NYS Office of Children and Family Services
CONNECTIONS

CONNECTIONS TRANSFORMATION
QUICK START GUIDE

Introduction

The purpose of this quick start guide is to provide experienced CONNECTIONS users with a handy road
map for locating windows that you most commonly use in your day-to-day work in the transformed
CONNECTIONS application. Therefore, only a small part of the overall changes and improvements being
made with the CONNECTIONS Transformation are covered in this guide. You are strongly encouraged to
review the CONNECTIONS Transformation Job Aid and complete the CONNECTIONS Transformation
web-based training course applicable to your job function. In addition, the Help/Training link on the new
toolbar provides access to a comprehensive set of resources, including: tip sheets, frequently asked
questions (FAQ), How Do | documents, the job aid, and this quick start guide.

This guide is divided into eight sections. The first section applies to all caseworkers. The subsequent
sections apply to staff that perform specific job functions, namely:

CPS Investigation caseworkers

Foster and Adoptive Home Development caseworkers

Preventive Services and Foster Care caseworkers

Supervisors

Managers

Support Staff and Specialists

LAN Administrators and Security Coordinators

The CONNECTIONS Transformation in a Nutshell

Phase 1 of the CONNECTIONS Transformation will change only certain parts of CONNECTIONS, including
the workload, To-Dos, events, searches, as well as all the CPS Intake, and several CPS Investigation and
FAD windows. In addition, the transformation will introduce new windows to help you with your work,
such as the Windows Manager and the Home Page as well as several enhanced features, designed to
make your use of the system easier.

Those windows in CONNECTIONS that will not change with this phase of the transformation include:
Child Protective Record Summary (CPRS); Foster Home Record Summary (FRS); Family Services Intake
(FSI); and Family Services Stage (FSS). The basic program rules and work processes will remain the same.
For the most part, the rules that govern your access to parts of CONNECTIONS will also remain the same.

Using this Guide

This quick start guide contains several screenshots that contain data. This data is fictitious and is
presented for demonstration purposes only. The screenshots of the new CONNECTIONS windows were
taken during the testing period and are subject to change when the system is implemented. This guide
is best reviewed on-line as some details, including colors, may not display on hard copied versions.
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For All Caseworkers

TOOLBAR

£ DEVIRAIN - CONNECTIONS Toolbar - Miller139,Jamie =101 %]

Intake Options Maintain  Search  Help
S
W &

=
=

£

' Replaced by

Main CONNECTIONS window (new):

&  DEVTRAIN - CONNECTIONS - Wilson205,Darryl [._J

rotr J [N COMNECTIONS e i

HOME WOROMD&TO.D0s REPAATS WINDOWS MANAGER

P Case/Stage
m v Search Other Units/Warkloads F StafSeurty
List Assignmentz Made FIA Home
Resource
o | Of
0018 ioter Ui
o Last Refresh: 12172010 8:09:18 AM Contracts g
Family Senvices OCI On-Call
Byl TR Y PR PR F TR PR PR P P P 10 Hierarchy n
0 )l i it il il ol it ) ol . I /=11y Access E
Ml I Vacany Cortrol
Business Functions
r Hill, Jean NV Nl PR 25300813 35300416 (0% 0

The existing toolbar buttons and menus are replaced by the toolbar and other components of the new
Main CONNECTIONS window as follows:

Old New

Intake menu Intakes dropdown (A)

Options, Maintain, Search, menus Search/Maintain dropdown (B)

TO-DO button (Staff To-Dos) WORKLOAD & TO-DOs tab (C) =My To-Dos tab (D)
WORK button WORKLOAD & TO-DOs tab (C) = My Workload tab (E)
UNIT button Search Other Units/Workloads (F)

PERS, CASE, RSRC, STAFF buttons Search/Maintain drop-down (B)

RPTS button REPORTS tab (G)
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WORKLOAD

Find the stages on your workload

Main CONNECTIONS window:
e Log into CONNECTIONS as @ DEVIRN - CONNECTIONS - Wilson205,Damryl

you do now. The Main

CONNECT|ONS Window Personalization HelpTraining Log Out
W|” dISp|ay When the HOME WORKLOAD & T0-DOs  RE'ORTS WINDOWS MANAGER M

application opens.

e The WORKLOAD & TO-

OC!Bybiker
DOs tab (A) and the My e
Workload sub-tab (B) will i
be active. M
r ot e B0 01004 010 11151000
uf s g 100 | G W0 D448
e The stages on your n dntrio are 2010809 3010044 QN3 aft3/ms
I r e 30101 2010044 QY0 147203
workload (C) will display e
n Gliksy RO B 7ONS TR0 0 B D M B
under the My Workload ] Glimfisty NP 06D TIODD O WA D40 £

sub-tab.

Access a stage on your workload

e Click once into the row to LV SO ST iR D]

hlghllght it. The SEIECted Personalization Help/Training Log Out

stage is now active. (A)

w Search Other Units/Workloads

o The NAVIGATION PANE P
ange Case{Stage] -
. . NamelCD Myannad My To-Dos|
Stage Actions section (B) :ﬂs““m“’ Last Refresh: 12/13/2010 1:47:11 PM
. . . ign
will display links you use
to open various task Proess s |5
s Antonio, Maria NV INI PR 20100309 30100404 031 03/13/2003 03/13/2003 Fo4
Windows for the Stage' . Antonio, Maria NV SUB PR 20100811 30100404 031 03/14/2003 03/14/2003 Fo4

Collins, Kristy A F55  CWS CP 27200823 37200220 031 AN OH/24/2009 D4/24/2009 ES2 (v

Count =29

e Example: Select the Collins

Case To-Dos | Stage Events,
FesCaosimay |||

FSS by clicking on the row Hesl Sences o | e oo )" [
(A) and click the Open FSS o—

0! By Vierker
link (C) in the Rl
Family Senvices Face Sheet [ Mavigate T NEW  08/21/2009 27200821 Collins,Kristy 'S’I'J";rl"g:“r’;r"a:::nig‘l’_m”“D“”"'“‘“‘"” L System I
NAVIGATION PANE. The —
M
Collins FSS will open. —
I=Sensitive  * =Renirerd & = AFCARG o/ = Nata Friste @ = Read-Onlv Mode. # = linsaved Channes
CONNECTIONS TRANSFORMATION Quick Start Guide Page 5
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Identify a new assignment

e As now, the workload must
be refreshed to see new
assighments.

e New assignments will appear
on top of your workload.

e The “Y” indicator (A) will
display in the New column
(B) the workload is refreshed.
Note: new stages will no
longer be grayed.

Access the Person List for a stage

e Select the desired stage by
clicking on the row. (A)

e Click on the Person List link in
the NAVIGATION PANE. (B)

e The Person List window for
the stage will open. (C)

My Workload

Last Heﬁesﬂ: 12152010 9:51:34 AM

iy
r Q Antanio,Maria F5l CWs  CW 29400
| Adams, Maggie F55 CWs | CP 24600
- Antonio,Mariz INY IMI PR 20100
r Antarnia,Maria INY SUB PR 201000
r Collins, Kristy F55 CWs | CP 272000
r Collins, Kristy INY INI PR 272000

& DEVTRN - CONNECTIONS -

a
1k

LISL ASSI TS Mcsue

Change Case(Stage)
Name/CDr

Case Summarny
Assign

Stage Actions

@ Person List - Collins, Kristy - 5:27200823C:37200220

§ connvecTions

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MAMAGER

Wilson205, Darryl

~ Search Other Units/Workloads

Last Refresh: 12/20/2010 2:47-50 AM

Tb
- Antonio,Maria 1Ny NI
- A Antonio,Maria INY SUB
» Collins, Kristy F55 cws

n

Person Data

Case Name: Collins. Knsty

Collins, Kristy v 02/19/197%
CDllins,Kin@rl‘,’ v 08/16/2002
Collins,Patrick v 04/22/1994
Ceollins, Thomas v 1172471970
Collins, Tyler v 03/30/200%

CONNECTIONS TRANSFORMATION Quick Start Guide
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Access the Case List and Case Summary for a stage

e On the Person List, click on
the row of the desired
person. (A) The Person Info,
Person Merge/Split and
Case List tabs will display
below the person list. (B)

e Click on the Case List tab. (C)
The Case List will display. (D)

e On the Case List, click on the
desired case to select it. (E)
The Comp, Case To-Dos, Case
Events and Case Summary tabs
will display. (F)

e Click on the Case Summary
sub-tab. (G) The stages
associated with the case will
display. (H)

e Select a stage. The
Assignments, Stage To-Dos
and Stage Events sub-tabs will
display. (1)

Access stages via implied role

@ Person List - Collins Kristy - 5:27200823/C:37200220

Print Screen

Person Data b Collins,Kristy v cAmq F RN
Collins,kimberly V086200 FooRRN
Collns,Patrick Vo o WoRRN

Summary of the 3 Most
Recent Intakes
Summary of the 3 Most
Recent Investigations

Collins, Thomas Vo 12401970 M PRN
@ Hep I Collins, Tyler Vo 03/30/2009 M PRN

a]
Mother 17201420 04/24/2009 I
Child 17201423 04/24/200%

Child 17201422 04/24/200%

Parent 17201421 04/24/200%

Child 17201424 0472412008 [V

®RERAEA

A Case List

Count = 5

» e
»
Person Merge/Spiit, § Case List| c

OPH Collins,Kristy 37200220 ONONDAGA SVCH

Vitson111,Darryl

Count =1

@ Person List - Collins,Kristy - 5:27200823/(:37200220

n
Person List
Allegations
Special Handling
Case Merge Split
Case File Management

Admin Review & Fair
Hearing

Person Data

Summary of the 3 Most
Recent Intakes

Summary of the 3 Most
Recent Investigations

sy
Progress Notes
Senvice Plan Review
Closed Person
Demographics
Reopen Stage

» E N

Collins, Kristy 37200220 ONONDAGA

D

Case ID: 37200220 Case Manager:  Wilson117

Start Date of Case: 6/25/2009

Status:  Open

Collins,Kristy FS5  CWS 03 04/24/200
Collins,Krist,@ F5l Cws 031 H CPS  04/24/200
Collins,Krist,@ INV  INI 031 CP5  04/24/200
Collins,Kristy@ INT  INI 031 CPS  04/24/200

b

Assignments E!] Stage To-Dos | Stage Events

(Also see the Implied Role tip sheet — click Help/Training link)
® Access rules remain the same

® Select stage with person in common - click on the Person List link (NAVIGATION PANE)

® Select the person in common - click on the Case List tab.

® Select the desired Case = click on the Case Events tab

® Select the event (e.g., Child Protective Record Summary, or Family Services Stage Opened)
and click on the Detail link in the Events Options section in the NAVIGATION PANE.

CONNECTIONS TRANSFORMATION Quick Start Guide
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Access another worker’s workload

® Click on the down arrow next
to Search Other
Units/Workloads section
header. (A) The section will
expand and the search fields
will display. (B)

® Click on the desired values in
the search fields and click the
Search button. (C) The list of
staff matching the selected
criteria will display (D).

® Select a staff person in the
grid (D) and click on the Go
button. (E) The Workload and
To-Dos sub-tabs for that
person will display with the
Workload sub-tab active. (F)

® On the Workload sub-tab,
select the desired stage by
clicking on the row. (G)

® Use the links in the Stage
Action section in the
NAVIGATION PANE (H) to
access task windows for that
stage.

® Click on the To-Dos sub-tab
(1) to see that staff person’s
staff To-Dos.

® Return to your own workload
by clicking on the My
Workload & To-Dos link on
the top right of the toolbar.

()

Requires Unit Summary security

8 CONNECTIONS

HOME WORKLOAD & TO-DOs REPORTS WINDOWS MANAGER

w Search Other Units/'Workloads
List Assionments Made I A

M comnecTions

HOME WORKLDADATO-DCs REPORTS WINDOWS MANAGER

Personalization Help/Training Log

-SearchMaintain-

My Workload & To-Dos n Print Scre¢

Case Summary 2 w Search Other Units/Workloads * S~——J
Assign _

sy [ * s [0 o] e ’E;[ ui: [G60 3] ‘ Seach | Clear

Progress Notes S

CPRS

Person List L

Safaly Asgessments May206,5ally

Risk Assessment ¥ Wilson206,Darryl 22 [] D 19
Allegations

Imesigion Concsn \ ECCOMH
(S::fszly ments for F I

Investigation Actions “Workoad 4—
Maintain Primary Address & Wilsana0é,Darryl 8§ Witson206 Darryl
Phone

Last Refresh: 1272012010 2:49:22 PM

Review Intzke
Record FSI

OCI By Worker
Family Services OCI
Bylwlorker

04/24/2009 04/24/2009 E83
03/13/2003 03/13/2003 Fé4
037142003 03/14/2003 Fod |

dﬁaﬂmﬁdaggie FS§ QWS (P 24600424 34600222 031 AN
nio, Maria NV I PR 20100813 30100406 031

Intzke Report I Antonio,Naria INV SUB PR 20100815 30100406 031

IRl \ Count = 28

Note: you may only have one staff
person’s workload open at a time;
you may have multiple windows
open within that workload.

CONNECTIONS TRANSFORMATION Quick Start Guide
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ENTER A PROGRESS NOTE

® On the WORKLOAD & TO-DOs

tab, with the My Workload CONNE CHONS

sub-tab active, click on the HOME WORKLOAD & TO-DOs REFORTS WINDOWS MANAGER
row of the desired stage to n
Change Case(Stage) 4|
select it. (A) Mame/CD w Search Other Units/Workloads
Case Summary
Assign
® C(Click on the Progress Notes chams A ttane
ink in the Progress MNotes ast : -09:
link in the NAVIGATION - Last Refresh: 12/20/2010 3:09:13 PM
PANE. (B) PEslres
Open FS5
Stage Comp T
® The Progress Notes window FASP r Antonio, Maria IV Nl PR
: Services Plan Revig S ——
opens in the selected stage. " r PILTTEL FITE LBl
Permanency » (v A Coltins kristy FSs  CWs CP
() Education
FS5 Case Summan
Health Services -
® Enter a progress note as you
do now. You may enter

multiple notes in that stage.

Progress Notes - 5:27200823/C:37200220

File Options Help

° When you Close the Progress Caze Mame: Calling Kristy Casze Initiztion Date:  4/24/2009
- Search Progiess Motes
otes Win ow: From Event Date: [ 12202010 = Ta Event Date [Fizeznzon =] Tope _|
Not d
. . Authar I—;[ Famiy Part: [ =l Method: [ =]
0 Inthe Family Services Etmediy [ 3]  Oterpar | T P | E
. District/Agency | Focus: [ = Locatior | =
Stage (FSS) you WI II Refiesh List Search
return to your workload. — , = =
Date Status Type Method Location |Participant Other Participant A
0 Inthe Child Protective 20/2005 1Dt [FamyfPimts Bchor Foce ToFace. L5 O Fitd Dt ol ity ot .
Record Summary (CPRS) —
you will remain on the
CPRS. Close the CPRS to
return to your workload. 4 o
==
{New Using I View Note Mew Note Edit Note Copy Note Select All Print Notels] | Close |
CONNECTIONS TRANSFORMATION Quick Start Guide Page 9
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TO0-DOS

Where to find To-Do lists and how to access To-Dos

Staff To-Dos:

e On the WORKLOAD & TO
DOs tab, click on the My
To-Dos sub-tab. (A) Your
(staff) To-Dos will display.
(B)

§ DEVIRN - CONNECTIONS - Wikson205,Damyl

Personalization Help/Training

| v Search Other Units/Workloads

Mmet\oacMyTa-Dos A

e To view a To-Do, click on
the row to select it and
click on the Detail link (C)
in the NAVIGATION PANE.

et s Complete Fom [____ v To [ouraaa

%
v - refes

e To access the task to

. Safety Assessment is due and must be submittes
[ Navigate T NEW 0242172003 Hubhs,TaB 20300819 Hobbs, Tami to Supeniar for agproil

[ Navigate T WEW  02/25/2003 Connors,Sandra 20500811 Connars,Sandra

perform it, click on the row

Safety Assessment is due and must be submitter

to select it and click on the :
to Supervisor for approval.

Navigate link (Task To-Dos
only). (D)

Case To-Dos:

& DEVTRN - CONNECTIONS - Wilson205, Darryl

o The WORKLOAD & TO
i CONNECTIONS ———

DOS tab and the My HOME WORKLOAD & TO-DOs REPORTS WINDOWS MANAGER —Intakes— ;m—Searcthamoain—
Workload sub-tab must PrintScrcen ]
[ comren |

+ Search Other Units/Workloads

be active. (A) List Assignments Mads
A
Crarge CoseSiae) My Worki: u
‘Z:ES"“”‘W Last Refresh: 121132010 1:47:11PM refresh list
. ian
e Click on the row to select
s Adtions |Stage Name |
Progress Notes
a Stage' (B) The case To- Person List Antonio,Maria 20100809 30100404 031 03/13/2003 03/13/2003 Fo4
Dos Sub_tab (c) Wi” Open FSS Antonio,Maria 20100811 30100404 031 03/14/2003 03/14/2003 Fod
Stage Comp B Collins,Kristy 27200823 37200220 031 0412412009 04/24/2009 E62 v

Count = 29

display. The list of case
To-Dos (D) will display
under the sub-tab.

FSS Case Summary
Health Services

OC! By Worker Assigned To Created BT

Family Services OCI
Bylorker

Investigation is due and must be submitted to bW System I

e To view the To-Do or ey S e i r Naviia‘a T NEW  O08/2172009 Z7O0RE1 ColinsKristy g SCREICEECER

perform the task, see R
Staff To-Dos, above.

I = Sensitive ¥ = Renuired & = AFCARS o/ =Data Frists & = ReadOnlMode o = linsaved Channes

CONNECTIONS TRANSFORMATION Quick Start Guide Page 10
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Create a To-Do

e With a To-Do list active, click
on the New link (A) in the
To-Do Options section in the
NAVIGATION PANE.

e The To-Do Detail window will
open. (B)

e If you are creating the To-Do
within an INV or FAD stage,
you may designate the To-Do
task by clicking on the new
Task Type drop-down
(optional). (C) (This replaces
creating the To-Do from the
Task List.)

o The Task Description field
will pre-fill with the selected
task; otherwise you must
complete this field manually.

o |f the selected stage is an
FSS, Progress Notes will be
the only value in the Task
Type drop-down.

Print Screen

Assigned To:

Puwetlate:
Task Type: C Completed:
Review Intake [

Wilson205 Darryl

)

I

Task Description: | Maintain Person 7
Maintain Allegation

Investigation Actions.

Safety A

Investigation Conclusiop
Risk Assessment Piunle

I =Sensitive  * = Required $=AFCARS ' = Data Bxists ﬂ =Read-Only Mode ! = Unsaved Changes

12152010

Note: If a To-Do is created without
highlighting a stage, it will be a
Reminder To-Do.

CONNECTIONS TRANSFORMATION Quick Start Guide
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CONDUCT A SEARCH

MCONNE CTIONS Personalizafion Help/Training Log Out
e On the Search/Maintain WORKLDAD & 0.00s

HOME WORKLOAD & TO-DOs  REPORTS 'WINDOWS MANAGER ~Intakes~  *|B-SearchiMaintain—- ¥
drop-down on the toolbar A -SearchiMaintain—

. . --Search/Maintain-
(A), click on the desired
Case/Stage
search type, e.g., Person. StaffSecurity
FI& Home
@ Person Search Rezource
e The corresponding search R Office
. . 1~ Person Search Criteria g - o |
WlndOW WI“ open (B)' e.g., Search Type: [Phonstic Name v| First: [Thomas | Last [Collins
Person Search List address Tdentifiers
Person Search. Only the | ~ o Y
search fields will initially FoE=R ~ Phonei (D |
City: sete] ] Zp - | || Race: | =

display. (C) ey | s o —
U-ﬁ

A Person Search List

e Click on the desired values in

£ | Match Name

. Collins, Thomas  11/24/1970 Mo 17301751 MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins, Thomas:
the Sea rch flelds' aS nOW and Collins, Thomas  11/24/1970 Mo 17301744 MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins, Thomas
Collins, Thomas  11/24/1970 Mo 17301737 Qe MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins, Thomas
C“Ck the Search button. (D) Collins, Thomas 11/24/1970 M 17301730  MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins, Thomas:
Collins, Thomas  11/24/1970 Mo 17301723 MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins, Thomas|

M

The results IISt WI” diSpIay, Collins, Thomas  11/24/1970 17301716  MANHATTAN 191 MAIDENLN NEW YORK Not Reported Collins, Thomas:
=
e.g., Person Search List (E) - @  Retrieving data stop retrieving Count = 50

. 2 aaadarh
I=Sensve  * =Required $=AFCARS  =Databxists § = ffiode = Unsaved Changes

o |f the desired result is
produced you may stop the

L. @ Person Search - [0X]
search process by clicking = COX
. . . Print Screen
the Stop Retrieving link (F) U Em— n
beneath the list. '
Person Search List %
m » Collins,Thomas 11/24/1970 M m|E1 MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins,T
e Select the desired result e.g., Collins, Thomas 11/24/1970 M 1730fp44  MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins,T
. Collins, Thomas 11/24/1970 M 1730037 MANHATTAN 191 MAIDEN LN NEW YORK Not Reported Collins,T
a person. (E) Tabs containing o i
. . . Count = 148
detail information will v H -
display. (G) G
ey (T O
° Move the Grid Separator (H) First: Thomas M: Last: ICo\Iins Sfe I j Status:  Active
. Type: | x| Rk x| Relint: | x| P 17301751
up to see more Of tab SeCtlon Sex: Male = Languaga:lEninsh j Elhnlmtyl j Race
(optional). Marial: - I Confirm PL Hisn;nic urllz:ntf Oiigin] [ Blackeor Aftican [
Religion - [ Gontal Arerican I i [
[C  Native African

DoD: | /[ I” ApproxDOD  Reason: M o maxﬁﬁn . ul ’:_A"‘"':""""““;"U

I =Censitive * =Required §=AFCARS + =DataBxists § =Read-OnlyMode  =Unsaved Changes

¢ You may navigate directly

[ Cuban
DoB:  |1124n970 | I Approx DOB 10 : [ Other- Blackc
Age I” Dominican [ Alaskan Native = q

from one tab to the other.

e The other searches (Case,
Staff, F/A Home, etc.) work
essentially the same way.

CONNECTIONS TRANSFORMATION Quick Start Guide Page 12
April 2011



NYS Office of Children and Family Services

CONNECTIONS
CUSTOMIZING GRIDS

Unpin/Collapse

e Click the Pinicon in the top left
of the NAVIGATION PANE and
on some window sections to
collapse (unpin) the PANE or
section. (A)

e The remaining section stretches
to fill the space. (B)

e To re-pin the PANE, hover over
it until it re-displays and then re-
click the Pin icon.

e To re-pin a section, click on the
Pin icon.

Grid Separator

e Use the Grid Separator (C)
to increase the size of a
section you are viewing or
working in.

Moving, Sorting and
Filtering Grids

e Click on a column header to
re-position the column to
another location on the grid.

e Click on a column header and
click on the arrow (D) to
change the sort order of the
column from ascending to
descending, and vice versa.

e You may sort multiple
columns by using your control
key and clicking on the column
headers.

HOME \WORKLOAD & TO-DOs

2}
=N Iy Worldoad
el oo oo

Last Refresh: 31172011 9:45:34 AM

Adams, Maggie
Collins, Kristy

Gilbert,Martha
Harrisan,Kathy

OO OO

Murray,Marsha

# 8 # &

CWs E

CWs
CWs
CWs
CWs
CW5

cp
cp
Cp
cp
P

24600422
27200823
27501009
26000899
26200609

e Click in the row below the column header and type in one

or more letters of a value you wish to use to filter the

column. (E) (E.g., typing “C” will bring to the top all CWS
stages in the Type column on your workload grid.)

CONNECTIONS TRANSFORMATION Quick Start Guide

April 2011
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CONNECTIONS

CLOSE ALL WINDOWS AND LOG OUT OF CONNECTIONS
(WINDOWS MANAGER)

o |n the transformed system you L ER S
may have multiple stages and
in some situations, multiple

windows within stages open

[Chick Heem tn s all windenws, frar Hoower Rath (7)

at a time.

e On the toolbar, click on the

WINDOWS MANAGER tab. (A) R gf;&g‘gmmmmww,w.-s;mxﬂx

Use the Windows Manager to C

keep track of the windows and

. Windows

stages you have opened. Click

on a stage (B) and to display

open windows in that stage

(C).

Stages
. . \'Jﬁ_‘iba‘i.;

e Click on the Close All Windows B :

button (D) to close any open Somenadon (1 $ e
windows simultaneously. This ) : ] | !

feature will not work with
certain windows, such as those
in the CPRS and FSS; these
must be closed individually.

Windows Manager

Clicking on the Yes button on

the message box (E) will bring ) )
UnsE\ted changss exist. Do you want to exit?

| ves | Mo |

you to the window to close it.

e Click on the Log Out link in
upper right corner of the main
window (F) to exit
CONNECTIONS. Ifyou get an
“unsaved changes” message
(G), click on the OK button and

. Unsaved changes and some open windows must be addressed prior to logging out. Navigate to individual window or use Windaws Manager,
navigate to the open

window(s) to close them (or G

use the Windows Manager).

CONNECTIONS TRANSFORMATION Quick Start Guide Page 14
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CONNECTIONS

For CPS Caseworkers

PERFORM AN INVESTIGATION TASK IN CONNECTIONS

Former Task List

B Task List - Collins,Kristy

File Options Help

Stage: Investigation

Review Intake

Maintain Person

Maintain Primary Address and Phone

Maintain Allegation

Investigation Actions

Safety Assessment for Case

Investigation Conclusion

Child Protective Record Summary

e On your workload, click on the
row to select an INV stage.

o The Stage Actions section (A) in
the NAVIGATION PANE will
open and display links to task
windows.

e Click on a link to access the
corresponding task window.
For example, click on the
Investigation Conclusion link.
The Investigation Conclusion
window for the stage will open.

(B)

Note: new Stage Actions terms:
CPRS = Child Protective Record
Summary

Person List = Maintain Person
Allegations = Maintain Allegation

Replaced by

Stage Actions links on the

NAVIGATION PANE
(INV stage)

List Assignments Made
Change Case(Stage)
Name/CD

Case Summany
Ass=ign

Progress Motes A
CFRS

Person List

Safety Assessments

i

ALllegations

OnNclsion

Safety Assessmengs for
Case

Investigation Achofs
Maintain Primary 4ddress &
Fhone

Review Intake
Record FSI

@ (PS Investigation Conclusion - Collins Kristy - 5:27200821C:37200220

|

B Print Screen
b . !
CaseMName:  Collins, Knsty Risk Rating:

Investigation Dates
i Intake Received: (472472009 12:00 PM nvestigation Begun: .
Save & Submit
Approval Status Incident Occumed Investigation Completed: _ [/
Narzfive
MI Determination; Close As Duplicate
Mandated Reporter )

| | Duplicate Stage ID: v
b Closure Reason: I J
I I” Fatalty - No Sunviving Children

I” Family Assessment Response
High Risk Comments:

CONNECTIONS TRANSFORMATION Quick Start Guide

April 2011
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NYS Office of Children and Family Services

CONNECTIONS

GENERATE AND ACCESS REPORTS

e On your workload,
click on the row to
select an INV stage.

e The Outputs section in
the NAVIGATION
PANE (A) will open
and display links to
reports.

e Click on the desired
output link, e.g.,
Intake/IRI Report and
click on the Ok button
in the resulting
message box. (B)

e Click on the REPORTS
tab (C) on the toolbar.
The list of launched
reports will display

(D).

o Click on the row of the
desired report and
click on the Open
Report link (E) in the
NAVIGATION PANE.
The ReportViewer for
the selected report
will open.

OCI By Worker
Family Services OCI
ByWorker

Intake Report

IRI A

& COMNECTIONS

The report has been launched, Check Report List Window.

HOME WORKLOAD 8 TO-D/Js  REPORTS  WINDOWS MANAGER

Options

£ status | Rey ort Name

Dane Intake - IR Reparts INT/IRI Rpt: 27200821, Collins,Kristy
Done Open Case Inquiry by Worker OCI by Worker - Wilson205,Darmyl
Done Prior Case Summary Report Stage Name: Antonio,Maria

Done Family Services Workload Report F5 OCI by Worker - Wilson205, Darryl

Note: You will continue to access the
SharePoint version of the Worker Open
Caseload Inquiry Report (OCI) from the
Citrix Desktop.

CONNECTIONS TRANSFORMATION Quick Start Guide Page 16

April 2011



NYS Office of Children and Family Services

CONNECTIONS

RECORD AN FSI FROM AN INVESTIGATION STAGE

Create the FSI

e On your workload, click
on the row to select the
desired INV stage. (A)

e Click on the Record FSI
link (B) in the
NAVIGATION PANE.

e A new FSI stage will
appear on the top of
your workload with the
“¥” indicator. (C) No
refresh needed.

Open the new FSI

e Select the FSI (C) and
click on the Open FSI
link (D) in the
NAVIGATION PANE or
one of the links to the
individual FSI tabs (e.g.,
Intake Source).

e The Family Services
Intake window will
open; complete as
now.

e An FSS you create from
the FSI will appear at
the top of your
workload, with the “Y”
indicator after you
refresh the workload.

8 CONNECTIONS

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MAMAGER

List Assignments Made

Change Caze(5Stage)
Name/CD

Case Summary
Assign

Stage Adtions

Progress Notes
CPRS

Person List

Safety Azsessments
Rizk Aszessment

Allegations

v Search Other Units/Workloads

My Workload

Last Refresh: 122272010 11:33:25 AM

» Gray, April A INV  INI PR 2580(
- Gray, April NV SUB PR 2EBOC
- Green,Kelly NV INI PR 2770C

v| To: |D1f21;2n11 v

From: | R

x -

HOME WORKLOAD & TO-DO.” REPORTS WINDOWS MANAGER

Lizt As=signments Made

Change Case(Stage)
Name/CD

Case Summary
Assign

Stage Actions

Person List

Search Other Units/Workloads

My Workload | My To-Dos

Last Fgfresh: 1202272010 11:37:39 AM

i

> C Gray, April Fsl cws ow 2
- Thempson,Lennie FSI CWs  CwW 2
- Adams,Maggie FSss CWs CP 2

T - . 1 {

R —— 1+

CONNECTIONS TRANSFORMATION Quick Start Guide
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CONNECTIONS

IDENTIFY HIGH PRIORITY FACTORS (HPF) IN A STAGE (ACS staff only)

e The two present HPF
columns on our workload
are merged into one. (A)

e The HPF column will display
the factor number if only
one factor is identified (e.g.,
3). It will display an asterisk
(*) if more than one factor is
identified. (B)

e Click on the High Priority
Factors link (C) in the
NAVIGATION PANE to open
the new High Priority
Factors window. (D)

e The window contains a
description of the identified
factor(s).

e The current High Priority
Factors Report is still
available as an output from
the NAVIGATION PANE in
the Outputs section (E).
(See the CREATE AND
ACCESS REPORTS section on
page 15 for how to launch
and access this report.)

§ connvecTions

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MANAGER

il
|~ o
List Assignments Made

Change Case(Stage)
Name/CD

Case Summary Last Refresh: 12/28/2010 2-35:06 PM
Assign
High Priority Factors C T
Progress Notes I_ 03  Connors,5andra INV IMI
CPRS 03 GaryApril NV NI
Person List
cn e L > lIIlIIIIIIllllllllllllllll

. Green, Kelly INV IMI
Riclk Acocnzomeant

v

High Priority Factors - 5:25900555 / C:35900276 [Read Only] (=)OX]

D Print Screen
Applicable High Prionty Factors:

| Stage ID
INT 2R000R54 03 Serious Injury

Child under 7, caretaker abuses
drugs/alcohol

INT 25900554 10 Reported Child Under 1 fear Old

INT 25900554 o7

anvd NOLLyoIAYN ||

Count = 3

8 CONNECTIONS

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MAMAGER

~ Search Other Units/Workloads

Stage Actions

My Workload To-Dao
P

DSBSy orker Last Refresh: 171472011 2-:05:59 PM
Family Services OCI
Ey\worker

Intzke rt

IRI

Intake/IRI Report | = Callins, Kristy INY I
oreas L T
CCONNECTIONS TRANSFORMATION Quick Start Guide ~ Pagel8
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CONNECTIONS

For FAD Caseworkers

PERFORM A FAD TASK IN CONNECTIONS

Former Task List

E-ii Task List - Holmes,Barhara

File ©Options Help

Stage: Foster Adoptive Home

Maintain Non-Licensing Information

Maintain Licensing Information

Maintain Person

View Home Placements

Yiew Home History

Home Study

Annual Beauthorization

Yiew FAD Record Summary

Vacancy Control Bed Maintenance

Carrective Action Plan

Serious Incident

Waiver/fException

Close Home

e On your workload, click on a row to
select a FAD stage.

e The Stage Actions section (A) in the
NAVIGATION PANE will open and
display links to task windows.

o Click on a link to access the
corresponding task window. For
example, click on the Close Home

link. The Close Home window for the

stage will open. (B)

Note: new Stage Actions terms:
Person List = Maintain Person

Stage Actions links on the
NAVIGATION PANE
(FAD Stage)

[ Common |
List Assignments Made
Change Case(Stage)
Name/CD

Case Summary
Assign

Person List

Licensing Information
Home Demoaraphics
Home Histary A
Annual Reauthorzation
Home Study

Wacancy Control Bed
Maintenance

Cormrective Action Plan
Serious Incident

Replaced by

@ Close Home - Jarret, Angela - R-B2200244 /V:07220205

— R Pt e

B |  Fbered Bvent List =

E' | ding Ck |
TS Current Stolux Accopted - Active Change Te: Pending Closure:
Mpproval Statue Closure Reason: [ vi -

E ... ———— TR

Llosure Heport

Even Hry e I koo
CECR ooctcirimse i«
E e

Home Demogr‘aphics - Maintain Non- I|=Sercine *=Reqired §=AFCARS o =MataPodc § =ReadOnlyMode o = Unsaved Changes
Licensing Information
FRS = View FAD Record Summary
CONNECTIONS TRANSFORMATION Quick Start Guide Page 19
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CONNECTIONS

INITIATE OPENING A FAD HOME

e On the Intakes or Search/Maintain
drop-down, click on the F/A Home
command. (A)

e The F/A Home Search window will
open. Only the search fields will
initially display. (B)

e Click on the desired values in the
search fields and click on the Search
button. (C)

e The F/A Home List will display
underneath the search fields. (D)

If no match found:
e Scroll down below the F/A Home List
and click on the New button. (E)

e The Home Demographics, Address
and Phone sub-tabs will display
(replacing the list section). (F) The
sub-tab fields will be blank, ready for
data entry.

If a match found:
e On the F/A Home List, click on the
row of the desired resource.

e The Home Demographics, Address
and Phone sub-tabs will display
beneath the home list. (F) The sub-
tab fields will contain the data for the
selected resource.

e To increase the sub-tab section work
area, click on the up arrow next to
the F/A Home List section title (G) to
collapse the list section or move up
the section separator. (H)

Personalization HelpTraining Log Qut

M CONNECTIONS

HOME  WORKLOAD & T0-D0s

REPORTS  WINDOWS MANAGER

Record CPS Call
Call Log

PR
Record Family Services 181

] A F/AHome Search

Options SearchType:  [Phonetio Name v Home Nerme: [Dos| F3l LOg

Reopen Closed Home - Adtributes

F/A Home History swws: [ 7] Language: =] ageney - =

Person List Setting: x|  PamType: <] swAgener [ =

— ‘
=k e [ O
FO BowApt [ ——
& - —
C (e=mp==
A FlA Home List

L
I-i Merath lnd forhacntenz coaad

~ F{A Home List

ET 1]
No match found for the ariteria entered

Count = 0

Pl Serean
T s
Search Typa: IPhwli Name -I Hame Name: | Doe, Jane 3
Harme Desmogtaphics Oyt
[pe—— ki
o E I n:
e & Aia ey Language: Agency
et 2 B .] e Eha =5
Reopen Closed Home e - :
Fifs Home Histaty et | | | o |
Permon Lint
- 'Ponm'-nwl | I
i Hol |
[ —
[ ) -‘
o |
* Heource 10
Exhriring: —l

TR [re— =] [ispenic o Latino Origin] | Hace

j— Relgon: |—’ [T Central American u [l' Black or Alran

*=fequired §=AFCARS o+ =Dotsblasts § = Resd-Only Mode = Unsaved Changes

| = Senghive

CONNECTIONS TRANSFORMATION Quick Start Guide
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CONNECTIONS

For Ongoing Child Welfare Services Caseworkers

NAVIGATE TO FSS WINDOWS

[ amily Services Stage - Colins Kristy - 5:2T200023 CIT200220

| CONNECTIONS e e —

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MANAGER Stage Fmi\ml Sarvice Flan

Uomponton | 2ndSavice Pan Ainiw

]Pbymﬂulﬂl Frmarmy ] CawSmmuyl Edhastn lMimﬂ

~ Search Other Units/Workloads ]
- - [T | &
List Assignments Made Cons TPabk T T ez | W TG |
oo Tromas 17201421 v ]
== Last Refresh: 12/13/2010 1:47:11 PM — E
Assign
L | |
Stage Ad Peszon Identificr:
Progress Notes ‘"'» IV [Type [Number
- - r Antonio, Maria NV NI PR D ‘
r Antonio,Maria INY SUB PR 2
Stage Comp » MR Collins, Kristy Fss  CWs (P 2
FASF L B
Services Plan Review
1
Permanency —
Education Addiess | Phane [nu.mmuh| .uulnunl ['nr.hku| S | Lancel |
Case To-Dios |l Stage Events
PSS Cane Sy Cse o5
[ose
Health Services Comn | 11 ol = (Mmoo w0 e |

e On the My Workload sub-tab (A), click on the row of the desired FSS. (B) The Stage Actions
section (C) in the NAVIGATION PANE will display links you will use to navigate to FSS tabs.

e Click on the Open FSS link. (D) The Family Services Stage window for the selected stage will
display with the Stage Composition tab active. (E) Once you have entered the FSS for the
stage, you may navigate to the other FSS tabs within that stage as needed.

e Instead of clicking on the Open FSS link, you may click on one of the other links in the Stage
Actions section of the NAVIGATION PANE (e.g., FASP, Education, Health Services) to navigate
directly to the corresponding tab within the selected FSS. Once you have entered the FSS for
the stage, you may navigate to the other FSS tabs within that stage as needed. Exception: if
you use the Progress Notes link to navigate directly to progress notes in an FSS, you will return
to your workload when you close the Progress Notes window, as now.

e When you click on the Close button on the Family Services Stage window, you will return to
your workload. If you have navigated to the FSS from another worker’s workload via Search
Other Units/Workloads (Unit Summary), you will return to that staff person’s workload.

OPEN A FASP FOR A STAGE
e Follow the process described above; click on the FASP link in the NAVIGATION PANE. The
Family Services Assessment and Service Plan window will open for the selected stage. You
may navigate to other FSS tabs within that stage as needed.

CONNECTIONS TRANSFORMATION Quick Start Guide Page 21
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CONNECTIONS

For Supervisors

ACCESS STAFF WORKLOADS, TO-DO LISTS

® Click on the down arrow next
to Search Other
Units/Workloads section
header. (A) The section will
expand and the search fields
will display. (B)

® Click on the desired values in
the search fields and click the
Search button. (C) The list of
staff matching the selected
criteria will display (D).

® Select a staff person in the
grid (D) and click on the Go
button. (E) The Workload
and To-Dos sub-tabs for that
person will display with the
Workload sub-tab active. (F)

® On the Workload sub-tab,
select the desired stage by
clicking on the row. (G)

® Use the links in the Stage
Action section in the
NAVIGATION PANE (H) to
access task windows for that
stage.

® Click on the To-Dos sub-tab (l)
to see that staff person’s staff
To-Dos.

® Return to your own workload
by clicking on the My
Workload & To-Dos link on

the top right of the toolbar. (J)

HOME

WORKLOAD & TO-DOs

List Assionments Made

REPORTS  WINDOWS MANAGER

w Search Other Units/Workloads

A

¥ CONNECTIONS

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MANAGER

A

Case Summary
Assign

Stage Actions

Progress Notes
CPRS

Person List
Safety Assessments
Risk Assessment
Allegations

Investigation Conclusion
Safety Assessments for
Case

Investigation Actions

Maintain Primary Address &
Phone

Review Inteke
Record FSI

0CI By Warker
Family Services OCI
ByWorker

Intske Report
[

[T I Jy

Personalization Help/Training Log:

mmj —Search/Mainizin-

Print Seres

My Workload & To-Dos
—

A Search Other Units/Workloads

Agency: [A31 St |30 ¢|" Zone: ERTREETIE R ( Search I Clear

£ ‘ Name
W
May206,5ally
¥ Wilson206,Darryl 22 [ D 19

Workload To Dos 4—
Wilson2(6, Darryl 8 WilsonZ06 Darry!

Last Refresh: 122012010 2:49:22 PM

0

F55  CWS CP 24600424 34600222 031 Al
INVINL PR 20100813 30100406 031
INV SUB PR 20100815 30100406 031

(4/24/2009 (4/24/2009 E83
03/13/2003  03/13/2003 Fod
(03/14/2003  03/14/2003 Fod |

r ‘Adams,Maggie
» [V G Antonio,Maria
r Antonio, Haria

\ Count =28

Note: you may only have one staff
person’s workload open at a time;
you may have multiple windows
open within that workload.

CONNECTIONS TRANSFORMATION Quick Start Guide
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CONNECTIONS

ASSIGN STAGES

From your workload (or a
workload of one of your staff),
click in the checkbox (and only
the checkbox) for the stage(s)
you wish to (re)assign. To
select multiple stages, click in
the checkboxes of each
desired stage. (A) Note: You
may only multi-assign to the
same role. For Investigation
stages, you may only multi-
assign Primary roles

Click the Assign Link in the
Common section in the
NAVIGATION PANE. (B) The
Assign window will open. (C)

On the Assign window, you
may select a staff person in
the Available Staff grid (D) or
use the Staff Search link (E) in
the NAVIGATION PANE to add
a staff person to the grid.

Click on the row of the staff
person to receive the
assignment and click on the
button that corresponds to
the role you wish to assign
that person. (F) That staff
person will be added to the
Assignments grid. (G)

Scroll down to the save
buttons and save your work.
(Save buttons not shown.) If
you have saved and closed,
you will return to the
workload.

HOME WORKLOAD 8: TO-DOs REPORTS  WINDOWS MANAGER

+ | Search Other Units{\Workloads

Lizt Azsignments Made

(Foiny B
Outputs Last Refresh: 272011 1:41:38 PM
OCI By Worker
Family Services OCI
Bywaorker
Intake/|R] Report
m r Adams,Maggie FSS  CWS CP
Antonio,Maria INY IMI PR
A Antonio, Maria INY SUE PR
Collins,Kristy F55% Cws  CP
Collins, Kristy INY IMI PR
Connors,Sandra INY INI PR
v
& Assign-s:l?B,,’[:.’ﬂ'mZle = 0]
Print Screen
# |
aptons County [ONONDAGA 7] Zone: | = Agency: | =l ES A

SR S FullUnis -
Pt Detail
W
(A9 Wilson205,Darryl  A31 31 12!04!200D 01:58 PM Onondaga County Dss
Gh9  May20s,Sally A {127 Oncndaga County Dss
Count =2
Worker Name
Collins, Kristy Wilson111,Darryl Case Manager 1 0H 15110
Collins, Kristy Viilson205, Darryl Case Planner Al 031 15204

-h Collins, Kristy Wilson1,Darryl Case Worker Wi oo 15000
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CONNECTIONS

ASSIGN A TASK TO-DO

e From the workload of the staff
person to receive the To-Do,
click on the row of the desired
stage. (A) (See ACCESS STAFF
WORKLOADS, TO-DO LISTS
section on page 21 for how to
navigate to another’s workload.)

Workicad
j iisonad7 orry i Darryt
Last Refresh: 122902010 10:28-57 AM

At Mapgie F& D0 [P MA0DMMIE  BAOMTY O3 a AN IR FRY

B T B

IV N PR 00 SNOG408 031 UHSII008  D3113/2008 Hbd

¢ Click on the New link (B) in the
To-Do Options section of the
NAVIGATION PANE. The To-Do
Detail window will open.

Lount = 28

e In the Task Type field (C) select
the appropriate Task (optional).
The Task Description field will
auto populate with the selected
Task.

Print Screen
e If you have not entered a Task 1 | 7000 Dsta
Type, you must manually fill in puebee osaneder Wison205 Dot
the Task Description field. e Tﬁﬂw,c W B .
etz Task Descrigtion: | Maintain Allegation

Comments:

e \Write comments as desired. ’

e Save your work. If you have
saved and closed, you will return : intain Al N

to the workload.

122872010

Save & Close |  Save Reset

! =Sensitive  * =Required §=AFCARS = Dala Bxists 'i =Read-Only Mode = Unsaved Changes

CONNECTIONS TRANSFORMATION Quick Start Guide Page 24
April 2011



NYS Office of Children and Family Services

CONNECTIONS

APPROVE A TASK

e On your workload, click
on the My To-Dos tab. (A)
Your (staff) To-Dos will
display under the tab. (B)

o Click on the Navigate link
(C) for the action you wish
to approve. The window
associated with the task
to be approved will
display for your review.

o Close the task window.
The Approval Status
window will open. (D)

e Scroll down to view the
Approve and Reject
buttons (E) and
approve/reject as
appropriate.

e Save your work. If you
have saved and closed,
you will return to the
workload.

HOME 0=

8 comvecTions

ATS  WINDOWS MANAGER

Personalzaton HelTraining Log Out

My Workload & To-Dos Print Screer

[ Vevicate T
r A
r A

PROC
COuP

CouP

COMP

12512010 Homver,Beth 24000419 Hoover,Beth W - Approve Risk Assessment Profile - 24900419 ystem

2B Lduns,annnm Coting Hristy  Mew Case Planmer Assignment ]
... MewCase Worker Assignment For:

1229/3010 TS Gl Ry e o oo ]

{20 Cellins Kty 27200803 Colis Kristy M@m;m;:‘,"m"""”"“ W

@ Approval Status - Hoover, Beth - 5:24900419/(:34900249 g @ \X

Print Screen

1
Approval Form

@ Help

= I
£ Date/Time
10
e (N 7 N =C R
Count=1
Approval Information
Approver: May205,Sally Date/Time: 12/29/201001:32PM &
Comments:

Approve
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NYS Office of Children and Family Services
CONNECTIONS

For Managers

NAVIGATE TO CASES/STAGES

N CONNECTIONS okt i

HOME WORKLOAD & TO-DOs  REPORTS  WINDOWS MANAGER

~Intakes-  *|[-Search/Maintain- v

e On the toolbar, click on the

Case/Stage command in the —“‘3""”‘““'."3'_”
. . —Search/Maintan
Search/Maintain drop-down. (A) A [Pesen
The Case/Stage Search window @ Case/stage Search ty
will open. (B) Only the Case Q FIA Home
Search Criteria section will ] n case sach e = k
display. (C) CazelD: Stage ID: Case Name Search
Faci\iwCaseNameSearchic Firt: | Kisty e
’VName I Last: ICoIhns :
o In the Case Search Criteria

section, enter search criteria and Lk [ e I

click on the Search button. (D)
The cases matching the entered

search criteria will display in the

Case List. (E) OPN  Collins,Kristy 37200000 ONONDAGA SvC Witsont1,Darmyl
E OPN Collins,risty 37200020 GNONDAGA s Wilsont10,Darryl

OPN  Collins,Kristy 37200021 OMONDAGA SWe Wilson!10,Darryl

e On the Case LiSt, select the DN Prlline Wriche | 3T NCANAT A aurs Whlert 40 Parrd

desired case. Tabs for Comp,
Case To-Dos, Case Events and

E
Case Summary will display. (F)

From: _{ To:|_{
e Click on the Case Events tab. (F) ¥ | SESS -

The events associated with the =

case will display. (G)

06/25/2009 (06/25/2009 COMP  Fasp Launch Initial FASP was launched by Wilson10,Darryl FsS
e To filter events, use the filter 06/25/2009 06/25/2009 COMP  Stage Family Services Intake Stage Closed Fl
feature by clicking in the filter 06/25/2009 06/25/2009 COMP  Stage Family Services Stage Opened Fs
i . 3 Case Manager Assignment |ssued For:
row for the desired column. (H) 08/25/2009 06252009 COMP  Assgnment T
You may also use the date filter.
()]
Services Stage opened) to LISTS section (p 21) to learn how to access staff’s
(Unit Summary access).
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NYS Office of Children and Family Services

CONNECTIONS

For Support Staff and Specialists

NAVIGATE TO CASES/STAGES

e On the toolbar, click on the
Case/Stage command in the
Search/Maintain drop-down.
(A) The Case/Stage Search
window will open. (B) Only the
Case Search Criteria section will
display. (C)

Enter search criteria and click
on the Search button. (D) The
case(s) matching the entered
search criteria will display in the
Case List. (E)

On the Case List, select the
desired case. Tabs for Comp,
Case To-Dos, Case Events and
Case Summary will display. (F)

Click on the Case Summary tab.
The stages associated with the
case will display. (G) Note: The
Progress Notes and Service Plan
Review links will display in the
NAVIGATION PANE, but will
not be active (enabled). (H)

Click on the desired stage. (l)
Depending on the stage
selected and your security, links
will display in the Specialty
Paths section (J) of the
NAVIGATION PANE.

o Click on the desired link. The
corresponding tab/window for
the selected stage will display.

l(

M CONNECTIONS

HOME WORKLOAD &T0-D0s  REPORTS  WINDOWS MANAGER

Personalzation Help/Training Log Out

—Search/Maintain—
Person
CaselStage
StaffiSecurity

FiAH
@ Casc/Stage Search = o

Print Screen

~ (Case Search Criteria

Case ID: 37200220 Stage ID:
Facility Case Nama Search
’7Name | C

District: s

First:

Last |

M

’—czse Name Search

Zone: v “ jouse i

N I |

Case Summary Options
Person List

District: |

Allegations

Specizl Handling

Case Merge/Split
Case File Management

Admin Review & Fair
Hearning

Summary of the 3 Most
Recent Intakes

OPN Cellins, Kristy 37200220 ONONDAGA

SVCE

Summary of the 3 Most
Recent Investigations

| o e

Case Manager:

Wilson111.Dar

Start Date of Case 6/25/2009

Cnlh’nﬁist‘,‘ F55 CWs | 031

Collins, Kristy  FSI CWSs | 031

CPs
CPS

04/24/200%
04/24/200%

Case/fStage Search

T

G
Fersan List » I Collins, Kristy F5S cWs 031
Allegations Colllins, Kristy FSI cws 031
Special Handling Collins, Kristy 1NV 1T 031
Case Merge/Split =

Case File Management
Admin Review & Fair
Hearing

Outputs

Summary of the 3 Most
Recent Intakes

Summany of the 3 Most
Recent Investigations

Progress MNotes

Foesion
Education

Service Plan Review

Assignments i__‘. Stage To-Dos

| worker Name

== | Stage Mamwe
e
Collins, Kristy

Wilson111,Darryl

Collins, Kristy Wilson205,Darryl

Closed Person
Demographics
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CONNECTIONS

For LAN Administrators & Security Coordinators

NAVIGATE TO TASK WINDOWS

e On the toolbar, open the
Search/Maintain drop-down.
(A) Note: only those functions
for which you have maintain
security will appear on the
drop-down.

e Select the desired function you
wish to maintain, e.g., Unit. (B)
The corresponding window will
open. (C) Initially, only the
search section of the window
will display.

e Enter search criteria and click
on the Search button (D) to

April 2011

M CONNECTIONS o s

~Intakes- | [ ~SearchiMainain-
—Search/Maintain—

A —Search/Maintain--
Person
1Ca=e/Stage
StaffiSecurity

Fi& Home
Rezcurce

Oifice

|Contracts

On-Call
1Crg. Hierarchy
L Agency Access
Vacany Control
Business Functinns

el
access details about the e T = e 1
selected function. R S
- e -
e The links and commands on the ot sy e w
NAVIGATION PANE (E) replace T S ¢4 i NGRS mm;mm:‘mm "-ua\\edﬂ'-er::” -
the menus and buttons on the
existing windows.
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