
NEW MULTIPLE CASE PARTY RELATIONSHIP APPLICATION

Create case numbers or Party ID’s  for each party. Make note of the case numbers and Party ID’s as you go.
Enter a case number and click on the RELATIONSHIPS tab.



Click CREATE MULTIPLE.



Type in a case number and then click on ADD CASE TO LIST.  You will need to do this for each case that you want to
relate.  Click ADD CASE AND RELATED PARTIES TO LIST if you want to add a case and all of its related parties.



To add a party to your list click on ADD (OR CREATE) PARTY TO THE LIST.  You will need to do this for each party that

you want to relate to a case.



Type in your Party ID number and click FIND.  Click on the Party ID number in the results section and the party will be

added to your list.  Or a new Party ID can be created from this screen by clicking on the CREATE NEW PARTY button,

enter the required fields and when you click SAVE the newly created party will be added to your list. 

 



Make sure all of the parties you want to relate are on your list.  Click ASSIGN/UPDATE RELATIONSHIP.  



Follow the instructions on the screen to create the relationship.  Once you create a relationship for a party and click the
appropriate button regarding LEGAL GUARDIAN and YOUTH RESIDES WITH (yes or no) the next party will appear in the
PARTY TO RELATE box.   You can choose to use the drop down box to select the party you want to relate. 



Once you have related all parties for a case you can choose another case from the CASE drop down box.  Continue this
process until all of your cases and parties are related.



Once you are finished click CLOSE.  This will take you back to the relationship screen. 



Here you can check to make sure your relationships were created.  You will need to do this for each case. 


