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Any type of Family Services Stage (FSS) begins with the creation of a Family Services Intake (FSI). 

The FSI is then progressed into the FSS.  

In order to launch an FSI, a worker must be assigned the CREATE FSI business function.  

Step-by-Step: Creating an FSI/COI 

1. On the main CONNECTIONS window, use the Intakes 

dropdown menu to select Record FSI. 

The FSI opens with the Intake Source window displayed.  

NOTE: To create a named stage you must first complete 

the Person List, rather than the Intake Source 

information. 

 

 

2. Select the Person List link in the navigation 

pane of the Intake Source window. 

   The Person List window displays. 

 

 

 

3. Select the Add Person link. 

The Person Search window displays. 

4. Enter the first name and last name of the person for whom the stage will be named.      

5. Click the Search button.  

A Family Court judge may order CPS to conduct an investigation at any time during an Article 10 

proceeding, or whenever the court needs to determine if the allegations before it require the filing 

of an Article 10 petition.  

This tip sheet provides the steps to create a Family Services Intake/Court Ordered Investigation 

Stage Type (FSI/COI) and stage progress it to a Family Service Stage (FSS/COI) for the purposes 

of documenting and presenting findings to the court. The creation of a FSS/COI in CONNECTIONS 

provides a uniform way to document findings for the court without the requirements attached to the 

FSS/CWS stage, such as Family Assessments and Service Plans (FASPs), Permanency Hearing 

Reports (PHRs) and Service Plan Reviews (SPRs). 
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6. Locate and select the correct person among the search 

results. Verify the accuracy of all demographic information 

returned.  

7. Click the Relate button to add this person to the stage.  

If the correct person does not return in the search results, 

click the New button. Complete date of birth, address, and all 

required fields marked with a red asterisk (*). 

8. Click the Save & Close button to add the person to the stage.  

If the New button was used a new Person Identification 

Number (PID) is created and added to the CONNECTIONS 

database. 

9. Repeat steps 3-8 for each person that needs to be added.  

10. Once all individuals have been added, use the red X in the upper right corner to close the 

Person List window.  

The Intake Source window displays. 

 

11. On Intake Source window, complete all required fields 

marked with a red asterisk (*). 

NOTE: Local protocols differ regarding which Source 

Type to select. If unsure, please check with your 

Supervisor. 

 

Important 

• To avoid duplicate PIDs, 

conduct a thorough person 

search before adding a new 

person or relating an 

existing person to the 

CONNECTIONS database. 

• The first person added to 

the stage, typically the 

biological mother, will 

become the Stage Name 

and the Case Name. 
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12. Click the Save & Close button at bottom right of the screen.  

The stage will now display at the top of your workload with a red “Y” in the “New” column.   

 

13. With the new FSI selected on your 

workload, click the Narrative link in the 

left navigation pane. 

The Narrative window displays. 

 

 

14. Select “COI (Court 

Ordered 

Investigation)” from 

the “Type of Services 

being requested” 

dropdown menu. 

 

 

15. Following local standards, enter a narrative describing why the stage is being opened. Be sure 

to define any acronyms or local abbreviations. 

 

16. Click the Save & Close button. 

The stage now displays on your workload with the type of “COI.” 

 

17. From the left navigation pane, select the Requested Services link.  

NOTE: Completion of Behavioral Concerns and Family Issues is not 

required for a COI stage, so the link does not enable.  

 

 

 

 

 

18.Select applicable services, if any.  

 

19.Click the Save & Close button.  
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20. With the stage selected on your workload, click the Decision 

Summary link in the navigation pane.  

The Decision Summary window displays.  

For COI Stages, the Preventive Services question and Application Info 

sections do not enable.  

21. Use the Decision dropdown menu to select “Open Family Service” 

stage.  

22. Click the Save button. 

The “Submit for Review” and “Create FSS” links enable in the left navigation pane. 

23. Click the Create FSS link.  

A pop-up message displays advising that the FSI will be closed and an FSS stage created.   

24. Click the Yes button to the create the FSS. 

A second pop up message displays, indicating that the Family Service Stage has been 

successfully created.  

 

25. Click the OK button.  

The newly created FSS displays at the top 

of your workload with a red “Y” in the New 

column. 

 

 

All findings for the court should be 

documented in the Progress Notes 

section of FSS/COI stage, following 

local standards.   
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Although stages opened because of an inquiry ordered by the court would 

typically be closed without services being provided, it is possible to convert 

an FSS/COI stage to an FSS/CWS type should the family require ongoing 

services. 

1. With the FSS/COI stage selected on your workload, click the Change 

Stage Type link in the left navigation pane.  

2. Select “CWS” from the New Type dropdown menu. 

 

 

3. Click the Save & Close button.  

The stage now displays on your 

workload with the Type of “CWS.” 

Switching the stage type will 

change the documentation 

requirements. Please refer to 

chart below.  

Resources 

Documentation Options in Different FSS Types  

Case/Stage Type Progress Notes FASP PHR Education Photo/Docs 

FSS/CWS X X X X X 

FSS/COI X   X X 

FSS/ICPC X   X X 

FSS/CCR X X X X X 

FSS/OTI X  X X X 

ITS Enterprise Service Desk 

1-844-891-1786  

Converting an FSS/COI to a FSS/CWS Type 

CONNECTIONS Job Aids and Tip Sheets             https://ocfs.ny.gov/connect/jobaides/jobaides.asp  

CONNECTIONS Regional Implementation Staff https://ocfs.ny.gov/connect/contacts/CONNECTIONS-

Implementation-Staff.pdf 

CONNECTIONS Application Help Mailbox ocfs.sm.conn_app@ocfs.state.ny.gov                                                                 

(NOTE: address contains an underscore) 


