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Diligent Search Request Email 
 

Caseworkers will be documenting the Diligent Search request in KIDS TOO. Upon submitting the request, 

you will receive the email notification if you are selected as the recipient Paralegal of the request by the 

caseworker. 

Below is the sample email for reference. 
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Diligent Search Request Tracking: 
• Upon login to KIDS TOO, you will be able to the table for People Search Requests on your 

Assigned Workload tab. 
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• Select the request that needs to be worked upon and click on ‘Show’ button to view the details. 

The details get displayed. 
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• Once the Diligent Search work is completed and additional details are needed from Family 

Division, the request can be easily forwarded to the Family Division using ‘Forward to Family 

Division’ button. Confirmation popup will be displayed and upon clicking ‘Yes’ button the 

request will be forwarded to Family Division user. The Diligent Search Request can be closed. 

 

 

• To close the request, click on the ‘Close Request’ button. On click of ‘Close Request’ button the 

confirmation popup gets displayed and on clicking ‘Yes’, the Diligent Search request will be 

closed. 
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• To move the request(s) from one Paralegal to another, select the request(s) and click on 

‘Assign/Transfer’ button. This will open the section with User dropdown. Select the Paralegal in 

the drop down and click on ‘Update Assignment’ button. The request will be assigned to the 

selected Paralegal and the email will be sent to the Paralegal about the request assignment. 
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