
 

 

CCOONNNNEECCTTIIOONNSS  TTiipp  SShheeeett                        

On occasion, the CONNECTIONS system experiences issues which prevent CPS Intake Reports 
from printing.  This can create a problem for Districts that rely on reviewing a printed report. This Tip 
Sheet illustrates the process for reviewing intake/IRI information within the CONNECTIONS system. 
(Note: all illustrations below have been taken from the CONNECTIONS Training Database and do not 
represent real data.) 

Navigating to the Intake Information 

1. On the workload window of the assigned worker, highlight the INT stage. 

2. Click on the Review Intake link in the Stage Actions section of the left 
navigation. 

 

This will open the Intake window to the Summary tab, which displays basic 
information about the case.  

This window also provides access to the Intake Narrative via link in the 
Common section of the left navigation pane.  

 

 

 

 

 

Clicking the Narrative link will 
open a read only version of 
the Call Narrative. 
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The following tabs are available on the Intake window: 

 Call Entry - This tab provides information about the reporter as well as the date, time and method 
of the report. 

 

 

 Call Persons – This tab provides incoming person information for those named in the report. 

 

 

 Allegations – This tab lists the Alleged MA/AB child(ren), alleged Subject(s) and type(s) of 
allegation(s) 

 

 

 Facility – If the incident was reported to have occurred at a facility, this tab will be filled with 
information about the Facility Type, address, phone number and any special Instructions. 

 



 

 

 Decision – The decision tab lists the Classification of the incoming report (Familial, FC/DC), the 
Report Type (INI, SUB, DUP), Case Name, Call ID and Safety Factors. 

 

 

Printing Intake Information 

If a hard copy of the information is desired, each of the above screens can be 
printed by using the Print Screen link in the upper right corner of the screen. 

 

 

 

 

 

Reminder:  In all areas of CONNECTIONS, you can press F1 for help   

Resources:  

CONNECTIONS Step-By-Step Guides:  
http://ocfs.state.nyenet/connect/jobaides/  

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

CONNECTIONS Application questions: 
ocfs.sm.conn_app@ocfs.state.ny.us  (NOTE: address contains an underline) 

CONNECTIONS Communications CONNECTIONSCommunications@dfa.state.ny.us  

 

NYS OFT Enterprise 
Help Desk #  

1.800.697-1323 
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