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Basic Navigation

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.

2. 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.
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The key elements of a record will include:

4. Tabs: show 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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STAAND P search

SAN DBOX New look @D

¢« o Hsae & save&close (@ RunClosure Audit -+ New -+ Create Service Request [ 1) Deactivate  [i] Delete () Refresh
€S00001046 - saved Assigned open 1
Case Assignment Status Status tpisode
Case
Case Persons & Households  Tasks Contact Notes Plans Assessments  Services & Supports  Legal Placement Permanency Tracking

[ General

Case Details

Safety Alert

Case Number @
Originating Referral &
Case Type P
Case Open Date &2

Language Need on the Case

Case Team

Primary Case Assignment (&

Current Assignments ~

Assigned User ~

® ) No

C500001046

Out of Home
10/18/2024

B English x

Rale ¥

Assignment [

Case Transfer Summaries

Transfer Sum...

10/31/2024

Rows: 1

L~ Transfer Type ~

[

Created By ~ Scribe v

Separation..  Steven Marris

Case History

Case Type ¥

() Refresh

Open Date |~ Close Date | v Closure Reasc

Note:

There are many tabs, and sometimes excess tabs are found under the Related tab, or a
More Commands option.

Jackson - saved RFO0002682  Investigation  Pending Assignment
— Referral ID Stage Status Reasan
Referral - Investigation -
Investigation BPF O O O
Active for 12 days < Initialing (12 D) Assessment Plan Finalization 2
Intake Persons Allegations Notes and Documents  Assessments & Plans  Services Legal ~ Admin | Related
\J /
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Important Icons to understand includes:

1. Red asterisk: Fields marked with a red asterisk are mandatory and must be completed.

Document Sub Type " B Investiga.. X P
Title " Investigation Sum...

Document Extension e 0
Document Signed No v

2. Blue plus sign: Fields marked with a blue plus sign indicate Federal-related information
and, while not required, it is recommended that these fields be completed.

Respondent © R Amaya Harris
Date of Birth 9 T 3/17/2020
Sex Assigned at Birth “ | Female

Important Tip:

STAAND is a responsive solution that updates and adapts as new information is entered.
Occasionally, while the system is updating, users may need to select Refresh, or Save, in
the Action Toolbar to ensure that all information is properly populated.

& B o @' Save & Close [% Deactivate () Run Closure Audit (8 Generate Ward Letter  [] Delete O Person Search X Remove Person | () Refresh i [ Share
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When within a record, a Record Set Icon | & | will appear within the Action Toolbar.

1. View/update information within a record, then select the Record Set icon. This will allow
the user to toggle between similar records within the same Referral, Investigation, and

Case.

31 Dynar 1 STAAND

Il

« B - Save @ Save & Close

P search

®
© Khloe Jackson - saved
% Source Provided Individual - Information
General Documents Health Details  Admin Related
LY
& Person Demographics
B
A First Name B thice
Middle Name o]
Last Name & sckeon
Suffix o]
Date of Birth ‘B 2271997
SexAssigned atBirth & g
Reported Gender 8 paiaa
Identification
Reported Gender (a]
Identification (Other)
Preferred Language ol | English
Interpreter Needed @
R .
s i3 Black or African American
Employer )
n Hispanic or Latino B

[i] Delete O PersonSearch X Remove Person Deactivate Source Pro..

SANDBOX

SPI Role Parent/Actingas
Parent

Caregiver @D Yes

Use as Family Address @ e

Person "® R Khloe Jackson

Contact Information

[ Use Existing Home Phone

Home Phone

Primary Email

Address Information

Use existing address |

|

B Generate Forms v () Refresh @ Check Access 2 Flow ~

Jackson
Referral

Person Search Completed ¢

Cell Phone ‘ T w | Bl
Alternative Cell Phone ‘ v | GRS
Number —_

Unit Type \

Note:

In this example, the SPI records of Tina Rodriguez, Kevin Jackson, and Kourtney Jackson

are SPIs within the same investigation as Khloe Jackson.
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2. Select the next record from the Record Set window to view/update information within
the record.

SANDBOX

SOURCE PROVIDED INDIVIDU... X ¢« B — save @ Save&Close [i] Delete O PersonSearch X Remove Person Deactivate Source Pro... (B Generate Forms () Refresh
@ Tina Rodriguez
1/21/1993
< Kevin Jackson - saved Jackson v
Referral
X Kl Jacksan Source Provided Individual - Information -
= 2221997 ; ; ; i
General Person Education Details  Documents  Health Details  Admin  Related
&
& Kevin Jackson
emographics
s 222000 i SPI Role Child  ~ Person Search Completed &
&
A | Kourtney Jackson First Name &L pan Person "8 A Kevin Jack.
4/24/2020
Middle Name &
Contact Information
Last Name & e th
S 8 [Uso Existing Horme Phone | Cel Phone ERl-
Date of Birth ‘8 353010 Alternative Cell Phone [ ] 5
Home Phone l v‘ (.. Number ‘ J
SexAssigned atBith  “& 11 £ e
Reported Gender 8 Fyirtaty Eongi
Identification
Reported Gender &
Identification (Other) P —
Preferred Language &
Interpreter Needed & | Use existing address Unit Type
Race ‘a < 2
Racicor Abtanrmerican - Unit/Apt/Suite Number
s Address Unknown @ ) No
Employe [c]
@ P Uihasast . Address Verified )
Hispanic or Latino. o}

Important Tip:

The Record Set icon can be used to toggle between similar records without needing to
search through the application for a record.
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How To: Add a New Document

Note:
Documents are not required, however can be added under Document tabs for most referrals,

records, plans, and/or reports.

1. Select the Documents tab.
2. Select + New Document Cover.

Dynamics 365 STAAND R Search SA N D B OX

&~ =5 B save ﬁﬂ Save & Close E& Deactivate @ Delete D Generate PDF  —> Finalize O Refresh Q Check Access & share -
o
® :

Family Roadmap - Case - saved Draft
b Family Road Map Status
General ~ Strengths & Challenges  Services  Objectives & Next Steps  Acknowledgements ~ Documents Admin Related v

B

ez

el
T

9 -+ New Document Cover

Document Sub Type v Title v Created On | v Document Persons ¥ Status v

ofz
B

|
I

We didn't find anything to show here

Rows: 0
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3. Use the Lookup icon to select the Document Sub Type.
4. Enter the Title of the Document.

5. Complete all remaining fields.

6. Select Save. More fields will populate.

Dynamics 365 6 AND £ Search SA N D BOX Q -+ Q 3 i

]

&« O Hsave @&

Save & Close + New 2 Flow Vv

o
€]
New Document Cover - unsaved Ready v/
# Status
Document Cover - Document Cover v
8 General
e
e
Document Sub Type *
iz
e el
e
o
Title *
i o
o
ey
o ~
Document Signed
No v

Visible On Portal

) \/ o
Description
B v 9D v G e

Enter text...
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/. Under the Attachment subgrid select Choose File.

Dynamics 365 STAAND 2 Search
¢« = BEsave @ Save&Close
@
© . e
Mother's Identification - saved
g Document Cover - Document Cover v
5 General Admin Related v
e
2 Document Sub Type * &
e
iz Contact Notes
e
=
Title *
it
#® Mother’s Identification
e

Document Signed

Yes

Visible On Portal

Yes
Description
B v 9D v B e

Enclosed is Jane Doe's Identification.

8. Once the file is chosen and attached, select Done.

Delete

B> Share via Email -+ New Dl Deactivate
|[ATTACHMENT
Document

Upload a document

& [ Choose File | No file chosen

STAAND

Dynamics 365

O Search

& [ B save @ Save & Close
o
C] . 2
Mother's Identification - saved
< Document Cover - Document Cover v
8 General Admin Related v
%E_
ﬂ%
Document Sub Type * &
s
s Contact Notes
s
*
Title *
ﬂ%

Mother's Identification

==
)

Document Signed

Yes

Visible On Portal

Yes
Description
g v '9 N g -

Enclosed is Jane Doe's Identification.
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B> Share via Email ~+ New

ATTACHMENT
Document

Upload a document

& | Choose File Identification.png

10

D) Deactivate

m Delete

SANDBOX ¢ +

() Refresh

() Refresh

Q Check Access

[ 8 @

& share v

Ready v
Status

NDBOX ¢ +

Q Check Access

Done Cancel

A SR

(& share v

Ready \/
Status

Done Cancel
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9. Select Save & Close.

NDBO

STAAND

Dynamics 365

il

& 7 B save aﬂ Save & Close B> Share via Email | New I}: Deactivate @ Delete O Refresh Q Check Access
o
Mother's Identification - saved
g Document Cover - Document Cover v
N ;
= General Admin Related
54?_.
2 Document Sub Type * @ (ATTACHMENT
o Contact Notes Upload a document
ue
Title * & |dentification.png (156.14 kB)
e
*® Mother's Identification
ulz

Document Signed You - a few seconds ago

Yes v

Visible On Portal

Yes v

Description
3B v 9D v B e

Enclosed is Jane Doe's Identification.

10. The Document is now available under the Documents tab.

P Search

mics 365 STAAND

&~ [y B save ﬁ') Save & Close DA Deactivate ]ﬁ] Delete ID Generate PDF  —> Finalize O Refresh Q Check Access
i
©] z

Family Roadmap - Case - saved
b Family Road Map
= General ~ Strengths & Challenges  Services  Objectives & Next Steps ~ Acknowledgements ~ Documents Admin
iz
%g
e

[] Document Sub Type v Title v Created On | v Document Persons v

e
Tl

[J  Contact Notes Mother's Identification 1/10/2025 2:54 PM

s
<

ez
no

Rows: 1
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How To: Add an Existing Document

Note:
Once the Document is created it can be searched and added to a multitude of referrals,
records, plans, and/or reports within STAAND.

1. Select the Documents tab.
2. Select Add Existing Document Cover. If not visible, select the "~/ More Commands

Dynamics 365 STAAND SA N D B OX
& =y &l save ﬁﬂ Save & Close Dé Deactivate m Delete lb Generate PDF  —> Finalize O Refresh Q Check Access (& Share
i
€ :
Family Roadmap - Case - saved Draft
< Family Road Map S
] General  Strengths & Challenges ~ Services Objectives & Next Steps ~ Acknowledgements ~ Documents Admin Related v
L]F:
i -+ New Document Cover :
s
o []  Document Sub Type v Title v Created On | v Documw [ Add Existing Document Co...
e D Contact Notes Mother's Identification 1/10/2025 2:54 PM O Refresh
" o Flow o7
Run Report >
8  Excel Templates b
@ Export Document Covers >
Rawst B Seeall records
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3. Use the Lookup Records to select the document.

4. Select Add.

STAAND

Dynamics 365

&« © B sae @ Save&Close
@
of |

amily Roadmap - Case - saved
P Family Road Map
General  Strengths & Challenges
Lo
-
D Document Sub Type v

o~
e ) Ward Letter
o [:] Contact Notes

Lookup Records X
Select record

Look for records

Recent records  All records

Child Ward's Document

Mother's Identification

~+ New Record

Do Deactivate Delete [D Generate PDF — Finalize O Refresh Q Check Access
Draft
Status
Services  Objectives & Next Steps ~ Acknowledgements  Documents Admin Related
+ New Document Cover

Title v Created On | v Document Persons v Status v

Child Ward's Document 1/10/2025 2:57 PM Ready

Mother's Identification 1/10/2025 2:54 PM Ready 6

Important Tip:

If not immediately populated under the Documents tab select Refresh from the Action

Toobar.
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Service Request

How To: Create a Service Request

1. Toinitiate a Services Request select + Create Service Request from the Action Toolbar.

NOTE: This will launch a new browser that will bring the STAAND user to the Quickbase
ServiceHub Application for a seamless submission.

Dynamics 365 STAAND P Search u SA N D B OX % + @ e 7/ R

= ¢« | = Save @ Save&Close -+ New - CreateService Request (@ Validate (@ Generate Investigation... Y, Associated History () Refresh @ Check Access : @ Share ~
0]
C} Jackson70 - saved RF00004560  Investigation  InProgress  \/
o Referral ID Stage Status
bd Referral - Investigation v
* Investigation BPF < e g @ O N
Active for 31 days Initialing Assessment Plan (53 Hrs) Finalization
| &
o Intake Persons Allegations Notes and Documents ~ Assessments Plans Services Legal Associated Closure Admin Related “
]
a Reporting Source Intake Worker Narrative Mental Health Questionnaire
Method of Contact B Other 0 Do you have any mental health concerns regarding the ]
child and/or family?
Reporter Description & No
Reporter Narrative
Positive Toxicity Questionnaire
Reporter & | Don Keith
B Test A z n £ e o
re you reporting a birth of a child with positive toxicity o]
concerns?
Primary Email o]
No
Cell Phone o]
Human Trafficking Questionnaire
Reporter Type Intake Screening Decision
Do you have concerns related to human trafficking or ]
Employer o] . - L
Intake Screening Decision & Sereenin sexual exploitation of a youth?
No
=] ResponseRrioity © _ Response Within 24 hours Gubetanza Abiica Auactinnnaica

Important Tip:

Users can initiate Service Requests from multiple work areas within STAAND, including
Referrals, Investigations and Cases, and Person Records.
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2. Regquest status can be viewed in the status window

Pending Service Navigator Recommendation ---

Request Status

1t(s)

lame (Person)

EL CURTIS

| R R S S R

Request Status

Service Status

Service Start Date

Senvice End Date

- o

| R SNPREE, T T N P T e fime Cme . Thon o

Pending Service Mavigator ...

--Select-- N

v —-Select--

In Progress

3. Select the Finalize Tab to view Service Navigator recommendations and updates

Service Navigator

Recommended Senice

Recommended Program

Recommended Provider

Agrasmant with Service
Mavigator's
Recommendabon

Agreement/Disagraement
Date

Reazon for Disagresment
with 3emvice Mavigator's
Racommendation
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Program

Request Status

Raquest Rejection Reasan

Approved Service

Approved Date

Provider

Service Status

Service Start Date

16

Completed
Rejected
Fending Semvice Mavigator Recommendation
E
E
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4. To view service participation progress, navigate to the Participant Rating section on

Delivery tab. This is also where users are able to enter timeline notes relevant to this
service.

SR-1020 - saved Panding Service Navigatar Recommendation | -
: Request Stetus
Service Reguest

Request  Finalize Delivery Closure Documents  Admin  Related
Participation Ratings { Mew Service Partiipant £ Refresh ! Timeline + B ¥ E D @
W | Mame me to Complets ervice Pardicipatio Servics + 22 Search timeline
16 7
Pag=

Get started

Capture and manage 3/l records in your tmeline.

5. To document service request closure information, navigate to Closure tab.

SR-1020 - saved Pending Service Navigator Recommendation
Service Request Regquest Statuz Simbus 5 Shart Cat e End Dt
Request Finalize Delivery Closure Documents  Admin Related
Closure Narrative
ice End D
F | SegoaUi 1 B I U s ¥ - =
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6. To view service log results from Service Requests, navigate to Service Log subgrid on the
Services and Supports Tab.

Services & Supports Legal Family Engagement  Placement Permanency Tracking Documents  Separation

Services
i Service Request : Ongoing Services v - New Service Request
B Approved Service ~ Provider ~ Service Start Date ~ ]
vigator ... &
We didn't find anything to show here
Rows: 0
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