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1. The first three steps in creating a request can either be completed from the Person List in a stage on a 

workload BEFORE the placement request is launched or from within the Placement window after 

launch.  Modifying a request that is on the dashboard requires the MAINT PLACE business function.  

• Child Characteristics 

• Special Restrictions (if any apply) 

• Placement Evaluation (not used in the search/match process, but provides additional information 

for the referral) 

The following sections must be 

completed in the Placement 

window: 

 

• Address fields   

(Proximity and School) 

 

• Search Type  

(Multifacility or Exact) 

 

• Setting  

(Choose either Foster Care or 

Congregate Care) 

 

• Program Type(s) 

 

  CONNECTIONS Quick Tip 

Once a placement request has been created and placed on the Placement Dashboard, the next steps are to 
(1) verify that all needed sections have been completed and (2) mark it as “Ready for Search.” The MAINT 
PLACE business function is required to modify an existing request. If the request is not being accessed from 
the workload, the PLACE DASH business function is also required.  

Completing a Placement Request 

Completing the Request 
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• Priority Criteria (Select which characteristics, if any, are Required, rather than Optional, and check 

the “Priority Criteria Complete" checkbox.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Once the above steps are complete, change  the Request Status from “In-Process” to “Ready for Search.”  

3. Click the Save button.  

 

The referral is now ready for a resource search.  To conduct a search, the SEARCH PLACE business function is 

required. 

 

 

 

 

 

 

For the next step in the process, see the Quick Tip, 

Searching for Resources and Sending Referrals. 


