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“Info to Know” for Caseworkers 

 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

 CONNECTIONS Transformation Implementation Issues
This document describes issues with the CONNECTIONS application that are pending resolution and the actions users should take if they encounter them.  As these issues are resolved, this document will be updated.  The CONNECTIONS Transformation Implementation Issues document is attached below and is available on our Internet page at:
http://www.ocfs.state.ny.us/connect/CONNECTIONSTransformation.asp

[image: image1.emf]Implementation  Issues Transformation_Nov4 2011(2) (2).pdf



 Guide to Registering for Training Using STARS
A Guide has been developed to assist local districts and voluntary agencies in the registering staff for training through STARS.  It provides simple step by step instructions and tips on best practices for registering staff for classroom, iLinc, and Web Based Trainings (WBT).  The Guide is attached below and will be available at:

http://www.ocfs.state.ny.us/connect/training/
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 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.
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Intra Has Moved To Inter….
 A NEW Home for CONNECTIONS Resources and Info!!!
Did you know that the CONNECTIONS intranet has now moved to the CONNECTIONS internet?  All of the info that you were able to access via the CONNECTIONS intranet  is now available on the CONNECTIONS internet.  We moved to internet access so that all of the resources housed on these pages will be easier to access….just click on the link for the OCFS internet (http://www.ocfs.state.ny.us/main/) and then click on the CONNECTIONS button in the left navigation pane…or just check out our new “home” at:  http://www.ocfs.state.ny.us/connect/.  Over the next 1-2 weeks, all CONNECTIONS related information now contained on the intranet will be removed (other than the DAP) and will reside only on the internet site. 
** Please note that the District Agency Profile (DAP) will still reside on the CONNECTIONS intranet:  http://ocfs.state.nyenet/connect/dpm/.


 New Tip Sheet: Intake Priority Closures

Closing a Duplicate CPS Report or Additional Information via the Intake Priority Closure window is a fairly simple process but can lead to problems if not done correctly. In particular, it is important that users do not make any selections in the New Stage Type field. The correct handling of these closures is contained in a new tip sheet: Intake Priority Closures: closing a Duplicate CPS Report (DUP) and Additional Information. 

The tip sheet is attached and can be found on the CONNECTIONS intranet on the Step-by-Step/Job Aids/Tip Sheets page, or via the following link: http://ocfs.state.nyenet/connect/jobaides/Tip%20sheets/Recording%20AFCARS%20Data%20v4.pdf
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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, 11/4/11 from 5:00 AM-7:00 AM
· Wednesday, 11/9/11 from 5:00 AM – 7:00 AM 
· Friday, 11/11/11 from 5:00 AM – 7:00 AM 
[image: image6.emf]
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This document outlines the following procedures:

Verifying the Personnel Information in STARS.........cooii i
Registering Staff for CONNECTIONS Transformation Training..........cccecvevevieneeriesieeneenie e





STARS Registration for CONNECTIONS Transformation Training

Verifying the Personnel Information in STARS

A staff person must be entered in STARS with a valid Email and User 1D (LDAP account)
before he/she can be registered for CONNECTIONS Transformation training.

Step 1: Verify that a staff record has been entered into STARS:

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

New York State
Office of
Children & Family
Services

Home Reports Logoff

Training Update All Update - - Personnel Job Title Job Unit Agency
Registration ~ Nominations  Lodging Confimations, uyi e Maint ¢ Maintenant Maint

Personnel Maintenance

Last Name Search |
Person Agency Active |
< >

2. Inthe Last Name Search field, enter at least the first two letters of the person’s last
name and click the Go button. If matching personnel records are found, the grid will fill
with staff whose last name begins with the letters you entered, as illustrated in the
following example:

STARS Technical Support: 1-800-413-3210 Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

New York State

Office of %%CDHS

) Children & Family Genler s Develapment of finaian Sexvices
. o Research Foundation of SUNY Buffako State College
Services

Training Update All Update Personnel Job Title Job Unit Agency

Home Confirmations Reports Logoff

Registration Nominations Lodging Maint Maint Maint Maintenance
Personnel Maintenance
Last Name Search  [Anderson

» )| Anderson, Ella| Hillside Family of Agencies - Erie Co. (131 Orchard Park Road, West Seneca,

[ Add | [ Edit | [ Delete |

e If no matching personnel records are found, a message will indicate this:

New York State
Office of

) Children & Family
Services

Personnel Job Title Job Unit Agency
Tk 5

Confirmations tenance  Maintenance  Maintenance

Training Update All Update
Home Regi = et i

Nominations Lo Reports Logoff

Personnel Maintenance

No matching personnel found!

Last Name Search lmk

STARS Technical Support: 1-800-413-3210 Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

e To add a staff record, click the Add button, choose the agency for the person, submit this
information, fill in the personnel form, and then click the Submit button.

Step 2: Verify that a valid Email and User ID are part of the existing staff record:

1. Locate the personnel record by performing steps 1-2 outlined in the previous section.

2. Highlight the name of the staff person and click the Edit button. The personnel form
appears. The Email field is located below the Gender field. The User ID (LDAP
account) field is located at the bottom of the form. Both fields must be entered in order to
register the staff person for CONNECTIONS Transformation training. The Email and

User ID fields are illustrated in the following example:

% = required

* Status © Active  In-Active
Salutation (None) v
% First Name |Ella
Middle Initial ]
% Last Name |Anderson
% Gender ) Male © Female
Email eanderson649@adelphia.net
% Job Title Foster Parent v
% Job Unit —Not Defined -
% Job Type Foster/Adoptive Parent v
* Date Hired (212772007 vl
2 Job Change New Hire v
X Job Change Date | 2/27/2007 v

i Functional Area

Foster Care

Degree/Major Please Select v

Degree Description

Supervisor Please Select -
% Staff Type ) Employee ) Other

© Student (") Foster Parent

Is A Supervisor ["| Supervisor

Notes |

User ID

| 15627ea IThe User ID should be your HSEN ID.
first initial and last name.

Submit

STARS Technical Support: 1-800-413-3210

Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

3. Verify the accuracy of the Email and User ID (LDAP account). If these fields are left

blank, you will not be able to register the person for CONNECTIONS Transformation
training.

4. Be sure to click the Submit button when updating information in the personnel profile.

STARS Technical Support: 1-800-413-3210 Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

Registering Staff for CONNECTIONS Transformation Training

1. Inthe STARS Main Menu, select the Training Registration option from the tabs across
the top of the page. Filters appear which are used to narrow the search results.

2. Apply the following filters:

e Date Range: The default date range selection is from today to one month ahead. Use
the drop-down calendar control to extend the “To” date to 12/31/2011.

e Training Provider: All Providers are selected by default. Use the Training Provider
drop-down to select SUNY Albany — PDP.

e Course Content: All Content is selected by default. Use the Course Content drop-
down to select Systems Connections.

e Training Type: All Training Types are selected by default.

e Region: The region in which your agency resides is selected by default.

To illustrate:

New York State
Office of
Children & Family
Services

Training Update All Update T e e Personnel Job Title Job Unit Agency

Homa Registration Nominations Lodging Maintenane Maintenan: Maintenance  Maintenance

Reports Logoff

Training Registration

From  |6/13/2011 v v To [12/31/2011 v

Training Provider SUNY Albany - PDP b

Course Content Systems Connections v

Training Type (All Types) v
[VIRegion 1 ["|Region 4

["IRegion 2 [|Region 5
["IRegion 3 ["|Region 6
Training Title Start Date | EndDate | Deodine | St | yining Gty | Training Ste

STARS Technical Support: 1-800-413-3210 Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

3. Click the List Trainings button. Trainings are sorted by start date and then by training
title, as illustrated in the following example:

New York State
Office of

) Children & Family
Services

s
3&-CDHS

Update

Confirmations

Job Title

Center for Development of Human Services
Research Foundation of SUNY  Buffalo State Colle

Job Unit Reports Logoff

Training Registration

From |6/13/2011 v/ To |12/31/2011 v
Training Provider ~ SUNY Albany - PDP »
Course Content Systems Connections b
Training Type (All Types) ¥
[VIRegion 1 ["IRegion 4
["IRegion 2 [JRegion 5 | All Regions
[IRegion 3 [[IRegion 6
[ List Trainings ] [ Register Trainees ] [Announcement]
g Titl Start Da Fnd Da Deadiine 5 g aining Site
Date :
TS: Documenting Casework Contacts with Foster Children 01/05/2011 12/30/2011 12/27/2011 |5:00AM | Albany TrainingSpac 4
TS:CONNECTIONS Security:Your Role and Responsibility as g 01/05/2011 12/31/2011 12/27/2011 |5:00AM |Albany TrainingSpac L=l
TS:Getting Acquainted with CONNECTIONS Updates: The Ne| 01/05/2011 12/31/2011 12/27/2011 |5:00AM |Albany TrainingSpac
TS:Getting Acquainted with CONNECTIONS Updates: The GIQ 01/05/2011 12/30/2011 12/27/2011 |6:00AM |Albany TrainingSpac
TS: CONNECTIONS Transformation for Child Welfare Workers| 06/27/2011 12/30/2011 12/30/2011 | 7:00AM |Albany TrainingSpac
TS: CONNECTIONS Transformation for CPS Workers: Part 1 | 06/27/2011 12/30/2011 12/30/2011 | 7:00AM |Albany TrainingSpac
TS: CONNECTIONS Transformation for FAD Workers: Part 1 | 06/27/2011 12/30/2011 12/30/2011 | 7:00AM |Albany TrainingSpac
LL: CONNECTIONS Transformation Training for Supervisor/Rl| 06/28/2011 06/28/2011 06/17/2011 (S9:00AM |Albany LeamLinc Vil
LL: CONNECTIONS Transformation Training for Supervisor/RU 06/28/2011 06/28/2011 06/17/2011 (S:00AM |Albany LeamLinc Vi
LL: CONNECTIONS Transformation Training for Supervisor/Rl 06/29/2011 06/29/2011 06/17/2011 (1:00PM |Albany LeamLinc Vil -

< | mn

| »

4. Select the training title for which you want to register

staff. To illustrate:

TS: Documenting Casework Caontacts with Foster Children 01/05/2011 1273072011 1272772011 | 5:00AM | Albany TrainingSpac =
TS:.CONMECTIONS Security:Your Role and Responsibility as 4 01/05/2011 127317201 12727720011 | 5:00AM | Albany Training Spac =l
T5:Getting Acquainted with COMNECTIONS Updates: The Ne| 01/05/2011 1273172011 12/27/2011 | 5:00AM | Albany TrainingSpac
TS:Getting Acquainted with COMNECTIONS Updates: The GIQ 01/05/2011 12/30/2011 1272772011 | 6:00AM | Albany TrainingSpac
TS: COMMECTIONS Transformation for Child Welare Workers| 06/27/2011 1273072011 1273020011 | 7:00AM | Albany Training Spac
T5: CONNECTIONS Transformation for CPS Workers: Py 15 CONMECTIONS Transfermation for Child Welfare jam | Albany TrainingSpac
TS: CONNECTIONS Transformation for FAD Workers: Plrer s L2t 1 JAM | Albany TrainingSpac
LL: CONNECTIONS Transformation Training for Supervisor/RU 06/28/2011 D6/28/2011 D6A7/2001 | 5:00AM | Albany LeamLinc Vid
LL: CONNECTIONS Transformation Training for Supervisor/RU 06/28/2011 06/28/2011 D6A17/2011 | 5:00AM | Albary LeamLinc Vid
LL: CONNECTIONS Transformation Training for Supervisor/RY 06/29/2011 06/Z5/2011 061772011 | 1:00PM | Albany LeamLinc Vid i

i 1

| 3

STARS Technical Support: 1-800-413-3210

Email: StarsSupport@bsc-cdhs.org





STARS Registration for CONNECTIONS Transformation Training

5. Click the Register Trainees button. If training is multi-part, a message will indicate all
parts for which the nominee will be registered. Also, if your agency is a group agency
and one or more agencies in your group do not meet the target population criteria for
training, a message will indicate which agencies can register staff.

6. Enter at least the first two letters of the person’s last name and then click the Search
button. The grid will fill with staff whose last name begins with the letters you entered.
Note: Leaving the search field blank returns the names of all active staff.

New York State
Office of

) Children & Family
Services

Training Update All Update Brintaimnrces Personnel Job Title Job Unit Agency
Mai Mai Mo Mai

Home pegistration ~ Nominations  Lodging Reports Logoff

Training Registration

|;\s of now (06/13/11 02:12 PM) there are 9988 open spots for this

raining.

Training Name: TS: CONNECTIONS Transformation for Child Welfare Workers: Part 1
Training Site: TrainingSpace.org

Training Address:  www.trainingspace.org BRO
From: 6/27/2011 Start Time:  7:004M
To: 12/30/2011 End Time:  6:00PM

Search by Last Name: [Anderson Search

(Leave blank for all)

. Please be aware that this is a multipart training and that
Ella Anderson Hillside Family of Agencies - Erie Co | Foster Parent [ eanderson649@adelphia net| o trainees will be registered for all of the parts listed below:

Part | Start Date | End Date | Start Time | End Time | Gity
1| 06/27/2011]12/30/2011] 700AM | 6:00PM | Abany,
2 | 06/27/2011[12/30/2011] 700AM | 6:00PM [ Abany]

m »

[Continue Registering| | Finish Registering |

7. Click the Register check box in the row which contains the name of the person(s) you
want to register.

8. Click the Continue Registering button if you want to continue registering staff and
repeat the last two steps. When you are finished selecting names, click the Finished
Registering button.

» Should you have any questions or concerns regarding the above STARS procedures, please
feel free to contact STARS Technical Support at 1-800-413-3210 or E-mail:
StarsSupport@bsc-cdhs.org.

» If you are unable to login to TrainingSpace or are experiencing issues with accessing the
course online, please refer to the Help section that is part of the TrainingSpace website at
http://www.trainingspace.org.

STARS Technical Support: 1-800-413-3210 Email: StarsSupport@bsc-cdhs.org



mailto:StarsSupport@bsc-cdhs.org

http://www.trainingspace.org/
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NYS Office of Children and Family Services

Purpose
This document describes issues with the CONNECTIONS application that are pending resolution and the actions users should take if they
encounter them. As these issues are resolved, this document will be updated. Updates will be identified with both version number and date.

Column Definitions

What is Affected identifies the functional area of the application that is involved.

Implementation Impact defines the issue needing resolution and a fuller description of it.

Action to be Taken describes the temporary workaround(s), if one has been identified, that a user should follow until the issue is resolved.
SIR Number/Status is an OCFS reference number to track issues requiring resolution.

Other reference tools...

Other reference documents are available to aid users in their use of the CONNECTIONS application. Among those tools is the
CONNECTIONS Transformation Phase 1 Job Aid and the CONNECTIONS Transformation Quick Start Guide. These tools (as well as
other helpful information) can be found on the Transformation page of the CONNECTIONS internet. The site can be accessed using the
following UR:: http://www.ocfs.state.ny.us/connect/

What is Implementation Impact Action to be Taken SIR Number/Status

Affected

Issue: Error when navigating from a Record/Review
Call To-Do

To-Do An error is received when attempting to navigate a
“Record/Review Call” task To-Do that was created prior to
Transformation.

15977

Issue: Progress Notes To-Dos appear as system-
created and cannot be deleted or marked complete
After a user creates a Progress Notes To-Dos, it appears
To-Do with “System” in the Created By field (instead of the user
who created the to-do); the To-do cannot be deleted or
marked as complete.

Request a data fix to remove the To-Do

by calling the Customer Care Center Seres

CONNECTIONS Transformation Implementation Issues 2
Version 1.2- November 4, 2011






NYS Office of Children and Family Services
Implementation Impact

What is

Action to be Taken

SIR Number/Status

Affected
Issue: Issues with adding another approver
Users may experience problems when attempting to add
To-Do another approver when approving - for example, the Staff | Complete the additional approval off
Search link may be disabled on the To-Do Detail window, | line; consider a progress note 16504
Approvals | preventing the ability to add an approver other than the documenting the review.
unit approver.
Issue: The starting and end points of protected . . .
Narrative | sections in a narrative are not visible Exercise care that your cursor is not in 15377
the protected section.
Issue: Narratives opening with focus in the middle of
the document Scroll up to see the beginning of the
Narrative | When opening certain narratives - notably the Fatality document. 15507
Reports - focus is not initially at the top of the document.
Issue: Able to paste into protected sections of
narratives
Users have been able to paste blocks of text into protected | Request a data fix to fix the document
Narrative sections of text fields. After this is done, the user is by calling the Customer Care Center. 16505
sometimes able to modify or delete the entire protected
section, or may be unable to delete the text that was
pasted.
Issue: Tables within protected sections of modifiable
documents are resizable . .
o : Users should refrain from resizing
Narratives SISOl T Ee p?otected. sectl.o'ns 9 tables in the protected sections of 16123
document can be manually resized while editing the
. . ) documents.
document. The narrative with resized columns can be
saved.
CONNECTIONS Transformation Implementation Issues 3
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NYS Office of Children and Family Services
Implementation Impact

What is
Affected

Action to be Taken

SIR Number/Status

Grids

Issue: When filtering a grid by date, the full date is not
visible in the filter field

While filtering a grid by date, the date field in the filter
row does not expand widely enough to show the full date
that was entered.

The functionality works properly, even
though the full date is not visible.

16230

Searches

Issue: Clearing the fields on the search windows does
not return the cursor to the first enterable field

Upon clicking on the Clear button on the search windows,
the cursor should automatically return to the first search
field so that the user can proceed with another search.
Currently this is not happening.

The user should manually select the
first field.

16134

Person
Merge

Issue: Sporadic error when reviewing Person Merge
tab

The following error occurs sporadically when user
reviews the Person Merge tab: "Target of
SelectionChangedCommand threw an exception."

Exit tab and try again.

16295

Assign

Issue: Attempting to assign multiple FSS stages can
result in bad data displaying in the Assignments grid
Upon selecting multiple FSS stages on the workload and
clicking the Assign link, the Assignments grid may display
information that appears as random text or an “Error in
XML data” error may be received. Additionally, buttons on
the window may not enable correctly.

Until this issue is fixed, users should
assign FSS stages one at a time.

16257,16258,
16730

CPS

Issue: Call Log report does not match the dates entered
in the search

After performing a Call Log search, if the user then opens
the Call Log List report, the From and To dates/times in

Request a report with the correct times
by calling the Customer Care Center

16301

CONNECTIONS Transformation Implementation Issues 4
Version 1.2- November 4, 2011






NYS Office of Children and Family Services
Implementation Impact

What is

Action to be Taken

SIR Number/Status

Affected

the report do not match the dates and times that were
searched on - the times reset to 12:00am and 11:59pm.

Issue: Allegations - error message incorrectly
displays on entering date of incident.

When entering the date in the Date/Time of Incident
field without entering a time, an “Invalid date” message
appears before the default time is populated.

This message is incorrect and has no
functional impact. Click the OK button
and continue working.

15727

Issue: Issues upon submission of the Investigation
Conclusion

The following issues sporadically occur upon submission
of the Investigation Conclusion: multiple Investigation
Conclusion events created; previously Approved RAP or
Safety Assessment events incorrectly updated back to
Pending, Completed or In Process status; approval task
not appearing in the Case To-Dos.

Request a data fix to progress the stage
by calling the Customer Care Center.

15745, 16277,
16293, 16303,
16500

Issue: Cannot merge a closed case into a case with a
dangling Add Info Intake

If a district splits an Add Info Intake from a case and then
closes the case, the district later needs the ability to merge
the closed case into the Add Info case. This currently is
not working in the transformed application - the worker
correctly receives a message with the option to continue,
but choosing “Yes” does nothing.

Request a data fix to progress the stage
by calling the Customer Care Center.

16722

FAD

Issue: Attempting to approve a home closure fails
with incorrect message “A pending approval exists”
In some scenarios where a multi-purpose home has been

16593

CONNECTIONS Transformation Implementation Issues 5
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What is Implementation Impact Action to be Taken SIR Number/Status

Affected

submitted for foster program closure, attempting to
approve the home closure displays incorrectly the
message that the home cannot be closed due to a pending

approval.
Issue: Home closure report displays blank after FAD supervisors should not reject a
rejection home closure and should resolve issues

FAD 16708

Home closure reports are not displaying case-specific data | off line.
when opened after rejection.

Issue: FAD stages cannot be accepted or rejected
Selecting a FAD stage in the Workload and then clicking
Accept does nothing; selecting a FAD stage in the Workload
FAD and then clicking Reject and entering rejection comments
does not reject the FAD stage. In the transformed application,
a FAD stage that has not been accepted cannot be worked on.

Enter stage via Unit Summary and
accept on behalf of the user. The user
may also request that someone with
access to the old application make the
change by calling the Customer Care

16864, 16866

Center
Issue: Family Services OCI By Worker on-screen
Family alignment None, the printed copy of the report
Services The Family Services OCI By Worker report column displays the information aligned 13817
OCI By headers do not line up with the information on the report | correctly.
Worker when viewed on the screen.
Issue: Unable to print to a specific printer tray
Some wo.rkers .report that they are unable to print letters Move your letterhead to the tray
N to a specific printer tray (e.g. for letterhead) even though . .
Printing . - . ) _ selected, each situation seems to have a
they are selecting that tray in the settings in the Print . .
Reports : . : : . different solution.
dialog. Other settings including one-sided printing are
also not being properly set.
CONNECTIONS Transformation Implementation Issues 6
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What is Implementation Impact Action to be Taken SIR Number/Status
Affected
Issue: Multiple copies of multiple-page reports are not
collated by default : . . :
Printing When printing multiple copies of a multiple-page report When choosing to print multiple copies,
. select the Collate checkbox in order for 16311
Reports from the Reports tab, the printed pages are not collated by .
the copies to be collated.
default.
Issue: Person Search List output window issues These buttons become enabled if the
Person On the Person Search List output available from the user clicks the X button on the “Group
Search List | Person Search window, the Print button and Previous Tree” panel which is erroneously 15744
Output Page / Next Page buttons are not enabled when opening | visible on the left side of the output
the output. window.
CONNECTIONS Transformation Implementation Issues 7
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_ Intake Priority Closures: Closing a Duplicate
CONNECTIONS Tip Sheet cPs Report (DUP) and Additional Information

(ADD) October 2011

Duplicate Reports (DUP) 2. In the Intake Priority Closure window, select Closed —
Duplicate Report in the Reason Closed dropdown field.

A report made which describes the same incident(s), involving
the same subjects and child(ren), occurring within the same
time frame as a previously made report—and which does not

include any new allegations—is considered a duplicate report. _ - owe Merge To Case ID:
Duplicate reports are usually made by different reporters. This N =— b"‘em“%gﬂﬂ
type of report displays on the workload with the label “DUP” in : -

the Type column.

A duplicate report is merged with the original case by the SCR
and thereby receives the same Case ID number as that of the
original report.

Unlike an initial or subsequent report, a duplicate report is not
progressed to an Investigation stage in CONNECTIONS. A
duplicate intake stage is closed, using the Intake Priority

Closure window, after it has been accepted and reviewed by the f-
local district.

Step-by-Step for Closing as Duplicate

. IMPORTANT: Do not make any selections in the New
1. On your workload, click on the report . Stage Type field. Doing so and saving the window may
' with DUP in the T;/pe column then click result in the need for a data fix. This would likely result in
ooe sumneny on the Intake Priority Closure link in the a delay in your ability to close the stage in a timely manner.

Stage Actions section of the
NAVIGATION PANE.

The Intake Priority Closure window will
open.

Change Case(Stage) Name!
CcD

3. Click on the Save and Close Intake button.
The Intake Priority Closure window closes. The stage name
with a type of DUP no longer displays on the workload.

NOTE: A duplicate report cannot be closed if it is the only stage
in a case or if a merge is pending.

Mark As Complete





Additional Information (ADD INFO)

At times a reporter will provide the SCR with additional
information that is relevant to a CPS case that is either
open or under investigation. An Additional Information (ADD
INFO) contains no allegations and may include more
identifying details (names, addresses, birth dates,
relationships, etc.) or other information related to the case.
Since an ADD INFO contains no allegations, it is not
classified as a report. The SCR transmits an ADD INFO to
the local district. The information displays on your workload
with “ADD” in the Type column.

An Additional Information is merged with the original case
by the SCR and thereby receives the same Case ID number
as that of the original report. An Additional Information is not
progressed to the Investigation stage in CONNECTIONS.
An Additional Information Intake stage should be closed,
using the Intake Priority Closure window, after it has been
accepted and reviewed by the local district.

Step-by-Step for Closing an Additional Information

Follow the steps described above for closing a DUP, however,
select a stage on your workload with ADD in the Type column
and on the Intake Priority Closure window, click on Closed -
Additional Information in the Reason Closed dropdown field.

Print Screen

Merge To Case ID:

- Merge To Stage ID:
onal Information [

i E IMPORTANT: Do not make any selections in the New

Stage Type field. Doing so and saving the window may
result in the need for a data fix. This would likely result in
a delay in your ability to close the stage in a timely manner.

NOTE: An ADD INFO cannot be closed if it is the only stage in
a case or if a merge is pending.

Resources:

OCFS CONNECTIONS Internet site:
http://www.ocfs.state.ny.us/connect/
CONNECTIONS Regional Implementation Staff:
http://ocfs.state.ny.us/connect/contact.asp

E-mail your CONNECTIONS application questions to:
ocfs.sm.conn_app@ocfs.state.ny.us

OFT Customer Care Center: 1-800-697-1323






