
Adding a New Group and Child V4  
 

 

 
 

 
 

1. On the Main Menu click on 
the Group/Child Information 
Button 
 
 
 
 
 
 
 
 
 
 
 
 

2. On the Group Finder 
screen click on the Create 
New Group button. 
 
 
 
 
 
 
 
 
 

3. On the Quick Add Group 
screen enter the Group 
Number 
 
Can include any alpha or 
numerical Combination 
 
Must be a unique number for 
each group. 

4. Enter Group Name 
e.g. children’s last name or 
mothers last name ect. 

5. Click OK 
 
 



Adding a new Child  
 

 
 

 
1. On the Group Information 
>Children screen click on the 
black lettered New Button 
 
 
 
 
 
 
 
 
 
 
 
 
2. The Quick Add Child screen 
opens. You can fill in all the 
information on this screen at this 
time, or just the two required 
fields – First and Last Names 
the rest of the information can 
be entered at a later date. Click 
OK when completed. 



 

 
 
 
 

 

 
This opens up the child 
individual record with 
includes: 
 
case info, family info, 
Petitions, re-abuse, interested 
persons, case workers, 
attorneys, volunteers, and 
closing case information. 
Click on each button to see 
each of these screens. 
 
 
 

Once a child’s name has been 
entered into the group, you 
can edit the information on 
that child by clicking on the 
GoTo button to the left of the 
child’s first name 
 
 
You can now go the Case 
information button and add 
the Case information on this 
child. 


