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You can obtain a copy of this job aid online in the Public Folders.
The directory path is:

All Public Folders > Statewide > CONNECTIONS > Build 13.1
Note: Due to differences in local printers, parts of this job aid may be differently
formatted when printed from the Public Folders. Page numbers may not match

those listed in the table of contents.

Note: Sample reports presented in this job aid differ slightly in appearance and
formatting from actual system generated reports.

Note: Any visible identifying data in examples in this job aid is simulated.
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Introduction

CONNECTIONS' online Case Status Maintenance functionality allows districts to
maintain case status. Users can change the status of a case from “closed” to
‘open” or vice versa. This will allow workers to close cases that have an “Open”
case status, but no open CPS stages. (See Build 13.1 CPS Job Aid for more
information on online Case Status Maintenance.)

The Case Status Maintenance (CSM) Report will identify cases in each

district that are "Open" and have no open CPS stages. The purpose of the report
is to assist districts in tracking cases that may need to be closed.

Note: New York City is not using this report at this time.

Accessing the Report

The CSM Report will be generated at the same time each month and sent to
each district as a monthly batch report. The report will be available to individuals
identified by the district.

When the batch report has been run, you will find it in the Reports List window
when you click on the Reports button on the CONNECTIONS toolbar.

= Report List -
File Options Help

Status Report Name Report Description Gen Date |Pur

Done |Summary Characteristics [Juri{Summary Characteristics Unit Beport- 051  [12J06/2000 [ 0170+
Done |Summary Characteristics [RegSummary Characteristics Jurisdiction Report |[12/06/2000 (0170
Done |Summary Characteristics [sta{Summary Characteristics Region Report 1240642000 | 0140
Done |Batch Control Report Summary Characteristicsl 121042000 |01}
Done |Batch Exception Report Summary Characteristics Exception | 1210442000 | 0140
Case Status Maintenance CSM Monthly Mgt Rpt for Dist- 051 1210242000

Done |OCI Monthly Mgmt. Report OCI Monthly Mgt Summary Bpt for Dist- 051 [12{02{/2000 |01}
Done |Summary Characteristics [Juri{Summary Characteristics Unit Report - 051 |11/08/2000 {1241
Done |[Summary Characteristics [Reg|Summary Characteristics Jurisdiction Report [11}06§2000 |12{(
Done [Summary Characteristics [stattSummary Characteristics Region Report 1170642000 (1240

Done |OCI Monthly Mgmt. Report 0CI Monthly Mgt Rpt for Dist- 051 117042000 (1240
Done |OCI Monthly Mgmt. Beport OCI Monthly Mgt Summary Bpt for Dist- 051 [11704/2000 |12}
Done |OCI Monthly Mgmt. Beport OCI Monthly Mgt Bpt tor Dist- 051 1040742000 1140

Done |OCI Monthly Mgmt. Report OCI Monthly Mgt Summary Bpt for Dist- 051 [10407/2000 | 1140
Done |Summary Characteristics [Juri{Summary Characteristics Unit Beport - 051 [10407/2000 |11

Done [Summary Characteristics [ReqgSummanry Characteristics Jurisdiction Report {10§07}2000 |_1|1 i+
- | [

Open I' |Befresh| | Close I
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The CSM Report will remain on the Report List for 30 days. Viewing or printing
the report will NOT remove it from the Report List.

Highlight the report you wish to view by clicking on it.

Click the Open button in the Report List window. This opens the report in a
separate MS Word document window. You can view or print it from there.

Printing the Report

You can print the report from the Word document window.
Click on the File drop-down menu.

Click on Print to open the MS Word print dialogue. Here you can choose your
printer, number of copies, etc..

Click the OK button. This sends the report to the printer.

When you're ready to close the report, click on the File drop-down menu and
select Close. This closes the report and returns you to the Report List window.

Reading the Report

The CSM Report is made up of the following elements:
(Numbers correspond to numbered elements on the examples that follow.)

1 - The Report number (a system identifier for the CSM Report)
2 - The Heading includes the district name.
3 - Office number, Unit number, and Unit Site number.

4 - Confidential Information warning.

5 - The following information is available for each case referenced in the report:

Primary Worker (The primary worker of the last closed INV stage.)
Case Name

Case ID

Stage ID

Last Stage Closed (The date of that closure.)

Case Manager
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6 - Each page of the CSM Report presents information about one unit within the
district. On any unit’s page, cases are sorted as follows:

a) Primary workers associated with “open” cases that have no open CPS
stages (defined as the primary worker of the last closed INV stage) are
listed in alphabetical order.

The “open” cases for which each of these workers is
responsible are listed in alphabetical order.

b) End-dated staff with HP roles. These are workers who are no longer
with the unit but were associated with “open” cases that have no open
CPS stages. (They were the primary worker of the last closed INV
stage.) They are listed in alphabetical order.

The “open” cases for which each of these workers is
responsible are listed in alphabetical order.

If the information for a particular unit will not fit on a single page, additional pages
will be used.

7 - Total number of cases for unit.
8 - Total number of cases for district. (Only appears on last page of report.)
9 - The date on which the report was generated.

10 - Page number n of ?

Note: Depending on the number of units in a district and the number of open cases in
each unit, the CSM Report can be many pages long. The examples on the following
pages show a multi-page report that includes information for the 3 units within a fictional
district. While the format of these examples is patterned closely after the actual CSM
Report printout, the layout has been compressed to eliminate blank space so that these
examples will fit on fewer pages. In addition, these reports show a small number of
cases. Actual reports may contain many more cases.
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CSMO0o00 @

OFFICE OF CHILDREM AND FAMILY SERVICES

@ CASE STATUS MAINTEMNAMCE REPORT

@

*****WAR NI NG EEE 441
Confidertial Information

©

O,

@ QO

Off 7 DISTRICT FICTIONAL Authorized Personnel COnly
ice
unit - 111Q)
Unit Site © 141
Primary Woarker Case Mame Case D Stage (D Last Stage Closed Case Manager |
|
AsperJames Baker Alice 12345678 234567849 054142000
Canrary Mary 80123456 01234567 01413/1998
“ondeel Arthur 78901234 89012345 03/10/1999 Loggins Arran
Bosun,Sarah Jantel Karen a7 89012 R7E90123 08291977
Wiarker Yerna Zoodrich, Tyroane 24567820 45673901 0E/26/2000
Matlevin, Phillip 10293547 29384756 01/26/1995
Linit Totals: G
Date Created : 20010213 (3)
Fage: 1 of 4
CSM00a00 @ OFFICE OF CHILDREM ANMD FAMILY SERWICES @ s A R NG e
CASE STATUS MAINTEMNAMCE REFORT confidential Information
DISTRICT FICTIOMAL Authorized Perzonnel Only
Office . 77
Lnit 222
Lnit Site : 2A2
Primary Warker Case Mame Case ID Stage 1D Last Stage Closed Case Manager I
Blake,Donald Farker Benjamin 11223344 22334455 11/22/1999
Rogers, Stephanie 33445566 44556677 01/24,2000
Dekker Arthur Grimson Alicia SEEET 783 BE7 78899 084012000 Garcia,John
Fyrn Janet Ecklert Martin BE77EE899 77889900 05/11/1999
Radd Moreen 889590011 22233356 037281999

@ O

Unit Totals: 5

Date Created : 20010213 (9)
Page: 2 of 4
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CoMO0 o0 @

OFFICE OF CHILDREM AMD FAMILY SERYICES

CASE STATUS MAINTENAMCE REFORT

@

*****WARNI NG******
Confidential Information

LInit Totals: 3

Date Created : 200102113 (9)
Page: 3 of 4

DISTRICT FICTIOMNAL Authorized Personnel Only
Office . 77
LInit - 333
LInit Site : 3A3
@ Primary Warker Case Mame Case D Stage ID Last Stage Closed Case Manager |
McWorker John Backer Burt 38475610 47561029 07 #15/1998
Sands, Terry 56102935 01925574 11/14/1939
FPandone Gladys Findale Dennis 92837 465 a37 46501 051542000
Halburn Margaret 746501392 B5019283 101771999
Wooster MNora 10562933 29479274 03/29/1993
YWarker Yerna Pike Christopher 282092929 283583838 08032000
Stark Anthony 12093457 545732859 02/13/2000
EMDDATED STAFF WITH HP ROLES
Transferson, Edrmund  Chappell, Christine 44332211 4321431 OB/S28/1999

CSMO0 000 C;)

Office ;77

Lnit @

LInit Site

Primary Warker Casze Mame

OFFICE OF CHILDREM AND FAMILY SERVICES

@ CASE STATUS MAINTENANCE REPORT

DISTRICT

Case D

FICTIOMAL

Stage 1D

Last Stage Closed

@

*t***WAR Nl NG E233133
Canfidertial Infarmation
Avthorized Personnel Cnly

Case Manager

District Totals: 19

CIS

Date Created : 2001/02/13 @

FPage: 4 of 4

==END OF REFORT™
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