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REVIEWING PERSON HISTORY via FSS STAGE                                        ~ QUICK STEPS ~ 

On the Person List window, you can access the Case 
List, Case Summary, and Stage Events to review 
history for individuals known to CONNECTIONS. 

Using fictional character Stephanie Clarke’s 
Family Services Stage (FSS), this tip sheet details the 
steps to access the Person List and navigate among 
its sub-tabs to review history for an individual. 

This icon is used in this handout to 
indicate when a worker with an implied 
role in a stage can access and review 
information, in accordance with best  

 casework practice. An implied role provides view- 
 only access to another stage when there is a 
 person in common (same PID) between stages.  
 You will be alerted via the My To-Dos tab when 
 you have an implied role in a stage. 

This material was developed by the Professional Development Program, Rockefeller College, University at Albany, through The Research FoundaƟon for the State University of New York, under a training and 
administraƟve services agreement with the New York State Office of Children and Family Services. Copyright © 2014 by The New York State Office of Children and Family Services. 

On the My 
Workload tab, 
select the appropriate 
Family Services 
Stage (FSS). 

1 

On the Person 
List window, select 
a name in the grid to 
display the sub-tabs 
(e.g., Person Info).  

3 

Click the Person 
List link on the 
NAVIGATION 
PANE.  

2 

CONNECTIONS 

You can get a more 
comprehensive view of a 

person’s history in 
CONNECTIONS via the 
Person List, rather than 

from the Case Summary 
tab of the FSS.  

 DID YOU KNOW? 
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Click the Case 
List tab to view a 
list of all cases to 
which the person 
is known. 

4 

6 
Click the Case 
Summary sub-tab 
to view a list of all 
stages within the 
selected case. 

Select a case in 
the grid to display 
the case information 
sub-tabs. 

5 

No ce Stephanie’s involvement in the 
Jean Hill and Kristy Collins cases. That 

means you have an implied role in 
those cases because Stephanie Clarke 
is known to them. You have view-only 

access to  history for these cases. 
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The appearance of 
information within the 
stage you choose to 

review will differ 
depending on the 

stage type.  

FSS INV 

FSS stages are viewed from 
the “Family Services Stage 

Opened” event on the 
Stage Events tab. 

INV stages are viewed from 
the “Stage Summary” event 

on the Stage Events tab. 

Select a stage in 
the grid to display 
the stage information 
sub-tabs. 

7 

Family Assessment 
Response (FAR) stages are 
also viewed from the “Stage 

Summary” event.  

 DID YOU KNOW? 
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Use the available 
tools to locate and 
select the event, 
then click the 
Detail link. 

8 

AVAILABLE TOOLS 
 Scroll through the list of events using the scrollbar to its right. 
 Narrow the list of events by entering a date range in the date picker drop-down fields. 
 Filter for specific stage events using the filter row. 

For example, type one of the following in the blank field below the Description column header:  
• For INV stage: “S” for Stage Summary; “I” for Investigation Conclusion 
• For FSS stage: “FAM” for Family Services Stage Opened; “FAS” for FASP Submitted for Approval 
• For FSI stage: “REC” for Record FSI 
• For FAR stage: “S” for Stage Summary 

FILTER ROW 

DATE PICKER 
DROP-DOWNS 

SCROLLBAR 

When the “Family Services Stage Opened” event is selected, you 
will use the tabbed format of the Family Services Stage window to 
navigate to review 
person information. 

DATE PICKER 
DROP-DOWNS 
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When the “Stage Summary” event is selected, the 
Stage Summary window provides access to INV stage 
windows using links in 
the NAVIGATION 
PANE. You can also 
select an individual from 
the grid and use the 
Person Info tabs that 
display to locate specific 
information. 

CPRS FOR KELLY GREEN 

When an agency worker selects an 
Investigation stage from the Case 
Summary tab, this disclaimer will 

display. It serves as a reminder that 
very sensitive information is being 
accessed, which should only be 

viewed by and shared with those with 
a business-related need-to-know. 

Additionally, the information should 
not be copied or printed.  

DID YOU KNOW?  

Clicking on the Allegations, Safety Assessments, Risk Assessment, 
Progress Notes, and Investigation Conclusion links can provide you with 

information on the individual’s involvement in the investigation.  

DID YOU KNOW? 
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