‘€ CONNECTIONS Tip Sheet

Logging On to Your Computer

To log on to your computer and access your local desktop:

1 Pressthe Ctrl + Alt + Delete keys on your keyboard at the same time.
A Confidentiality Warning message displays.

2 Click on the OK button.
The Log On window displays.

3 Enter your Username and Password, and verify that your logon domain is correct.

Protect Your Password

o Select a password that is easy for you to remember, but difficult for others to
guess. (Do not use your logon ID in your password.)

o Your password must be at least eight (8) characters and no more than 13
characters long, and must contain three out of the following four categories: at
least one uppercase letter, at least one lowercase letter, at least one number,
and at least one non-alpha or -numeric character (e.g. ! @ # $ %).

¢ You must change your password at least once every 90 days. If your password
expires and is not changed within 30 days, your account may be deleted.

e Do not share your password with others.

o Additional Security Guidelines are available on the OCFS CONNECTIONS
Internet and intranet sites.

4 Click on the OK button.
Your Citrix online plug-in screen will display on your desktqp.

CITRIX'

Windows

Username |
Password

Domain HSEN

[ OK ] [ Cancel J

Note: If this screen does not appear, right-click the Citrix application %
icon (shown at right) on your Windows toolbar and click Log On.
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Launching CONNECTIONS Via the Citrix Online Plug-in
To access CONNECTIONS using the Citrix online plug-in screen:

1
2
3

Enter your Username and Password, and verify that the domain is HSEN.
Click on the OK button.

Double-click the CONNECTIONS and Other Applications (Citrix) icon now
located on your desktop, as seen below.
i'h-
CONNECTIONS

and Other
Applications

Select the CONNECTIONS environment you wish to work in:

Production — This is the database that all workers use to record
‘=@ ) information in CONNECTIONS. It is important to remember that all
information entered in Production is “live” or real data.

Training — Contains simulated (fictitious) data, allowing you to practice

2 functions necessary for your casework activities. A special User ID is
used to access the Training application. This User ID is referred to as a
Desktop User (DU) number [Upstate training only] or an Instructor Led
(IL) number [NYC training only].

A Confidentiality Warning message displays.

Click on the OK button in response to the Confidentiality Warning.

Note: If you select Training, you will be prompted to switch users so that you can
enter your training User ID and password. If you select Production, you will bypass
this prompt.

A pop-up box displays momentarily, which states: “Starting CONNECTIONS,”
then the CONNECTIONS - Citrix desktop displays.

Click on the CONNECTIONS icon, as seen below.

o

CONNECTIONS

You have successfully launched CONNECTIONS using the Citrix online plug-in.

Note: Some local district and agency laptops have additional pop-ups that may
appear during the logon process. Please see your local LAN administrator for
additional information.
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Launching CONNECTIONS Via the XenApp URL

To access CONNECTIONS using the XenApp URL:
1 Open your Internet browser.

2 Type or copy the following URL address (you can add this link to Favorites for
easy access): https://connections.ocfs.ny.gov/Citrix/XenAppExt/auth/login.aspx
The Citrix XenApp — Logon screen displays, as seen below.

Note: A Client Download may be needed prior to accessing CONNECTIONS

using this method. Please see your LAN Administrator for assistance.
© Citrix XenApp - Logon

Welcome

Log on to ac

3 Enter your Username and Password, then click on the Log On button.
The Citrix XenApp — Applications screen displays.

4 Select the CONNECTIONS environment you wish to work in:

Production — This is the database that all workers use to record
> ) information in CONNECTIONS. It is important to remember that all
information entered in Production is “live” or real data.

Training — Contains simulated (fictitious) data, allowing you to practice

2 functions necessary for your casework activities. A special User ID is
used to access the Training application. This User ID is referred to as a
Desktop User (DU) number [Upstate training only] or an Instructor Led
(IL) number [NYC training only].

A Confidentiality Warning message displays.

5 Click on the OK button in response to the Confidentiality Warning.
Note: If you select Training, you will be prompted to switch users so that you can
enter your training User ID and password. If you select Production, you will
bypass this prompt.
A pop-up box displays momentarily, which states: “Starting CONNECTIONS,”
then the CONNECTIONS - Citrix desktop displays.
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6 Click onthe CONNECTIONS icon, as seen below.

Gis

Calm
CONNECTIONS
You have successfully launched CONNECTIONS using the XenApp URL.

Note: Some local district and agency laptops have additional pop-ups that may
appear during the log on process. Please see your local LAN administrator for
additional information.

Closing CONNECTIONS

To properly close CONNECTIONS:
1 Close any open windows until only the main CONNECTIONS window is open.

2 Click on the Log Out link (highlighted in red) in the upper right corner of the
window, as seen below.

Personalization Help/Tmining Log Out

The Citrix desktop displays.

3 Click on the Start menu in the bottom left corner, then click on Log Off to close
the Citrix desktop. (By closing this way, you will end the active session.)

You have successfully closed the CONNECTIONS application.
CONNECTIONS Resources

OCFS CONNECTIONS Internet site:
http://www.ocfs.state.ny.us/connect/

CONNECTIONS Regional Implementation Staff:
http://ocfs.state.ny.us/connect/contact.asp

E-mail your CONNECTIONS application questions to:
ocfs.sm.conn_app@ocfs.state.ny.us (NOTE: address contains an underscore)

E-mail your other CONNECTIONS Communications to:
CONNECTIONSCommunications@dfa.state.ny.us

OFT Customer Care Center: 1-800-697-1323
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