
 

Professional Development Program  Page 1   Adding a Provider/Resource v 2.0 (rev 09/08/11) 

 Adding a Provider/Resource CONNECTIONS Tip Sheet
The Resource Directory contains information about providers and facilities of child 
welfare-related services throughout New York State. In order for you to locate a provider, 
its resource information must first be recorded in CONNECTIONS.  You must have the 
Maintain Resources Business Function to add a provider/resource.

 
  

 
5 Complete the following required fields/sections:  

Legal Name Enter the full legal name of the resource. 
Resource Name Enter the resource’s name if it is different from the legal name. 
Resource Type Click on the drop-down arrow and select “Provider.” 
Resource Status Click on the drop-down arrow and select “Active.” 
Primary Address 1 Enter Street, City, Zip, and County (required fields). 

2 Enter any additional address information necessary. 
3 Click on the Validate button to validate the address. 

Primary Phone Enter the phone number, including area code. 

6 The Save and Save & Close buttons will now be enabled. 
7 Complete any additional fields, if needed.  

Note: In order to enable the Tax ID field, you must first make a selection from the 
1099 Status drop-down menu.  

8 Click on the Save button to save the resource details and continue, or click on the 
Save & Close button to return to the main CONNECTIONS window. 

You have completed recording the resource details. The remaining tabs are now 
enabled and additional information can be entered for the resource.  

Recording the Resource Details 

From the main CONNECTIONS window: 
1 Click on the Search/Maintain drop-down menu and select Resource. 

The Resource Search window displays. 

 
2 Enter the name of the provider/resource you want to add in the Resource Name field. 
3 Click on the Search button. 

The Resource Search List displays with search results (if any). If no results match 
the search criteria, the following message displays at the bottom of the Resource 
Search List: “No match found for the criteria entered.” 
Tips: 
• To search by type, click on the drop-down arrow for the Search Type field 

and select Phonetic Address, Phonetic Name (default), or Exact/Directory. 
• Review the search results (scrolling through the list, as necessary) to verify 

that the provider/resource is not already known to CONNECTIONS.  
• If a record already exists, do not continue to step 4 below. Instead, click on 

the resource name from the grid to open the Resource Detail tab to modify, if 
necessary. Then continue to the Recording Additional Resource Information 
section to add or update information, if necessary.   

4 Click on the New button. 
The Resource Detail tab opens (sample window at right). 
Note: All fields with a red asterisk (*) next to them are required fields. The Save & 
Close and Save buttons will not enable until they are filled in. 
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THE ADDRESS TAB 
1 Click on the Address tab. 

Note: The Primary address will already be listed in the grid. There can only be 
one Primary address. 

2 In the Type field, click on the drop-down arrow and select the type of address 
being added for the resource. 

3 Complete the required fields, including Street, City, Zip, and County, and then 
complete any additional fields, if needed.  

4 Click on the Validate button. 
The CODE-1 Address Validation message displays. 

5 Click on the Accept button to accept the address. 
6 Click on the Add button, which will now be enabled.  

The address now displays in the grid.  
7 Repeat steps 2-6 above to add additional addresses. 
8 Click on the Save button to save the address information and continue, or click 

on the Save & Close button to return to the main CONNECTIONS window. 
THE PHONE TAB 
1 Click on the Phone tab. 

Note: The Primary Phone number will already be listed in the grid. There can 
only be one Primary phone number. 

2 In the Type field, click on the drop-down arrow and select the type of phone 
number being added for the resource. 

3 In the Number field, enter the phone number, including area code. Then 
complete any additional fields, if needed.  

4 Click on the Add button, which will now be enabled.  
The phone number now displays in the grid.  

5 Repeat steps 2-4 above to add additional phone numbers. 
6 Click on the Save button to save the address information and continue, or click 

on the Save & Close button to return to the main CONNECTIONS window. 
THE SERVICES BY AREA TAB 
1 Click on the Services by Area tab.  
2 The State default is “NY.” If necessary, select from the drop-down to change. 

3 Select from the Category drop-down menu. (This will enable the Service field.) 
4 Select from the Service drop-down menu. (This will enable the All Counties and 

Income Based checkboxes.) 
Note: If All Counties is checked, it is not necessary to select from the County drop-
down menu. If you select a specific county, the Partial Counties checkbox will enable.  

5 Click on the Add button, which will now be enabled.  
The service detail now displays in the grid.  

6 Repeat steps 2-5 above to add additional services. 
7 Click on the Save button to save the address information and continue, or click 

on the Save & Close button to return to the main CONNECTIONS window. 
THE RELATIONSHIPS TAB 
1 Click on the Relationships tab.  
2 Enter the Resource ID number in the Rsrc ID field and click on the Validate button. 

The name of the related resource displays in the Name field. 
3 In the Link Type field, click on the drop-down arrow and select the type of 

resource being linked. Depending on the Link Type selected, the Service field 
may be enabled. If so, click on the drop-down arrow and select the appropriate 
service to add from the resulting list. 

4 Click on the Add button, which will now be enabled.  
The relationship detail now displays in the grid. 

5 Repeat steps 2-4 above to add additional relationships. 
6 Click on the Save button to save the address information and continue, or click 

on the Save & Close button to return to the main CONNECTIONS window. 

 

Recording Additional Resource Information 

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 

CONNECTIONS Resources 
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