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Creating a Case Person, Person or Relationship  
in STAAND 

 
Creating a New Case Person: 
 

1. On the case, at the Case Persons & Households Tab, in the “Family Members” 
section, select + new case person. 
 

2. Complete the fields in the “Quick Create Case Person” window.  Save and close. 
 
 
Creating a Person Record for a Case Person: 
 

1. Open the case person for whom you want to create a person record. 
 

2. In the top ribbon, select “Person Search” 
 

3. Review the list of people with that name in the system: 
 

a. If the person is in the list: select them and click “Link Person” in the top 
ribbon. 

 
b. If the person is not in the list: close the pop-out window and then click “+ 

Add Person” from the top ribbon. 

 
Adding or Updating Relationships Between People on Your Case: 
 

1. On the Case Person, scroll to the Relationships section and review what is listed. 
 

2. To create a new relationship record, click “+ New Person Relationship.”  In the pop-
up window: 

o The “Person From” field automatically shows the name of the person for 
whom you are creating a new relationship. 

o In the “Is” field, select the relationship you are entering (such as mother or 
child or friend) 

o In the “Person To” field, select the other person in this relationship. 
o In the “Relationship To” field, select the inverse of what you entered in the 

“Is” field.  For example, if you selected mother in the “Is” field, you would 
select “child” in the “Relationship to” field.  This creates a reciprocal 
relationship between the two people. 

o Save and close. 
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3. To update an existing relationship, open the record and make any needed changes. 
 

NOTE: if you select “Father” in the “Is” field, the paternity status (defaulted to “putative”) 
will populate. If the father is the legal father (by name on the birth certificate, DNA testing, 
etc.) you can change the paternity status. 
 
 
More detailed steps with screen shots can be found here: Case Management User Guide 
FINAL FOR PUBLICATION (1).pdf  

https://dl3.pushbulletusercontent.com/aMJnfVEaUepD3yBRPBVqX3mQAbW4vpnh/Case%20Management%20User%20Guide%20FINAL%20FOR%20PUBLICATION%20(1).pdf
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