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You can obtain a copy of this job aid online in the Public Folders.  
The directory path is: 
 
All Public Folders > Statewide > CONNECTIONS > Build 13.1 
 
Note: Due to differences in local printers, parts of this job aid may be differently 
formatted when printed from the Public Folders. Page numbers may not match 
those listed in the table of contents. 
 
Note: Sample reports presented in this job aid differ slightly in appearance and 
formatting from actual system generated reports. 
 
Note: Any visible identifying data in examples in this job aid is simulated. 

 

CONNECTIONS  CSM Report 
System Build 13.1  2 



Introduction 
 
CONNECTIONS’ online Case Status Maintenance functionality allows districts to 
maintain case status. Users can change the status of a case from “closed” to 
“open” or vice versa. This will allow workers to close cases that have an “Open” 
case status, but no open CPS stages. (See Build 13.1 CPS Job Aid for more 
information on online Case Status Maintenance.) 
 
The Case Status Maintenance (CSM) Report will identify cases in each 
district that are "Open" and have no open CPS stages.  The purpose of the report 
is to assist districts in tracking cases that may need to be closed.   
Note: New York City is not using this report at this time. 
 

Accessing the Report 
 
The CSM Report will be generated at the same time each month and sent to 
each district as a monthly batch report. The report will be available to individuals 
identified by the district. 
 
When the batch report has been run, you will find it in the Reports List window 
when you click on the Reports button on the CONNECTIONS toolbar.  
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The CSM Report will remain on the Report List for 30 days. Viewing or printing 
the report will NOT remove it from the Report List. 
 
Highlight the report you wish to view by clicking on it. 
 
Click the Open button in the Report List window. This opens the report in a 
separate MS Word document window. You can view or print it from there. 
 

Printing the Report 
 
You can print the report from the Word document window. 
 
Click on the File drop-down menu. 
 
Click on Print to open the MS Word print dialogue. Here you can choose your 
printer, number of copies, etc.. 
 
Click the OK button. This sends the report to the printer. 
 
When you’re ready to close the report, click on the File drop-down menu and 
select Close. This closes the report and returns you to the Report List window. 
 

Reading the Report 
 
The CSM Report is made up of the following elements: 
(Numbers correspond to numbered elements on the examples that follow.) 
 
1 - The Report number (a system identifier for the CSM Report) 
 
2 - The Heading includes the district name. 
 
3 - Office number, Unit number, and Unit Site number. 
 
4 - Confidential Information warning. 
 
5 - The following information is available for each case referenced in the report: 

 
• Primary Worker (The primary worker of the last closed INV stage.) 
• Case Name 
• Case ID 
• Stage ID 
• Last Stage Closed (The date of that closure.) 
• Case Manager 
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6 - Each page of the CSM Report presents information about one unit within the  
 district. On any unit’s page, cases are sorted as follows:  
 

a) Primary workers associated with “open” cases that have no open CPS 
stages (defined as the primary worker of the last closed INV stage) are 
listed in alphabetical order.  

 
The “open” cases for which each of these workers is  
responsible are listed in alphabetical order. 

 
b) End-dated staff with HP roles. These are workers who are no longer 

with the unit but were associated with “open” cases that have no open 
CPS stages. (They were the primary worker of the last closed INV 
stage.) They are listed in alphabetical order. 

 
The “open” cases for which each of these workers is  
responsible are listed in alphabetical order. 

 
If the information for a particular unit will not fit on a single page, additional pages 
will be used. 
 
7 - Total number of cases for unit. 
 
8 - Total number of cases for district. (Only appears on last page of report.) 
 
9 - The date on which the report was generated. 
 
10 - Page number n of ?  
 
 
Note: Depending on the number of units in a district and the number of open cases in 
each unit, the CSM Report can be many pages long.  The examples on the following 
pages show a multi-page report that includes information for the 3 units within a fictional 
district. While the format of these examples is patterned closely after the actual CSM 
Report printout, the layout has been compressed to eliminate blank space so that these 
examples will fit on fewer pages. In addition, these reports show a small number of 
cases. Actual reports may contain many more cases.  
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