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“Info to Know” for Caseworkers 

This week end all district and voluntary agency sites located within Suffolk and Nassau Counties, as well as all DJJOY staff will be implementing the CONNECTIONS Transformation Build.  The build software will be distributed during the early morning hours of Monday, November 21.   When workers sign on to the system on Monday morning, they will see the Transformed version of CONNECTIONS.  With this implementation, all districts, voluntary agencies, and DJJOY staff across the state will be using the new, transformed version of CONNECTIONS. 

 Training Data Base Unavailable 11/17-18

The Training Data Base will not be available on 11/17-18 for updates.

These updates include new dates for the Foster and Adoptive Home Development (FAD) stages.  We will also be adding a new FSS/CWS Stage (Sherry Brown), which will include PHR, Education and Health information for the children within the Stage.


 New Tip Sheet—Creating/Maintaining the On Call Log Schedule
The On-Call Log in CONNECTIONS is used to record the name and contact information for local district (LDSS) staff providing on-call coverage outside regular business hours. State Central Register (SCR) uses the on-call log to assign CPS Intakes to LDSS On-call and In-day staff.

[image: image1.emf]On Call Log Tip  Sheet_V1_11-11.pdf


http://www.ocfs.state.ny.us/connect/jobaides/jobaides.asp

In the last 5 years, there has been a significant improvement in the level of compliance with federal and state standards for Foster Children Contacts.  This has been due to the combined efforts of Districts, voluntary agencies, and OCFS.

Currently, the level of compliance for Federal Fiscal Year (FFY) 2011 Contact % is at 79.7%.  

New York State is preparing to submit casework contact data for FFY 2011 shortly.  To ensure that your work is counted, please enter all FFY 2011 Casework Contacts in CONNECTIONS by Friday December 2nd  for the period covered by October 1, 2010 thru September 30, 2011.

OCFS is optimistic that with continued emphasis on entering FFY 2011 contacts, the compliance level for Federal Casework Contact Standards will exceed 80% compliance and avoid a 3% reduction in Federal IV-E funding.


CONNECTIONS Security Awareness Message
Did you know that CONNECTIONS has many levels of security designed to allow flexibility in assigning users access so that they can complete their official tasks.  Since CONNECTIONS transformation, all users can now view security which will enhance user’s ability to troubleshoot access issues!

Users should always be assigned the minimum amount of access necessary to allow them to complete their tasks and they should access information only if they have a role in a case or have a duly authorized purpose for accessing information.

See attached document for more detail.  This document can be easily posted as a flier.
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http://www.ocfs.state.ny.us/connect/security/

 Updated CONNECTIONS Tip Sheets Now Available

A number of CONNECTIONS Tip Sheets have now been updated to incorporate the Transformation updates that have been implemented in CONNECTIONS in virtually the entire state.  These Tip Sheets and others are maintained on our website and provide simple, concise directions on how to accomplish specific tasks within CONNECTIONS that tend to be difficult or confusing for many users.  The updated Tip Sheets are:

· Accessing Connections

· Adding a Provider/Resource

· CPS Intake

· Designating Health Responsibility

· Family Services/ OCI Report

· Hot Keys

· Narrative Recovery

· Linking an FSI to a case

· Records Retention

The Tip Sheets can be accessed from the CONNECTIONS Internet site at:

http://www.ocfs.state.ny.us/connect/jobaides/jobaides.asp
General “Info to Know”         



 New CONNECTIONS Communications Lead

Donna Cramer, who has served as the lead for CONNECTIONS  communications and the primary point of contact for many types of inquiries has recently retired from State service.  We wish Donna the best in her new endeavors.  Gerry Magnes has assumed Donna’s role as the Communications lead.  Please feel free to direct any questions or requests for information that you would have sent to Donna in the past to Gerry at Gerry.Magnes@ocfs.state.ny.us or at 518-474-2351.  


  
 CONNECTIONS Weekly System Maintenance 

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

· Friday, 11/18/11 from 5:00 AM-7:00 AM
· Wednesday, 11/23/11 from 5:00 AM – 7:00 AM 
· Friday, 11/25/11 from 5:00 AM – 7:00 AM 
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Office of Children & Family Services

Gladys Carrión, Esq., Commissioner
Statewide Casework Contact Levels for Foster Children Closing Out for FFY 2011 
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CONNECTIONS Tip Sheet

Creating/Maintaining the On-Call Log
Schedule

November 2011

The On-Call Log in CONNECTIONS is used to record the name and contact information for local disttict (LDSS) staff providing on-call coverage
outside regular business hours. State Central Register (SCR) uses the on-call log to assign CPS Intakes to LDSS On-call and In-day staff.

NOTE:

The SCR has security to update the On- Call log for all
local districts. LDSS staff can only maintain the On-Call
log for their own district.

New Using is a feature that allows the re-use of
information, previously recorded in the On-Call log to reduce
repetitive data entry; i.e. phone numbers, Shift/Blocks,
Contact Order, Designation. See page two of this tip sheet.

A Shift or Block can be created for one day, a designatated

period of time or an entire month.
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Select On-Call from Search/Maintain dropdown.
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For NYC, Zone is required.

Click on the Search button.

4, Click on the New button.
5. Select the Staff Search link in the NAVIGATION PANE.
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10. Select the employe on the On-Call Employees grid.
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11. Enter Start Date/Start Time and End Date/EndTime
12. Enter Type (Block or Shift)

13. On the Employee Detail tab, enter Phone Information,
Designation and Contact Order and click the Modify button

( Employee Detail | B nployee Phone

(518) 869-2231

9. Onthe Employee Detail tab, enter change in Designation
and Contact Order if needed.
10. If changes made, click on the Modify button.
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Reset
Delete Clear

11. Select Save if another record needs to be created
12. Select Save and Close if the log is complete

Save & Close Save Resst

14. Select Save, if additional records need to be created.

15. Select Save and Close if the log is complete. period of time during their shift, another On-call employee can
be added:
Add a new Shift, Block of time or Employee using .

existing information (new using)

2 When the On-call employee is not available to take calls for a

Modify the original employee shift to show the time
they are unavailable.
Add the new employee with a shift that does not overlap
the original employee.
End the new employee and create a record for the original
employee, when that employee becomes available again.

Select On-Call from Search/Maintain dropdown

Select County (Regional/specialized offices are listed here).
For NYC, Zone is required.

Click on the Search button.

Select a record from the On-Call List.

Click on the New Using link in the NAVIGATION PANE. Delete an On-Call Record

Select On-Call from Search/Maintain dropdown.

Select County (Regional/specialized offices are listed here) If
a NYC county is selected, Zone is required.

Click on the Search button.

Select a record on the On-Call List

Click on the Delete On-Call link in the NAVIGATION PANE.
Select Yes to prompt.
Select OK to prompt.

Note: The On-Call Log
will store a maximum of

On-Call Detail Reso urces: 350 I’eCOI’dS

On the On-Call Detail tab, enter End Date/Time (End Date OCFS CONNECTIONS Internet site:

must be entered before Start Date). http://www.ocfs.state.ny.us/connect/

Enter Start Date/Time. E-mail your CONNECTIONS application questions to:
Select Employee from the On-Call Employees grid. ocfs.sm.conn_app@ocfs.state.ny.us

Previously recorded information for the selected employee will

display on the Employee Detail tab. OFT Customer Care Center: 1-800-697-1323






		The SCR has security to update the On- Call log for all local districts. LDSS staff can only maintain the On-Call log for their own district.

		/Search for a local district On-Call Log

		Add a new Shift, Block of time or Employee

		/

		/When the On-call employee is not available to take calls for a period of time during their shift, another On-call employee can be added:
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CONNECTIONS SECURITY

Did you know that CONNECTIONS has many levels of security designed to allow flexibility in assigning
users access so that they can complete their official tasks. Since CONNECTIONS transformation all users
can now view security which will enhance user’s ability to trouble shoot access issues!

Users should always be assigned the minimum amount of access necessary to allow them to complete
their tasks and they should access information only if they have a role in a case or have a duly
authorized purpose for accessing information.

CONNECTIONS Security

Roles- Workers are assigned roles such as case planner or case manager for specific cases. They can do
work on those cases and nothing else unless assigned other security.

Business functions- Business Functions provide access to portions of CONNECTIONS by modules and
windows, and allow for specific activities such as:

VIEW HEALTH- A Business Function that allows a user to view health information but not update
it.

Specialty Business Functions — For example, ENTER PROGRESS NOTE or MAINTAIN EDUCATION
that allow users access to only a certain portions of the case to enter a note or to maintain
education information while not allowing access to the rest of the case. These Business
Functions are used for nurses who provide medical care, clerks who help enter information, or
staff who do specific pieces of work.

Unit Hierarchy Access- Provides maintain access for Unit Approvers (supervisors) and other workers
who need to complete work on other user’s cases. The user is assigned to units as needed and given a
unit role that is above that of the Unit Approver in that unit, That in conjunction with the UNIT
SUMMARY ACCESS Business Function allows them to have update access to all of the users’ work in that
unit.

Designee access- Specifically assigned to a user with an expiration date and allows that user to have the
same Business Functions as another user. Designee access is generally used to provide coverage for
workers on leave, vacation, or for temporary access for quality assurance purposes.

Agency Access- CONNECTIONS security that allows access to preventive cases only (FSI and FSS). This is
done via those who are case assignable (can get cases), to Unit Approvers, or to those in a specific
organizational hierarchy which has been set up.

Implied Role access- This access is through a special path that allows a worker to view the case history
for someone they have in common on their case.

Historical access- Access to those business records (cases)for which a district or agency was assigned.
Access allows case information up until the time of un-assignment of that district or agency.

OCFS Information Security Unit 11/11







