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PLEASE DISTRIBUTE INFORMATION IN THIS DOCUMENT TO ALL AFFECTED STAFF

“Info to Know” for Caseworkers 

New Computer training classes are available throughout the month of January, both in computer labs and via distance learning options (i.e., Training Space, LearnLinc).  Classes include Excel 2010, Microsoft Office 2010, Windows 7, Word 2010 and other courses that would help staff to transition to Office 2010 and Windows 7.  Listings of the lab and distance learning classes is available on the CONNECTIONS web sites at the following links:

Internet:

http://www.ocfs.state.ny.us/connect/projupdt/sys.asp
Intranet:

http://ocfs.state.nyenet/connect/projupdt/sys.asp

The CONNECTIONS Training Data Base will be unavailable to enable routine updates to be completed on January 10-11, 2013.

The next Records Retention runs will occur over the week end of January 19-20.


Seeing Double?

“I was working on my service plan review letters for a case and when I printed out the letters for two recipients, they had the children listed twice.  No other person invited had this. Why?  What should we do about this?”

“I went to enter Health information on a child and found they were listed twice in the Health tab.  Why?”

“I went to the Education tab to update information on a child, but found the child’s name listed twice in the grid.  How did this happen?”

When a person has more than one than one current Primary address or phone number recorded in CONNECTIONS, some odd things can happen:  They can show up twice on the Health tab, the Education tab, or in SPR letter print outs.

The solution?

Be sure there is only ONE current address or phone number marked as Primary. Once this correction is made, the duplicate listings will disappear!

Past CONNECTIONS Clues are available on the CONNECTIONS Websites at:
Intranet:

http://ocfs.state.nyenet/connect/quicktip/
Internet:

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



  
 CONNECTIONS Weekly System Maintenance 

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

· Friday, 1/4/13 from 5:00 AM – 7:00 AM 
· Wednesday, 1/9/13 from 5:00 AM-7:00 AM
· Friday, 1/11/13 from 5:00 AM-7:00 AM
· Friday, 1/18/13 from 10 PM-Saturday, 2:00 AM (4 hours)
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