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ADD A PERSON 
 
 

Add the Child’s name and Identifying information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Add the Relatives 
 

 
If this is a non-DCS case, make sure the petitioner has been added as a relative.  If the petitioner is not in the system, 
you must add them as a person first.  Make sure you get their race, sex, dob, ethnicity. 
 
Make sure you have current addresses on everyone. 

 
Read more about Adding a Person 

 
 
 
 

 

http://www.gawquest.com/equest/manual/Person.pdf
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ADD A CASE 
 
Before you add a case, you must decide what case type you are adding.   
 

• If anyone other than a parent wants to file a custody petition for a child that is currently in a parent’s custody, it 
is considered a D&N case and a D&N Petition must be filed. 

• If a parent wants to file a custody petition to get custody from the other parent, it is a custody case and a 
custody petition. 

• If anyone other than a parent wants to file a custody petition for a child and there is an open D&N case, that 
person would be added as an Intervening Petitioner in the D&N case and would file a Motion to Intervene along 
with the Petition for Custody. 

• If DCS is filing a D&N Petition, it is a D&N case. 
 
 
 

To add a new case, click the Add link at the end of the line. 
 
 
 
 
 
 
 
Case type – Select the 
appropriate case type. 
 
Referring Agency –  
Select the best description of 
the petitioner. 
 
Start date – Today or the date 
you received the petition. 
 
 

Click the Update button to save your work. 
 

Read more about Adding Cases 

 
 
 

  

http://www.gawquest.com/equest/manual/JDCase.pdf
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Add a Case (docket) Number 
 

To add a new case number, click the Add link at the end of the line.  

 

 

 

 

Click the Generate button to generate the next available case number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is an abbreviated version of the full case number.  If someone is filing a completed petition with you, write the full 
case number on the petition.  You can find it at the top of your Case Detail screen. 
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Add an Event (hearing) 
 

Add an event for the hearing on this petition.  If the child has been removed from the home, you must schedule a 
Preliminary/Probable Cause Hearing  (72 Hour) within 72 hours of removal.   
 
If the child has not been removed, you can schedule a Preliminary Hearing. 
 

 
 
 

Event date/time 
Event Type 
Court 
Case – Select the child only 

 
 

 
 
 

Click the Update button 
to save your work. 

 
 
 
 
 
 

 
 

Add a Document 
 

If you are going to type the Petition in Quest, you can add a document called “Petition for Dependency & 
Neglect (D&N) Custody” or “Petition for Custody (parent)” or a “Petition for Educational Neglect (D&N)” 
 
If you are going to scan the Petition choose the document called “Scanned Petition - D&N” 
 
 
As with any document, you will answer the questions, moving forward through the document by clicking 

UPDATE and backward through the document by clicking BACKWARD. 
 
When you create or scan a petition the document will ask you questions necessary for the state statistical 
report.  If you are having someone come in to sign the Petition, best practice would be to leave it incomplete 
until they have reviewed it, then FINISH it, and have them sign it. 
 
 

Read more about Documents 

 

http://www.gawquest.com/equest/manual/documents.pdf

