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Add a Relationship 

 
Go to Basic Demographics for the child. If the initial contact concerns multiple children; a sister and a 
brother for example, you can click on Relationships and add them in from there. 

 
 
 
 
Click on Relationships. 
 
 
 
 
Then click on  
Edit Relationships. 

 
 
 
 
 
 
Click on the Search and Create… link. 

 
 
 
 
 
 
 
 
 

You will now go through the process the same as searching/creating a contact. 
You can add in as many relationships as gained from the initial contact.  
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If you do not enter a Start Date, today’s date will be entered by default. 
 
You can now click on the Add button. 
 
 
 
 
 
 
 
 
 

Hovering your mouse over 

these checkboxes will inform 

you what they stand for. If 

applicable, please select the 

correct one. 

Click to extend the drop-

down menu and then you 

can choose the correct 

relationship to the initial 

child you entered. 
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Once you have created one relationship, you can create another using the Search and Create… link as 
before or, if you have entered all the relationships obtained, click on the Save button and then on the 
Close button. 
 
 

 
 
 
 
 
 
 
 
 
 

You will be taken back to the Relationships tab within Basic Demographics. 


