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From the CONNECTIONS Toolbar
Click on ‘Maintain’
From the Drop Down Menu

Select ‘Resource’
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B Resource Search Criteria
File Edi Help

Search Type: ]Phunetic Name _:J Resource Name: IMﬂxie's taxi
- Type : 3 -

Resource Type: | =] N'r’ﬁhﬂqcnw: [ =
| Facility Type/LOC: I j Agency 1D: I

| Services Population - Attributes
Lalegony I j AfE: | I~ Transportation
Senfce: I ;l ol | '|

™ Inactive

Confract Status: | j Characteristics: j

[ Area ServedfLocation ldentifiers
Streel 1: | Resource 10: |
Street 2 | City: CaselD: |

County:  [ERIE 7| statei|ny ] co: | Vendor ID; |
Zip: | Dikrea Senved Validate |
Eeamh.ul R— Clear I Cancel I

‘Resource Search Criteria’ window will open .

5/7/2004 In ‘Resource Name’ Box, type in Resource Name. 3

Click on ‘Search’ button.
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Besource Name viD Facility TypefLOC Status Auth By M
& I]1] i Certified Foster Home | Inactive OCFS -
la 54 I4 Adoptive Home Active QOCFS
[I]1] 74 Certificd Foster Home |  Inactive OCFS
nna.J 4 b Active
la 1] 44 Certified Foster Home | Inactive OCFS
B Inactive
1 [I]1] 43 Approved Relative Fos{  Inactive OCFS -
la ol I4 Adoptive Home Inactive
B nn ih Cerified Foster Home |  Inactive DCFS
3B 1]1] it Certified Foster Home | Inactive OCFS
B 1]1] 81 Approved Helative Fosl Inactive QCFS
[+ [I]1] 81 Wpproved Relative Fosl  Inactive QCFS
s Do 30 Certified Foster Home | Inactive DCFS
g 1]1] bé FosterfAdoptive Home |  Active
v s i | Active
e [I]1] 28 Approved Relative Fost  Active QCFS
- Inactive
S8 Certified Foster Home | Inactive =
I D
Detaill.. Mew | Rsre _Eiearch| 0K Close I
This 1is the return of the first search.
You must Scroll all the way to the Bottom to make sure the Provider does
5/7/2004 not already exist. 4
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File Oofions Sork’ Help
Besource Name viD Facility TypefLOC Status Auth By M
T T ge 1]] r2 Certified Foster Home | Inactive OCFS -
da a3 4 Adoptive Home Active OCFS
m 4 Cedified Foster Hime | Inartive OCFS
anna J
d P .
5: \-].i) Listbox is full. Please narrow search criteria before adding new resources.
n
da
ie Help |
Ise
ie 1l 1 Wpproved Relative Fosl  [nactlive OCFS
ie 1] 11 WApproved Relative Fos{ Inactive OCFS
e 111 0 Certified Foster Home | Inactive OCFS
5 1] ifl FosterfAdoptive Home | Active
o Active
ice 1] ' Approved Belative Fosl  Active OCFS
[ Inactive
lise Cerlified Fosler Home | Inactive -
4 | A6
Detail... | New | Rsrc Se nn:hl OK 1 Llose
5/7/2004 If you get this message box you must narrow your Search criteria 5

before adding a new Provider. Click on ‘OK”.
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# Resource Search Criteria

File Edi Help
Search Type: iEma::tJ'Directn - Resource Name: IMaxie'sta:-:i
Resource Type: JF"rwid:r - NY'C Sub-Agency: _'J
Facility Type/LOC: | j Agency 1D:

~Services Pnpuiuiiun [ Attributes
Category: I I ARE; I Transportation
SERICE: ¥ ot '|

I = = [ Inactive

Confract Status: i .7 Characteristics: _'J

- Area ServedfLocation ldentifiers
atreet 1; Resource 10
Street 2 City: | Case 1D
County: [ERIE ~|  State: |rw -.-[ co: | Vendor I1);

Zip: [T Area Senved Validate |

Eﬂarm.ul Clear | Cancel l

You can narrow your Search by selecting Exact/Directory

>/712004 in the “Search Type:” Box. 6
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& Mo matches were found for these search parameters.

_tieb |

If Resource is not known to CONNECTIONS the above pop up window
will appear. Click OK and a Blank Resource List will appear.
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When the CONNECTIONS blank ‘Resource List Window’ opens,

5/7/2004 Click on ‘New’ button. 8
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B Resource Detail - Made's Taxi - R:20161973
File Edé Options Helk
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Resource Detail-New’ window will open

In ‘Legal Name’ area type in the Legal
Name of the Resource.

In ‘Resource Name’ area type in Name of
Resource.

In ‘Resource Type’ area select ‘Provider’
from the drop down menu.

In ‘Resource Status’ area select ‘Active’

Legal Name:  [Maxie's Taxi

Resource Name: IHaxie's Taxi Yendor 1D: |

Resource Type: [Provider 4= Tgency I | Maintainer: AST
Resource Status: I.A.dive 37 Hrs. of Oper.:

Fac. TypefLOC: [ ;J Ownership: ]F"nun;]rinr.l:lr1.|r

Contact: | < 1099 Status: |1099/SSN required -

Sub-Agency: I Resource 1099 Name:
School Dist: Tax 1D 1111-11-1111
I Prime I Sub [ Authfor Clear [ Transportaion I Resourcelien Filed ~_EROne-

Bhone.. |
\

|'Update Information

Last Update Date:  02/27/2004 Last Updffte By: Sodher,Cynthia

F=acility... I Svc Area... | Cummentﬂ...l I~ Cofiments AV ] Cancel |

from the drop down menu.

™~ In ‘Hrs of Oper’ area enter Resource
Operating Hours (if available).

= In ‘Contact’ area type in Name of Contact
Person at the Resource (if available).

In ‘Ownership’ area select ‘Proprietary’
(For Profit), ‘Public’ or ‘Not for Profit’ from
the drop down menu.

In ‘1099 Status’ area select one of the
following from the drop down menu:

‘1099 required — SSN’ (can be selected

In ‘Tax ID’ field gnter the Resource Tax Identification Number
(TIN) or Social Jecurity Number (SSN) of the Resource. A TIN or
SSN is requiredfin this field when 1099 status has been selected as
”. If the TIN/SSN is not recorded in
CONNECTIPNS, the vendor will not be updated in BICS.

If the Resource provides transportation — click in check box next
to ‘Transportation’.

5/7/2004

when ‘Ownership’ has been designated as
“Proprietary” or “Public”).

‘1099 — Employer ID required’ (can be
selected when ‘Ownership’ has been
designated as “Proprietary” or “Public”).

No 1099 required (can be selected when
‘Ownership’ has been designated as “Not for
Profit” or “Public”). 9
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E!J Resource Detail - Maxie's Taxi - R:20165256

File Edit Options Help
Legal Name: |Maxie's Taxi
Resource Name: IMaxiﬂ's Taxi Yendor ID: I
Resource Type: IF‘ruvider j Agency ID: I— Maintainer: AST
Hesource Status: Ihcti\.-rt: j Hrs. of Oper.: I
Fac. Type/LOC: I j Ownership: IPrﬂpriEtﬂr‘f j
Contact: | 1099 Status: [No 1099 Required =
Sub-Agency: I Hesource 1099 Name: I
School Dist: Tax ID: |111—11—1111 M
[ Prime [~ Sub [~ Auth for Clear [+ Transportation " Resource Lien Filed Ehone...
Update Information
|7 Last Update Date: 03/09f2004 Last Update By: Sodher.Cynthia
Facility:.. | Cummﬂnts...l [T Comments Save Cancel

Click on ‘address’ and the ‘Resource Address Detail’ window will open.

5/7/2004 10



Adding a Provider to CONNECTIONS

Resource Address Detall - Mastie's Taxl

Fle Edt Hep
Type Yendor ID Street PO Boxjhptdt
1] '
~Address Information
—)p TyPE: [Primary =] Vendor 1D Comments:
_> Street: 97 franklin
PO Bx/Apt:
Attn: ~ |
City: buffalo State: |NY = Zip:
=l City: | Iy = p
me County: [ERIE =] oo | Sch Dist -]
Eﬂlldate| Add | Modify | Delete | Clear
] 4 | Cancel

In ‘Type’ area select ‘Primary’ from drop down menu.

Fill in address fields — street, city, county, state

5/7/2004 and any other fields that apply.
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Resource Address Detall - Maxie's Taxi
Bl Edt De=lp
Type | VendoriD | Street | PO Boxjapit |
Replace with CODE-1 validated address?
97 FRANELIN
[ 3} BUFFALO
i : ' NY
Address Information 14202-9209
Type: |F'rim ary - | Yendor 1D: ERIE
Street: 97 franklin
I #1 No |
PO Bx/Apt: |
Attn: | |
City: |butfal State:  [NY ~ Zip: |
County:  [ERIE ~| o Sch Dist: | =
Validate | < add || Modity | | Detete | | clear |
[
ok | cancel |

Click “Validate’, the system will validate the address.

If the address is correct click ‘yes’ and address will be
replaced with validated address. Click ‘Add”

5/7/2004
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Resource Address Detall - HMastle's Taxh

Ele Edt Help

Type Vendor 1D street PO BoxjApt#

97 FRANKLIN
Primary | |97 FRANELIN | |

[« | f

—Address Information

melp Type:  [Business| v|  Vendor ID: [1556TX Comments:
Street:  [97 FRANKLIN
PO BxfApt: |
Attn: |
City: [BUFFALO State: |NY -]  Zip: [14202-9209

County:  [ERIE =] ep: | Sch Dist | =l
galmam| =)y  Add | Mnrlif'y| gelete| E!earl

m=lp oK | Cancel |

If business address is the same as primary address, as entered above — type in District assigned
‘Vendor Id’, Select Business from the ‘Type’ and click on ‘Add’.

If business address is different from primary address, as entered above, make changes to address
fields and type in District assigned Vendor ID Number and click on ‘Add’.

5/7/2004 Click on ‘Ok’ the ‘Resource Detail” window will reopen.
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£ Resource Detail - Maxie's Taxi - R:20165256

Eile Edit ©Options Help
Legal Name: IMaxie's Taxi
Hesource Name: IMaxie's Taxi Yendor 1D: |1 556Tx
Resource Type: IF‘ruvidt:r j Agency ID: Ii Maintainer: AST
Resource Status: IActive j Hrs. of Oper.: I
Fac. TypefLOC: I j Ownership: IPerriEtﬂr‘y’ j
Contact: | 1099 Status: [No 1098 Required =
Sub-Agency: I Resource 1099 Name: I
School Dist: Tax 1D |111—11—1111 Address...
[~ Prime [ Sub [~ Auth for Clear ¢ Transportation [~ Resource Lien Filed Ehone...
Update Information
|7 Last Update Date: 03/09/2004 Last Update By: Sodher.Cynthia
Eacility... | Cumments...l [ Comments Save Cancel |

Click on ‘Phone’ button.
5/7/2004 14
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Resource Phone Detail - Maxie's Taxie I
| File Edit Help

Phone Type Phone Ext. Phone Comments
Business 55R] 555-1234 [ - ]
Primary [555] 555-1212| |

ol
[«] | r

Phone Information I
4F‘hnne Type: Busint:ss| j Comments:

Mumber: [555]) b5b-1234

Extension:

mmlp  Add | Modity | Dcicie | [ clear
—> 0K | Cancel

Resource Phone Detail” window will open.

In ‘Phone Type’ area select ‘Primary’ from drop down menu.
In ‘Number’ area type in telephone number with area code Click on ‘Add’ button.
In ‘Phone Type’ area select ‘Business’ from drop down menu.
5/7/2004 [n ‘Number’ area, if business number is different from primary, type in telephone number with area code.| 5
Click on ‘Add’ button.
Click on ‘Ok’ button .
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ﬁﬂ Resource Detail - Maxie's Taxi - R:20165256

File Edit Opkions Help

Legal Name: Maxie's Taxi

Resource Name: |Maxie's Taxi

Vendor ID: 1556TX

Resource Type: |Provider

> Maintainer. AST

Resource Status: |Active

v Hrs. of Oper.:

7| Ownership: Proprietary Ihd
Contact: 1099 Status: Mo 1099 Required |
sub-Agency:
Tax ID: 111-11-1111 Address...
[ Prime [ Sub [ Auth for Clear ¥ Transportation [ Resource Lien Filed Phone...

Update Information

Last Update Date: 03/09{2004

q& Svc Area... | Comments...

‘Resource Detail” window will reopen.
Click on ‘SVC Area’ button.

5/7/2004

Last Update By: Sodher,Cynthia

[~ Comments Save ‘ EEII'I[:El‘
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ﬁrﬂﬂ Resource Detail - Maxie's Taxi - R:20165256

File Edit Options Help
Legal Name: IMaxie's Taxi
Resource Name: IMaxit:'s Taxi Yendor ID: |1 556TH
Hesource Type: IF'ruvidt:r — | — — [ e L
CONNECTIONS I
Resource Status: IAHWE @ Mavigating to Svc by Area requires saving Resource Detail data. Save?
Fac. Type/LOC: I
Contact: | q No | Help |
Sub-Agency: I I
School Dist: Tax ID: |111—11—1111 Address...
[ Prime [C Sub ™ Auth for Clear [+ Transportation " Resource Lien Filed Phone...
Update Information
|7 Last Update Date: 03/0972004 Last Update By: Sodher.Cynthia
Facility:.. Swvc Area... | Comments... [T Comments Save Cancel
Dialogue box will appear and ask “Navigating to SVC by Area requires saving Resource Detail Data. Save?”.
Click on ‘Yes’.
5/7/2004 17
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Ell Services by Area - Maxie's TaHi

File Edit Options Help

Services Provided: IAII j
Category | SErvice |C| County | P |Inc|StatE
[
~Services

Category: |Foster Care * service: [Transportation - Hegular j

. _ [~ All Counties
# State: NY |- q County: |ERIE| j ™ Partial County

[ Income Based

Populat] el  Add | Modity | Delee | Clear

Sawe | Cancel

‘Services by Area’ window will open.

In ‘Category’ area select applicable category from drop down menu.

In ‘Service’ area, select applicable services from drop down menu.

In ‘State’ area, select from drop down menu the State where the Resource is located.

In ‘County’ area, select from drop down menu the County where the Resource is located.

5/7/2004 Click on ‘Add’.
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ﬁ-!d Services by Area - Maxie's Taxi

File Edit ©Options Help

Services Provided: All j
Catego Service C Coun P |Inc|State
Foster Care i N |[ERIE

Services

Category: |[Foster Care j service: [Transportation - Heqular j
[ All Counties

State: NY = County: [ERIE -] ~ Partial County

[ Income Based
Populat... | | Delete | [Clear
q Save | Cancel

Click on ‘Save’.

5/7/2004 19
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8 Resource Detall - Maxie’s Tawl - R:20161973

fle Edt Options Help
Legal Name: [Maxie's Taxi
Resource Name: 1HﬂHiB'5 Taxi Vendor ID: I'IEEETK
Resource Type: iF'mvidu:r j Agency 1D: h Maintainer: AST
Resource Status: [Active ~|  Hrs. of Oper.: |
Fac. Type/LOC: I d Ownership: IFmprit:l.nr'g.r j
Contact: l 1099 Status: [1099/SSN required =
Sub-Agency: | Resource 1099 Name: |
School Dist: Tax ID; [111-11-1111 Address...
™ Prime [~ Sub I~ Auth for Clear [~ Transportation ™ Resource Lien Filed Enone..,
‘Update Information
Last Update Date: 02f27/2004 Last Update By: Sodher.Cynthia
Facility... | Sye Aﬂ:u...| Comments... ™ Comments % Cancel

‘Resource Detail Window’ will reopen.
Click on ‘Cancel’.
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