[bookmark: _GoBack]Guidelines: 
· This form should be used by each District and by Voluntary Agencies that contract with ACS to request or remove the Assign Maintain Activity Business Function (ASG MN Activity BF). 
· The Assign Maintain Activity BF allows a CONNECTIONS Security Coordinator to assign the Maintain Activity (MAINT Activity) BF to others in their district/agency.  
· The MAINT Activity BF grants permission to enter and/or modify information in the Activities window of CONNECTIONS (formerly done in the CCRS system).  Because it can affect payments, the MAINT Activity BF should only be assigned to staff that are sufficiently knowledgeable and trained.
· Voluntary Agencies that do not contract with ACS do not need the Assign Maintain Activity business function at this time.
Instructions: 
· Please complete the General Information section for all requests. 
· This form must be submitted by a Commissioner, Director of Services, Executive Director, or Program Director.  
· Completed forms should be emailed to ocfs.sm.connections_security@ocfs.ny.gov	  (NOTE: the address contains an underscore between connections and security)
General Information
CONNECTIONS Assign Maintain Activity 
Business Function Request Form


9-5-14
Form Submitted By:    Click here to enter name.
District/Agency Name: Click here to enter text.
District/Agency Code:    Click here to enter code.
Title:  Choose a Title. 
Date of Request:  Click here to enter a date.

Add or Remove Assign Business Functions







	Name
	HSEN ID
	
PID
	Email Address
	Add 
ASG MN Activity BF
	Remove 
ASG MN Activity BF

	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	☐	☐
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	☐	☐
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	☐	☐

Comments:
  Click here to enter text.

For Office Use Only
Date Received: Click here to enter a date.    Completed By:  Click here to enter text.   Completed Date:  Click here to enter a date. 
Follow Up/Notes:  Click here to enter text.
