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“Info to Know” for Caseworkers 


 October’s Records Retention Run Is Complete 
We are pleased to report that the fourth run of records retention has been successfully completed!  The next run will begin on November 15th (identified in the schedule below as the 5th run cycle).  

 

A schedule of the Records Retention run cycle is posted below. As you are aware, the schedule includes the plan to “catch up” with the Records Retention runs, since they had been “on hold” for a number of months. There will be a recurring sequence of ‘To Be Expunged Reports’, and a subsequent purge every 5 weeks or so until we are “caught up”.  If you have any further questions on this topic, please contact your regional CONNECTIONS Implementation Specialist.

 Records Retention Schedule 
	Cycle #
	Cycle 
Start Date
	Cycle Complete
	Purges Stages Thru
	To Be Date

	1complete
	06/28/2010
	07/3/2010
	12/19/2009
	03/20/2009

	2complete
	08/2/2010
	08/82010
	03/20/2009
	06/20/2009

	3complete
	09/07/2010
	9/11/2010
	06/20/2009
	09/20/2009

	4complete
	10/12/2010
	10/17/2010
	09/20/2009
	12/20/2009

	5
	11/15/2010
	11/20/2010
	12/20/2009
	03/20/2010

	6
	12/20/2010
	12/25/2010
	03/20/2010
	06/20/2010

	7
	01/24/2011
	01/29/2011
	06/20/2010
	09/20/2010

	8 
	02/28/2011
	03/02/2011
	09/20/2010
	12/20/2010

	9
	04/04/2011
	04/09/2011
	12/20/2010
	03/20/2011

	10
	05/09/2011
	05/14/2011
	03/20/2011
	05/14/2011

	11
	08/15/2011
	08/20/2011
	05/14/2011
	resumes normal schedule
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 Foster Children Casework Contact s
Federal Fiscal Year 2010 ended September 31st.  It is important that all Foster Children casework contacts for Oct 2009 – Sept 2010 be entered into CONNECTIONS.   Equally important is that we start Fiscal Year 2011 (beginning Oct 1st) on a strong note by making and entering face-to-face contacts.
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 Info on AFCARS 

There is still time to enter AFCARS April-September 2010 data.  It is important that local district and voluntary agency staff update AFCARS information in order for accurate Federal reporting.  
AFCARS information includes the following: 

AFCARS information from the Placement Information Tab, the Removal Information Tab and the Diagnosis on the Clinical Appointment window. 

For CCR cases: 

The AFCARS Adoption Information window accessed from the Adoption Finalization window. 

If you need additional information about how to record AFCARS data  please refer to the CONNECTIONS   tip sheet  for Recording   AFCARS Data  which   can be found  on  the CONNECTIONS  intranet  on the Step-by-Step/Job Aids/Tip Sheets page, or by  clicking on the following link: http://ocfs.state.nyenet/connect/jobaides/Tip%20sheets/Recording%20AFCARS%20Data%20v4.pdf 
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 CONNECTIONS Transformation

                 – Top Ten System Improvements –
· Five Tips for an Easy Implementation -     

As you have heard – the CONNECTIONS system is being transformed!!!  The document below lists the “Top Ten System Improvements”….and, on the reverse side, has “Five Tips for an Easy Implementation”…take a look you might just recognize some of your suggestions!!!!  For your convenience, this document is also posted to the CONNECTIONS intranet website:  http://ocfs.state.nyenet/connect/
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General “Info to Know”         
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 CONNECTIONS STARS Info 

The following two documents were created to help staff  that have the ability to register staff in STARS, enter the email address and User ID in STARS.  One version of the document is for local district staff and the other is for voluntary agency staff.  We hope that you find this information helpful.  For your reference, both of these documents have been posted to the Training page of the CONNECTIONS intranet.

http://ocfs.state.nyenet/connect/training/
  Entering the Email Address & User ID in STARS – Local District

[image: image7.emf]STARS_Local_District s_Entering_Email_&_User_ID.pdf


 Entering the Email Address & User ID in STARS – Voluntary Agency
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 CONNECTIONS Security Awareness Message
Specialty Business Functions

Specialty Business Functions only allow access to particular modules or windows within CONNECTIONS.  These Business Functions were designed to allow workers who complete certain types of work for other workers to document that work, while not allowing them access to the rest of the case.   This type of access aligns with the information security principal of least access and Specialty Business Functions should be assigned when applicable.  The Specialty Business Functions should not be assigned when not needed, so as to prevent unnecessary access.

CONNECTIONS Specialty Business Functions:

- Enter Progress Notes


- Access Service Plan Review

- Maintain Education


- Maintain Health

Use Examples:

1. A support worker with no assigned cases does need  the Enter Progress Notes Business Function (and the Case Search Business Function) to record progress notes in cases assigned to other workers in the agency.

2. A nurse in a Voluntary Agency with no assigned cases does need  the Maintain Health Business Function (and the Case Search Business Function) to record health information in cases assigned to other workers in the agency.

3. The assigned Case Planner (has a role) does not need  the Enter Progress Notes Business Function to record notes in his/her assigned cases.

As the examples outline, the Specialty Business Functions should only be assigned when users need to complete work on other worker’s cases and do not need access to the rest of the case.  Users do not need Specialty Business Functions assigned to complete specialty functions on their own cases.  As noted, the Specialty Business Functions work in conjunction with the Case Search Business Function.  

Navigation

The worker will use the specialty path to access the window or module allowed by the Specialty Business Function.  Currently, the navigation to these modules is done by: 

· entering the Case or Stage ID in the Case Search window, (requires the Case Search BF)

· selecting the open/ closed stage from the Summary window,  (not all available for closed)

· going to the Options menu,  

· selecting Stage Maintenance, 

· selecting the appropriate function, 

· or on the options menu, selecting Enter Progress Notes or Service Plan Review

Note: The View Health Business Function works in conjunction with the Access All District/ Agency Business Function.  For FSS stages, the Access All District/ Agency Business Function allows view access to all case details for all cases in the user’s district/agency. Additional profiles are still needed to view details controlled by other profiles (cps) (i.e. View Under Investigation, View Indicated). Access is applied to both open and closed cases.   This attribute also provides view access to Foster and Adoptive Home (FAD) records. 


**IMPORTANT INFO** CONNECTIONS Access

In March 2010 the method to access the CONNECTIONS application was changed. As of November 12th the old access method will be decommissioned. 
Most of you are now using the new access method, but we still have a small number of users that have not yet cut over, and are using the old one.  If you have not cut over yet, please follow the directions below to ensure you will still have access to the CONNECTIONS application after November 12th. 
Directions

If you are logging into CONNECTIONS via the old access method (https://ocfscitrixwi.ocfs.state.ny.us) you will see the redirect page below. Just click on the link to get into CONNECTIONS and please bookmark the new web page (https://xenappwi.ocfs.state.nyenet).
Redirect Page Illustration
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Once you click on the link it will bring you to the new web page (shown below) and you will be using the new access method. The new Web Page will act exactly like the old one. Users will have to enter their HSEN credentials, and will be presented with their list of Published Applications (CONNECTIONS DESKTOP).
Illustration of the New Web Page to Access the CONNECTIONS Application
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 NEW Postings to the CONNECTIONS Intranet
· ...CONNECTIONS NEWS...  http://ocfs.state.nyenet/connect/
· Top Ten System Improvements/Five Tips for an Easy Implementation
http://ocfs.state.nyenet/connect/
· Entering the Email Address & User ID in STARS – Local District
http://ocfs.state.nyenet/connect/training/
· Entering the Email Address & User ID in STARS – Voluntary Agency
http://ocfs.state.nyenet/connect/training/


 CONNECTIONS Weekly System Maintenance 
Due to regularly scheduled system maintenance, the CONNECTIONS application will not be available on…

· **Friday, 10/22/10 from 4:00 AM – 7:00 AM   -- please note the additional one hour of downtime

· Wednesday, 10/27/10 from 5:00 AM – 7:00 AM 
· Friday, 10/29/10 from 5:00 AM – 7:00 AM   
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Entering the Email Address & User ID in STARS

To enter the Email address and User ID in STARS for a trainee:

1. Inthe STARS Main Menu, select the Personnel Maintenance menu from the tabs across
the top of the page.

New York State
Office of
Children & Family
Services

Training Update All Update o tons Personnel Job Title Job Unit Agency Reports Logoff
= Maint Maint

Houe Registration Nominations Lodging Maintenance Maintenance

Personnel Maintenance

Last Name Search |
Person Agency Active

>

2. Inthe Last Name Search field, enter at least the first two letters of the registrant’s last
name and click the Go button. The grid will fill with staff whose last name begins with
the letters you entered.

3. Highlight the name of the registrant for which you want to enter the Email address and
User ID and click the Edit button. The personnel form appears filled in.

The Email field is located in the upper portion of the form, just below the Gender field.
The User ID is the last field on the form. It is located at the bottom of form, just above
the Cancel/Submit buttons. The Email and User ID fields are illustrated in the following

example:
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~
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Email | < Email field
% Job Title Foster Parent W
% Job Unit i@;aniéélise;vicesﬁ o \:
* Job Type 7Fo§t]3r;Aaob}iQe Parent |
* Date Hired 112/20/2000 |
* Job Change Temporary ¥
oo Change Date 12/20/2000 v/
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Degree/Major ‘:bleiégeié;lééti B v
Degree Description I
Supervisor 7F'7|e;sg879lec? - B B 777‘
; Employee Other
SR g S;u”;{et;t g Foster Parent
Is A Supervisor [ Supervisor
Notes ]
User ID ] < User ID field
[ Cancel ] [ Submit I B
< >
& Internet fa v H100% .

4. Enter the Email address in the Email field and the LDAP account number in the User ID

field.

5. Click the Submit button.

Should you have any questions or concerns regarding the above procedure, please feel free to
contact Lisa Zdon (STARS Technical Support, CDHS) at 1-800-413-3210 or E-mail: lisaz@bsc-

cdhs.org
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Entering the Email Address & User ID in STARS

To enter the Email address and User ID in STARS for a trainee:

1. Inthe STARS Main Menu, select the Data Maintenance menu from the tabs across the
top of the page, and then select the Personnel Maintenance option from the drop-down.

v
New York State Office STA RS K 4 . %%CDHS

of Children & Family Services

Home State Training Local Trainings Data Maintenance Reports SITTS  Logoff

Agency: Columbia County DSS

Personnel Search

Search By Last Name | Search

[[JInclude Inactive Per
No Data To Display

2. Inthe Search By Last Name field, enter at least the first two letters of the registrant’s
last name and click the Search button. The grid will fill with staff whose last name

begins with the letters you entered.
3. Select the name of the registrant for which you want to enter the Email address and User

ID and click the Edit button. The personnel form appears filled in.

The Email field is located in the middle portion of the form, just below the Degree
Description field. The User ID is the last field on the form. It is located at the bottom of
form, just above the Cancel/Save buttons. The Email and User ID fields are illustrated in
the following example:
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4. Enter the Email address in the Email field and the LDAP account number in the User ID

field.
5. Click the Save button.

Should you have any questions or concerns regarding the above procedure, please feel free to
contact Lisa Zdon (STARS Technical Support, CDHS) at 1-800-413-3210 or E-mail: lisaz@bsc-

cdhs.org
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