

Dynamics 365  STAAND 29 2 search

= =] Save &' Save&Close —+ New [3 Deactivate [J Delete  © Renewlicense (B Generate Document (D Refresh € Check Access &, Change Owner
(]
o
© L - 0000001300 - saved Approved ~
Stat:
Pl License - Provider License e
5 General Restrictions Documents Admin  Related
e
b License Number & L - 0000001300 Agency {5 parent Agency, Provider X pel
. External License Number Issue Date Y 51502025 [#
& Application Type * Initial License A Expiration Date =
s
License Type ‘ State 0
w Child Care L
[i=]
Inactivation Date &
Certificate / Specialized
Service
Inactivation Reason
Provisional? ~
Re-Evaluation Date o 6]
Male Age From 0
Licensee 1 [ steven Morris X L
Male Age To 5
Licensee 2 yel
Male Capacity 10

Child-Placing Agency

25. To add a Contract to an Agency Provider, select the Contracts/Service Lines tab.
26. Select + New Contract.

Dynamics 365  STAAND P search SA N D BOX

3 =] Save & Save&Close -+ New gk Openorgchart [% Deactivate % Conmect I AddloMarketingList /%, Assign [ Delete () Refresh

fr

o) . )

1G] PA Parent Agency Provider - saved Parent Agency Provider — --- ~
- ~ Provider Name Last Placement Date

> Provider - Provider main form ~

| General  Assignments  Persons Documents Licenses Contracts / Service Lines  Availability  Finance Admin  Related

s

- Contracts m [ NewConwact ) Refresh o° Flow ™

N Contract Name ~ CFSA Contract Number ~ Contract Start Date Contract End Date ~ Provider Name (Provider) ~

.

[i=]

We didn't find anything to show here

Rows: 0
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27. Complete all fields including Contract, CFSA Contract Number, Contract Amount, Contract

Start Date, and Contract End Date.
28. Select Save.

STAAND £ search

33

Dynamics 365

LS =1 Save @’ Save&Close + New 3 Flow

o]

o

© New Contract
Contract - Provider Contract -

=

General Admin

* 7 ~
Provider "6 f parent Agency Provider Contract Date B
Contract : Contract Start Date * D

CFSA Contract Number

Industry ID

Payment Type Regular Paid

Aggregate Contract ]
Amount

Calculated Contract &
Amount

Contract Amount

Comments

Contract / Service Lines

29. Select + New Contract/Service Line.

Contract End Date

Status

STAAND £ search

Dynamics 365

— &\ Thetotal contract amount does not match the calculated amount. Please review and correct the cantract details

r = Save @ Save & Close - New [} Deactivate [i] Delete
©
= Parent Agency Provider - saved
A Contract - Provider Contract ~
s General Admin Related
s

Aggregate Contract o]
G Amount
L Calculated Contract a]
- Amount
e Contract Amount 100,000.00
=} Comments

Contract / Service Lines

Name T~ Service Type ~ Start Date ¥

(D Refresh

End Date

@\ Check Access

56

Amount ¥ Facility Rate /R ... ~ | Contracted Capa... ¥ | Status™

R, Change Owner

8 Active

SANDBOX @

2 Flow ~ ©H word Templates ™

m\ New Contract / Servic.. O Refresh & Flow

Created ... ~
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30. Complete all fields including Service Type, Start Date, End Date, and Amount.

31. Select Save.

=

% @

[a

sz

p

=
<t

Dynamics 365 36 \ND

2 search

< [ Save @ Save &Close 2 Flow

New Contract / Service Line Draft
Status
General  Admin
Contract B G parent Agency Provider Start Date &
Provider B A parent Agency Provider End Date =]
Serice Type : 2 psaClient
Service Pay Type Regular Paid ¥ Amount
Contract Line Payment la]
Type Available Balance
Amount
Contract Type 3
Paid Invoices Amount
Facility Rate / R & B Amount
Remaining Balance
Case Management Rate
Comments
Contracted Capacity
Medicaid Eligible No ~
Court Order No ~

32. Select Submit to submit the record for approval.

Dynamics 365  STAAND 37 P search

¢ o save —> Submit & Save & Close [ Deactivate [ Delete () Refresh € Check Access &, Change Owner 2 Flow ~ G5 Word Templates ~  :
(6
@ Transportation Individual Rate-2025-05-15-2026-05-15 - saved Draft
P Contract / Service Line status
General Admin  Related
E N
= Contract & [Br parent Agency Provider Start Date 5/15/2025 &
#* )
- Provider B {4 parent Agency Pravider End Date 5/15/2026 =
¥ Service Type " [ Transportation Individual Rate % £ psaclient .
e
= Service Pay Type Regular Paid kd
Ameunt 30,000.00
ia
Contract Line Payment  * & Adhoc
Type Available Balance 30,000.00
Amount
Contract Type ~
Paid Invoices Amount
Facility Rate / R & B Amount
Remaining Balance 30,000.00
Case Management Rate B
Comments
Contracted Capacity
Medicaid Eligible No .
Court Qrder No ~
J /

Creating Providers
Version 4.2026

57

STRONGER TOGETHER AGAINST ABUSE AND NEGLECT DC
DC Child & Family Services Agency



33. Complete all fields within the Quick Create: Approval window.
34. Select Save and Close.

Quick Create: Approval %

Requester @ 8 Vanessa Ramitez

Approver ey )

Requester Comments re @

To Be Approved & [ Transportation Individual Rate-2025-0...

@ Save and Close ‘ Cancel

Important Tip:

If more than one service line is needed, the User can follow steps 25-34 until all service
lines have been added.

Note:

To approve, please referto How To: Approve Provider Records on page 61.

58 Creating Providers
Version 4.2026



35.

s

% @

[a

ng

ZE O

g

ng

=

36.
37.

B2 e

Select Save & Close to return to the Provider record.

Dynamics 365 2 search

A The total contract amount dol latch the calculated amount. Please review and correct the contract details

=1 Save @ Save&Close -+ New [3 Deactivate [i] Delete () Refresh @ Check Access A, Change Owner
Parent Agency Provider - saved
Contract - Provider Contract ~
General Admin Related
Provider Mo} Parent Agency Provider Contract Date * -
Contract " Parent Agency Provider Contract Start Date 5/15/2025
CFSA Contract Number * 516254 Contract End Date 5/15/2026
Industry ID

W Status o] Active
Payment Type Regular Paid v
Aggregate Contract & 30,000.00
Amount
Calculated Contract B g00
Amount
Contract Amount * 100,000.00

Comments

To record Provider availability, select the Availability tab.
Select + New Availability.

STAAND P search

Dynamics 365

L= Save @ Save&Close —+ MNew g Openorgchart [ Deactivate R Comnect "5 Add to Marketing List £, Assign
pa Parent Agency Provider - saved
Provider - Provider main form ~
General  Assignments  Persons Documents Licenses Contracts / Service Lines  Availability  Finance Admin  Related v
Availability
Approved Availability ~
Availability ID T~ Status - Start Date ~ End Date

We didn't find anything to show here

Rows: 0
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2 Flow * 68 Word Templates

®+ New Availability 2

[ Delete () Refresh
Parent Agency Provider — --- ~
Pravider Name Last Placement Date

Add Existing Availability

Unavailability Reason ~
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38. Complete all fields including Status and Start Date.
39. Select Save.

Dynamics 365 44 \ £ search SAN DBOX o + @ =

(S [y Save @ Save & Close -+ New 2 Flow
(5
& New Availability
» Availability - Information -
General Admin  Approvals
e General Availability
Status Available ~
" Start Date * B
® End Date . &
B
Duration (In Days) &
Provider 3 Parent Agency Provider X £
Unavailability Reason . yol
Approved? 8]
Created On Portal? 6]

Note:
If an End Date is selected, the User will need to select an Unavailability Reason from the

dropdown menu.

Dynamics 365 STAAND 2 search SAN D BOX Q I

i 3 cf Save g Save & Close —+ New 2 Flow
o}
© New Availability - Unsaved
& Availability - Information
General Admin  Approvals
=
* General Availability Ve Eae
%
Status £ Closed
%=
% Start Date «f B Corrective Action Plan
® tnd Date B Full/Unavailable
&
. [ License Revoked/Closed
Duration (In Days) (]
El other
Provider
~+ New Master Data £ Advanced loakup
Unavailability Reason Look for Unavailability Reason gl
Approved? &
Created On Portal? &
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40. Select Submit to submit for approval.

SANDBOX ¢ + @

Dynamics 365 S ) P search

< ! &l save - submit @' Save&Close | New [ Deactivate [I] Delete () Refresh Y Check Access &, Change Owner 2 Flow
[}
© AV-001402 - saved
ba Availability - Information ~
General Admin Approvals Related
e
-y General Availability
Fr
] Status Available v
Y
i-“ﬁ‘ Start Date - 5/15/2025
# End Date
=)
Duration (In Days) 5]
Provider Parent Agency Provider X ol
Unavailability Reason o pel

41. Complete all fields within the Quick Create: Approval window.
42. Select Save and Close.

Quick Create: Approval %

Requester B O Vanessa Ramirez

Approver pel

Requester Comments

To Be Approved 5} AV-001402

47 Save and Close | v Cancel

Creating Providers 61
Version 4.2026

STRONGER TOGETHER AGAINST ABUSE AND NEGLECT DC
DC Child & Family Services Agency



43. Once the Provider availability is approved, it will populate in the Approvals subgrid.

SANDBOX

STAAND £ search

Dynamics 365

S =] Save @ Save&Close + New [3 Deactivate [0 Delete () Refresh @ Check Access A, Change Owner 2 Flow 8 Word Templates

o
(O] <
© AV-001402 - saved
> Availability - Information ~
General Admin  Approvals Related
s
i Approvals () Refresh o Flow Run Report
B

(] Requestor ¥ Requested Date | ~ Approver ¥ Decision ¥ Decision Date ¥ G
- [ Vanessa Ramirez 5/15/2025 12:33 PM Vanessa Ramirez Approved 5/15/2025 5:34 PM
e
[i=]

Rows: 1

@

44. To view or generate Provider invoices, select the Finance tab.
45. Any Invoices related to the Provider will populate in the Finance tab.

Dynamics 365  STAAND P search S A N D BOX

=3 < [ Save " Save & Close | Mew s Open org chart ['\' Deactivate A Connect v T Add to Marketing List A, Assign I:l Delete C) Refresh

iy

®© pn Parent Agency Provider - saved Parent Agency Provider - ~
N N Provider Name Last Placement Date

> Provider - Provider main form ~

I & General  Assignments  Persons Documents Licenses Contracts / Service Lines  Availability ~ Finance Admin Related
U
Episodic Service Logs B!  Add Existing Service L... 9% Direct Placement

w

- Entry ID - ~ Assigned Agency v Provider > Child ~ Start Date v End Date ¥ Contract (Contract/... ¥ Contract/Service... ¥  Service Type (C... ~¥  Created On

e

B

We didn't find anything to show here

Rows: 0

Invoices

Invoice Nu... ~  Agency/Prov... ¥  Service Type ¥ Invaice Amo... ¥  Invoice Approved Am... ¥  Invoice Paid Amo... ¥  Invoice Submitte... T v

we didn't find anything to show here

Rows: 0

+ Newlnvoice (O Refresh

Invoice Sta... v

o Flow

Approval St... *
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How To: Link a Facility to a Parent Agency

1. From the Provider work area, select + New from the Action Toolbar.

Dynamics 365 STAAND Search
=3 < [ Focused view [l Show Chart | New [i] Delete . () Refresh | visualize thisview [F] Emailalink ~ 2 Flow ~ {{ AlBuilder :
0]
® My Active Providers M Editcolumns 7 Editfilters | /2 Filter by ke...
= | &  Provider Name T v Main Phone ¥ Address ;.. ¥  Primary Contact ¥ Primary Email (Prima... ¥ Agency/Facility Name v Provider ID v
[

[ Parent Agency Provider Steven Morris Steven.Morris.msft@dc... P-0100000276

[ Placement Provider Vanessa Ramirez Vanessa.Ramirez.msft... P-0100000275

( Service Provider Vanessa Ramirez Vanessa.Ramirez.msft... P-0100000266

Complete all fields including Provider Name, Provider Category, and Provider Class.
Select Yes in the “Is Agency?” field.

Select the Look up icon to select Agency/Facility Name field.

Select Yes in the “Is Facility?” field

Select Type of Home, if applicable.

Dynamics 365 STAAND D caarch

=1 [SN=] save @' Save&Close | New 3 Flow

(o}

o .

o New Provider v

N L Provider Name Last Placement Date

> Provider - Provider main form ~
| General Assignments Persons Documents Licenses Contracts / Service Lines  Availability  Placement Finance  Admin

e Provider Information Availability Contact Information

*

Provider Name * Available & No Primary Contact o ol

e Provider ID & el

-
T

q Status c] Secondary Contact .
Provider Type * CFSA ~ ability Reason ]

Location Information

8
Provider Category * 0
_ Address &
Total Provider Capacity =]
Provider Class
Last updated: Not Available Main Phone | [ o | -
Is Agency " No ve\dren in Placement Other Phone Number | " )
Agency/Facility Name '
gency/Facility o &2 Current Availability A Email
Is Facility * Ne e
Extension -
Type of Home yeol Timeline
Distance v
Type of Service at this . L
Location
Last Placement Date 6]
ﬂ Almost there
Tax and Financial Information
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/. Select Save. The Facility Provider is now linked to the Parent Agency Provider.

Dynamics 365 7 P search

i S = Save @ Save&Close - New 4k Openorgchart [2 Deactivate A2 Connect 5 Addto Marketing List 2, Assign [ Delete () Refresh
(o}
© Facility Provider - saved Facility Provider - “
FP
- Provider Name Last Placement Date
P Provider - Provider main form ~
| ] General Assignments Persons Documents Licenses Contracts / Service Lines  Availability Placement Finance Admin Related v
Provider Information Availability Contact Information
. a
Provider Name Facility Provider Available 8 No Primary Contact L ol
Provider ID B p_0100000277 Provider Status o] Secondary Contact Jo)
Provider Type * CFSA ~ Unavailability Reason o]
= Location Information
Provider Category * [ Non-Contracted X £
. Address s
Total Provider Capacity =)
Provider Class ’ . . . ' Pk .
Placement Provider, Service Provider
Last updated: 5/15/2025 12:43 PM
Is Agency Y Yes v Children in Placement u Select all 1l
Agency/Facility Name A ; 5) N
gency, Y Parent Agency Provider X £ Current Availability a 4
Is Facility " Yes ~
Type of Home " [ Congregate Care % R Timeline
No data available
Type of Service at this el ,C’ Search timeline
Location
Last Placement Date 5} & Enterancte.. 0

ﬂ Tax and Financial Information
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Approving Provider Records

How To: Approve Provider Records

1. Navigate to the Supervisor dashboard and select the Provider needing an approval.

Dynamics 365  STAAND P search SAN DBOX

=i <« B saeas New “ + SetAsDefault { Refreshall [ Share
i
OOH SSW Dashboard
®
2 »
My Pending Approvals ~ t New @ Delete ~ (O Refresh
B - :
= AP Filter by k
o To Be Approved ¥ Requestor Requested Date T ¥ Requestor Comments ¥ @
B [C]  Transportation for clinical services Vanessa Ramirez o 5/14/2025 4:51 PM e}
R

All 4 A B c D E F G H 1 K L M N o P Q R 5 T u v w X Y z
Rows:1-1of 1 Page 1
My Unit's Assigned Families v - New [ Delete ~ (O Refresh

B e
A Filter by keyword

2. Selectthe hyperlink in the To Be Approved to review the record.
3. Add any Approver Comments if necessary.
4. Select Approve from the Action Toolbar.

Dynamics 365 D £ search SA N D BOX

X ¢ o o Approve @ SendBack [If Delete () Refresh @ CheckAccess &, Change Owner 3 Flow  H Word Templates ~ {#] Run Report

o]

® AP00006827 - saved Pending Approval N
Decision

2 Approval - Information

- General Admin Related v

=

&3 To Be Approved €' & Transportation for dinical services e Approver & A yanessa Ramirez

Bl

i Approver Comments —

o

Requestor B A Vanessa Ramirez e
Requestor Comments 6]

Next Level Review @®  no

Decision Date @

Requested Date a 5/14/2025 4:51 PM



Checking Provider Availability

How To: Check Provider Availability
The availability of the provider is in two areas of STAAND; under the General and Availability tabs of

the Provider record.

General Tab

P e eediloe Mes i Open org chaes

My Bama i

) Mary Banks

Pveie: | Smuber mun farm

Geneal s rover

Availability Tab
1. This Availability tab reveals the Availability ID, Status of the provider and the Start and End dates

and the Unavailability Reason.

B g o
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2. The Provider availability information can be changed/updated by clicking on +New Availability.

3. Change/update the status from availability to one of the options in the dropdown list.

- ¥ o
- New Avadabality
== Genensl  Adwee  Appecveh
I Pniten
e B Awwiabe )

Eaac 2L
[T rr—

—pe

RS-

T —

P -
= b s

- i

4. Enter the Start Date (required field) and End Date (if available).

5. Select the Unavailability Reason from the dropdown options. If Other is selected, type the reason in the
narrative box.

HSve P Sove&Cose -+ New D Fow
Home
) Recent New Availability
i Prned
ol General Admen  Approvals
[ Providers
General Avadabslity
Dashbosrds
Sttus )
b Licensing Worker o
B Lcentng Sepervisor Start Date B T Tt
Erd Date

B Reicersrg Supervisor

.

»
"

®  Reicersing Worker
"

» Duration (in Days
®

: Contrxths
B Acute Hosptaszation Provider A Cece Witgen
Form & Guices Unirvnlads | ty Resson " Jooks
B Document Repositon Approved? a Master Data
Created On Portyl? & Cosed
=1 rreCtive A »

6. Save and Close.
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How To: Transfer Service Logs and Provider
Assignments

1. Open the Provider record.

2. Navigate to the Contract/ Service line.

R Home

Recent o
5 Pinned %
General

(3 Providers

Dashboards

¥E  Licensing Worker

¥ Licensing Supervisor
#  Relicensing Worker
#  Relicensing Supervisor
¥ Contracts

$£  Acute Hospitalization

Forms & Guides

B Document Repositori...

Dynamics 365

Ry Home
®  Recent 2
57 Pinned e

General

B Providers

Dashboards
% Licensing Worker

9= Licensing Supervisor

Relicansing Worker

% Relicensing Supervisor

# Contracts

Acute Hospitalization
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4. Create another service line with same service type with existing record with mid dates.
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5. Verify the created Service Line is Supervisor approved the records Service Log and Provider
Contract Line should copy to the new records.
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Portal Communications

*x Kk ok

Portal Communications

As a Resource Parent or Provider, you can use the portal’'s messaging feature to communicate
more easily and efficiently. This functionality allows you to send, receive, and acknowledge
messages directly within the system, helping streamline interactions and reduce the need for
support calls. Through the messaging tools, you can select recipients assigned to your provider,
attach files, receive both in-app and email notifications, and view organized message history with
sorting, filtering, and read/unread indicators.

1. Log into Portal as Resource parent.

2. Click on the Communication panel on the left side of the screen.

3. Verify the User can see the list of messages with (Sender, Recipients, Timestamp, Message
Body, Attachments (if applicable), An unread indicator for new messages.
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5. The message notification appears on the right side of the screen.
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6. The user receives an email with a hyperlink to the record.
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7. Click the New Message button to send a message.
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Create an Invoice and Invoice Line

Adhoc Invoice:

1. Navigate to Contract/Service Line screen.
2. Create a New Invoice Line.

3. Create an Invoice and Invoice line.

4. Update the Service End Date to Back Date.
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Episodic Invoice

1. Navigate to Contract/Service Line screen.
2. Create a New Invoice Line.

3. Create an Invoice and Invoice line.

4. Update the Service End Date to Back Date.
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