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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:

o CONNECTIONS Activities window security

e Accessing and navigating to the CONNECTIONS Activities window
e Search options and expected results

e Components of the Activities window

e Opening and reopening tracks

o When to use specific Movement and Legal activities

e Recording and invalidating Movement and Legal activities
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What’s Changing
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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
| — 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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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 By T

you with an HSEN User ID in order to log on to assigned based on local

CONNECTIONS That ID W|” have aSSigned BUSineSS protoco| at your district/agency.
Functions, which together make up your CONNECTIONS If you have a question, please
Business Function Profile. This is what enables you to follow up with your supervisor.

perform your job-related tasks. Additionally, if you have a

In order to maintain or view information for a child on the question about obtaining an
Activities window, you will need a specific Business Function | HSEN User ID, follow up with
(discussed below) or a role in the FSS stage. Workers with your Supervisor.

only a current role in the FSS stage will have view-only
access to information for all tracked children in the stage.

&5

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.

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 4
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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.

Local District

Activities Window Access

New York State

Staff

Assign ASG

MN ACTIVITY
Business

Function

Local Security Administrators

Voluntary Agency
Local Security Administrators

Assign VIEW
ACTIVITY and
MAINT ACTIVITY
Business

Functions

Assign VIEW
ACTIVITY and
MAINT ACTIVITY

Business
Functions

\ / VIEW Y4 VIEW N VIEW Y4 MAINT Y4
ACTIVITY ACTIVITY ACTIVITY ACTIVITY
ROLE and and and and ROLE
Primary case Primary child placedin
Responsibility ownership Responsibility their agency
E?
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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:

v 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

v searches via Client Identification Number (CIN) or WMS case number
o with MAINTAIN ACTIVITY:

v' 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

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

- Nno access

Additional Business Function for State Staff
o ACC SEALED ADOPT

v'  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.

v" 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:

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

v searches via Client Identification Number (CIN) or WMS case number
o with MAINTAIN ACTIVITY:
v/ can maintain data for all children for whom the district has case ownership

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

Getting to Know the CONNECTIONS Activities Window Page 6
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o without a Business Function:

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

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

Voluntary Agency Staff:
o with VIEW ACTIVITY:

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

v' searches via Client Identification Number (CIN) or WMS case number
o with MAINTAIN ACTIVITY:

v 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

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

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

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

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

Getting to Know the CONNECTIONS Activities Window Page 7
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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.

@ TRAINING - CONNECTIONS - Wilson, Darryl

Header

HOME WORKLOAD & TO-DOs ~ REPORTS  WINDOWS MANAGER MJ

_ _
Tabs and

drop-downs

My Workload My To-Dos

|stage |Type |Role [StageiD |StartDate

03/13/2003

NAVIGATION 03/14/2003

Work area 0971412011
01/30/2012

Case To-Dos Stage Events

ps | 071122014 |»

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

Getting to Know the CONNECTIONS Activities Window Page 8
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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 Personalization Help/Training Log Out
CONNECTIONS window. This link will e
display for all workers; however, the ability
to view or maintain activities is granted '"t"'”_ I
based on Business Function Profile, role in Activities

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

1=Sensiive *=Rel $=AFCARS + =DataBxists 4 =Read-OnlyMode # = Unhanges
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COxX
mm

Clear

Case Details

4 K721000C Collins, Kimberly 08/16/2004
4 K721743C Collins, Patrick 04/22/2000

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.

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.

Getting to Know the CONNECTIONS Activities Window Page 10
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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.

@ Activities
-=— 000000000 |
B

8] =]eS)

Clear button I~

8720001

NAVIGATION [ e e e L S e B
PANE

Collins, Kimberly 08/16/2004 Not Reported English
Collins, Patrick. 04/22/2000 Not Reported English

Person Detail ¢ Track Detail Activities

Black or African Ame[=|
Caribbean
Haitian

Native African
Other - Black ar Afr

[ Dominican
Mexican

[ Morth American
[” Puerto Rican

047222000 |- |1
r

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

e 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.
WINDOW TIPS

e 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.

Did you know you can minimize
scrolling by clicking the carat
icon and collapsing sections in
the window?

The Clear button refreshes the entire window, not just the .

detail fields. Upon clicking the Clear button: Unpinning the Navigation Pane

will give you a better view of the

e search criteria fields clear and reset to their default window.

values;

e search results clear; and m

e the NAVIGATION PANE resets.

Getting to Know the CONNECTIONS Activities Window Page 11
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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.

Print Screen

~ Child/Case Search Criteria

Agency: |A31-Onondaga || GIN: | K721743C * WMS Case #: oy Sz o -
Familiy Relationship Matrix
Outputs A Case Details
acﬁvigf Person Information WMS Case# 5720001 Case Initiation Date:  4/24/2009
epo
et com iy o s

4 KiNT743C Collins, Patrick 04/22/2000 Not Reported English

Count =1

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.

Getting to Know the CONNECTIONS Activities Window Page 12
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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.

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.

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.

Getting to Know the CONNECTIONS Activities Window Page 13
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The Person Detail Tab

Person Detail 4 Track Detail Activities

Black or African Ame (&)

Caribbean

Haitian

Native African

Other - Black or Afr
Alaskan Native
American Indian

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.

Getting to Know the CONNECTIONS Activities Window Page 14
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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 Madify CID
familial relationships between persons in a Family Services Outputs
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.

Actiity Person Information

G Family Relationship Matrix - - 5:27200303/C:37200090 [Read Only] O

]

Collins, Kristy Mother 17200510 Collins,Patrick 06/25/2009
Collins, Kristy Mother 17200510 Collins, Kimberly 17200513 06/25/2009
Collins, Patrick Child 17200512 Collins, Thomas 17200511 06/25/2009
Collins, Patrick Child 17200512 Collins, Kristy 17200510 06/25/2009
Collins, Kimberly Child 17200513 Collins, Thomas 17200511 06/25/2009
Collins, Kimberly Child 17200513 Collins, Kristy 17200510 06/25/2009
Collins, Tyler Child 17200514 Collins, Kristy 17200510 06/25/2009
Collins, Tyler Child 17200514 Collins, Thomas 17200511 06/25/2009
Collins, Thomas Spouse 17200511 Collins, Kristy 17200510 06/25/2009
Collins, Kristy Spouse 17200510 Collins, Thomas 17200511 06/25/2009

il EEEEEER

Collins, Patrick Sibling 17200512 Collins, Kimberly 17200513 06/25/2009

el T - ATnnncs . ne T annnn

Collins, Kristy 17200510
Collins, Kristy 17200510 ‘erson One is the Collins, Patrick 17200512
Collins, Patrick 17200512 | Collins, Thomas 17200511
Collins, Thomas 17200511 ¥ _ Collins, Tyler 17200514
Collins, Tyler 17200514 TR

I =Sensitve * = Required $ = AFCARS o/ =DataExists [ =Read-Only Mode = = Unsaved Changes
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The Track Detail Tab

Person Detail Track Detail

g4 I Track Status Track Start Track Closed Primary Responsibility Service Began Entered Care Entered Fadility |

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:

e Track Status

e Track Start

e Track Closed

o Primary Responsibility

e Service Began

e Entered Care

o Entered Facility

Getting to Know the CONNECTIONS Activities Window Page 16
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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.

Correction

Move child between cases
Move case between counties
OCFS Step-Down

| = Sensitive * =Required §$ =AFCARS + =DataExists § =Read-OnlyMode = Unsaved Changes
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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:

e Open Track (formerly known as Track Indicator X)
e Convert Track Start Date (formerly known as Track Indicator C)
e 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.”

Person Detail Track Detail Activities

Entered Facility

Opening a Track
1 Click the Track Detail tab. @
2 Click on the drop-down arrow for the Track Options
field. Only district workers can
open a track.
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.
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Reopening a Track

Person Detail Track Detail Activities

[Reoper Closed Tradk

Click the Track Detail tab.
Select the track that is in “Closed” status from the grid.

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

A WODN =

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 Modifiers available will depend on
Modifier C the selected entry.
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.

Person Detail Track Detail

= | Date

04/01 /2013 Miscellaneous 1010 - TRACKING START DATE X 08/28/2014 15081

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:

Getting to Know the CONNECTIONS Activities Window
Build Job Aid

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”).

Page 20
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All previously-saved activities for a child will be returned in descending order with the following
radio button options:

o 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).

o 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):
e | =Invalidated row
e 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

Person Detail Track Detail Activities &
L] ®

2= | Date

04/01/2013 Miscellaneous 1010 - TRACKING START DATE X 08/28/2014 15081

0urti2013 v E—
_[25 - EMER REMVL W/0O ORDER =

In the Date of Activity field, record the date of the activity.
Click the drop-down arrow for the Type of Activity field and select “Legal.”
Click the drop-down arrow for the Event field and select “L700 - REMOVAL.”

A WO DN =

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.
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Recording an M910 — Child Placed

Person Detail Track Detail Activities &

2 o »

04/01/20M3 Legal L700 - REMOVAL 26 08/28/2014
04/01/2013 Miscellaneous 1010 - TRACKING START DATE X 08/28/2014

Mew

04/01/2013 0' MS10 - 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 Did you know that you
“M910 - CHILD PLACED.” can filter for modifiers by
] . entering the first letter in

4 In the Modifiers section, enter the Vendor ID in the the drop-down fields?

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

Person Detail Track Detail Activities &

= | Date

04/01 /2013 Movement M510 - CHILD PLACED 08/28/2014
04/01 /2013 Legal L700 - REMOVAL 26 08/28/2014
0401 /2013 Miscellaneous 1010 - TRACKING START DATE X 08/28/2014

New

04/02/2013 |~/ M L100 - PETITION FILED -
04 - ART 10 ABUSE/NEGLECT = [31F - FAM CT.-ONONDAGA =

Save & Close

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.”

1]

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.

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 Inthe 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.
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Recording an L300 — Hearing

Person Detail Track Detail Activities &
| o

= | Date

04/02/2013 Legal 1100 - PETITION FILED 04 08/28/2014
04/01/2013 Movement M910 - CHILD PLACED 07260074 08/28/2014
. 04/01/20M3 Legal L700 - REMOVAL 26 03/28/2014
| 04/01/2013 Miscellaneous 1010 - TRACKING START DATE X 03/28/2014

New
e

E— 200 FEARING

04 - ART 10 ABUSE/NEGLECT » 32 - NEGLECT b

In the Date of Activity field, record the date of the activity.
Click the drop-down arrow for the Type of Activity field and select “Legal.”
Click the drop-down arrow for the Event field and select “L300 - HEARING.”

A WO DN =

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

Person Detail Track Detail Activities &
] ]

£2 | pate | Activity

04/02/2013 L300 - HEARING 6/2/2013 08/28/2014
04/02/2013 L100 - PETITION FILED 08/28/2014
04/01/2013 M310 - CHILD PLACED 08/28/2014
04/01 /2013 L700 - REMOVAL 08/28/2014

New
05/01/2013 |~_@ v 5200 - CHILDS LEVEL OF DIFFICULTY [=
2B - 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

Activiti

.—
i o
Actions & in |[aon 2 [Mame = [poB | Dist |Prikesp | Trk |
Family Relationship Matrix (C)
Mot » 4 K72203C  Collins,Patrick  0422/2000 31 A1 X NotRep

Invalidate

Qutputs
Activity Person Information

Help

e

This action cannot be reversed. Selected row will be Invalidated. Do you want

Person Detail R

g

= | Date

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

Person Detail

= | Date

Track Detail
»

Activity | Event

Activities B

&

06/02/2013
05/01/2013
04/02/2013
04/02/20M3

- HEARING

- CHILDS LEVEL OF DIFFICULTY
- HEARING

- PETITION FILED

12/2/2013

&/2/2013

08/28/2014 i
08/28/2014
08/28/2014
08/28/2014

06/04/2013 v

07260074

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

Save & Close Save Reset

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.

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.

Getting to Know the CONNECTIONS Activities Window
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Recording an M960 — Child Ends Absence

Person Detail Track Detail Activities &

£2 | Date Activity | Event

06/04/20M3 Movement M350 - CHILD BEGINS ABSENCE 08/28/2014
06/02/2013 Legal L300 - HEARING 12/2/2013 | 08/28/2014
05/01/2013 5200 - CHILDS LEVEL OF DIFFICULTY . 08/28/2014
04/02/2013 Legal L300 - HEARING &6/2/2013 08/28/2014

New

mi M350 - CHILD ENDS ABSENCE 2
07250074 [

Save & Close Save Reset

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.

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

Person Detail Track Detail Activities &

06/06/2013 MI60 - CHILD ENDS ABSENCE 03/28/2014
06/04/2013 M350 - CHILD BEGINS ABSENCE 08/28/2014
06/02/2013 L300 - HEARING 12/2/2013 08/28/2014
05/01/2013 5200 - CHILDS LEVEL OF DIFFICULTY 08/28/2014

New

10/01/2013 |v| m M321 - INTRA-AGENCY TRANSFER-NEW FACILITY =
07260074 07270074
[TE - CHILD REQUEST = -]

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.”

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

Person Detail Track Detail Activities [

22 | pate Activity | Event

10/01/2013 MIE1 - INTRA-AGENCY TRANSFER-NEW FACILITY 07260074 07270074 08/28/2014
06/06/2013 M950 - CHILD ENDS ABSENCE 07260074 08/28/2014
06/04/2013 MS50 - CHILD BEGINS ABSENCE 07260074  SC 08/28/2014
06/02/2013 L300 - HEARING: 04 s 12/2/2013  08/28/2014

21- 1089 PERMAMNENCY HEAR = 44 - CONT FC-PERM AND EXT =
— os02z014_v

In the Date of Activity field, record the date of the activity.
Click the drop-down arrow for the Type of Activity field and select “Legal.”
Click the drop-down arrow for the Event field and select “L300 - HEARING.”

A WO DN -

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

Person Detail Track Detail Activities &
o o

22| pate Activity | Event

. 12/02/2013 L300 - HEARING 21 44 6/2/2014  08/28/2014
10/01/2013 M9E1 - INTRA-AGENCY TRANSFER-NEW FACILITY ~ 07260074 07270074 | TB 08/28/2014
06/06/2013 M960 - CHILD ENDS ABSENCE 07260074 08/28/2014
06/04/2013 M50 - CHILD BEGINS ABSENCE 07260074  SC T 08/28/2014

New
1216/2013 0| M870 - CHILD ON TRIAL DISCHARGE -
07270074 570 - RETURN TO NAT.PARENT >

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.”

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

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

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

Person Detail Track Detail Activities &

£2 [ pate [ Activity

: 1271642013 M370 - CHILD ON TRIAL DISCHARGE
12/02/2013 L300 - HEARING
10/01/2013 MIB1 - INTRA-AGENCY TRANSFER-NEW FACILITY
06/06/2013 M50 - CHILD ENDS ABSENCE

6/2/2014

08/28/2014
08/28/2014
08/28/2014
08/28/2014

01/16/2014 |
07270074

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

New

M330 - CHILD DISC.FROM FOSTER CARE PROG -
570 - RETURN TO NAT.PARENT =

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

Click the drop-down arrow for the Event field and select “M990 - CHILD DISC. FROM

FOSTER CARE PROG.”

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

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 M999 — Child’s Track Closed

Person Detail Track Detail Activities &

| Activity Event

01/16/20M4 M990 - CHILD DISC.FROM FOSTER CARE PROG 07270074 570 08/28/2014
. 12/16/2013 MS70 - CHILD ON TRIAL DISCHARGE 07270074 | 570 08/28/2014
12/02/2013 L300 - HEARING pal 44 6/2/2014  08/28/2014
10/01/2013 MOB1 - INTRA-AGENCY TRANSFER-MEW FACILITY 07260074 07270074 TB 08/28/2014

Mew
0111602014 1; M999 - CHILD'S TRACK CLOSED hd

570 - RETURN TO NAT.PARENT »

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. R e

3 Click the drop-down arrow for the Event field and close a track.

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

Track Detail Activities [§

M9B1 - INTRA-AGENCY TRANSFER-NEW FACILITY 22222222 44444444 TB 04/30/2014
M50 - CHILD ENDS ABSENCE proyrisrs 04/30/2014
M350 - CHILD BEGINS ABSENCE annn  sC 7 04/30/2014
5200 - CHILDS LEVEL OF DIFFICULTY 24 04/29/2014

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

Person Detail Track Detail Activities B

= .| Date |A(:hwly | Event Modifier A | Modifier B | Modifier C | Modifier D | Contra | Date Entered | Entered By 5

™ 04/30/2014 K100 - KINGAP APPLICATION RECEIVED 04/30/2014
T 042912014 M981 - INTRA-AGENCY TRANSFER-NEW FACILITY 22222222 44444444 TB 04/30/2014
T 0472972014 M960 - CHILD ENDS ABSENCE 2022172 04/30/2014
[ 04/28/2014 M950 - CHILD BEGINS ABSENCE 20222 5C 7 04/30/2014

K210 - KINGAP APPLICATION APPROVED A

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

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

Track Detail Activities E

- i_!l_Dd te |_A{.1 ivity | Event

[ 04/30/2014 K210 - KINGAP APPLICATION APPROVED 04/30/2014
T 04/30/2014 i K100 - KINGAP APPLICATION RECEIVED 04/30/2014
T o4r29/2014 M9B1 - INTRA-AGENCY TRANSFER-NEW FACILITY 22222222  44d4dddd T8 04/30/2014
[ 04/29/2014 M M960 - CHILD ENDS ABSENCE 22222222 04/30/2014

L600 - AGREEMENT SIGNED -
25 - KINGAP AGREEMENT -

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

| Maulifuer A | Modifser B | Modifser C | Hosdilfeer 0 | Conlra | Date Entered | Entered By

I owrsorzons
I oarsovzes K300 - KIHGAP AGRTEMENT APPRINTD
I oisormone K210 - KiGAR APPLICATION APPROVED

T oarsorona KP00 - BINGAR APPLICATION RECENED

In the Date of Activity field, record the date of the activity.
Click the drop-down arrow for the Type of Activity field and select “Legal.”
Click the drop-down arrow for the Event field and select “L300 - HEARING.”

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.

A WODN =

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

Person Detail Track Detail Activities &

=2 | .| Date | Activity | Event

L300 - HEARING 04/30/2014
L600 - AGREEMENT SIGNED 04/30/2014
K300 - KINGAP AGREEMENT APPROVED 04/30/2014
K210 - KINGAP APPLICATION APPROVED 04/30/2014

m M990 - CHILD DISC.FROM FOSTER CARE PROG hd
600 - KINGAP DSCHRG W SUBS hd

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

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:

M How Do I? documents
M other Job Aids

M Tip Sheets

M 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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Appendix A:
Activity Codes
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