
Person Management 
  
   
1. From the Outliner, click on the case name to open the Maintain Case window. 
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2. Click on the name of the participant in the Participants group box to open the Person 
Management page. 
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3. Among other demographic information the Basic tab of Person Management displays 
the Person Id and First and Last Names. These fields are editable and should be used 
when a name needs to be updated.  Most of a person’s demographic information is 
entered on this tab. The Red fields are Adoption Foster Care and Reporting System 
(AFCARS) elements. It is important to complete as much of this information as is 
appropriate and possible. 
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4. The Parent Info tab allows for documentation of the child’s Mother and Father 
information, Marriage information and Social/Mental/Physical Conditions of the child’s 
Birth Mother and Father. Information entered into the Adoption Referral section will 
prefill into the Adoption Referral itself. The Search hyperlinks are used to search out the 
correct person for the corresponding sections. 
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5. The Additional tab is used to identify AKA names (other names the participant 
may or have used such as maiden names, nicknames, previous married names, 
and aliases).   The Search function (used elsewhere in the application) can be 
used to search based on the AKA Names tab if the information has been entered 
on this tab. Background Checks are also Relationships between all participants 
in a case are also displayed on this tab.  
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 6. The Address Tab is used to document current and historical addresses that 
the participant has lived at.  If a child has been placed in out of Home Care, 
those addresses can also be documented on this tab.  The system will ask the 
user when creating an Out of Home Placement if the participant’s Person 
Management Record Address tab should be updated. If the user selects yes, this 
tab will automatically be updated. The Insert button on the bottom of the page will 
allow a new address to be inserted. 
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7. The Kinship Tab is used to document child specific information. This relates to 
all cases, not just Kinship.  Enter all applicable information in the appropriate 
boxes.  
 

 
  
  

September 2007 7



8. The Characteristics Tab which consists of both AFCARS and NCANDS 
elements is used to document a child’s Disability/Special Needs Information, 
Chronic/Medically Complex Conditions and Substance Use/Behavior Problems. 
Primary Caretaker(s) Information can also be documented here. Before a case 
can be closed, the system requires a value be selected from the “Child has a 
Clinically Diagnosed Disability” dropdown. 
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8. (Continued) When placing your pointer over “Details”, additional information is 
displayed that helps to define the associated value(s). 
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9. In addition to other pertinent medical information, the Medical/Mental Health 
Tab is used to document Health Concerns, Immunizations, Growth, Health 
Insurance and Emergency contact information. A new Health Concern can be 
entered by selecting the Insert button within the Health Concern Information 
group box. 
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10.  The Health Concern page is used to document the actual Health Concern, 
Provider Type, Address and whether that Provider is a Primary Provider. If 
Primary is selected, the Provider’s name and his/her demographic information 
will prefill into the Permanency Plan. Type of Service, the Begin and End Dates 
of Service as well as the Procedure performed and any Diagnoses which may 
been made can also be documented here. If medications are prescribed, those 
details may be recorded below the Health Concern itself. Use the Insert button 
list multiple medications. Use the List of Medications hyperlink to find the spelling 
of a particular medication if you do not know it. 
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11. Once completed, the main components of the Health Concern details will 
prefill back to the Medical/Mental Health Tab, Health Concern Information group 
box. The Edit link can be selected to open the Health Concern window for 
modification. Multiple Health Concerns can be sorted by clicking on the column 
headers in the Health Concern Information group box. All of the information on 
this tab as well as the information documented within the Health Concern page 
can be viewed in the Medical Mental Health Summary document which can be 
launched from the Options dropdown. 
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12. After expanding the Immunization Information expando, the Insert button can 
be used to insert a new blank row within which the immunization and the date it 
was administered can be recorded. To view the most current immunization 
schedules click on the Immunization Schedule hyperlink. 
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13. After expanding the Growth Chart Measurments expando, the Insert button 
can be used to insert a new blank row within which the Percentile(s) of 
measurements, Age of Child and Date of Measurements can be recorded. 
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14. After expanding the Health Insurance Company/HMO expando, the Insert 
button can be used to insert a new blank row within which the Insurance 
Company/HMO, Phone#, Policy #, Group# and Subscriber information can be 
recorded. 
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15. The Last AODA and/or Mental Health (MH) Evaluation and their associated 
dates, along with Emergency Contact Information complete the information which 
can be recorded within the Medical/Mental Health Tab. Select the Save button to 
save information across all tabs within Person Management. 
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