CONNECTIONS Tip Sheet

When a Family Service Intake (FSI) is created by selecting the

Record FSI command on the Intakes dropdown menu on the

main CONNECTIONS window, a new Case Number and Stage
Number are created for the

~Intakes-- —Searn:ha'h"lairtain-_v FSI. No information is pre-

~Intakes- [ filled when the FSl is created

Record CPS Call PrintScree  in this manner. All data must
—— be manually entered.

Egris Family Setfices &R A thorough search should be

FiA Hn?ﬂp conducted on all persons

added in the Person
Demographic tab. When a match — or more than one match - is
found in the database, the new identity should be related to the
existing identity. This keeps all of a person’s history together —
essential for making good safety decisions and accessing past
stages through the Implied Role path.

If a family already has a case in CONNECTIONS, the new FSI
stage should be linked to that previous case so that all the case
history associated with the family is kept together. An FSI can
be linked with either an opened or a closed case.

To link an FSI stage with a previous case, three conditions must
be met.

e The FSI must originate from the Intakes dropdown menu,
not from a CPS investigation.

e There must be at least one person over the age of 18 in
common between the new FSI and the existing case.

e There cannot be another open FSI or Family Services
Stage (FSS) in the case in the same local district.

Linking a Family Service Intake
October 2011 (Revised)

STEPS FOR LINKING AN FSI

1. Click on an adult from the Person Demographics List in the
Family Services Intake window. Note: it is first necessary to
have related that person to a person already existing in the
CONNECTIONS database

2. Click on the Link this
Stage to An Existing
Case command on the
Stage Maintenance
menu.
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3. In the resulting window, click on the case in the grid to which

ou wish to link the FSI and then click on the Link to Case . . .
)l;utton 1 The FSlis not linked to the chosen case until you

= stage-progress the FSI to an FSS.

ile  Optiohe Help

Person Mame:  GreenAmy Upon closing, the new case number for this stage will be: I

Perzon [0 15200320

"~ To avoid unnecessarily starting an FSI, do
\1- a thorough search of the persons listed on

| |Ease 1D |Slatus |Ease Mame |Dislricl |Date Opened |Dale Clozed |
35200088 MANHATTAN 03/28/2004
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the Application for Services BEFORE you
GET click on Record FSI to be certain they are
0 ¢ not already part of an open stage.
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1 \ Reminder: In all areas of CONNECTIONS, you can press F1 for help \
v

4. Inthe resulting “Add to Existing Case” message box, click

the Yes button. The case number will display in the message

box and in the corresponding field on the Decision Summary Resources:
window. Close the Link This FSI Stage . . window. If
necessary, click on the Remove Link button to un-link the FSI. OCFS CONNECTIONS Internet site:

http://www.ocfs.state.ny.us/connect/
CONNECTIONS Regional Implementation Staff:
Fiie  Options _ Help http://ocfs.state.ny.us/connect/contact.asp
Perzon Mame:  Colling.Kristy Upan closing, the new caze number for this stage wil be: I E_ma" your CONNECTIONS app“cation questions to:
FersanD: 117301750 ocfs.sm.conn_app@ocfs.state.ny.us (NOTE: address contains an
Case ID [ ' Iﬂ e Closed undel’_score) ) .
730%s |0 e E-mail your other CONNECTIONS Communications to:

. Upon opening the Family Services Stage, the case number for this CONNECTIONSCommunications @ dfa.state. ny.us
_ I FsI stage and the new FSS stage will be 37300263,

Do you wank s continue? OFT Customer Care Center: 1-800-697-1323
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