Instructions for the use of CONNECTIONS Business Continuity Case Recording Templates
Background

CONNECTIONS Business Continuity Case Recording Templates were developed to support the timely recording of casework activity and other required child welfare documentation when the system is not available for normal case processing.  Staff that has the use of the computer during these times can continue to document critical work with customers.  These templates are periodically revised or updated.  

There are 3 types of templates (CPS Investigations, Family Services Intake and Family Services Stage) that can be accessed.  There are also stand-alone versions of progress notes, safety assessments, RAPs, and a Safety Plan. 

Confidentiality

Please NOTE:  A good deal of the information contained in CONNECTIONS is confidential child welfare data, and is subject to confidentiality requirements and protections. Please protect confidential information.  Refer to Security Awareness Information and the Guidelines for Using Electronic Communication for Sharing Case Specific Information on the CONNECTIONS security page of the OCFS Intranet.   http://ocfs.state.nyenet/connect/security/
Instructions for the use of CONNECTIONS Business Continuity Case Recording Templates
LDSS and Voluntary Agency staff should complete and store the templates electronically to facilitate re-entry of the information into CONNECTIONS at a future date. 
From the CONNECTIONS Intranet site:  http://ocfs.state.nyenet/connect/cnxtmpl/template.asp 
Click on “Business Continuity Case Recording Templates”
When caseworkers wish to use a template from the Internet/Intranet site, they need to save it first to their home drive (usually the “H:\” drive) by using the “save as” selection from the File drop down menu. 

Users should save the document in a named folder.  It is best if you only use the case ID number to label the templates because if the case name is also used and then the template is mailed, the name of the file will automatically be in the subject line of the email and you will compromise confidentiality.  

Instructions for creating a New Folder
Step 1: With the document open, click the File menu and select Save As Select Your H folder by double clicking, e.g. an3300.











Step 2: Click the file folder with the asterisk. 
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 Step 3: Type a folder name in the Name field (see below)
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Step 4: Click OK (see above)
Step 5: Type in the name of the document in the File name field. (See below) and make sure the save as type is a word document type (see Word 97-2003 Template above)
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Step 6: Click Save The named document is now saved in the Case Name folder in your home drive (usually H: drive). 

After you save form onto your Home drive, you can update the document by going into you Home drive and opening the document. Users should carefully review their work and continue to save entries into the templates frequently.
Instructions for Navigating in the Document 

To move forward from field to field, press the TAB KEY. To move backward from field to field, press the SHIFT and TAB keys. To tab within a field, press the CTRL and TAB keys. If you hit the Enter key, you will add blank lines to the form. You may delete blank lines by pressing the backspace key. 
Instructions for E-mailing the Templates 

If templates must be e-mailed between agencies, adhere to the existing security and confidentiality guidelines posted on CONNECTIONS intranet site.  Refer to the Guidelines for Using Electronic Communication for Sharing Case Specific Information on the CONNECTIONS security page of the OCFS Intranet at:  http://ocfs.state.nyenet/connect/security/
Help
CONNECTIONS Regional Support staff and Implementation Specialists are available to provide technical assistance in the use of CONNECTIONS as well as the templates.
Email:  CONNECTIONSCommunications@dfa.state.ny.us
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