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Module 1: Introduction 

Purpose of this Job Aid 
The Child Care Review Services (CCRS) system has been the current system of record for 
tracking all children in care. When the Activities window is implemented in CONNECTIONS, it 
will change where you view, track, and record information regarding children in receipt of pre-
adoptive services, foster care services, and—for those districts that choose to do so—
preventive services.  

This Job Aid provides a detailed overview of the CONNECTIONS system changes being 
introduced with the Activities Build, focusing on navigation, when to use specific Movement and 
Legal codes, and how you will enter these codes. It is intended for all CONNECTIONS workers 
who will be responsible for viewing or recording activities in CONNECTIONS. The following 
topics will be presented using narratives, screen images, and step-by-step instructions: 

• CONNECTIONS Activities window security 

• Accessing and navigating to the CONNECTIONS Activities window 

• Search options and expected results 

• Components of the Activities window 

• Opening and reopening tracks 

• When to use specific Movement and Legal activities 

• Recording and invalidating Movement and Legal activities 
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What’s Changing 

 

Upon implementation of the Activities window, certain functions of CCRS will be transferred to 
CONNECTIONS.  

Function Location in Activities 

A – Child Case Inquiry Person Detail, Track Detail, and Activities tabs 

B – Supplemental Data Entry Track Detail tab 

C – Supplemental Turnaround Outputs 

D – Supplemental Inquiry Track Detail and Activities tabs 

H – Activity Entry Activities tab 

I – Activity Inquiry Activities tab 

N – CCRS Case Print Outputs 
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Certain functions that currently exist in CCRS will no longer be supported—in either CCRS or on 
the Activities window—after this Build is implemented. These functions are: 

• E – Service Plan Assessment (currently disabled) 

• F – Service Plan Turnaround (data is in CONNECTIONS) 

• G – Service Plan Inquiry (data is in CONNECTIONS) 

• K – Resource Allocation Request (no usage) 

• L – Fiscal Menu (information is in BICS – no usage in CCRS) 

• M – CCRS Batch Report (function no longer necessary) 

• P – Supervisory Functions (will use CONNECTIONS worker IDs) 

• S – Function Not Supported 

• T – WMS Unit/Worker Case Count (currently disabled) 

• U – Unit/Worker Case Count (currently disabled) 

• V – Voluntary Placement (currently disabled) 

• X – CCRS Unit/Worker Case Index (currently disabled) 

The remaining functions will still be available within CCRS. These include: 

• J – Facility Services Inquiry - Will remain on limited CCRS menu. This information 
      will access the Facilities tables, which will not be transferred (CONNECTIONS 
      uses the Vendor ID).  

• R – WMS Case Print (provides a list of all Welfare Management System [WMS] 
      authorizations and is helpful to voluntary agencies that do not have access to 
      WMS) 

• W – WMS Purchase of Services 

The menu will be changed so that only J, R and W functions will appear. A message noting the 
movement of other functionality to CONNECTIONS may display on the screen. 

This Build will move specific CCRS functionality into CONNECTIONS. The existing interface 
between CCRS and CONNECTIONS will not change, other than that it will now exist between 
the Activities window and other windows in CONNECTIONS, and will still occur in a nightly 
batch.  
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Business Functions will be 
assigned based on local 

protocol at your district/agency. 
If you have a question, please 
follow up with your supervisor.  

Additionally, if you have a 
question about obtaining an 

HSEN User ID, follow up with 
your supervisor. 

 

Primary Responsibility, often called Planning Responsibility, is designated on the Track 
Detail tab (page 12). The Primary Responsibility field will automatically default to the 

district that is opening the track for the child. The district that opens the track can change 
Primary Responsibility to another district or voluntary agency. 

Module 2: The CONNECTIONS Activities Window 

CONNECTIONS Security and the Activities Window 
In order to protect the confidentiality and integrity of case data, access to information in 
CONNECTIONS is carefully controlled. A number of factors determine which information you 
can view or maintain in CONNECTIONS, including your 
Business Function Profile, job function, and your role in a 
Family Services Stage (FSS).  

If you are not already a CONNECTIONS user, Local 
Security Administrators at your district/agency will provide 
you with an HSEN User ID in order to log on to 
CONNECTIONS. That ID will have assigned Business 
Functions, which together make up your CONNECTIONS 
Business Function Profile. This is what enables you to 
perform your job-related tasks. 

In order to maintain or view information for a child on the 
Activities window, you will need a specific Business Function 
(discussed below) or a role in the FSS stage. Workers with 
only a current role in the FSS stage will have view-only 
access to information for all tracked children in the stage. 
 

 
Activities Window Business Functions 

There are four new Business Functions that will be introduced with the implementation of the 
Activities window: 

• Modify Case Initiation Date (MODIFY CID) 
• Assign Maintain Activity (ASG MN ACTIVITY) 
• Maintain Activity (MAINT ACTIVITY)  
• View Activity (VIEW ACTIVITY) 

The MODIFY CID Business Function 
The MODIFY CID Business Function is available only for district workers and is used to modify 
or correct the CID on the Activities window. The CID may be modified multiple times and will 
change the CID for all of the children in the WMS case. If you have a question about your ability 
to perform this task, please follow up with your supervisor.  



 

Getting to Know the CONNECTIONS Activities Window  Page 5 
Build Job Aid  v1.0 (10/06/2014) 

The ASG MN ACTIVITY Business Function 
The ASG MN ACTIVITY Business Function gives districts and voluntary agencies the ability to 
assign the MAINT ACTIVITY Business Function. Districts and voluntary agencies apply to New 
York State for the ASG MN ACTIVITY Business Function. If the request is approved, the 
Business Function will be assigned to either the Security Coordinator or a manager with the 
ability to assign Business Functions to staff.  

The MAINT ACTIVITY and VIEW ACTIVITY Business Functions 
MAINT ACTIVITY may be assigned when add or modify access is needed. VIEW ACTIVITY 
may be assigned when view-only access to the Activities window is needed for inquiry (e.g., for 
Financial Services or Quality Assurance Staff). Workers without a Business Function but with a 
current role in a Family Services Stage (FSS) may use the Activities window to perform a 
search using the stage ID of the FSS. Access will be view-only and all tracked children in the 
stage will be returned.  

Activities Window Access 
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Activities Security for State, District, and Voluntary Agencies 
The following is a breakdown of how state, district and voluntary agencies will search in the 
CONNECTIONS Activities window.  

New York State Staff: 

For New York State staff, one of the Business Functions is required in order to have access. 

o with VIEW ACTIVITY:  

 can view all cases and all children in those cases, including when a child 
was legally adopted (A599), but only up to 60 days after the entry of the 
A599 

 searches via Client Identification Number (CIN) or WMS case number 

o with MAINTAIN ACTIVITY:  

 can maintain all cases and all children in those cases including when a child 
was legally adopted (A599), but only up to 60 days after the entry of the 
A599 

 searches via Client Identification Number (CIN) or WMS case number  

o without a Business Function:  

 no access  

Additional Business Function for State Staff 

o ACC SEALED ADOPT 

 State staff with the VIEW ACTIVITY and/or MAINT ACTIVITY Business 
Function and the ACC SEALED ADOPT Business Function can view or 
maintain an A599 entry with no date restrictions.  

 The ACC SEALED ADOPT Business Function allows workers to access a 
Child Case Record (CCR) that has been sealed due to the finalization of 
adoption. 

 

District Staff: 

o with VIEW ACTIVITY:  

 can view data for all children for whom the district has Primary 
Responsibility 

 searches via Client Identification Number (CIN) or WMS case number 

o with MAINTAIN ACTIVITY:  

 can maintain data for all children for whom the district has case ownership 

 searches via Client Identification Number (CIN) or WMS case number 
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o without a Business Function:  

 but with a current role in a Family Services Stage (FSS), can view data 
for all children in the stage  

 searches via Stage ID to view data for all children in the stage 

 

Voluntary Agency Staff: 

o with VIEW ACTIVITY:  

 can view data for children for whom Primary Responsibility is designated by 
the district  

 searches via Client Identification Number (CIN) or WMS case number 

o with MAINTAIN ACTIVITY:  

 for cases outside of NYC: can maintain data for children for whom Primary 
Responsibility is designated by the district ONLY if the child is placed in their 
agency  

 for cases with NYC: can maintain data for children placed within their 
agency; Primary Responsibility is not necessary  

 searches via Client Identification Number (CIN) or WMS case number  

o without a Business Function:  

 but with a current role in a Family Services Stage (FSS), can view data 
for all children in the stage  

 searches via Stage ID to view data for all children in the stage 
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CONNECTIONS Fundamentals 
When you log in to CONNECTIONS, the main CONNECTIONS window will display with the 
WORKLOAD & TO-DOS tab active. The window contains a header with tabs, links, and drop-
down menus; the NAVIGATION PANE; and the work area.  

 

As seen in the image above, the following tabs, links, and drop-down menus display in the 
header of the window: 

Tabs Links Drop-downs 

Home Personalization Intakes 

Workload & To-Dos Help/Training Search/Maintain 

Reports Log Out  

Windows Manager   

 

  

Work area 
NAVIGATION 

PANE 

Tabs and 
drop-downs 

Header 
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Navigating to the Activities Window 
Access to the Activities window is through 
the Activities link in the Search/Maintain 
drop-down menu of the main 
CONNECTIONS window. This link will 
display for all workers; however, the ability 
to view or maintain activities is granted 
based on Business Function Profile, role in 
the FSS stage, and Primary Responsibility.  

Accessing the Activities Window 

1 Click the Search/Maintain drop-down menu.  

2 Click the Activities link. 
The Activities window displays. 

The Activities Window Components 
The Activities window is a combination window, which means that as you make selections in 
one section, other sections will display below based upon what you have selected. At the top of 
the window is the Child/Case Search Criteria section, which contains the search fields. There 
are different search options available to view/maintain information about children receiving 
foster care, preventive, and pre-adoptive services. 

 

  

Child/Case Search Criteria 



 

Getting to Know the CONNECTIONS Activities Window  Page 10 
Build Job Aid  v1.0 (10/06/2014) 

 

Note that if a district changes the Primary Responsibility to a voluntary agency, 
the agency information in Case Details will not change; it will be the district that 

still owns the case, not the voluntary agency. 

 

The Case Details section (shown above) will display the WMS case number, Case Name, Case 
Initiation Date, Agency, CCRS Case Status, and Stage ID. The WMS Case #, Agency, and 
Stage ID prefill from CONNECTIONS; the CCRS Case Status prefills from CCRS; and the Case 
Initiation Date (CID) prefills from CCRS or CONNECTIONS (if the case is not yet open in 
CCRS). The agency information is the agency that was searched in the Child/Case Search 
Criteria section.  

 
 

 

 

 

 

  

Case Details 



 

Getting to Know the CONNECTIONS Activities Window  Page 11 
Build Job Aid  v1.0 (10/06/2014) 

 

WINDOW TIPS 

Did you know you can minimize 
scrolling by clicking the carat 

icon and collapsing sections in 
the window?  

 

Unpinning the Navigation Pane 
will give you a better view of the 

window.  

 

After selecting a child in the Case Details section, three tabs will display. Your NAVIGATION 
PANE will display links that provide access to the Family Relationship Matrix (FRM) and various 
reports. You cannot maintain information in the FRM from this link.  

 

• The Person Detail tab displays information about the child selected in the Case 
Member List grid. 

• The Track Detail tab contains the details for the 
opening, closing, or reopening of a track for the 
selected child (e.g., track status, and track start and 
closed dates). It also allows you to maintain/update 
track information. 

• The Activities tab displays adoption, close to home, 
kinship guardianship, legal, memo, goal, movement, 
and special activities for the selected child. An activity 
grid will display if any activities exist for the child. 

 
The Clear button refreshes the entire window, not just the 
detail fields. Upon clicking the Clear button:  

• search criteria fields clear and reset to their default 
values; 

• search results clear; and 

• the NAVIGATION PANE resets. 

Tabs 

NAVIGATION 
PANE 

Clear button 
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Module 3: Recording Information 
on the Activities Window 

Searching 
The Activities window gives you the ability to search for and view information about children 
receiving foster care, preventive, and pre-adoptive services. When you open the window, the 
Child/Case Search Criteria section will be expanded by default; you can collapse or expand it. 
The Agency field will default to the agency of the logged-on worker and can only be modified by 
state workers.  

 

There are three different search options available: Client Identification Number (CIN), WMS 
case number, and Family Services Stage (FSS) stage ID number. When you search using a 
CIN, a single record will display in the grid. When you search via WMS case number, more than 
one record may display in the grid (since a case may have multiple individuals in the case). The 
same is true when searching the Family Services Stage ID number.   

Workers with the MAINT ACTIVITY or VIEW ACTIVITY Business Function search via CIN or 
WMS case number; the Family Services Stage field will be disabled. Workers with a current 
role in the FSS (and no Business Function) will only be able to search via the Family Services 
Stage field, which provides view-only access. If you have an assigned Business Function, as 
well as a role in the FSS, you will search via the CIN or WMS case number.  

The Search and Clear buttons will enable after you enter a CIN, WMS case number, or FSS 
stage ID number. After completing a search, the Clear button will remain enabled. Clicking it will 
refresh the window and clear all search fields, results, and any information on the window. 

Conducting a CIN Search on the Activities Window 

1 Enter the CIN in the CIN field. 

2 Click the Search button. 

Conducting a WMS Case Number Search on the Activities Window 

1 Enter the WMS case number in the WMS Case # field. 

2 Click the Search button. 
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Conducting an FSS Stage ID Search on the Activities Window 

1 Enter the FSS stage ID number in the Family Services Stage field. 

2 Click the Search button. 

 
Results that are returned will only be where the default agency has Primary Responsibility for 
the child. When more than one record is found, the record with the open track will display in the 
grid. Conversely, if the track is closed, the most recent WMS case number and CIN that are no 
longer tracked will display. 

The Case Details section will display the search results, including the case member list grid. No 
record will be selected by default. Once you select an individual in the grid, the Person Detail, 
Track Detail, and Activities tabs will display with Person Detail as the active tab. 

  

 

If the WMS case number or CIN are not found, it may mean that a new FSS has been 
created in CONNECTIONS and the WMS case number and CIN have not  

been batched to CONNECTIONS.  

An FSS begins in CONNECTIONS and is synched to WMS with the click of a button (WMS 
App Reg). This information is immediately available in WMS and ready for data entry. 
Currently in the CCRS legacy system, after data entry is complete in WMS, you can 

immediately start a track for a child. Going forward, on the Activities window, once the FSS is 
synched to WMS, you will have to wait until full data entry is complete before the information 

is batched to CONNECTIONS (batches are scheduled at night). In other words, if full data 
entry does not occur in WMS for a particular case, that case will remain in pending status in 

WMS and the batch job to CONNECTIONS will not pick it up.  
This may mean a change in business process.  

You should follow up with your supervisor if you have questions.  
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The Person Detail Tab 

 

After you search for a CIN or WMS case number on the Activities window, selecting a result 
from the case member list grid will display the Person Detail tab with information that is linked 
in CONNECTIONS to that individual’s Person ID (PID). (The PID is a unique CONNECTIONS-
generated number that identifies the person in CONNECTIONS.) If you notice errors with the 
demographic information such as date of birth or primary language, this information can be 
updated on the Stage Composition tab in the Family Services Stage. These updates will occur 
in real time. You may wish to follow up with your supervisor to see who is responsible for 
updating such information at your district/agency. 

 
  

 

A hierarchy of information continues to exist between WMS Services and Non-Services 
records. If there is an existing Non-Services WMS case and the demographic data does not 

match CONNECTIONS, data can be modified and subsequently updated in 
CONNECTIONS; however, it will not be in synch with WMS. The WMS Synch button will 

remain enabled until differences are reconciled. The WMS Services worker needs to contact 
the Non-Services worker to determine which data is correct, then the Non-Services worker 
must make the change in the WMS Non-Services case or the Services worker can reverse 
the change in CONNECTIONS. If you have questions about updating information in WMS, 

please follow up with your supervisor. 
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The Family Relationship Matrix link will be available in the 
NAVIGATION PANE. This link will enable after making a 
selection in the case member list grid. If the Family 
Relationship Matrix is complete, an indicator will appear in the 
NAVIGATION PANE (seen at right). Whether complete or not, 
the link will always enable after selecting an individual in the 
grid. 

The Family Relationship Matrix (FRM) is a tool to record the 
familial relationships between persons in a Family Services 
Stage. From the Activities window, this window is view-only; 
therefore, any changes to the relationships must be 
completed on the Stage Composition tab in the FSS. 
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The Track Detail Tab 

 

The Track Detail tab provides for the start and modification of a child’s track in an FSS stage 
with a corresponding WMS case. You will not be able to modify information on this tab unless 
you have the MAINT ACTIVITY Business Function. 

Before you can begin to enter Movement or Legal codes for a child, a track must be opened for 
that child. Tracks are only opened by local districts; therefore, this tab will be disabled for 
voluntary agency workers, even if they have the MAINT ACTIVITY Business Function.  

Like other transformed CONNECTIONS grids, you will be able to sort, filter, and move the grid 
columns on this tab. They will revert back to their original positions after closing and reopening 
the window. The following columns display in the grid: 

• Track Status 

• Track Start 

• Track Closed 

• Primary Responsibility 

• Service Began 

• Entered Care  

• Entered Facility 
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When the Track Detail tab is active, the Modify CID link 
displays in the NAVIGATION PANE. This link is available to 
local district workers with the MODIFY CID Business 
Function. 

Clicking this link opens the Modify CID window, which is used 
to modify or correct the CID that is displayed on the Activities 
window. The CID may be modified multiple times and will 
change the CID for all of the children in the WMS case. For 
information on when to modify a CID, consult your supervisor. 
Always follow local protocol at your agency.  
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On the Track Detail tab, the Track Options drop-down field will populate with one of three 
possible values based on activities that have been entered:  

• Open Track (formerly known as Track Indicator X) 

• Convert Track Start Date (formerly known as Track Indicator C) 

• Reopen Closed Track (formerly known as Track Indicator Y) 

After the Movement activity M999 - Child’s Track Closed, you could open a new track or reopen 
a (closed) track. A new track (formerly known as Track Indicator X) is opened when a child is 
not currently tracked. You might reopen a track (formerly known as a Track Indicator Y) if the 
track was closed in error, when a case has been transferred to a new district or agency, or when 
a new WMS case is opened for a child freed for adoption. After selecting “Open Track,” the 
Track Start field enables. You cannot record a future date or a date prior to the child’s date of 
birth. The Child Status field will default to “01-Tracked.” 

 

Opening a Track 

1 Click the Track Detail tab. 

2 Click on the drop-down arrow for the Track Options 
field. 

3 Select “Open Track.”  
The Track Start field enables. The Primary 
Responsibility field will populate with the logged-on 
worker’s agency code. Only the district can modify 
this field to another district or voluntary agency. You 
cannot record in the Entered Agency or Entered 
Facility date fields; these fields will populate based 
on Movement activities. 

4 Click the Save button. 
The record displays in the grid above.   

 

Only district workers can 
open a track. 
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Reopening a Track 

 

1 Click the Track Detail tab. 

2 Select the track that is in “Closed” status from the grid. 

3 Click on the drop-down arrow for the Track Options field. 

4 Select “Reopen Closed Track.” 
The Track Start field enables. The Primary Responsibility field will populate with the 
logged-on worker’s agency code. Only the district can modify this field to another district 
or voluntary agency. You cannot record in the Entered Agency or Entered Facility 
date fields; these fields will populate based on Movement activities. 

5 Click the Save button. 
The record displays in the grid above.   
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The Activities Tab 
The Activities tab is used to record activities for children that are currently being tracked. You 
will only be able to record information on this tab if you have the MAINT ACTIVITY Business 
Function (state workers with appropriate Business Functions will have access to all children). 
On the Activities tab, the grid displays the following columns: 

• multi-select checkbox 

• Date 

• Activity (Adoption, Close to Home, Kinship Guardianship, Legal, Movement, or Special) 

• Event  

• Modifier A 

• Modifier B 

• Modifier C 

• Modifier D 

• Invalid (displayed only when View All or View Invalid radio button is selected) 

• Date Entered 

• Entered By (CONNECTIONS Person ID of the worker who entered the activity) 

• Agency (of the worker who entered the activity)  

Like other transformed windows in CONNECTIONS, you can filter and change the order of the 
columns. This will be helpful when you need to search for specific activities.  

 

You should enter Movement and Legal activities as timely and accurately as possible. Many of 
the same rules that currently exist for CCRS will translate to the Activities tab. For example:  

• You cannot record a future date for Movement and Legal activities. 

• You cannot record specific Movements until previous Movements have been recorded. 
For example, you can’t record an M950 - Child Begins Absence until you have recorded 
an M910 - Child’s Placement Begins. 

• When an activity has been recorded inaccurately—whether it’s the date or activity—you 
will invalidate the activity (formerly known as “contra”). 

Modifiers available will depend on 
the selected entry. 



 

Getting to Know the CONNECTIONS Activities Window  Page 21 
Build Job Aid  v1.0 (10/06/2014) 

All previously-saved activities for a child will be returned in descending order with the following 
radio button options: 

• View Valid – This list will include all active and previously-saved activities for a child. 
This will be the default view when the Activities tab is selected (invalidated Activities will 
not be included).  

• View All – This list will include all active and previously-saved activities for a child, 
including invalidated activities.  

• View Invalid – This list will include activities that have been invalidated (for a child 
ONLY): 

• I = Invalidated row 

• O = Original row 
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Common Movement and Legal Activities 
This section contains step-by-step instructions for entering common Movement and Legal 
activities in CONNECTIONS. The examples provided are not all-inclusive. 

Recording an L700 – Removal 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L700 - REMOVAL.” 

4 In the Modifiers section, click the drop-down arrow for the Type of Legal (rmvl) field 
and select “26 - EMER REMVL W/O ORDER.” 
If established, a Date Certain can be recorded in the Dt Ctn/next Hrng Date field. 

5 Click the Save button. 
The activity displays in the grid. 

 



 

Getting to Know the CONNECTIONS Activities Window  Page 23 
Build Job Aid  v1.0 (10/06/2014) 

 

Did you know that you 
can filter for modifiers by 
entering the first letter in 

the drop-down fields? 

Recording an M910 – Child Placed 

 

1 In the Date of Activity field, record the date of the activity. 

2 Click the drop-down arrow for the Type of Activity field 
and select “Movement.” 

3 Click the drop-down arrow for the Event field and select 
“M910 - CHILD PLACED.” 

4 In the Modifiers section, enter the Vendor ID in the 
Facility Id field. 

5 Click the drop-down arrow for the Type of Placement field and 
select “Non- Relative” or “Relative.” 

6 Click the Save button. 
The activity displays in the grid. 
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Recording an L100 – Petition Filed 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L100 - PETITION FILED.” 

 

4 In the Modifiers section, click the drop-down arrow for the Type Of Legal Event field 
and select “04 - ART 10 ABUSE/NEGLECT.”  

5 Click the drop-down arrow for the Court Code field and select the appropriate court. 

6 Record the docket number in the Docket No field, if desired. 
This field is optional. 

7 In the Next Hearing Date field, record the date of the next hearing, if desired. 
This field is optional. 

8 Click the Save button. 
The activity displays in the grid.  

  

 

The Docket No field and Next Hearing Date fields are not required. An asterisk displays 
when a field is required. In the event that a worker does not complete these fields and 
later wants to record the docket number, it would be necessary to invalidate the record 

and then re-record the entry. 
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Recording an L300 – Hearing 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L300 - HEARING.” 

4 In the Modifiers section, click the drop-down arrow for the Type of Legal Event field 
and select “04 - ART 10 ABUSE/NEGLECT.” 

5 Click the drop-down arrow for the Hearing Disposition field and select “32 - 
NEGLECT.” 
It is optional to record a second disposition. 

6 Click the drop-down arrow for the Dt Ctn/next Hrng Date field and select the 
appropriate date.  

7 Click the Save button. 
The activity displays in the grid.  
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Recording a Special 

 

1 In the Date of Activity field, record the date of the activity. 

2 Click the drop-down arrow for the Type of Activity field and select “Special.” 

3 Click the drop-down arrow for the Event field and select “S200 - CHILDS LEVEL OF 
DIFFICULTY.” 

4 In the Modifiers section, click the drop-down arrow for the Level Of Difficulty field and 
select the level of difficulty. 

5 Click the Save button. 
The activity displays in the grid. 
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Invalidating an Activity – Example: S200 

 

1 In the activities grid, click the checkbox for the “S200 - CHILDS LEVEL OF 
DIFFICULTY” event. 

2 Click the Invalid link on the NAVIGATION PANE. 
The following message displays: 
“This action cannot be reversed. Selected row will be Invalidated. Do you want to 
continue?”  

3 Click the Yes button. 
The activity is invalidated. 
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Recording an M950 – Child Begins Absence 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M950 - CHILD BEGINS 
ABSENCE.” 

4 In the Modifiers section, enter in the Vendor ID in the Facility Id field.  

5 Click the drop-down arrow for the Reason For Absence field and select the 
appropriate reason.  

6 In the # Of Billable Days field, record the number of billable days. 
The Anticipated Rtn Date field is for recording the date the child is expected to return. 
This field is optional. 

7 Click the Save button. 
The activity displays in the grid.  
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Recording an M960 – Child Ends Absence 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M960 - CHILD ENDS 
ABSENCE.” 

4 In the Modifiers section, enter in the Vendor ID in the Facility Id field.  

5 Click the drop-down arrow for the Type of Placement field and select “Non-Relative” or 
“Relative.” 

6 Click the Save button. 
The activity displays in the grid.  
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Recording an M981 – Transfer 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M981 - INTRA-AGENCY 
TRANSFER-NEW FACILITY.” 

4 In the Modifiers section, enter in the Vendor ID of the facility the child moved from in 
the first Facility Id field. 

5 In the second Facility Id field, enter the Vendor ID of the facility to which the child 
moved. 

6 Click the drop-down arrow for the Type of Placement field and select “Non-Relative” or 
“Relative” (for the new facility). 

7 Click the drop-down arrow for the Reason For Transfer field and select the appropriate 
reason. 

8 Click the Save button. 
The activity displays in the grid.  
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Recording an L300 – Hearing – Permanency Hearing 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L300 - HEARING.” 

4 In the Modifiers section, click the drop-down arrow for the Type Of Legal Event field 
and select “21 - 1089 PERMANENCY HEAR.” 

5 Click the drop-down arrow for the Hearing Disposition field and select “44 - CONT FC- 
PERM AND EXT.”  
It is optional to record a second disposition. 

6 Click the drop-down arrow for the Dt Ctn/next Hrng Date field and record the Hearing 
Date Certain.   

7 Click the Save button. 
The activity displays in the grid above.  
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Recording an M970 – Child on Trial Discharge 

 

1 In the Date of Activity field, record the date of the activity. 

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M970 - CHILD ON TRIAL 
DISCHARGE.” 

4 In the Modifiers section, enter the Vendor ID in the Facility Id field. 

5 Click the drop-down arrow for the Reason For Discharge field and select the 
appropriate reason.  

6 Click the Save button. 
The activity displays in the grid.  
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Recording an M990 – Child Discharge from Foster Care Program  

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M990 - CHILD DISC. FROM 
FOSTER CARE PROG.” 

4 In the Modifiers section, enter the Vendor ID in the Facility Id field. 

5 Click the drop-down arrow for the Reason For Discharge field and select the 
appropriate reason. 

6 Click the Save button. 
The activity displays in the grid.  
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Only district workers can 
close a track. 

Recording an M999 – Child’s Track Closed 

 

1 In the Date of Activity field, record the date of the 
activity.  

2 Click the drop-down arrow for the Type of Activity 
field and select “Movement.” 

3 Click the drop-down arrow for the Event field and 
select “M999 - CHILD’S TRACK CLOSED.”   

4 In the Modifiers section, click the drop-down arrow 
for the Reason For Discharge field and select the 
appropriate reason. 

5 Click the Save button. 
The activity displays in the grid.  
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Recording a K100 – KinGAP Application Received 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Kinship.” 

3 Click the drop-down arrow for the Event field and select “K100 - KINGAP 
APPLICATION RECEIVED.” 

4 Click the Save button. 
The activity displays in the grid.  
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Recording a K210 – KinGAP Application Approved 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Kinship.” 

3 Click the drop-down arrow for the Event field and select “K210 - KINGAP 
APPLICATION APPROVED.” 
For a denied application, you would select K200. 

4 Click the Save button. 
The activity displays in the grid.  
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Recording an L600 – Agreement Signed 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L600 - AGREEMENT 
SIGNED.” 

4 In the Modifiers section, click the drop-down arrow for the Type of Legal Event field 
and select “25 - KINGAP AGREEMENT.” 

5 Click the Save button. 
The activity displays in the grid.  
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Recording an L300 – Hearing – KinGAP Hearing 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Legal.” 

3 Click the drop-down arrow for the Event field and select “L300 - HEARING.” 

4 Click the drop-down arrow for the Type Of Legal Event field and select “26 - KINGAP 
HEARING.” 
During the KinGAP hearing, Letters of Guardianship may be granted. This can be 
entered in one of the Hearing Disposition fields. 

5 Click the drop-down arrow for the Hearing Disposition (Field B) field and select “87 - 
KINGAP LETTERS GRNTD.”  

6 Click the Save button. 
The activity displays in the grid.  
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Recording an M990 – Child Discharge from Foster Care Program – KinGAP 

 

1 In the Date of Activity field, record the date of the activity.  

2 Click the drop-down arrow for the Type of Activity field and select “Movement.” 

3 Click the drop-down arrow for the Event field and select “M990 - CHILD DISC. FROM 
FOSTER CARE PROG.” 

4 In the Modifiers section, enter the Vendor ID in the Facility Id field.  

5 Click the drop-down arrow for the Reason For Discharge field and select “600 - 
KINGAP DSCHRG W SUBS.” 

6 Click the Save button. 
The activity displays in the grid. 
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Module 4: Resources 

OCFS Intranet Site: CONNECTIONS Help/Training 
Many resources are available for you on the CONNECTIONS Help/Training page of the OCFS 
intranet site (http://ocfs.state.nyenet/connect_help/Default.asp). There you will find 
resources such as these: 

 How Do I? documents 

 other Job Aids 

 Tip Sheets 

 Quick Start Guides 

These documents and others will provide you with the most up-to-date information on 
CONNECTIONS. 

When you are working in CONNECTIONS, an easy way to access the intranet site is by clicking 
the Help/Training link on the toolbar of the main CONNECTIONS window.  

CONNECTIONS Regional Implementation Staff 
If you cannot find the answer to your question(s) within the documentation mentioned above, 
you can contact one of the many statewide CONNECTIONS Regional Implementation Staff 
members. The current list of members is always available on the OCFS CONNECTIONS 
Internet and intranet sites: 

On the Internet: 
http://www.ocfs.state.ny.us/connect/contact.asp 

On the intranet: 
http://ocfs.state.nyenet/connect/contact.asp 

Application Help Mailbox 
You can directly contact the NYS CONNECTIONS User Support/Triage staff for help with 
complex application issues. Questions, problems, and concerns can be emailed to: 

ocfs.sm.conn_app@ocfs.state.ny.us 

NYS OFT Customer Care Center 
The New York State Office for Technology (NYS OFT) Customer Care Center is available to 
answer basic questions related to your equipment, or to solve problems you are having with 
CONNECTIONS. If they cannot solve your problem, they will record your information and 
forward it to others who can. The Customer Care Center is staffed 24 hours a day, seven days a 
week. The telephone number is: 

1-800-NYS-1323 
(1-800-697-1323) 
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Professional Development Program 
Another resource is the CONNECTIONS Training Project of the Professional Development 
Program (PDP), Rockefeller College, University at Albany. CONNECTIONS trainers can provide 
you with assistance when you have a question about or are experiencing an issue with any area 
of CONNECTIONS. 

For assistance from a CONNECTIONS representative, contact the Professional Development 
Program at CONNECTIONS@albany.edu. Be sure to include your name, contact information, 
and your question or issue. A CONNECTIONS representative will respond as promptly as 
possible by email and/or phone. 
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58
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NNECT
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7 
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8 
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/NON-
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9 

GARD A
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/NON-
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0 

NOT D
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EED
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1 

DISCHG
 TO PE

RM GU
ARD

60
0 

KINGA
P DSCH

RG W S
UBS

 
 



 G
et

tin
g 

to
 K

no
w

 th
e 

C
O

N
N

E
C

T
IO

N
S

 A
ct

iv
iti

es
 W

in
do

w
  

P
ag

e 
A

-6
 

B
ui

ld
 J

ob
 A

id
 

 
v1

.0
 (

10
/0

6/
20

14
) 

Le
ga

l A
ct

iv
it

y 
Co

de
s 

Ev
en

t 
M

od
ifi

er
 A

 
(F

ie
ld

 A
) 

M
od

ifi
er

 B
 

(F
ie

ld
 B

) 
M

od
ifi

er
 C

 
(F

ie
ld

 C
) 

M
od

ifi
er

 D
 

(F
ie

ld
 D

) 

L1
00

 - 
 

PE
TI

TI
O

N
 F

IL
ED

 
Type O

f Legal
 Event 

 * 
(see ch
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H
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N
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ng Date
 

L5
00
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PE
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 Event 
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sition *
 

Court C
ode * 

Source
 Of App
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00
 - 

 
AG
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f Legal

 Event 
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(see ch
art) 
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00
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RE
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f Legal
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nt
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PE
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O
N
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ED
  

L3
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H

EA
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N
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L5

00
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AL
  

L6
00

 - 
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RE
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EN
T 

SI
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  Ty
pe

 o
f L

eg
al

 E
ve

nt
 

01
 

384A T
ransfer

 of Care
 and Cu

stody
02

 
358A C

ourt Ac
tion -V

oluntar
y 

03
 

392 CO
URT RE

VIEW
04

 
ART 10

 ABUSE
/NEGL

ECT 
05

 
1055 C

OURT R
EVIEW

06
 

ARTICL
E 7 -PI

NS
07

 
ARTICL

E 3 -JD
08

 
756 CO

URT RE
VIEW
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DR ADO
PT 

10
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OM GU

AR & C
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EFUGE

E ASST
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 DISPO
S

13
 

OTHER
 FAMIL

Y COUR
T 

14
 

OTHER
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15
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O PERM
 H 

16
 

1055A
 COURT

 REVIE
W

17
 

383-C V
OL SRD

R ADOP
T 
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355.3 J
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T PLCM
T

20
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D S/EX
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T

21
 

1089 P
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ENCY H
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22
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RE-ENT
 FC 

23
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-B 18+

PERM 
HEAR 

24
 

ART6-R
EST PR
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25
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P AGRE
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26
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P HEAR
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27
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-C DES
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15
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RN IN C
ONT. D
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16
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20
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21
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23
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HEAR 
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T CHIL
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35
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36
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37
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T
38

 
SEVER
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EATD A

BUSE 



 G
et

tin
g 

to
 K

no
w

 th
e 

C
O

N
N

E
C

T
IO

N
S

 A
ct

iv
iti

es
 W

in
do

w
  

P
ag

e 
A

-8
 

B
ui

ld
 J

ob
 A

id
 

 
v1

.0
 (

10
/0

6/
20

14
) 

39
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44
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45
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ORT

46
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47
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49
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50
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51
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S
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Z PERM

82
 

NORSN
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84
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85
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RD 

86
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87
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88
 

DIR CU
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EL 

89
 

DIR CU
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EL 

90
 

DESTIT
UTE CH

ILD
92

 
CTH NO

N SECU
RE JD
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COURT
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3 
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5 

OTH IN
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7 
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IVE PA
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m
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m
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EMVL W
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Te
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N
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COMPE
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AL
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O
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FAM CT
.-ALBA
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01
P 

SUP CT
.-ALBA

NY
01

S 
SUR CT

.-ALBA
NY

02
F 

FAM CT
.-ALLE

GANY
02

P 
SUP CT

.-ALLE
GANY

02
S 

SUR CT
.-ALLE

GANY
03

F 
FAM CT

.-BROO
ME

03
P 

SUP CT
.-BROO

ME
03

S 
SUR CT

.-BROO
ME

04
F 

FAM CT
.-CATT

ARAUG
US 

04
P 

SUP CT
.-CATT

ARAUG
US 

04
S 

SUR CT
.-CATT

ARAUG
US 

05
F 

FAM CT
.-CAYU

GA
05

P 
SUP CT

.-CAYU
GA

05
S 

SUR CT
.-CAYU

GA
06

F 
FAM CT

.-CHAU
TAUQU

A 
06

P 
SUP CT

.-CHAU
TAUQU

A
06

S 
SUR CT

.-CHAU
TAUQU

A
07

F 
FAM CT

.-CHEM
UNG

07
P 

SUP CT
.-CHEM

UNG
07

S 
SUR CT

.-CHEM
UNG

08
F 

FAM CT
.-CHEN

ANGO
08

P 
SUP CT

.-CHEN
ANGO

08
S 

SUR CT
.-CHEN

ANGO
09

F 
FAM CT

.-CLINT
ON

09
P 

SUP CT
.-CLINT

ON
09

S 
SUR CT

.-CLINT
ON

10
F 

FAM CT
.-COLU

MBIA
10

P 
SUP CT

.-COLU
MBIA

10
S 

SUR CT
.-COLU

MBIA
11

F 
FAM CT

.-CORT
LAND

11
P 

SUP CT
.-CORT

LAND
11

S 
SUR CT

.-CORT
LAND

12
F 

FAM CT
.-DELA

WARE
12

P 
SUP CT

.-DELA
WARE

12
S 

SUR CT
.-DELA

WARE
13

F 
FAM CT

.-DUTC
HESS

13
P 

SUP CT
.-DUTC

HESS
13

S 
SUR CT

.-DUTC
HESS

14
F 

FAM CT
.-ERIE

14
P 

SUP CT
.-ERIE
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14
S 

SUR CT
.-ERIE

15
F 

FAM CT
.-ESSE

X
15

P 
SUP CT

.-ESSE
X

15
S 

SUR CT
.-ESSE

X
16

F 
FAM CT

.-FRAN
KLIN

16
P 

SUP CT
.-FRAN

KLIN
16

S 
SUR CT

.-FRAN
KLIN

17
F 

FAM CT
.-FULT

ON
17

P 
SUP CT

.-FULT
ON

17
S 

SUR CT
.-FULT

ON
18

F 
FAM CT

.-GENE
SEE

18
P 

SUP CT
.-GENE

SEE
18

S 
SUR CT

.-GENE
SEE

19
F 

FAM CT
.-GREE

NE
19

P 
SUP CT

.-GREE
NE

19
S 

SUR CT
.-GREE

NE
20

F 
FAM CT

.-HAM
ILTON

20
P 

SUP CT
.-HAM

ILTON
20

S 
SUR CT

.-HAM
ILTON

21
F 

FAM CT
.-HERK

IMER
21

P 
SUP CT

.-HERK
IMER

21
S 

SUR CT
.-HERK

IMER
22

F 
FAM CT

.-JEFFE
RSON

22
P 

SUP CT
.-JEFFE

RSON
22

S 
SUR CT

.-JEFFE
RSON

23
F 

FAM CT
.-LEW

IS
23

P 
SUP CT

.-LEW
IS

23
S 

SUR CT
.-LEW

IS
24

F 
FAM CT

.-LIVIN
GSTON

24
P 

SUP CT
.-LIVIN

GSTON
24

S 
SUR CT

.-LIVIN
GSTON

25
F 

FAM CT
.-MAD

ISON
25

P 
SUP CT

.-MAD
ISON

25
S 

SUR CT
.-MAD

ISON
26

F 
FAM CT

.-MON
ROE

26
P 

SUP CT
.-MON

ROE
26

S 
SUR CT

.-MON
ROE

27
F 

FAM CT
.-MON

TGOME
RY 

27
P 

SUP CT
.-MON

TGOME
RY 

27
S 

SUR CT
.-MON

TGOME
RY 
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F 

FAM CT
.-NASS
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SUP CT

.-NASS
AU

28
S 

SUR CT
.-NASS

AU
29

F 
FAM CT

.-NIAG
ARA

29
P 

SUP CT
.-NIAG

ARA
29

S 
SUR CT

.-NIAG
ARA

30
F 

FAM CT
.-ONEI

DA
30

P 
SUP CT

.-ONEI
DA

30
S 

SUR CT
.-ONEI

DA
31

F 
FAM CT

.-ONON
DAGA

31
P 

SUP CT
.-ONON

DAGA
31

S 
SUR CT

.-ONON
DAGA

32
F 

FAM CT
.-ONTA

RIO
32

P 
SUP CT

.-ONTA
RIO

32
S 

SUR CT
.-ONTA

RIO
33

F 
FAM CT

.-ORAN
GE

33
P 

SUP CT
.-ORAN

GE
33

S 
SUR CT

.-ORAN
GE

34
F 

FAM CT
.-ORLE

ANS
34

P 
SUP CT

.-ORLE
ANS

34
S 

SUR CT
.-ORLE

ANS
35

F 
FAM CT

.-OSW
EGO

35
P 

SUP CT
.-OSW

EGO
35

S 
SUR CT

.-OSW
EGO

36
F 

FAM CT
.-OTSE

GO
36

P 
SUP CT

.-OTSE
GO

36
S 

SUR CT
.-OTSE

GO
37

F 
FAM CT

.-PUTN
AM

37
P 

SUP CT
.-PUTN

AM
37

S 
SUR CT

.-PUTN
AM

38
F 

FAM CT
.-RENS

SELAE
R

38
P 

SUP CT
.-RENS

SELAE
R

38
S 

SUR CT
.-RENS

SELAE
R

39
F 

FAM CT
.-ROCK

LAND
39

P 
SUP CT

.-ROCK
LAND

39
S 

SUR CT
.-ROCK

LAND
40

F 
FAM CT

.-ST.LA
WREN

CE 
40

P 
SUP CT

.-ST.LA
WREN

CE 
40

S 
SUR CT

.-ST.LA
WREN

CE 
41

F 
FAM CT

.-SARA
TOGA
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41
P 

SUP CT
.-SARA

TOGA
41

S 
SUR CT

.-SARA
TOGA

42
F 

FAM CT
.-SCHE

NECTA
DY 

42
P 

SUP CT
.-SCHE

NECTA
DY 

42
S 

SUR CT
.-SCHE

NECTA
DY 

43
F 

FAM CT
.-SCHO

HARIE
43

P 
SUP CT

.-SCHO
HARIE

43
S 

SUR CT
.-SCHO
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F 
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.-SCHU
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44
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.-SCHU

YLER
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.-SULL

IVAN
48
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SUR CT

.-SULL
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49
F 
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.-TIOG

A
49
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.-TIOG
A

49
S 

SUR CT
.-TIOG

A
50

F 
FAM CT

.-TOM
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50
P 

SUP CT
.-TOM

PKINS
50

S 
SUR CT

.-TOM
PKINS

51
F 

FAM CT
.-ULST

ER
51

P 
SUP CT

.-ULST
ER

51
S 

SUR CT
.-ULST

ER
52

F 
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.-WAR
REN

52
P 
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.-WAR

REN
52

S 
SUR CT

.-WAR
REN

53
F 
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.-WAS

HINGT
ON 

53
P 

SUP CT
.-WAS

HINGT
ON 

53
S 
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.-WAS

HINGT
ON 

54
F 
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.-WAY

NE
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.-WAY
NE
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S 

SUR CT
.-WAY

NE
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F 
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.-WEST
CHEST

ER 
55
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.-WEST
CHEST

ER 
55

S 
SUR CT

.-WEST
CHEST

ER 
56

F 
FAM CT

.-WYO
MING

56
P 

SUP CT
.-WYO

MING
56
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SUR CT

.-WYO
MING

57
F 

FAM CT
.-YATE

S
57

P 
SUP CT

.-YATE
S

57
S 

SUR CT
.-YATE

S
66

F 
FAM CT

.-NEW
 YORK 

CIT 
70

F 
FAM CT

.-BRON
X

70
P 

SUP CT
.-BRON

X
70

S 
SUR CT

.-BRON
X

71
F 

FAM CT
.-BROO

KLYN
71

P 
SUP CT

.-BROO
KLYN

71
S 

SUR CT
.-BROO

KLYN
72

F 
FAM CT

.-MAN
HATTA

N 
72

P 
SUP CT

.-MAN
HATTA

N
72

S 
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.-MAN
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N
73

F 
FAM CT

.-QUEE
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P 

SUP CT
.-QUEE

NS
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S 
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.-QUEE
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74
F 

FAM CT
.-STAT

EN ISL
AN 

74
P 

SUP CT
.-STAT

EN ISL
AN 

74
S 

SUR CT
.-STAT

EN ISL
AN 

99
F 
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.-OUT 
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TE 

99
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.-OUT 

OF STA
TE 

99
S 

SUR CT
.-OUT 

OF STA
TE 
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