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Welcome and Participant Information

As a Child Protective Services worker, you are taking on a vital role. Child welfare practice in
New York State strives to achieve the following five outcomes for children and families:

e Children are safe.

o Families are preserved.

e Children are adopted when their birth family cannot be preserved.
e Children leaving care at the age of majority can live independently.
e Children and youth develop normally.

You, the worker, are the primary instrument employed by the child welfare system to achieve
these outcomes. You will use CONNECTIONS, New York’s child welfare information system, to
record and document your efforts to achieve these outcomes.

The Content of this Guide

This guide leads you through the functions in CONNECTIONS that you'll use to accomplish
CPS casework documentation activities. It contains step-by-step instructions for accomplishing
necessary tasks in CONNECTIONS, introductory remarks that provide a work context for these
tasks, CPS Case Recording Guidelines and hints on how to carry out these tasks efficiently and
effectively.

This guide also covers general computer skills and navigation in CONNECTIONS and a module
on how to access additional information and help on using CONNECTIONS.

The last section of this guide contains hands-on practice exercises for you to use with the
Training Database to reinforce your CONNECTIONS skills. These exercises cover key
CONNECTIONS activities you will perform as a CPS worker.

Note:
Any visible identifying data
in this guide is simulated.

CONNECTIONS Step-by-Step Guide: Page 1
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Features of this Guide

Three features of this guide help you quickly identify the information you need:

o Tips, set apart in margin boxes, provide information to help you carry out
CONNECTIONS tasks efficiently and effectively. Icons in the boxes help focus your
attention on the following kinds of tips:

&

Helpful tips

NYC Only content

= &F

Things to watch out for

. %CPS Case Recording Guidelines contain step-by-step instructions for meeting
gualitative standards. These are based on OCFS policy and are presented to assist you
in documenting casework.

We hope you find this to be a useful aid in your CPS work!

Page 2 CONNECTIONS Step-by-Step Guide:
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Using the Training Database with this Guide

You can use this guide as a resource for your daily work in CONNECTIONS. We suggest that
you use this guide while working directly in CONNECTIONS Production or in the Training
Database.

What is the Training Database?

The Training Database provides a safe environment for you to learn and practice
CONNECTIONS skills using simulated case data. The SUNY Training Strategies Group acts as
the custodian for the Training Database sign-on IDs. These ID numbers are referred to as
Desktop User (DU) numbers and Instructor Led (IL) numbers. Sign-on numbers begin with
either DU or IL, and are followed by four digits.

The Training Database has the look and feel of the CONNECTIONS system currently in
production. When you sign on to the Training Database using a DU number, you will see a
simulated environment displaying the Assigned Workload of a fictitious worker, Darryl Wilson.
Darryl Wilson has been assigned seven stages of service, including five Child Protective
Service (CPS) stages. These stages have been created specifically for training purposes. In the
New York City training labs, you will use IL numbers, which display the Assigned Workload for a
fictitious worker named Jamie Miller.

When you sign on as Darryl Wilson or Jamie Miller, you have the ability to complete the tasks
necessary to maintain and progress each stage of service. As a CPS worker, you have the
ability to accept or reject an Intake stage of service, progress the Intake to the Investigation
stage, and perform all tasks necessary to complete an investigation. The Training Database
also has common functions, such as Person Search, Resource Search, and a Staff To-Do List.

When using the Training Database you are considered a “Super User.” This means you may
have access to windows that you won’'t have back at the office. For example, Darryl Wilson has
the ability to access the workload of his supervisor, Sally May. Jamie Miller has the ability to
access the workload of his supervisor, Cassie Landers. You may approve work submitted by
Darryl Wilson by opening Sally May’s Staff To-Do List and completing related approval tasks.
Opening Cassie Landers’ Staff To-Do List and completing the related approval tasks approves
the work submitted by Jamie Miller.

Information is deleted when the computer system is refreshed each night; any material that you
enter into the system is available to you only until the end of that day.

CONNECTIONS Step-by-Step Guide: Page 3
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Logging On to Your PC

The CONNECTIONS application can be accessed only by designated individuals on computers
that are set up to run the application.

Once you have completed logging on to Windows, the step-by-step instructions in the next
section will show you how to access CONNECTIONS.

@_ Step-by-Step:
Logging on to Your Computer

1 Press the Ctrl + Alt + Delete keys on your keyboard at the same time.
A Confidentiality warning displays.

2 Click on the OK button in response to the Confidentiality warning.
The Log On window displays. Make sure that your domain (HSEN) is listed correctly
in the log on dialog box.

3 Enter your user name and password and click on the OK button.
Your local desktop displays.
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Accessing CONNECTIONS

The CONNECTIONS application is made available to users in three different ways:

Production Database The Production Database contains “live” data. This is the database that
all workers use to record information in CONNECTIONS.

Training Database The Training Database contains simulated data and allows you to
practice functions necessary for your casework activities while you are
participating in a training class. It mirrors the functionality of the
Production Database. See “What is the Training Database” on page 3
for more information.

Preview Application The Preview Application contains a “snapshot” of actual case data.
(only available during Information entered into the Preview application does not carry over to
specified times) the Production database.

The Preview Application provides the opportunity to preview changes
and enhancements planned for the CONNECTIONS system. The
Preview Application is available for a limited time when changes to the
system are made. You will receive special notice when the Preview
application becomes available.

To distinguish between the Training Database and the Preview application, keep in mind that
the Training Database contains simulated data, while the Preview application is a “snapshot” of
actual case data. The Training Database allows you to practice functions necessary for your
casework activities. Information entered into the Preview application does not carry over to the
Production database.

Using the CONNECTIONS Production Database, you can access your Assigned Workload from
any CONNECTIONS waorkstation throughout New York State. All you need is a valid User ID
and password to gain access to your workload. All users in your agency must be following
established OCFS/OFT password standards (See Appendix | for the Security Guidelines). Here
are some ways to keep your password protected:

Make it difficult

Select a password that is easy for you to remember, but difficult for others to guess.
Don't be stingy—make your password as long as possible (at least 8 characters and up
to a maximum of 13 characters), in order to help reduce the likelihood of allowing
someone to guess it. You cannot use all or part of your logon ID in your password, nor
can you reuse any of your last 13 passwords.

Mix it up

Your OCFS password must contain at least one uppercase letter, one lowercase letter
and one number. CONNECTIONS users must never use symbols in their passwords.

Keep it to yourself

Don't share your password with others. Never display your password; if you need to
write it down, don't keep the information at your desk or anywhere it can be easily seen
by others.

Embrace change

You must change your password periodically—at least once every 90 days. If you think
your password has been compromised, change it immediately. (Don't forget to report the
situation to your LAN/Security Administrator as soon as possible!)
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Be yourself
Use only your logon ID and password; never use a current or former co-worker’s 1D or
password.

Let your fingers do the walking
Never store passwords in macros or automatic log-on features. Enter your password
manually every time.

x
. If the AutpCompIete window Do you want Windows ta remember thiz password, 2o that you
dlsplays durlng the Iogon process, don't have to type it again the next time pou vigit this page?

select the Don’t offer to remember
any more passwords checkbox

and click on the No button. Yes |

@D on't offer to remember any more passwords
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@_ Step-by-Step:
Launching CONNECTIONS (Production)

1 From your local desktop, double-click the CONNECTIONS and other Citrix
Applications icon.
The CONNECTIONS and other Citrix Applications window displays, containing icons
of applications that are available to you based on your NT logon.

2 Double-click on the CONNECTIONS Desktop 95 Percent icon.
The Citrix desktop displays and your Citrix session begins.

3 Double-click on the Connections icon.
The CONNECTIONS Toolbar displays.

CONNECTIONS resides on centralized Citrix servers. Once you begin a “Citrix session,” the
Citrix desktop displays, covering your local desktop and remaining open for the length of your
Citrix session. The Citrix desktop also has an easily recognizable background.

If you access the Citrix desktop via the Connections Desktop icon on the Connections and
Other Applications window, the Citrix session begins and the CONNECTIONS Toolbar displays.
If you access the Citrix desktop via the CONNECTIONS Training icon on the Connections and
Other Applications window, you are required to log on a second time.

The Task Bar at the bottom of the Citrix desktop provides a method of organizing the
application windows that you have open in Citrix. You can have more than one window open on

your desktop at a time. Minimize a window by clicking on the Minimize button (;1). The
minimized window displays as a button on the Task Bar. This makes room for other windows
you need to use at that moment. To re-open an application, click on its button on the Task Bar;
the application displays as the active window, placing it “on top of” any other open windows.

Clicking on the Start button (in the lower left corner of the Citrix desktop) displays the Start
menu, which provides access to the Citrix Log Off procedure (see page 9 for details on this
procedure).

@- Step-by-Step:
Launching CONNECTIONS (Training Database)

1 From your local desktop, double-click the Connections and other Citrix
Applications icon.
The Connections and other Citrix Applications window displays, containing icons of
applications that are available to you based on your NT logon.

2 Double-click the Connections Training Desktop 95%icon.
A Confidentiality Warning message displays.

3 Click on the OK button in response to the Confidentiality Warning.
The Log On to Windows - <Name> dialog box displays. The name will vary
depending on the server that is being accessed.
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Enter a training user name (DU or IL#) in the User name field.

A special User ID is required to access the Training
Database. This special User ID is referred to as a
Desktop User (DU) number [Upstate trainings only]
or an Instructor Led (IL) number [NYC trainings
only].

Enter Train123 in the Password field.
This field is case sensitive.

Click on the drop-down arrow for the Log on to field
and select HSEN as the domain.

Click on the OK button.
The Citrix desktop displays and your Citrix session
begins.

Double-click on the Connections Training icon.
When the CONNECTIONS Training Database has
launched successfully, the CONNECTIONS Toolbar
displays. In the title bar, the DU number you entered
displays as the fictional worker Darryl Wilson with
the same ending digits, not counting zeroes (e.g.,

]

If you incorrectly enter the
domain or your password, the
following message displays:
“The system could not log you
on. Make sure your User name
and domain are correct, then
type your password again.
Letters in passwords must be
typed using the correct case.
Make sure that Caps Lock is not
accidentally on.”

Re-enter your password and
click on the OK button.

DUO0123 displays as Wilson123, Darryl). If you entered an IL number, the title bar

displays the name of the fictional worker Jamie Miller.

Step-by-Step:

Launching CONNECTIONS (Preview Application)

From your local desktop, double-click on the
Connections and other Citrix Applications icon.
The Connections and other Citrix Applications
window displays, containing icons of applications
that are available to you based on your NT logon.

Double-click on the Connections Preview icon.
A Confidentiality Warning message displays.

Click on the OK button in response to the
Confidentiality Warning.

The Citrix desktop displays and your Citrix session
begins.

Double-click the Connections Preview icon.

When the CONNECTIONS Preview Application has
launched successfully, the CONNECTIONS Toolbar
displays. The title bar reads: Preview
CONNECTIONS Toolbar - <Your Name>.

()

The following error message
may display when attempting to
switch between the Production

Database and the Preview or

Training Applications:

“You already have a session
open in CONNECTIONS.”

In order to disconnect from a
session (and avoid the error
message), you must click on the
Citrix Start menu at the lower
right corner of your Citrix
desktop and select Log Off
###HHE... This will disconnect
your current session and allow
you to open a new session.
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Closing CONNECTIONS and Logging off Your PC

When you have finished your work in CONNECTIONS, you should close both CONNECTIONS
and your Citrix session. This is best done as a two-step process: first close CONNECTIONS,
then log off of Citrix. Doing so (as opposed to logging off of Citrix while CONNECTIONS s still
open) reduces the likelihood of problems occurring during the log off procedure.

At the end of your work day, it is important to log off your PC; if you completely shut down (turn
off) your computer, it will not be able to receive any updates that may occur overnight. Leaving
the computer logged off (but with the power still on) will enable it to receive these updates.

The step-by-step instructions below will assist you in closing CONNECTIONS and logging off of
your PC.

K—}l Production - CONNECTIONS Toolbar - Ballou, Wally
Options  Maintain - Search  Help

| = =

o) 2 =
5 2

(= =

@_ Step-by-Step:
Closing CONNECTIONS and Logging Off Your PC

-
1 Click on the File menu (represented by the Globe icon [] in the upper left corner
of the CONNECTIONS Toolbar) and select Close.
You may need to use the vertical scroll bar to scroll up on the desktop to reveal the
Globe icon (File menu) on the CONNECTIONS Toolbar.
2 Click on the Start button in the lower left corner of the Citrix desktop and select Log
Off <User name> from the resulting menu.
The Log Off dialog box displays.
3 Click on the Yes button.
This does not log off your machine; it only ends your session with the Citrix
server. Your local desktop displays.
Close all applications still open on your local desktop.
5 Click on the Start button.
The Start menu displays.
6 Click on the Log off <user name> command.
The Shutdown Windows dialog box displays. If necessary, click on the drop-down
arrow and select Log off <user name>.
7 Click on the OK button.
CONNECTIONS Step-by-Step Guide: Page 9
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CONNECTIONS Security

In order to protect the confidentiality and integrity of case data, access to information in
CONNECTIONS is carefully controlled. A number of factors determine the information you can
view or maintain in CONNECTIONS, including the your job function, the cases to which you are
assigned and your Business Function Profile (BFP)

All CONNECTIONS users receive security profiles which determine the windows or types of
information they can open and view, as well as which windows they can modify or “maintain.” In
CONNECTIONS, each person’s security profile is called a Business Function Profile (BFP).
Each worker has only one BFP. Each BFP is comprised of one or more Business Functions,
which in turn are comprised of one or more Security Attributes (see the graphic below).

Phil T. Worker's
Business Function Profile

"VIEW UNDER INV" "MAINT SECURITY" "MAINT FAD"
Business Function Business Function Business Function

"View Under Investigation” "Maintain Home"
Security Attribute Security Attribute

"Maintain Security" "View Business Functions"
Security Attribute Security Attribute

Your Business Function Profile (and therefore your access to information on CONNECTIONS)
is based on the tasks you are responsible for performing and the level of access to records
needed to complete those tasks. Your BFP may contain multiple business functions based on
your responsibilities. It is restricted to what is necessary for the normal performance of your job
responsibilities; this is accomplished by the assignment of a unique User ID to each
CONNECTIONS worker. The User ID and Password are the “keys” to access certain agency
information. Your User ID and password are also a form of identification; they link you to actions
in the system. You are responsible for actions taken with you User ID and password; it is up to
you to protect your password to prevent unauthorized access or misuse of information.

Security coordinators at the local district and voluntary agency level assign appropriate
Business Functions to each staff person in their offices, creating an individual Business
Function Profile for each worker. A few examples of Business Functions that might be included
in a local district CPS worker’'s BFP are “View Under Investigation,” “View Indicated” and “View
Unfounded.” Workers with the “Unit Summary Access” Business Function in their respective
BFPs are able to review the Assigned Workloads of the staff members in their units. (Typically,
this Business Function would be included in the BFP of a Unit Approver.)
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Keep in mind that your Security Coordinator may need to
monitor workers’ activity on the system. Do not have any %
expectation of privacy in the information stored in or sent
through the OCFS network (including e-mail), as your Security .
Coordinator and OCFS/OFT reserve the right to monitor or What you are able to view and
search any system at all times. You are notified of this each the tasks you are able to

. ’ i : . perform in the Training
time you log into the network; a warning message displays. Database may not mirror what

You must understand your role and responsibilities regarding you will be able to do in the
the security of CONNECTIONS information. You have an Production Database. Contact
obligation to protect and preserve all information in a consistent ﬁour Sec””tt.y coordma(;t.or e
and reliable manner. As a CONNECTIONS user, you are ave ql;zsél:?irtls ;ecgzgsmg your
responsible for ensuring that appropriate physical, logical and Yy '

procedural controls (such as locking your keyboard when you

are away from your computer) are in place to preserve the confidentiality, integrity, availability
and privacy of CONNECTIONS information. Information must be protected and classified based
on security best practices as defined in the International Security Standard ISO/IEC 17799, A
Code of Practice for Information Security Management.

As you use CONNECTIONS, you may see buttons and menus which are gray instead of black.
The gray color indicates that this function is disabled and, therefore, not available to you.

Features are sometimes disabled based on your BFP. For example, the UNIT button on the
CONNECTIONS Toolbar is disabled for workers, since this function is available only to
supervisors. If there is information in the system that you need to access in order to complete
your work, but that information is not available to you, talk to your supervisor.

If you are working on a stage and cannot view or modify information that relates to your job
responsibilities, you should review your BFP with your supervisor to make sure the Business
Functions included in your BFP are adequate for the work you are doing.

A special Business Function, “View Security Profile,” allows you to review your BFP in
CONNECTIONS to see the business functions assigned to you. If your BFP indicates that you
do not have security access for a task you need to complete, speak with your supervisor and
your office’s security coordinator.

@_ Step-by-Step:
Viewing Your Business Function Profile

1 Click on the Options menu on the CONNECTIONS Toolbar and select Security.
The Security sub-menu displays.

2 Click on the View Staff Security command.
The Staff Search Criteria window displays.

3 Type your first and last names into the appropriate fields.

Click on the Search button.
The Staff List displays.

5 Click on your name to select it from the Staff List.
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6 Click on the OK button.
The Staff Security window displays. The Business Function list box in this window
contains the business functions that have been assigned to you.

7 The Business Functions assigned to you are identified with red check marks. Use
the vertical scroll bar inside the Business Function list box to view the entire list.

8 To close the Staff Security window, click on the Cancel button.
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Module 1:
CONNECTIONS and the Child Welfare System

An understanding of CONNECTIONS’ role in New York State’s child welfare system helps
provide context for the work you perform as a CPS worker. This first module introduces you to
the history of the CONNECTIONS system, its role in the state’s child welfare system, basic
concepts used in CONNECTIONS, and how CONNECTIONS ensures the confidentiality of
records.

By the end of this module, you will be able to:

e define what CONNECTIONS is;

o describe how CONNECTIONS supports the child welfare system in New York State;
o (differentiate between cases, stages and tasks in CONNECTIONS; and

o identify how CONNECTIONS ensures the confidentiality of records.
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What is the CONNECTIONS System?

CONNECTIONS is a child welfare computer system that allows for documentation of
information about families and children in New York State. The CONNECTIONS system is part
of a Federal initiative called the Statewide Automated Child Welfare Information System
(SACWIS). In 1993, the Federal government provided financial incentives for states to develop
statewide automated child welfare processes in an effort to provide more efficient and effective
administration of programs and Federal reporting. CONNECTIONS is the name of the statewide
automated data management system for child welfare in New York State. Many other states
have similar systems with other names.

CONNECTIONS is designed to create a single, statewide, integrated system for the collection
and recording of child protective, preventive, foster care and adoption service information. The
CONNECTIONS system will eventually interface with and/or replace the existing New York
State “legacy” systems—the Welfare Management System (WMS), the Child Care Review
Service (CCRS) and the Benefits Issuance Control System (BICS).

CONNECTIONS has been implemented in a series of packages, called Releases. Release 3 is
the latest production release. Smaller updates to the system are rolled out as a Build.

How CONNECTIONS Supports the Child Welfare System

No matter what our roles may be in the child welfare system, each of us shares and contributes
to the mission of child welfare: to ensure safety and permanence for children. To achieve this
mission, child welfare practice must remain focused on the five child welfare outcomes:

e Safety of children

e Family preservation/reunification

e Adoption when the birth family cannot be preserved
¢ Independent living with a permanency resource

¢ Normal child and youth development

CONNECTIONS supports child welfare’s mission and achievement of the five child welfare
outcomes by providing a way to manage information related to work with children and families,
and to save that information for future reference. You need to document your efforts in order to
facilitate the management of your caseload. Documentation provides a historical record of
information to others involved in the case, including supervisors, subsequent workers, lawyers,
Family Court, etc. It provides concrete information about a case and the persons involved.
Information in the system is also used to conduct the required background checks needed to
clear staff for work with children and families.
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Understanding Cases, Stages and Tasks in CONNECTIONS

CONNECTIONS organizes information about a family or individual situation into cases and
stages. A CPS case is a collection of one or more reports of abuse, maltreatment, or services
provided that require casework activity. A stage is a grouping of casework activities related to a
particular time frame, case status, or casework action within the context of the overall case.

Six stages are currently implemented in CONNECTIONS:

e Intake (INT) e Family Services Stage (FSS)
e Investigation (INV) e Foster/Adoptive Home Development (FAD)
e Family Services Intake (FSI) e Administrative Review Investigation (ARI)

Other functions will follow in future builds.

All CPS cases begin with an Intake stage, initiated by a report to the State Central Register
(SCR). Onondaga and Monroe counties also receive reports and create CPS Intakes locally. If
multiple investigations are open concurrently on a family, the case will have more than one open
stage.

Stages are organized further into tasks. The CONNECTIONS Task List for the Investigation
stage contains the following tasks:

o Review Intake

e Maintain Person

e Maintain Primary Address and Phone
¢ Maintain Allegation

e Investigation Actions

e Safety Assessment for Case

e Investigation Conclusion

e Child Protective Record Summary

You may repeat some of these tasks and perform them at several key intervals throughout the
stage.
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Understanding Your Role in a Stage

As a CPS worker, you will be assigned as either a Primary or Secondary worker in an INT or
INV stage. These roles describe different levels of responsibility for a stage or overall case:

e A Primary worker has overall responsibility for a stage. Primary workers can view and
maintain (modify) information in the stages to which they're assigned. They can also
view information for other stages in the same case. There can be only one primary
worker for a stage. The Primary worker assigned to a stage has traditionally been
responsible for all data maintenance in the stage and must document the final decisions
regarding what is best for the child(ren) and family. The worker in whose jurisdiction the
child is located is ultimately responsible for the safety of that child. That worker might not
be the Primary worker.

e There can be any number of Secondary workers also assigned to work on a stage.
Secondary workers can also view and record some information in the stages to which
they are assigned. Secondary workers cannot Save and Submit the investigation
determination for approval.

All CPS workers with the appropriate Business Function Profile (BFP) are able to view the Child
Protective Record Summary window (CPRS) for a particular investigation (more information
about BFPs and security can be found on page 10).

CONNECTIONS makes it possible to access specific information related to cases to which you
are presently assigned, or to which you have ever been assigned, even if that information is in a
case in another jurisdiction. If a stage you are working on shares a person in common with
another case, you are given an implied role in the related case. With this implied role you will be
able to view information on the related case, but not to change any of it. This feature is available
only to staff in local districts (with the appropriate BFP), not to staff in voluntary agencies.
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Module 2:
Getting Started

As a Windows-based application, many features of CONNECTIONS are common to other
Windows-based applications. This module shows you how to accomplish basic system tasks
that are similar to those in other Windows-based applications. It also introduces you to the main
navigation methods in CONNECTIONS.

By the end of this module, you'll be able to:

e minimize and maximize windows;

e use scroll bars;

e switch between windows using the Alt and Tab keys;
e copy and paste information;

e use CONNECTIONS Toolbar buttons;

e use CONNECTIONS menus; and

e use buttons in CONNECTIONS windows.

Basic Windows Skills in CONNECTIONS

When you launch CONNECTIONS, the CONNECTIONS Toolbar displays. If you are using
either the Production Database or Preview Application, the title bar (located at the top of the
CONNECTIONS Toolbar) displays the name of that environment, “CONNECTIONS Toolbar”
and your name. If you are using the Training Database, the title bar displays “Training -
CONNECTIONS Toolbar” and the fictitious name assigned to the Training Database worker.
The CONNECTIONS Toolbar contains buttons and menus that enable you to open
CONNECTIONS windows. Since CONNECTIONS is a Windows-based application, to use it
effectively you need to be familiar with how windows work.

Understanding Windows

and menus. These features enable you to change information
on the window and/or navigate to other windows in

Every window, like the CONNECTIONS Toolbar, has buttons m
CONNECTIONS. Each window also includes a Close button

Some features of

(), located in the upper right corner of the title bar (the CONNECTIONS windows are
colored bar at the top of the window), that you can use to close different than windows in other
the window. applications.

. . For example, you cannot resize
You can have more than one window open within CONNECTIONS windows.

CONNECTIONS and have multiple applications open within

Windows, each with its own window. When you have a number
of windows open, they will be stacked one on top of another, like sheets of paper. The “active
window” will be topmost in the stack. You can only work in the active window.
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The ability to have multiple windows open (“multitasking”) is a feature that allows you to use a
number of applications at once, but it can be confusing. This section explains how to manage
and manipulate multiple windows.

Moving Windows

Windows in the CONNECTIONS application are slightly smaller than the size of your screen.
Although you cannot resize them, you can move them. This allows you to see the windows that
are open but may be displayed underneath the active window.

To move a window, position your cursor over the title bar and hold down the left mouse button
while you drag the mouse (“click & drag”).

Minimizing and Maximizing Windows

While you cannot change the size of the windows in CONNECTIONS, you can manipulate some
(e.g., Microsoft Word documents that you open within CONNECTIONS and CONNECTIONS
Help windows). These windows can be minimized or maximized like windows in other
applications. To understand how this works, it is helpful to know a bit about window states.

At any point a window displays in one of three states: normal, maximized or minimized. A
normal window partially fills the screen and usually can be resized. A maximized window fills the
entire screen. A minimized window is still open, but is represented only by an icon on the
desktop.

Most CONNECTIONS windows are set to a uniform size and cannot be maximized or
minimized. You can, however, change the size of Microsoft Word and CONNECTIONS Help

windows by using the Minimize (:1), Maximize (I8)) or Restore (I&) buttons located in the
upper right corner of the Microsoft Word document window.

Scrolling

The vertical and/or horizontal scroll bars display on the right side and bottom, respectively, of
windows whenever there is more information than can be displayed in a window at one time.
There are three ways to scroll through a document:

¢ Click on the top or bottom (or right or left) arrow on the scroll bar to scroll up or down (or
side to side) through the document a little bit at a time.

e To scroll more quickly, click and drag the center block in the scroll bar up or down (or
right or left) until you locate the appropriate section of the document.

¢ In some windows, “mega-scroll” buttons (which look like dog-eared pages) display at the
juncture of the vertical and horizontal scroll bars. Use the mega-scroll buttons to move
beyond the last record you can view with the scroll bar.
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Switching Between CONNECTIONS and Applications on your
Local Desktop

The Alt+Tab hot key combination enables you to move between your Citrix session and other
applications on your local desktop.

@- Step-by-Step:
Using Alt + Tab to Switch Between Applications

i

Hold down the Alt key.

open application windows.

With each press of the key, a pop-up window
displays with the name of an open application
window. It is important to leave the Citrix

. Logon browser window open.
3 When you see the name of the application you want This provides you with a way to

to access, release the Alt key. Alt+Tab back to your local
The open application window you selected becomes desktop. The Alt+Tab function

2 Briefly press and release Tab key to cycle through @

the active window. in Windows 2000 switches
between Citrix and other open
The Ctrl+Esc hot key combination enables you to move programs. Therefore, you must
between your Citrix session and other applications on your local | have at least one open program
desktop. The Start menu for your local desktop displays when ~on your local desktop (or
you use Ctrl+Esc on your keyboard. GUTTIEZEE Gn L Ioedl cEeliag
task bar) in order to be able to
If your computer has 95% Screen Resolution, you do not need Alt+Tab back to the local
to use Ctrl+Esc or Alt+Tab; instead, use the Task Bar at the desktop from Citrix. The Citrix
bottom of the screen to navigate among applications in Citrix. Legjen) br?{]’;’}i‘;;ﬁerves this

The Task Bar is where your windows Start button is located, as

we discussed earlier in this training. Any applications that are
open will appear on the Task Bar at the bottom of the screen.

Switching Between Programs Open While
in a Citrix Session

When you access the Citrix Production Desktop it displays three icons: one for the
CONNECTIONS Desktop, one for the Policy Library and one for CIN/PID (Data Warehouse;
limited to designated users). A fourth icon, for the CONNECTIONS Preview application, is only
accessible when the Preview application is available. When you access the Citrix Training
Desktop, there is no icon for CIN/PID. Double-clicking an icon opens the application
represented by that icon. To switch between these programs on the Citrix desktop when they
are both open, click on the desired application’s task button on the Citrix Task Bar.

Remember that even though parts of a window may be visible, that window might not be the
active window. Clicking anywhere within a window will make it the active window, placing it on
top of any other open windows.
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Copying and Pasting

In CONNECTIONS, as in other Windows-based applications,
you can use the Copy and Paste functions to duplicate
information without retyping it. This is handy for transferring
notes from a Microsoft Word document into a Word document
within CONNECTIONS, or copying information from one
location to another within CONNECTIONS. You can copy and
paste only in those windows where your Business Function
Profile allows you to maintain information. Be careful when
using the copy and paste functions so that information is not

The Copy and Paste functions
work within a stage.
You cannot use these functions
to copy documentation directly
from one INV stage and paste it
into another INV stage.

inadvertently lost or misplaced. See the boxes at right for more
Copy/Paste tips.

Within the CPRS, you can use the Copy/Paste functions to copy information among the
narrative fields on the Safety Assessment, Risk Assess Profile and Progress Notes tabs.
To copy and paste information among these tabs; click and drag with the mouse to highlight the
narrative text to be copied. Then use the hot key combination to copy the selected text. Once
the text ahs been copied to the electronic clipboard, click on the narrative field into which you
need to paste the information and use the hot key combination to paste. (See “Hot Key Method
for Copying and Pasting” on page 21.)

In addition, the Progress Notes tab contains the Copy Note functionality, which is described in
detail in Module 9.

Step-by-Step:
Copying and Pasting Text

1 Open the window (e.g., a Microsoft Word
document) that contains the text to be copied.

2  Click and hold the mouse button while you drag it
over the text you want to copy.

The text highlights as you drag the mouse. Savethe document romintich

you are copying before
minimizing and/or switching to
another document to paste.

3 Click on the Edit menu and select Copy.
The system copies the highlighted text onto a
temporary Windows “clipboard.” It will remain on

this clipboard until you copy another selection of
text or close the application. (If an Edit menu is
unavailable on a particular CONNECTIONS
window, use the hot key method described at the
end of this section.)

Click on the location where you want to paste the
text.

If you are moving from a stand-alone Word
document to an open Word document in

Be careful when using Select
All, a command in some Edit
menus. It selects everything on
the page for copying (including
headers, footers and template
commands) and may delete the
template style of the document
into which you're pasting text.

CONNECTIONS, use Alt+Tab to move from one document to the other, or minimize
the first document by clicking on the Minimize button (:1) in the top right corner of

the window.
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5 Click on the Edit menu and select Paste.
The copied text is pasted next to the cursor. If an Edit menu is unavailable on a
window, use the hot key method described on the next page. When copying from or
pasting into the CPRS, do not use the Paste Cells or Paste as Nested Tables
command in the Edit menu, since these functions result in the overlay of tables,
format problems and printing problems.

Hot Key Method for Copying and Pasting

If an Edit menu is unavailable on a window where you want to copy and/or paste, you can use
the following “hot key” method to copy and paste.

@_ Step-by-Step:
Copying and Pasting Text via the Hot Key Method

-
Highlight the text you want to copy.
2 Press the Ctrl and C keys on your keyboard at the
same time.
The highlighted text is copied onto the Windows
clipboard. Make sure the paste location is
3 Click on the location where you want to paste the large enough for the text you
text. have copied. If it's too small,
CONNECTIONS will paste only
4 Press the Ctrl and V keys on your keyboard at the what fits. Most comments boxes
same time. can contain 300 characters of
The copied text is pasted next to your cursor. information, but some hold only
40 characters.

Getting Around in CONNECTIONS

CONNECTIONS contains a number of windows, all linked at the highest level to the
CONNECTIONS Toolbar.

There are four primary navigation tools in CONNECTIONS:
e Buttons on the CONNECTIONS Toolbar
e Menu commands on the CONNECTIONS Toolbar and many windows in the application
e Buttons on CONNECTIONS windows

e Tabs in the Child Protective Record Summary (CPRS) and various CONNECTIONS
windows

Sometimes buttons and menu commands are disabled. Features are disabled either because
that function is not available from that window, or because your security profile does not allow
you access to that information.
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Using CONNECTIONS Toolbar Buttons

The CONNECTIONS Toolbar is always available at the top of your screen when you are
working in CONNECTIONS. It is the gateway into the CONNECTIONS system. Sometimes the
Toolbar may display beneath another window on your desktop. Click on the title bar to bring the
Toolbar to the forefront of all of your open windows.

The CONNECTIONS Toolbar

KJA Production - CONNECTIONS Toolbar - Ballou, Wally
Options Maintain  Search  Help

1K=

¥ =
5
P

The first two buttons on the CONNECTIONS Toolbar (TO-DO and WORK) help you organize
your day-to-day work. The TO-DO button opens the Staff To-Do List, containing items needing
your attention. The WORK button opens the Assigned Workload, a list of your case
assignments. This is the method you use to access your tasks in CONNECTIONS.

The third button, UNIT, opens the Unit Summary window, which is available only to
CONNECTIONS users with a special BFP. It is available to staff at the supervisory level and to
their designees. It gives supervisors access to the workloads of the workers they supervise. For
all other users, the button is disabled.

The next four buttons (PERS, CASE, RSRC and STAFF) are search buttons, which enable you
to search for people, cases, resources (including foster homes, agencies and service
providers), and staff in CONNECTIONS. Staff in voluntary agencies must conduct Person and
Case searches from within a case, instead of using the PERS and CASE buttons on the
Toolbar.

The final button, RPRTS, opens the Report List, which provides access to reports that you've
generated (or “launched”) from within the application. Monthly management reports are also
downloaded directly into the RPRTS window for people with special BFPs.

Using CONNECTIONS Menus

Just above the buttons on the CONNECTIONS Toolbar (and at the top of every window opened
within CONNECTIONS) is the Menu bar, a row of key words that, when clicked, open menus
(see the CONNECTIONS Toolbar graphic above).

Commands available from the menus vary by window and are related to the actions you may
wish to perform at that point. They provide an alternative way to open windows available from
buttons, and also serve as a means for opening additional CONNECTIONS windows.
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@_ Step-by-Step:
Navigating via Menus

7

1 Click on a key word from the Menu bar at the top of any window.

2 Click on a command from the resulting menu.

Using Buttons in Windows

Most windows contain additional buttons, often near the bottom of the window. These buttons
serve as shortcuts to frequently performed functions or frequently visited windows from that
window. The functions available through these buttons are often also found in menus. A partial
list of these buttons appears in the chart below.

Partial List of Buttons and Their Functions

Cancel Ignores any changes, closes the window and returns to the previous
window.

Close For areas in CONNECTIONS other than CPRS, this button appears when
no changes could have been made to information on the window. It closes
the window and displays the previous window.

For the Notes, Supportive District Notes and Supervisory Review &
Comments tabs in CPRS, this is your first step toward saving changes in
your document. When changes have been made to a document, click on
the Close button and the following message displays: “Save Changes to
Notes Narrative?” Click on the Yes button to save your work. The
document closes and the last tab displays.

OK Responds to a message box and returns to the previous window. Also
accepts a selection from a list.

Add Adds information to a list on certain windows. To save to the database, you
also need to click on the Save button.

Modify  Modifies existing information in a list on certain windows. To save to the
database, you also need to click on the Save button.

Save Stores new or modified information in the database.

Delete Deletes information from the database. You will usually receive a
confirmation message before the item is deleted.

New Creates a new detail window with blank data entry fields.
Detail Opens a window with detailed information for a selected item.
Clear Clears detail fields from certain windows, or criteria from search windows.

Search Displays all records that match the search criteria.

CONNECTIONS Step-by-Step Guide: Page 23
Training for CPS Workers (rev 03/01/2007)




CPRS-Specific Buttons

Help on Displays help information about the respective document when in

Narratives the Notes, Supportive District Notes or Supervisory Review &
Comments tab. In other tabs, this button displays an index of help
topics relating to the narratives in that tab.

Generate Provides a window for selecting tabs to be included in a formatted
Report report of information in the CPRS.

Edit Narrative/ Re-opens a Word document in CPRS that has been closed or
View Narrative  minimized.

In some instances, the Edit Narrative button may be replaced by a
View Narrative button. Whether a tab displays a View Narrative
or Edit Narrative button depends on which tab you are viewing,
your role in the case, and whether the document opened by that
tab is in a “view only” state.

Intake Narrative Allows you to view the Intake Report Narrative associated with the
Investigation stage from the Allegations tab in CPRS. The Intake
Report Narrative displays as a “view only” Word document.

Tabs in the Child Protective Record Summary (CPRS)

The information in the Child Protective Record Summary is organized as file tabs:

e Case Identification e Local Protocol

e Household Composition e Safety Assessment
¢ Allegations o Risk Assess Profile
¢ Investigative Actions e Progress Notes

e Investigative Findings

Specific case information can be accessed by clicking on the associated tab in the Child
Protective Record Summary window. Tabs can be accessed in any order.
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Module 3:
Managing Your Workload

CONNECTIONS provides tools to help you manage your caseload. These tools include the
Assigned Workload and the To-Do Lists.

The Assigned Workload is your “gateway” in CONNECTIONS to performing and documenting
your work on the reports assigned to you. Each of your assignments is listed on your Assigned
Workload. This information is organized and available for you to fulfill the responsibilities for
each report and case efficiently.

The To-Do List supports the completion of timely work required by regulations. Since more than
one worker may be involved in completing work on a stage, the To-Do List can assist with
communication. The To-Do List helps you manage the shared responsibility that often occurs in

a CPS case, patrticularly between you and the supervisor who must review and approve your
work.

By the end of this module, you will be able to:

e sort and filter the Assigned Workload to manage your caseload and navigate to tasks;

e use the Staff To-Do List to manage necessary tasks, send To-Dos to yourself or others,
and navigate to tasks;

o keep track of necessary tasks using the Case To-Do List; and

e use the Event List to keep track of events that have occurred in your cases or stages
and navigate to view details of particular events.
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Managing Your Assignhed Workload

The Assigned Workload is an important workload management tool in CONNECTIONS. It lists
all of the stages assigned to you, as either a Primary or Secondary worker, along with basic
information about the report, the name, when it was assigned to you, etc. You can sort your
Assigned Workload in different ways to organize the work you need to do.

New cases are highlighted in gray and displayed at the top of

the Assigned Workload when it is initially opened. NYC cases

display based on the presence of High Priority Safety Factors %

(HPF) and then alphabetically. They remain highlighted until the

assigned worker displays the case information on screen. New

assignments do not automatically display on the Assigned Use the Refresh button often if
Workload if it is open at the time of the assignment. It is you have the Assigned
necessary to refresh your workload for these assignments to Workload open for a long time,
appear. To refresh the Assigned Workload, click on the to see if new assignments have

Refresh button.

come in.

@- Step-by-Step:
Opening the Assigned Workload

i

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

The following columns on the Assigned Workload provide an abbreviated view of relevant
information about each stage assigned to you.

Displays an exclamation point (!) if a report has been marked
“sensitive.” A sensitive case is one in which the reported person is an
employee of the SCR or a local district worker. Occasionally, a local
district may choose to mark a high-profile case as sensitive (e.g., a
case involving a celebrity or other public figure). For information about
marking a case as sensitive, see page 136.

Role Displays a code defining your role in the assigned stage. “PR” in the
Role column indicates that you are the Primary worker for the stage.
“SE” indicates that you are the Secondary worker for the stage. Roles
in FSI and FSS stages include “CM” for Case Manager, “CP” for Case
Planner, “CW” for Caseworker and “WM” for CPS Worker/Monitor.

Stage Name Intake and Investigation stages are usually named for the mother of the
abused/maltreated child(ren).

County Displays a code representing the local district whose worker has
primary assignment for the stage.

Zone Displays a code for New York City addresses only.
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Stage Displays the stage of service the selected item represents. Local district
CPS workers will see “INT” (Intake) or “INV” (Investigation) stages on
the Assigned Workload. If an assignment displays “INT” in the Stage
column, the stage has not yet been progressed to the Investigation
stage. If “INV” displays in this column, the stage has already been
progressed from Intake to Investigation. (See “Stage Progression” on
page 86.) You may also see “FSI” (Family Services Intake) or “FSS”
(Family Services Stage). (See the CONNECTIONS Case Management
Step-by-Step Guide for more information.)

Type Describes the type of report (e.g., “INI” for Initial reports or
investigations of abuse/maltreatment; “SUB” for Subsequent reports or
investigations of abuse/maltreatment). (See “Different Types of CPS
Reports” on page 77.) If you have a role in an FSI or FSS stage, CWS
(or another FSI or FSS type) would display in this field. (See the
CONNECTIONS Case Management Step-by-Step Guide on the OCFS
intranet site for more information.)

Start Denotes the Stage Start Date for both Intake and Investigation stages,
based on the Intake start date.

Assigned Displays the date the stage was assigned to you.

Unit Indicates the unit to which the Primary worker is assigned.

Stage ID The Stage ID and Case ID numbers are unique, system-generated

and identification numbers assigned to stages and cases, respectively.

Case ID

The Assigned Workload for ACS workers (New York City) displays three additional columns:

HPF Indicates the ranking of the High Priority safety factor associated with
the stage. The lower the number, the higher the ranking. High Priority
factors are determined by the system and are calculated from the type
of allegations made, the age of the child and the safety factors
selected. (See Appendix H for a list of High Priority Factors and their
corresponding rankings.)

* An asterisk (*) in this column indicates that the stage has more than
one High Priority factor.

CD Displays the Community District (CD) code for the address associated
with the stage.

Six buttons also display at the bottom of the Assigned Workload:

Tasks... Opens the Task List for the selected stage. If no stage is selected, or if
more than one stage is selected, this button disables.

Assign... Opens the Assign window for the selected stage(s). If no stage is
selected, this button disables.
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Accept Accepts the selected new Intake assignment. This button disables if: no
stage is selected; the selected stage is not an INT stage; or you have
already accepted the INT stage.

Reject Rejects the selected new intake assignment. This button disables if: no
stage is selected; the selected stage is not an INT stage; or you have
already accepted the INT stage. Reports are rejected only for incorrect
jurisdiction. Rejected reports are returned automatically to the SCR for
review and reassignment.

Refresh Refreshes the Assigned Workload to display new assignments that
have been received since the last time the Assigned Workload was
opened or refreshed. New assignments do not automatically display on
the Assigned Workload if it is open at the time of the assignment. It is
necessary to refresh your workload for these assignments to appear.

Close Closes the Assigned Workload.

Sorting the Assigned Workload

Your Assigned Workload may have more stages than are visible on the window at one time.
You may need to arrange the data in the list to find a particular stage.

You can change the sort of your assignments on the Assigned Workload by using the Sort
menu. The following sorts are available:

Case Sorts assignments by Case ID number.

Alphabetical Sorts assignments in alphabetical order by Stage Name.

Worker Role Sorts assignments alphabetically by your role in the stage.

Stage of Service, Sorts assignments by Stage of service (e.g., INT or INV), then
Stage Name alphabetically by Stage Name.

County Sorts assignments by County code.

Chronological Sorts assignments by Start date, earliest (oldest) date first. If two

or more stages have the same Start date, a secondary sort is
performed by Stage ID, with Stage IDs listed from lowest to

highest.
Reverse Sorts assignments in reverse order by Start date, most recent
Chronological (latest) date first. If two or more stages have the same Start date, a

secondary sort is performed on Stage 1D, with Stage IDs listed
from highest to lowest.

Date Assigned Sorts assignments in order of the date on which the report was
assigned to you, based on the Intake start date for Intake and
Investigation stages. If two or more stages have the same Date
Assigned, a secondary sort is performed on Stage ID, with Stage
IDs listed from lowest to highest.
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@_ Step-by-Step:
Sorting the Assigned Workload

1 Click on the Sort menu and select a sort command.
The Assigned Workload displays according to the selected sort command.

To re-sort the list, click on the Sort menu again and select another sort command.

To return the Assigned Workload to its default sort (new assignments on top, shaded
in gray), click on the Options menu on the Assigned Workload and select Refresh.

Filtering the Assigned Workload

The Workload Filtering window makes it easier to navigate through larger workloads. You can
use this window to filter your Assigned Workload by using one of the following three fields:

e Stage ID
e CaselD
e Match Retrieval by Stage Name

When the Assigned Workload has been filtered, the title bar displays as Assigned Workload
(Filtered).

@_ Step-by-Step:
Filtering the Assigned Workload

1 Click on the Options menu on the Assigned Workload and select the Workload
Filter... command.
The Workload Filtering window displays.

2 Enter filtering criteria in one of the three fields on the Workload Filtering window.
To filter using the Match Retrieval by Stage Name field, you must enter a minimum
of two character of the stage name in the field.

3 Click on the Search button.
The Assigned Workload (Filtered) displays with the stages that match the filtering
criteria.
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Navigating from the Assigned Workload to Accomplish Tasks

From the Assigned Workload, you accomplish tasks either by opening the Task List or by
navigating to specific tasks through the Options menu.

@_ Step-by-Step:
Opening the Task List from the Assigned Workload

1 Click on the stage you want to work on.
The Tasks... button enables at the bottom of the
window.

2 Click on the Tasks... button.

The Task List displays for the selected stage. The Task List includes all of the

tasks associated with a

3 To return to the Assigned Workload, click on the particular stage and provides an
Close button. entry point to each of these
tasks.

You can also open a number of specific task-related windows

from the Assigned Workload by using the Options menu. You can use this technique, for
example, to maintain a case or stage name, to progress a stage, or to open the Case Summary
window. You can also use the Options menu to open the Staff To-Do List, Case To-Do List and
Event List, which are other workload management tools.

@_ Step-by-Step:
Opening Task-Related Windows via the Options Menu

From the Assigned Workload, click on the stage you want to work on.

2 Click on the Options menu and select an enabled command.
The window associated with the selected command displays.

3 To return to the Assigned Workload, click on the Close, Cancel or Save button on
any open window.
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Using Staff and Case To-Do Lists

CONNECTIONS sends you To-Dos to notify you of actions
you must take on an assignment, and of events (such as
decisions, new assignments, approvals, rejections and
stage closings) in a case. You can also send To-Dos to
yourself and others.

These To-Dos appear on the Staff To-Do List and the Case
To-Do List. The Staff To-Do List contains all To-Dos for a
specific staff person. The Case To-Do List contains all To-
Dos associated with a particular case, regardless of
assignment.

To-Do Lists are useful workload management tools in
CONNECTIONS. The lists provide you with information
about a particular stage. You can also organize your To-
Dos, keep the lists current by deleting outdated To-Dos, and
reassign To-Dos that should be handled by another worker.

Types of To-Dos

There are three types of To-Dos:

Alert Alert To-Dos are created by CONNECTIONS
to notify you that something has happened or
needs to happen. For example, you are sent
an Alert To-Do when you receive a new
assignment. Alert To-Dos are identified by an
“A” in the Type column of a To-Do List. You
can delete Alert To-Dos at any time. Because
they are not directly task-related, you cannot
navigate directly from Alert To-Dos to task-
related windows.

Reminder Reminder To-Dos are created by
CONNECTIONS users and are not related to a
task from the Task List. You might create this
kind of To-Do to remind yourself of an
upcoming appointment. You can also send
Reminder To-Dos to other people. Reminder
To-Dos are identified by an “R” in the Type
column of a To-Do List. Reminder To-Dos can
be deleted at any time. Because they are not
directly task-related, you cannot navigate
directly from Reminder To-Dos to task-related
windows.

CONNECTIONS sends these alerts

regarding case assignments:

To the Primary worker when a
new assignment is received.

To Secondary workers when the
Primary worker submits an
Investigation Conclusion for
approval.

To the Primary worker’s
supervisor(s) when a new
assignment is received.

To all workers assigned a role in
any open FSI/FSS in which at
least one individual is involved
in both the CPS Investigation
and the FSI/FSS.

To the Primary worker when
Secondary workers un-assign
themselves.

To Secondary workers’
supervisor(s) when Secondary
workers un-assign themselves.

To Secondary workers’
supervisor(s) for new secondary
assignments.

To Secondary workers when
another worker un-assigns them
from a case.

To Secondary worker when a
new assignment is received.

To all workers assigned to an
open stage that involves a
person who was removed from
the stage using the Person Un-
relate or Remove Person —
Added in Error function.

To the Unit Approver if a worker
saves and submits an item to
anyone other than the Unit
Approver.
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Task Task To-Dos can be either system- or user-
generated to notify you that there is a task you %
must complete. Task To-Dos are identified by a “T”
in the Type column of a To-Do List. Task To-Dos

cannot be deleted. The only way to remove a Task Creating a Task To-Do
To-Do from your Staff To-Do List is to complete can be useful if you need
the Task. another worker to complete

a task for your case.

An example of a system-generated Task To-Do is

one reminding you to complete a Safety Assessment by a particular due date. You
can navigate to task-related windows from a Task To-Do by selecting it from the list
and clicking on the Navigate... button.

Viewing To-Dos

@_ Step-by-Step:
Viewing To-Dos on the Staff To-Do List

Toolbar.

1 Click on the TO-DO button on the CONNECTIONS
The Staff To-Do List displays. @

Click on a To-Do to select it from the list. )
By default, the Staff To-Do List

Click on the Detail... button. is sorted by date and includes

The To-Do Detail window displays for the selected To-Dos with due dates up to

To-Do. seven (7) days into the future.
4 To close the To-Do Detail window, click on the New To-Dos appear at the

Cancel button. bottom of the list.

The Staff To-Do List displays. You can change the way they
5 To close the Staff To-Do List, click on the Close are sorted (see “Sorting To-Do

Lists” in this guide), but To-Dos
revert to the default sort each
time you open the window.

button.

@_ Step-by-Step:
Viewing To-Dos on the Case To-Do List

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

Click on a stage to select it.

Click on the Options menu on the Assigned Workload and select Case To-Dos.
The Case To-Do List displays with To-Dos for the selected case. If the selected case
has multiple stages, To-Dos display for every stage of the case. If the Case To-Do
command is disabled, the stage has not been accepted. Accepting and rejecting
assignments is covered in Module 7.

4 Click on a To-Do to select it from the list.
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5 Click on the Detail... button.
The To-Do Detail window displays for the selected To-Do.

6 To close the To-Do Detail window, click on the Cancel button.
The Case To-Do List displays.

7 To close the Case To-Do List, click on the Close button.
The Assigned Workload displays.

Navigating from Task To-Dos

From a Task To-Do, you can navigate directly to the window needed to complete the task. For
example, if you receive a system-generated Task To-Do notifying you that the Safety
Assessment is due, you can navigate directly to the Safety Assessment window for that stage.
This feature is available only for Task To-Dos.

@_ Step-by-Step:
Navigating from Task To-Dos

1 Open the Staff To-Do List or Case To-Do List using

the steps above.
2 Click on a Task To-Do to select it from the list. %
The Navigate... button enables

When supervisors receive Task

3 Click on the Navigate... button. To-Do messages to review work

The task-related window associated with the completed by staff, they use the
selected To-Do displays. Navigate... button to go directly
4 If you make changes in that window, save your work e W;)S;rsouvbaq"tted e

by clicking on the Save button.

The To-Do List displays; from the Safety
Assessment window, the Safety Assessment tab on the CPRS displays.

5 To close the window without saving changes, click on the Cancel button.
-OR-
From the Risk Assess Profile tab, click on the Close button.
The To-Do List displays.
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Sorting To-Do Lists

You can sort To-Do Lists to make them easier to use and maintain. These sorts help you
prioritize your work in CONNECTIONS. The tables below illustrate the sorts available on the
Staff To-Do List and the Case To-Do List.

Staff To-Do List Sorts

Sort Name

Primary Sort

Secondary Sorts

To-Do Type

Sorts by type of To-Do.

Items of the same type are sorted
by date, then by Stage ID.

Event Status

Sorts by Event status (NEW,
PROC, PEND, REJT, COMP).

Items with the same status are
sorted by type, then by date.

Date Sorts in ascending order by date. | Items with the same date are
sorted by type, then by stage ID.
Case Name Sorts alphabetically by Case Items with the same Case Name
Name. are sorted by Stage ID, then by
type, then by date.
Created By Sorts alphabetically by the To-Do | Items with the same creator are

creator’s initials.

sorted by type, then by date.

Case To-Do List Sorts

Sort Name

Primary Sort

Secondary Sorts

To-Do Type

Sorts by type of To-Do.

Items with the same type are
sorted by date, then by Stage ID.

Event Status

Sorts by Event status (NEW,
PROC, PEND, REJT, COMP).

Items with the same status are
sorted by type, then by date.

Date Sorts in ascending order by date. | Iltems with the same date are
sorted by type, then by Stage ID.
Stage ID Sorts by Stage ID. Items with the same Stage ID are
sorted by type, then by date.
Assigned To | Sorts alphabetically by the initials | ltems with the same assignees
of the worker to whom the To-Do | are sorted by type, then by date.
is assigned.
Created By Sorts alphabetically by the To-Do | Items with the same creator are

creator’s initials.

sorted by type, then by date.

o]

Step-by-Step:
Sorting To-Do Lists

1 Click on the Sort menu and select a sort command.
The To-Do List displays in the order of the selected sort command.

2 To change the sort order, click on the Sort menu again and select another sort
command.
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Searching for To-Dos

When first opened, the To-Do List includes all outstanding To-Dos created before the current
date, as well as To-Dos that will be due up to seven days into the future. If you to want to plan
ahead and see what will be due beyond that seven-day period; you can extend this date by
completing a search from within the To-Do List.

@- Step-by-Step:
Searching for To-Dos

1 Click on the From date field at the top of the To-Do List and enter the date from
which you want to start your search.

2 Press the Tab key to move to the To field and enter the date through which you want
to end your search.

3 Click on the Search button.
To-Dos display which fall within the selected time period.

@_ Step-by-Step: %
Deleting Alert and Reminder To-Dos

It's a good idea to delete Alert
and Reminder To-Dos you no
longer need. This will keep your

1 From the Staff To-Do List, click on the Alert or
Reminder To-Do you want to delete.

2 Click on the File menu and select Delete. Staff To-Do List manageable.
The selected To-Do is removed from the list. You can delete only Alerts,
You cannot delete system-generated Task To-Dos. Reminders and staff-created

Task To-Dos. You cannot delete
system-generated Task To-Dos.
Once completed, these To-Dos
are removed from the list
automatically.

3 To close the To-Do List, click on the Close button.
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Creating or Reassigning Task To-Dos

CONNECTIONS allows you to create a Task To-Do and send it
to another worker, or reassign one of your Task To-Dos to
another worker. In either case, from this Task To-Do, the other
worker can navigate directly to windows related to the task and
view or update information in those windows.

The step-by-step instructions below illustrate the process of
creating a Task To-Do by opening the To-Do Detail window
from the Task List for a specific stage; the To-Do Detail window
can also be accessed for creating Task To-Dos directly from
the Progress Notes and Safety Assessment tabs in the

&

When you send a Task To-Do
to another worker, you give that
person access only to the
CONNECTIONS windows
required to complete that task,
not to the entire stage.

CPRS by using the Create To-Do command from each tab’s Options menu. Task To-Dos
cannot be assigned for the recording of the Risk Assessment Profile (RAP), since only the

Primary worker assigned to the investigation can record the RAP.

@- Step-by-Step:
Creating and Assigning a Task To-Do

1 Click on the WORK button on the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on the stage for which you want to create
a To-Do.
The Tasks... button enables.

3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the task for which you want to create the
To-Do.
If you click on the CPRS task, the To-Do button
disables. You would need to click on the Detail...
button to display the CPRS and then click on either
the Safety Assessment or Progress Notes tab to
record a To-Do. They are the only tabs on the CPRS
that provide for recording To-Dos.

5 Click on the To-Do... button at the bottom of the
window.
The To-Do Detail window displays. The short
description field on this window is pre-filled with the
name of the task you selected from the Task List.

6 If you are creating a Task To-Do for yourself, skip to
Step 12 below. To assign the Task To-Do to another
worker, click on the STAFF button.

&

When you create a Safety
Assessment Task To-Do for an
assignment that has an existing

Safety Assessment awaiting
supervisory approval, the
system will ask if you want to
link the To-Do to the existing
assessment.

Click on the Yes button if you'd
like the person to work on the
existing Safety Assessment.

Click on the No button if you'd
like the person to work on a new
Safety Assessment.

This creates a new Safety
Assessment record and
associates the To-Do with that
record.

The Staff Search Criteria window displays. The Agency field is pre-filled and the

Active checkbox is selected.
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7 Enter search criteria—either the Person ID number
or the staff member’s last name. (Just a portion of
the last name is enough, unless you are searching
for a common name in a large agency.)

8 If you are searching for a worker outside your
agency and you know that person’s agency code,
enter it in the Agency field and skip to Step 10
below.

The Agency field defaults to your own agency code.

If you don’t know a worker's agency code, see the
adjacent tip box.

9 Click on the Search button.
The Staff List displays with the results of your
search.

10 Click on the staff person’s name from the Staff List.

11 Click on the OK button.
The To-Do Detail window displays. The Assigned
To: field at the top of the window displays the name
of the selected staff member.

12 You can add a description of the To-Do or extra
notes in the Descr./Notes field. You can change a

&

If you don’t know a worker’s
agency code, complete a
Person Search from the
CONNECTIONS Toolbar (see
the Person Search section in
Module 4 of this guide).
Once you complete the search,
write down the Person ID
number for the worker.

After clicking on the Cancel
button to close the Person
Search window, enter the

Person ID number in the
Person ID field on the Staff
Search Criteria window. This is
the only field you need to
complete.

Return to Step 9 in the adjacent
step-by-step procedure.

due date by clicking in the Due field and entering the due date.

13 Click on the Save button.

@_ Step-by-Step:
Reassigning a To-Do

1 Click on the TO-DO button on the CONNECTIONS Toolbar.

The Staff To-Do List displays.
Click on a To-Do to select it from the list.

Click on the Detail... button.

The To-Do Detail window displays for the selected To-Do.

4 Follow the procedures beginning with Step 6 of “Creating and Assigning a Task To-
Do” on page 36 to assign the To-Do to another staff person.
Remember, once it is reassigned, the To-Do no longer displays on your Staff To-Do

List.
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Reminder To-Dos

You can create both generic and case-related Reminder To-Dos. The process of creating either
is similar to that of creating a Task To-Do, but you do not associate a Reminder To-Do with a
specific task.

@_ Step-by-Step:
Creating a Reminder To-Do

1 Click on the TO-DO button on the CONNECTIONS Toolbar.
The Staff To-Do List displays.

2 Click on the New button.
The To-Do Detail window displays. The short description field on the window is
empty, since you have not associated the To-Do with a task. To send the reminder to
another worker, refer to Step 6 under “Creating and Assigning a Task To-Do.”

Record a short description in the Short Desc field.

Click on the Save button.
The new To-Do is saved and displays on the Staff To-Do List

5 To exit the Staff To-Do List, click on the Close button.

@_ Step-by-Step:
Creating a Stage-Related Reminder To-Do

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Select a stage and click on the Tasks... button.
The Task List displays for the selected stage.

3 Click on the To-Do... button at the bottom of the window.
The To-Do Detail window displays with the name of the selected stage.

4 Change the date in the Due: field by entering it in the field.

5 Enter a subject for the To-Do in the Short Desc.

field. %

6 If you want to send the Reminder to another worker,
refer to the procedures in “Creating and Assigning a

You can create a stage-related
Task To-Do” on page 36. ! ! stad

Reminder To-Do to alert you of

7 If the Reminder is for you, click on the Save button. upcoming home visits or court
The To-Do is saved and the Task List displays. dates. These To-Dos display

. . . next to all of your other case-

8 Click on the Close button to exit the Task List. related To-Dos when you sort
9 To view the new Reminder To-Do, click on the TO- your Staff To-Do List by case.

DO button on the CONNECTIONS Toolbar.
The Staff To-Do List displays.
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Using the Event List

There are two types of Event Lists in CONNECTIONS—one for
a stage and one for a case. Each Event List contains a list of %%
CONNECTIONS tasks and case/stage-related activities that

have been completed or are in progress. Events are recorded
on the list, for example, when you receive a new assignment, or | When you return to the Event

‘ : . A List after viewing other
when your supervisor approves or rejects an item you've . g
submi%;ed P PP J y windows, the Event List displays

the previous scroll position, with
You can use the Event List to keep track of the progress of the previously selected event
work on a stage and, in some situations, to view details of still highlighted.

specific events. The Event List is also the primary method for
viewing comments recorded for a supervisory approval, as well
as for accessing information on closed cases. For detailed steps on how to view supervisory
comments from the Event List, see “Checking the Status of an Approval” in Module 9. For
detailed steps on viewing event information on closed cases or cases not in your Assigned
Workload, see “Opening the Event List for a Case” on page 40.

The Event List includes two date columns:

¢ Event Date signifies the date an event was completed, as recorded by the worker on the
specific window or during the events evaluation (e.g., the date that was recorded in the
Date field on the Safety Assessment window). If no date was recorded, the Event Date
column will be blank for that event.

o TX Date signifies the system-generated transaction date, which is the date an event was
updated by the worker using one of the Save functions (i.e., Save, Save and Submit,
Save and Close, Save and Stay).

Some events are generated as “complete” (e.g., assignments and notification letters); both the
Event Date and the TX Date for these events correspond to the date on which the event was
generated.

Event Status
The Event List includes a Status column, denoting the status of each event:

NEW An event has been generated but no work has been saved
(e.g., a Safety Assessment in an Investigation stage that has not been
accessed).

PROC The item is in process. Work has been saved but not yet completed (e.g., some

Risk Assessment Profile information entered by worker but not ready to be
submitted for supervisory approval).

COMP Work has been completed and saved, but not yet submitted for approval (e.g., an
Investigation Conclusion that is completed and saved but not yet submitted for
supervisory approval). This status also displays for events that do not require
submission.

PEND Work has been submitted and is pending approval (e.g., a Safety Assessment
that has been Saved and Submitted, but which the supervisor has not yet
approved or rejected).
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REJT

APRV

SUSP

The supervisor has rejected the submitted work. The worker must correct the
affected item (e.g., Safety Assessment, RAP) and re-submit it.

The submitted work has been approved by the supervisor (and any additional
approvers, if applicable). Upon approval, the event is “frozen” along with all of its
related windows (e.g., the supervisor has approved an Investigation Conclusion).

The Investigation stage has been closed as a duplicate (and the Safety
Assessment was never approved by the supervisor). If the Investigation was
closed as Fatality — No Surviving Children, the status of the RAP changes to
SUSP, unless the RAP was previously approved by the supervisor.

Step-by-Step:
Opening the Event List for a Stage

Click on the WORK button on the CONNECTIONS Toolbar.

The Assigned Workload displays.

Click on a stage to select it.

Click on the Options menu and select the Event List... command.

The Event List displays for the selected stage.

Step-by-Step:
Opening the Event List for a Case

&

1 Click on the WORK button on the CONNECTIONS To view events for other stages
Toolbar. IN a case:
The Assigned Workload displays. Highlight a stage on the

2 Write down the Case ID number from the stage for Qisggﬁgxo&ké%idéﬁgw on
which you want to view the Event List. select Case Summary.

3 Click on the CASE button on the CONNECTIONS The Case Summary window
Toolbar. displays.
The Case Search Criteria window displays. From the Case Summary
Enter the Case ID number in the Case ID field. THIE @M, ST ) SR Gl

click on the Events...

Click on the Search button. button. o
The Case List displays the case that matches the UL S e el
search criteria. the selected stage.

6 Select the case and click on the Events... button or
the Event List command on the Options menu.
The Event List displays for the selected case.
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Events also can be viewed in a printed report. The Event History Report contains all events for
a stage or a case. You can also search for events that match specific criteria.

@_ Step-by-Step:
Generating the Event History Report

i

1 From the Event List, click on the Reports menu and select Event History...

The following message displays:

“The Report has been launched. Check Report List Window.”

Click on the OK button.

Click on the RPRTS button on the CONNECTIONS
Toolbar.
The Report List displays.

4 Click on the report you want to view and/or print.
Make sure the report’s status reads “DONE.” If it
doesn't, either refresh the window by clicking on the
Refresh button, or close the Report List and try

&

You can click on the RPRTS
button at any time. You don'’t
need to close any other
windows to do so.

again in a few minutes. You need to wait for the report to launch completely before

you can view it.

5 Click on the Open button.
The report displays as a Microsoft Word document.

6 To print the report, click on the File menu and select
Print.
The Microsoft Word Print dialog box displays.
Verify that the prompted printer choice is correct. If
you want to print multiple copies, enter the number
in the Copies field.

7 Click on the OK button.
The document is sent to the selected printer.

8 To close the report, click on the File menu and
select Close.

9 Click on the Close button to close the Report List.

10 To exit the Event List, click on the Close button.

&

A report remains on the Report
List until you view it or until it
reaches its unique purge date.

If you close a report without
printing it or the report was
purged, you need to launch it
again in order to print it.
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For task-related events, you can navigate to detail windows directly from the Event List.

@_ Step-by-Step:
Navigating from the Event List

1 Click on an event to select it from the Event List.
If there are details to view, the Detail... button enables.

2 Click on the Detail... button.
The task-related window associated with the selected event displays. For example, if
you select an event related to a Safety Assessment, clicking on the Detail... button
opens the Safety Assessment window.

3 To close the window, click on the Cancel button.
The Event List displays.

@_ Step-by-Step:
Searching for Events

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

Click on a stage to select it.

Click on the Options menu and select Event Search...
The Event Search Criteria window displays.

4 Enter search criteria in this window. To search by date, enter a date range. To
search by event type, select from the list by double-clicking on a type (you can select
more than one type).

5 Click on the Search button.
The Event List displays with events that match the search criteria.

6 Click on the Close button to close the Event List.
The Event Search Criteria window displays.

7 Click on the Close button to close the Event Search Criteria window.
The Assigned Workload displays.
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Module 4:
Retrieving Information in CONNECTIONS

State, local district and voluntary agency staff record the results of their work with children and
families into CONNECTIONS. For this reason, CONNECTIONS is where you will be able to
locate information related to your assignments, as well as for the insights of staff who worked
with a particular individual or family before you.

In the previous module you learned how to use CONNECTIONS to view your case
assignments. In this module, you'll learn how to use CONNECTIONS to look up information
about people related to a stage you've been assigned; find out more about cases they've been
involved with in the past; locate staff statewide; and find information about professional
community resources available to help meet a client’'s needs.

By the end of this module, you will be able to:

e determine if a person is known to CONNECTIONS and access detailed information
about a person;

¢ locate information about a case;
e obtain information about providers of child welfare services in New York State; and

e |ocate information about offices, units and staff who use CONNECTIONS at the state,
regional and local level.
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Person Search:
Finding Information About a Person in CONNECTIONS

The CONNECTIONS database includes information about individuals associated with child
protective cases, Family Services Intakes, Family Services Stages, as well as foster care
providers, state and local district staff, and voluntary agency personnel. As a CPS worker, you
may need to locate information regarding some of these individuals. Person Search is a tool for
locating information about people in CONNECTIONS.

Person Searches are used:

e to determine if a person is known to CONNECTIONS; and
e to find specific information about a person in CONNECTIONS.

In the course of your work, you may find that a family member is not listed on the Person List for
a stage. You need to add that individual to the stage. Before doing so, you need to conduct a
Person Search to determine whether that individual is already known to the CONNECTIONS
database. This is a precaution to prevent the creation of duplicate records for the same person
in CONNECTIONS.

Once a search is performed, the Case List button on the Person Search window provides a
method of accessing the selected person’s case information. This information can also be
accessed from the File menu.

Persons will not be identified as sources or reporters in a Person Search, even if they are
listed as members of the household. If a reporter is also a principal, Person Search returns the
principal information only. For example, if a mother is the source of a report of child abuse or
maltreatment regarding her child and the child’s father, she is both the reporter and a principal
in the case. A Person Search on the mother only returns information identifying her as a
principal, not as a reporter. CONNECTIONS information needs to be maintained in a secure,
accurate and reliable manner, but also be readily available for use by workers needing
information.
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Routes to the Person Search Window

All Person Searches are conducted from the Person Search window. There are two routes to
the Person Search window:

e From the CONNECTIONS Toolbar
o From the Maintain Person task within a stage

As a CPS worker, you most often conduct a Person Search through your Assigned Workload,
using the Maintain Person task within a stage. This enables you to maintain information (e.g.,
add or relate a person) for that stage. As the assigned worker, your role in the case determines
your access and your ability to maintain data.

On occasion, you may need to search for an individual from the CONNECTIONS Toolbar. This
is beneficial when you are not the assigned worker, but need information on a person or case.

@_ Step-by-Step:
Opening the Person Search Window from the CONNECTIONS Toolbar

1 Click on the PERS button on the CONNECTIONS Toolbar.
The Person Search window displays.

@_ Step-by-Step:
Opening the Person Search Window Within a Stage

1 Click on the WORK button on the
CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Click on a stage to select it.

The Tasks... button enables.
3 Click on the Tasks... button. @

The Task List displays for the selected stage.

4 Click on the Maintain Person task. The Maintain Person task is
available only for Investigation
5 Click on either the New or List... button. (INV) and Foster/Adoptive
The Person List displays. Home Development (FAD)
stages.

6 Click on the New button.

The Person Search window displays.
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Person Search Methods

The Search Type drop-down list in the Person Search window contains the person search
options that indicate the type of search in effect:

e Phonetic Name
e Phonetic Address
e Exact

Phonetic Name Search

Person Search defaults to the Phonetic Name search type. Phonetic Name search returns
matches that sound similar to the search criteria, which usually produces the largest pool of
results. You can use Phonetic Name search even if the name you are searching for is not
spelled correctly. The Last name field is required to enable a Phonetic Name search.

For step-by-step instructions, see “Conducting a Phonetic Name Search from the Toolbar” on
page 52, and “Conducting a Phonetic Name Search Within a Stage” on page 56.

Phonetic Address Search

Phonetic Address Search returns results that sound similar to the information entered in the
Address section. The Street 1 field is required to enable a Phonetic Address search. When the
Phonetic Address search type is selected, all non-address fields disable. All address fields are
enabled, but search criteria must be entered in the Street 1 field to initiate a Phonetic Address
Search.

You can also filter search results by using other search criteria; this helps you retrieve the best
possible results for your search. When you use filters, the criteria you enter (other than one of
the required criteria) acts as a filter to the selection criteria’s original pool.

If you enter address criteria, validate the address criteria before executing the search to
increase the likelihood of receiving address matches, since most addresses in the system are
validated when they are recorded.

For detailed information about this function, see “Searching by Address” on page 49. Step-by-
step instructions are included in “Conducting Address Searches” on page 58.

Exact search

An Exact search returns results that match the search criteria character for character and space
for space. You can use exact search when you know the exact spelling of the person’s name for
which you are searching. Keep in mind that if you enter the name incorrectly (or the information
you have is wrong), your results will reflect the incorrect data. This is also useful if you want to
narrow the search results.
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Last Name
Street 1

Required fields for an .
Exact search: .

e Social Security Number (SSN)
e Client Identifier Number (CIN)
e Person ID

< “ldentifiers”

Only one of these five fields needs to have data entered to execute the search. Once
information is entered into one Identifier field (SSN, CIN or ID), the remaining Identifier fields

disable. Likewise, once a non-ldentifier criterion is entered, all
of the ldentifier fields disable.

For step-by step instructions, see “Conducting an Exact search
from the Toolbar” on page 55 of this guide.

Searching by Name:
Phonetic Name Search vs. Exact search

When searching for a person by name, you can conduct either
a Phonetic Name search or an exact search. The system
defaults to a Phonetic Name search, which returns records with
names that sound similar to the search criteria. For example, if
you conduct a Phonetic Name search for “Stewart,”
CONNECTIONS may also return “Stuart” in the results.
Phonetic Name search also returns common equivalencies for
names (e.g., searching for “James” also returns matches for
“Jim” and “Jimmy”).

Required fields on the Person
Search window appear in yellow
when the search type is
selected. Fields that are not
available for a given search type
disable when that search type is
selected. If you want to search
again using other criteria, click
on the Clear button to clear the
fields prior to conducting the
new search.

You can also use the Phonetic Name search type to search for all forms of hyphenated last
names in a single search. Results for all potential hyphenated name combinations are
important, since the person you are searching for may have had only one of the two names
originally recorded in the system, or the hyphenated last name may originally have been
recorded in the opposite order from the way the current search is entered.

This feature applies to the Last name field only, not for first or middle names. In order to use
this feature effectively, you need to add a hyphen between the two names listed in the Last
Name search field. Without the hyphen, the system only searches on the two last names as a
multiple last name in the order in which they appear in the search field.

For examples of Phonetic Name search results on hyphenated last names, see the table at the

top of the next page.
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A Phonetic Name search on these
criteria: Produces a single candidate pool
consisting of the following names:
First Name Last Name
Mary Smith-Jones
Mary Smith-Jones Mary Jones-Smith
Mary Smith
Mary Jones
M Smith Jones _
ary (no hyphen) Mary Smith Jones

The scoring of every name in the candidate pool is always based on the specific search name
entered by the user. Although names phonetically further away from the search name will score
lower, users conducting online Intake or Toolbar searches will ultimately be able to see all
possible matches.

When searching on a common name, you may want to try an Exact search, however you might
find that a Phonetic Name search is more helpful. If you are searching on a common name, you
can enter additional search criteria to bring the closest matches to the top of the list. An Exact
search returns matches that are identical to the search criteria. Use the vertical scroll bar and
“mega-scroll” buttons to view all of the results.

All Person Searches display a message on the Person Search List title bar. These messages
provide a short description of the results. The message which displays depends on the type of
search you conduct.

A Phonetic Name search displays the following messages:

e Phonetic Name Results Returned: All records in the database that sound like the
search criteria are returned in the Person Search List.

¢ No Results Returned: No records in the database match the search criteria.

An Exact search displays the following messages:

o Exact Results Returned: All records in the database that exactly match the search
criteria are returned in the Person Search List.

¢ No Results Returned: No records in the database match the search criteria.

Deciding whether to use Exact search or Phonetic Name search depends on the available
search criteria. Here are some general rules of thumb to start your search:

¢ When you are not sure of the proper spelling of the name of the person for whom you
are searching, begin with a Phonetic Name search.

e If you are certain of the exact spelling of the name you are searching for, conduct an
Exact search. Be aware that if the person’s hame was previously entered incorrectly, an
Exact search will not return the misspelled name. Exact searches do not always return
the best results.
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¢ When conducting a Phonetic Name search on a common name, it's a good idea to enter
as much information as possible about the person you are searching for, in order to
narrow the search criteria.

e Selecting “M” (male) or “F” (female) in the Sex field ranks your search results, with
records matching the selected criterion in the Sex field returning higher in the Person
Search List, followed by records with other values in the Sex field.

e Phonetic Name search returns “flip-flops” (also know as Reverse Name Matches)—that
is, results that reverse the first and last names (e.g., searching on “John Williams”
returns matches such as “William Johnson”). These results appear at the bottom of the
list in a Phonetic Name search. Flip-flop matches do not return in an Exact search.

o Entering an age and/or date of birth (DOB) also affects your search results. Results are
listed by score. The results at the top of the Person Search List are the closest match to
the name and age/DOB you entered. CONNECTIONS considers adults’ ages a bit
differently than children’s ages:

= If you enter an age/DOB representing an age of 18 or older, the system returns
matches within a ten-year range (+/- 5 years of the age/DOB entered) toward the top
of the Person Search List. Toward the bottom of the Person Search List, matches
outside of the ten-year range display.

= If you enter an age/DOB representing an age under 18, the system returns matches
within a six-year range (+/- 3 years of the age/DOB entered) toward the top of the
Person Search List. Toward the bottom of the Person Search List, matches outside
of the six-year range display.

Searching by Address:
Phonetic Address Search vs. Exact search

In addition to Phonetic Name and Exact searches, CONNECTIONS provides the ability to
search for records based on the search criteria entered in the address fields. Address searches
can be either phonetic or exact.

Since exact search returns only records that match the search criteria character for character
and space for space, it is not advisable to use the Exact search type when conducting an
address search.

In a Phonetic Address search, CONNECTIONS creates a pool of candidates (search results) by
comparing the phonetic similarity of the search criteria entered in the Street 1 field with the
information in the Street 1 field of an address recorded in the database. All other address
search criteria (e.g., City) are used to score the candidates. The closer the Street 1 candidate
information is to the Street 1 search criteria, the higher the candidate’s score will be. The table
on the next page demonstrates the difference between scoring and filtering search results.

To use Phonetic Address search effectively, employ the “less is more” approach: enter only the
street name in the Street 1 field, without a house number or suffix (e.g., “Avenue”).
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Search Results:
Scoring vs. Filtering

Result Description Search
Type(s)

Scoring Phonetic searches are Phonetic
“scored” by any and all Name
additional search criteria .
that are entered. Scoring | Phonetic
ranks candidates in the Address
pool of results depending | (S€€ tip box
on how close they are to | &t rght)
the search criteria.

Filtering Exact searches are Exact
“filtered” by any and all _
additional search criteria | Phonetic
entered. Filtering Address
eliminates candidates (se_e tip box

at right)

from the pool of results.

Other address fields can be used in conjunction with the
Street 1 field to affect the ranking of the search results. For
example, if you enter search criteria in the City field,
addresses that match the Street 1 field and the City field
receive a higher score in the search results than those that
match the Street 1 field but do not match the City.

If you include the number with the street name (e.g., “10
Wilson”), all matches with that number and street name will
return on the result list. In some instances, a number or
street name that is phonetically similar to the search criteria
will also return in the search results.

The table on the next page provides examples of possible
Phonetic Address search results.

Phonetic Address searches may be
scored and filtered, depending on
the search criteria.

Entering search criteria in additional
address fields scores the search
results. The closer a result is to all
of the search criteria, the higher its
score.

Entering additional information in
the Street 1 field filters the search
results. For example, entering
“Wilson” in the Street 1 field—
without a house number or suffix
(e.g., “Avenue”)—returns all results
with Wilson (or street names similar
to Wilson) in the Street 1 field.

In this example, addresses across
New York State that match the
Street 1 field return higher on the
list of results. Addresses containing
street numbers or a suffix (as well
as street names that are
phonetically similar to the street
name in the search criteria) display
lower on the list.

It is advisable to conduct a Phonetic
Address search using only the
street name (without a house

number or suffix) in the Street 1
field. This reduces the likelihood of
filtering out a valid match.
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A Phonetic Address search using the

following criteria: .
Produces the following results:

Street 1 City
Wilson Apple City e Wilson, Apple City
e Wilson, Beachville
e Wilson, Chippertown
e 5 Wilson, Apple City
e 5 Wilson, Beachville
e 63 Wilson, Beachville
The results in this example would
continue with all matches that are
phonetically similar to the Street 1
search criteria.
5 Wilson Apple City e 5 Wilson, Apple City

e 5 Wilson, Beachville
e 5 Willston, Beachville
e 5 Wilsound, Chippertown

The results in this example would all
have “5” (or anything phonetically
similar) in the Street 1 field. House
number greatly influences the
search results.

A Phonetic Address search displays the following messages in the Person Search List title bar:

e Phonetic Address Results Returned: All records in the database that sound similar to
the address search criteria are returned in the Person Search List.

¢ No Results Returned: No records in the database match the search criteria.
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Conducting Person Searches

Throughout your investigation, there will be occasions which require you to look up information
about people associated with your assigned case. This includes all current and/or historical
cases in which these individuals were involved. The following individuals need to be included in
the Person List for an Investigation stage:

e Subject(s), including Parent(s) and Guardian(s) of victim child(ren); and other person(s)
18 years of age or older responsible for the victim child(ren)’s care at the relevant time;

e Abused/maltreated Child(ren); and
e All other children living in the household.

Person Search is also helpful for finding staff persons when you do not know their agency code.
By conducting a Person Search in this situation, you can obtain the Person ID for a staff person,
then use the Person ID to conduct a Staff Search. You cannot obtain detailed information about
a staff person in Person Search; use the staff person’s Person ID to conduct a Staff Search in
order to retrieve detailed information.

Conducting a Phonetic Name Search from the Toolbar

You may need to conduct a Person Search from the CONNECTIONS Toolbar to determine if
that person has a history in CONNECTIONS, in order to verify the information on the Intake/IRI
Report and make sure you have all available information about a person.

The Toolbar search method is hot commonly used by CPS workers, but in some circumstances
it can be helpful. For example, if you receive a call from a reporter, source or other authorized
person, you can use the Toolbar search method to determine the status or assignment of the
case.

The Relate function in CONNECTIONS links historical records concerning an individual to the
current investigation. Keep in mind that the Relate function disables when you open the Person
Search window from the CONNECTIONS Toolbar.
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@_ Step-by-Step:
Conducting a Phonetic Name Search from the CONNECTIONS Toolbar

1 Click on the PERS button on the CONNECTIONS
Toolbar.
The Person Search window displays. The Person
Search window automatically defaults to Phonetic
Name search. To choose a different type of search,
click on the drop-down arrow for the Search Type
field and select from the resulting list.

2 Enter the person’s first and last name in the name
fields.

3 Enter the date of birth or approximate age, if known,
in the DOB or Age fields.

4 Click on the Search button.
CONNECTIONS performs a search based on your
criteria and returns the results of your search in a
list at the bottom of the Person Search window. Use
the scroll bar to scroll down the list.

Viewing Detailed Information about a Person

Search results may include more than one possible match for
your search criteria. Explore all possible matches. The
individual you are searching for may be listed more than once
in the database. Review the information in the Person Search
List to determine if the person you are searching for matches
one or more of the results on the list. If you don’t have enough
information to make this determination, you can access more

&

CONNECTIONS calculates the
age from DOB information. If
you don't know the exact date of
birth, enter an approximate age.

CONNECTIONS identifies the
type of date of birth with the
following codes in the T column
on the Person Search window,
Person Search Output and
Person List:

e E (estimated) indicates a
DOB converted from
Legacy that has not been
modified. These types are
not considered when
scoring candidates in a
Person Search.

e A (approximate) indicates
an approximate DOB.

e A blank column indicates an
exact DOB.

information about a person in the Person Search List by looking at case composition. This

process is sometimes called “drilling down.”

@_ Step-by-Step:
Viewing Detailed Information About a Person

1 Click on a person’s name from the results in the Person Search List.

2 Click on the Options menu and select Case List.

The Case List window displays, containing a list of cases with which the selected

individual is associated.

3 Click on a case to select it.
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4 Click on the Comp button.
The Case Composition window displays with a list of the people associated with the
selected case. Review this information (looking at the names of the people in the
case, dates of birth and addresses) to determine if this is the same person as the
one for whom you are searching.

If information in the Case Composition window led you to determine that this is
the same individual as the one you are searching for, your search is complete. If
the purpose of the search is to maintain case information, continue with the
process of relating the individual to the stage. If there are multiple matches,
relate the individual to the match with the most complete information and merge
the remaining matches. Instructions for relating or merging persons can be found
in Person Relate on page 107 or in Person Merge/Split Functions on page 128,
respectively.

If information in the Case Composition window has led you to determine that this
is not the same individual, choose another name from the search results and
return to Step 1 above. If you do not find a match and the purpose of your search
is to maintain case information, continue with the process of adding the
individual to the stage. Instructions for adding an individual can be found in
“Step-by-Step: Adding a New Person Record” on page 108.

5 To close the Case Composition window, click on the Close button.
The Case List displays.

6 To close the Case List, click on the Close button.
The Person Search window displays.
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Conducting an Exact search from the Toolbar

An Exact search considers search criteria character for character and space for space. If a
person’s name was previously added to CONNECTIONS with a spelling different than the one
you are using for your exact search, the system will not return a match. Be careful using this
search type; if you define your search criteria too narrowly, you may not find the search result
you seek. A broad search generally returns a better pool of potential matches; it is always
preferable to use a Phonetic Name search.

@_ Step-by-Step:
Conducting an Exact search from the CONNECTIONS Toolbar

1 Click on the PERS button on the CONNECTIONS Toolbar.
The Person Search window displays.

2 Click on the drop-down arrow for the Search Type field and select Exact.

3 Enter one of the required search criteria (see page 47) into the appropriate field.
Fields required to complete a particular type of search appear yellow when that type
is selected from the Search Type drop-down list. Criteria that are not available for a
particular type of search disable when that search type is selected.

4 Click on the Search button.
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Conducting a Phonetic Name Search Within a Stage

During the course of an investigation, you may identify an individual who should be added or
related to the investigation. Before adding a person to a stage, CONNECTIONS guides you
through a required Person Search to determine whether that individual has a history in
CONNECTIONS. This functionality is intended to preserve data integrity by preventing the
creation of duplicate records.

Who can be added to a stage?

Prior to adding anyone to a stage, it is necessary to establish if the individual is required by law
(Social Services Law 8412.4 and Family Court Act 81012.9g) to be added to the stage (e.g.,
other persons named in the report, including non-culpable parents, guardians or other persons
legally responsible and other children in the household).

Before you add or relate an individual, you need to conduct a person search to see if the person
is known to CONNECTIONS. When individuals are related in an Investigation stage, the
“historical” person selected in the Person Search is added to the current Investigation stage. If
the person is not known to CONNECTIONS, add the person as a new record. The Person
Search is an important step because it helps prevent the creation of duplicate records.

@_ Step-by-Step:
Conducting a Phonetic Name Search Within a Stage

1 Click on the WORK button on the CONNECTIONS

Toolbar.
The Assigned Workload displays. %

2 Click on a stage to select it.

The Tasks... button enables. ST T ST T

check the CONNECTIONS
Search Techniques Step-by-
Step Guide for tips on how to
maximize your search results.

3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the Maintain Person task.

. . This guide is available on the
5 Click on the List... or New... button. OCES CONNECTIONS intranet

The Person List displays for the selected stage. site.

6 Click on the New... button.
The Person Search window displays.

7 The Person Search window automatically defaults to Phonetic Name search. The
Search Type field contains a drop-down list of three person search options that
indicate the type of search in effect:

e Phonetic Name e Phonetic Address e Exact
Fields that are required to conduct a particular type of search appear yellow when that search
type is selected from the drop-down list. Criteria that are not available for a particular type of
search disable when that search type is selected.

8 Enter the person’s first and last name into the name fields.
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9 Enter the person’s date of birth or the approximate age, if known, into the DOB
and/or Age fields.

10 Click on the drop-down arrow for the Sex field and select from the resulting list.

11 Click on the Search button.
CONNECTIONS performs a search based on your criteria and returns the results of
your search in a list at the bottom of the Person Search window. Use the vertical
scroll bar to scroll down the list.

Scoring sorts the search results and displays the matches most similar to the search criteria
first, followed by less similar records. If you perform a Phonetic Name search, the scoring of
every name in the candidate pool is based on the specific search hame you entered. Although
names phonetically further away from the search name will score lower, you will ultimately be
able to see all possible matches.

Additional criteria entered for a Phonetic Name search is scored, not filtered out. This ensures
that potential matches are not eliminated from the pool of results.

If you perform an Exact search, all records return which exactly match the search criteria. The
ability to filter Exact search results by using other search criteria and the ability to validate the
search address information helps users retrieve the best possible results.

With the additional filters, any criteria entered (other than one of the required criteria) act to the
selection criteria’s original pool (see page 47 for a list of required fields for Exact search).
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Conducting Address Searches

Step-by-Step:
Conducting a Phonetic Address Search

— from the CONNECTIONS Toolbar

1 Click on the PERS button on the CONNECTIONS Toolbar.
The Person Search window displays.

2 Click on the drop-down arrow for the Search Type field and select Phonetic
Address.
The Street 1 field highlights in yellow, indicating that it is a required field for this type
of search.

3 Enter the street name, without a number or suffix, in the Street 1 field.
To increase the effectiveness of your search, you can enter search criteria in
additional address fields, such as City or ZIP Code. See page 49 for hints about
conducting effective Phonetic Address searches.

4 Click on the Search button.
Search results display on the Person Search List in the lower half of the Person
Search window.
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The Person Search List Output

Some Person Searches may return a long list of results. You may find it useful to print the
search results to help you keep track of your progress as you view detailed information about
each person on the list. Keep in mind that the information in CONNECTIONS is highly
confidential and therefore should be treated accordingly. Do not leave any output information in
plain sight and use a cross-cut shredder to dispose of it.

Other person searches may result in no matches being returned. You may consider it helpful to
include a hard copy showing no search results in the external case file as a record that a person
search was conducted.

The results of a Person Search can be printed by launching the Person Search List output.

@_ Step-by-Step:
Generating the Person Search List Output

1 After completing a Person Search, click on the Forms menu on the Person Search
window and select Person Search List.
The following message displays:
“Please wait while form or document is being produced...”
The Person Search List output then displays as a Microsoft Word document.

2 To print the Person Search List output, click on the File menu and select Print.
The Microsoft Word Print dialog box displays. Verify that the prompted printer choice
is correct.

3 Click on the OK button.
The document prints to the selected printer.

4 To close the report, click on the File menu and select Close.
The report closes and the Person Search window displays.
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Case Search

When working on an investigation, it is important to know about any other stages that may exist
in the case, as well as other cases with which an individual may be involved. Historical cases
are not always associated with the current case at the time of Intake, so historical cases may
not appear on the Intake/IRl Report. Performing a Case Search enables you to retrieve
historical information about case involvement for the individuals you are currently investigating.

A Case Search is a direct route to case information when you
know the Case ID number, Stage ID number, Case Name, %
Facility Name or the District and WMS Case Number. When
searching by Case Name, the search criteria must exactly
match the CONNECTIONS Case Name in order for the search The Case ID number can be
to return a match. Other names in the Case Composition for found on the Intake/IRI Report.

that case will not return. (For example, if a case is named after
Sandra Connors, her daughter Mary will be included in the Case Composition, but will not return
a match if the Case Search uses Mary’s hame as the search criteria.)

To further narrow the search when completing a Case Search by Case Name or Facility Name,
you may enter a District, Zone and/or City. These fields are disabled if the search is performed
by Case or Stage ID number.

Case List

When a Case Search is conducted, the search results display on the Case List. This window
contains the following columns:

! An exclamation point (!) in this column indicates that the case is
marked “sensitive.”

Image A red check mark in this column indicates that one or more stages in
the case pre-date the implementation of the CONNECTIONS
system; the pre-dated information (as a scanned image) is available
exclusively to the SCR.

Mrg An M in this column indicates that the case was involved in a Case
Merge. An S indicates that the case was involved in a Case Split.
(See “Case Merge/Split Functions” on page 134 for details.)

Status “CLD” in this column indicates that the case is closed. Open cases
are designated with “OPN” in this column.

Case Name This column contains the name of the case; typically, cases are
named after the biological mother of the abused or maltreated child.

Case ID This column contains the unique, eight-digit, system-generated case
identification number.

District/Agency Th_is c_:ol_umn lists the name of the local district that has Primary
jurisdiction for the case.

Zone This column, which is only be populated for cases in which the
Primary address is in New York City, indicates the geographical
borough subdivision corresponding to the case address.
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Case Type

Primary

This column displays SVC for all CPS Intake and Investigation

stages, as well as for Family Services Intake and Family Services
Stages (including Child Case Record). Foster and adoptive home
stages are designated with FAD in this column.

This column lists the name of the Primary worker (or the Case
Manager) for SVC cases and local district -authorized FAD cases; for
voluntary agency-authorized FAD cases, the name of the agency
displays in this column.

K%EaseList E
File Edit ©Options Forms Help
!l Image |Mrg Status Case Name Case ID District/Agency |Zone|Case Type
M [OPN_[Hill,Jean 32700000 ONONDAGA SVC* Wilsoi«
M [OPN _ [Hill,Jessica 32700002 ALBANY SVC*  Wilsm
M [OPN_ [Hillard,Jeanne 32700004 WESTCHESTER SVC*  Wilsm
JM |[OPN _ [HillingtonJoanne 32700006 MONROE SYC*  Wilsm
M [OPN_ [Hillis,Joan 32700008 ONONDAGA SVC*  Wilsm
M |OPN [HillittJan 32700010 ONEIDA SYC*  |Wilsor
] Dl
§ummary| Comp I Events | Case ID: || Close |

The Case List provides access to the Case Composition window, the Case Summary window
and the Event List for the case. If the case you are viewing is outside your district (and you have
no implied role) you are only able to view the Case Composition window and the Case
Summary window. Historical Secondary workers (workers who were assigned as Secondary
workers at the time a stage was closed) are able to access the Case Composition window, the
Case Summary window and the Event List for an entire case from the closed stage. This also
applies to those users having the ACCESS ALL DIST Business Function from the same district
as the Historical Secondary worker.
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Case Composition Window

The Case Composition window lists the names of all individuals associated with any stage in the
case and displays the relationship between these individuals. This window is useful in
determining if the person you are searching for is the same person on the Search Results List
(on the Person Search window), because it places the searched-for person in the context of
other household members. This window does not display the person’s role in the case.

82 case Composition - Hill,Jean - C:32700000
File Options Help

Name M.||'S| DOB Age |Sex| Ethnicity Race Relfint
Hill.Jean 05{11/1972 3N F Not Reported |Not Reported |Mother -
Hill.George 10/12/1969 34 |M  |Not Reported |Not Reported |Biological Father
Hill.William 121231993 9 |M  |NotReported |Not Reported |Child
Hill,Ken 10472152003 M |Not Reported |Not Reported |Child
‘Walker,Jackie 08/14/1932 1 _|F Not Reported Mot Reported |Grandparent
[0 1

Bersom lList... | Berson ﬁearch...l

All workers can view the information on the Case Composition window, regardless of Business
Function Profile or jurisdiction. The window does not provide information regarding the specific
type of case in which the person is associated.

Conducting Case Searches

All Case Searches are conducted from the Case Search Criteria window, which is opened via
the CASE button on the CONNECTIONS Toolbar.

Searching by Case ID or Stage ID Number

The Case ID and Stage ID numbers are unique, system-generated, 8-digit identification
numbers. Using either the Case ID or Stage ID in the search criteria is a direct method for
conducting a Case Search (if you have the correct 8-digit Case ID or Stage ID number), since
only one case will display in the search results on the Case List.

Entering a Stage ID disables all other search fields in the Case Search Criteria window. The
Case List window displays the case that contains that Stage ID.

@_ Step-by-Step:
Conducting a Case Search by Case ID or Stage ID Number

1 Click on the CASE button on the CONNECTIONS Toolbar.
The Case Search Criteria window displays.

2 Enter the 8-digit Case ID number into the Case ID field (or the 8-digit Stage ID
number in the Stage ID field).
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3 Click on the Search button.
The Case List displays with one case which matches the search criteria. From this
window, you can access the following information (depending on your security) by
clicking on the buttons in the window:

8 Case Summary: a list of all stages in a case

9 Case Composition: a list of all individuals in a case

10 Event List: a list of all events in a case

Conducting a Case Search by WMS Number

The Welfare Management System (WMS) Case Number is generated by WMS to identify cases
for which the services are being provided. Since the same number can be used by two local
districts, a combination search must be completed by entering the WMS Case Number and
selecting the local district from the drop-down list.

@_ Step-by-Step:
Conducing a Case Search by WMS Case Number

1 Click on the CASE button on the CONNECTIONS Toolbar.
The Case Search Criteria window displays.

2 Enter the WMS Number in the WMS Number field.
The District field enables.

3 Click on the drop-down arrow for the District field and select the district code from
the resulting list.
The Search button enables.

4 Click on the Search button.
The Case List displays with the only case that matches the search criteria.
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@_ Step-by-Step:
Viewing Information on the Case Summary Window

1 Click on a case to select it from the Case List.

2 Click on the Summary button.
The Case Summary window displays with a list of all stages in the selected case. A
check mark in the SEC column in the Case Summary window indicates that a
secondary assignment has been made to the stage. If the case being displayed is
closed, a check mark indicates the existence of a Historical Secondary worker. You
can access both person- and case-specific information from here by selecting a
stage and clicking on the Options menu, then selecting an enabled command to
navigate to related windows.

The Case Summary window also includes a column labeled “CD.” This column
displays the Community District for New York City stages.

3 Click on the Close button to close the Case Summary window.
The Case List displays.

@_ Step-by-Step:
Viewing Information on the Case Composition Window

1 Click on a case to select it from the Case List.

2 Click on the Comp button.
The Case Composition window displays, containing a list of all individuals in the
case. You can compare this family composition with the list of individuals in a stage
you're working on to make sure the information is consistent.

3 Click on the Close button to close the Case Composition window.
The Case List displays.

@_ Step-by-Step:
Viewing Information on the Event List

—
1 Click on a case to select it from the Case List.
2 Click on the Events button. %
The Event List displays with a list of all events in the
case. You can also search for events

. . that match specific criteria. See
3 Click on the Close button to close the Event List. “Searching for Events” in the

The Case List displays. Event List section of this guide.

If you return to the Event List after viewing other windows, the
Event List displays the previous scroll position and the previously selected event remains
highlighted.
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Resource Search

In the course of your casework, you may need to locate information on agencies, facilities or
providers. The Resource Directory is considered the “yellow pages” of CONNECTIONS. It
contains information about providers of child welfare-related services throughout New York

State.
Each resource has a designated Resource Type. Six Resource Types exist in the Resource
Directory:

e Agency e Law Enforcement

o Facility e Provider

e Hotline/Helpline e School

You will generally be searching for a Facility, Agency or Provider.

A Facility is a location that provides professional child welfare services.

o Foster and Adoptive homes

e OCFS congregate care facilities, such as institutions and group homes

¢ OCFS, OMH and OMRDD facilities

¢ OCFS preventive facilities (converted and new entered by districts)

An Agency is either a local district (LDSS) or a voluntary
agency.

A Provider is an organization or individual that provides
services for the local district.

e Day Care
e Housing vendors (preventive)
e Adoption vendors

Conducting Resource Searches

In the course of your casework, you may need to locate
information on agencies, facilities or providers to arrange
services for an individual associated with one of your cases. If
you know the name of the resource, you can conduct a
Resource Search using the resource’s name in the search
criteria. If you are looking for a resource that matches certain
service and/or location characteristics, you can conduct a
Resource Search using the resource’s characteristics in the
search criteria.

Providers in CONNECTIONS can
only be maintained in
CONNECTIONS. Only the district
displayed as the maintainer for
that provider can maintain it.

&

When searching for a resource
with punctuation in its name
(like the period in “St. Anne

Institute™), omit the punctuation.

Most resource names are
spelled without punctuation in
CONNECTIONS.
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The Resource Search Criteria window enables you to conduct three different types of searches:

Phonetic Name

(default) entered in the Resource Name field.

Phonetic Address

Exact/Directory

This search type returns results that sound like the information

This search type returns results that sound like the information

entered in the Address section (the Street 1 field is required to
enable a Phonetic Address search). See the tip box and table on
page 46 for more information about Phonetic Address search.

This search type returns results that exactly match the search

criteria. You must enter at least two characters of the resource

name, when using this exact search.

CONNECTIONS returns all results that match the search type and search criteria, regardless of
which search type is selected. Also, if you are looking for a resource that matches certain
service and/or location characteristics, you can conduct a Resource Search using the
resource’s characteristics in the search criteria.

Step-by-Step:
Conducting a Resource Search

Click on the RSRC button on the CONNECTIONS
Toolbar.
The Resource Search Criteria window displays.

Click on the drop-down arrow for the Search Type
field and select from the resulting list.

This field must be completed to perform a search.
Phonetic is the default search type.

Type in the part of the resource’s name that you are
certain about. You need a minimum of two letters to
enable a search.

The Search... button enables. You don't need to
enter any other search criteria, but you can if you
want to narrow the search.

If you know the resource’s Facility Type, click on
the drop-down arrow for that field and select from
the list.

Click on the Search... button.

&

From the Resource Detall
window of an Agency listing,
you can launch a report of all

facilities in the agency:

1. Click on the Options menu
and select Resource
Relationships.

2. Click on the Reports menu
and select Facilities by
Agency/District.

Access the report from the
RPRTS button on the
CONNECTIONS Toolbar.

The Resource List displays, containing the results of your search. Use the scroll bars

to view information that doesn’t fit on the screen.

Click on a resource to select it from the list.
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The Resource Detail window displays. Information
about the resource is available via the Address,
Phone, Facility, Svc Area and Comments buttons.

7 Click on the Detail... button. %

For a list of all Agencies in

8 To close the Resource Detail window, click on the CONNECTIONS, select
Cancel button. “Agency” in the Resource
The Resource List displays. Type, Cate%ga’sand Service

9 To close the Resource List, click on the Close To list by county, select a

county and click on the
Location checkbox.
Leave the name fields blank.

button.

Staff Search

You can use CONNECTIONS to locate contact information about staff who are also
CONNECTIONS users. You can do a stand-alone Staff Search from the CONNECTIONS
Toolbar, or search from specific task windows when searching is part of the task, like sending a
To-Do or reassigning a case to another worker.

Completing a Staff Search in CONNECTIONS is similar to looking for someone in a telephone
directory. Names are listed alphabetically; the search criteria you enter bring you to a particular
point on that alphabetical list. For this reason, if you are unsure of the exact spelling of the staff
member’s name, it is best to search only on the portion of the last name about which you are
certain.

To locate basic information about a staff member, conduct your search from the Toolbar. If you
are conducting a Staff Search in order to send a To-Do, conduct the search from within the To-
Do Detail window.

@_ Step-by-Step:
Searching for Staff from the CONNECTIONS Toolbar

1 Click on the STAFF button on the CONNECTIONS

Toolbar.
The Staff Search Criteria window displays. The @
Agency field is pre-filled and the Active checkbox is

selected.
If you are unsure how to spell

2 Enter search criteria, either the Person ID number or | the staff member’s name, enter
the staff person’s last name. (Just a portion of the only the portlonkof the name that
last name is enough, unless you are searching for a you Know.

common name in a large agency.)

3 If you are searching for a worker outside your agency and you know that person’s
agency code, enter it in the Agency field and skip to Step 8 (the Agency field
defaults to your own agency code).
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If you don’t know a worker’s agency code, click on the PERS button on the
CONNECTIONS Toolbar and complete a Person Search (see the “Person Search”

section in Module 4 of this guide).

When you have completed the search, write down
the individual’'s Person ID number from the Person
Search List.

Close the Person Search window by clicking on the
Cancel button.
The Staff Search Criteria window displays.

Type the worker’s Person ID number in the Person
ID field.

Click on the Search button.
The Staff List displays with the results of your
search.

&

When you click on a staff
person’s name in the Person
Search List, the following
message displays:
“This person is an Employee.
For more information use
Staff Search.”

This message helps you identify
employees in the listing.

Step-by-Step:
Viewing Detailed Staff Information

Click on a name to select it from the Staff List.

Click on the Detail... button.
The Staff Detail window displays.

To close the Staff Detail window, click on the Cancel button.

The Staff List displays.

To close the Staff List, click on the Close button.
The Staff Search Criteria window displays.

To close the Staff Search Criteria window, click on the Close button.
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Module 5:
Working with Reports and Forms

You can print hard copies of much of the information contained in CONNECTIONS by clicking
either the Forms or Reports menus on many CONNECTIONS windows. Clicking on the
Generate Report button in the Child Protective Record Summary window provides you the
opportunity to generate a report of the information contained in the CPRS. You can choose to
print the entire CPRS by clicking on the Select All button or specific tabs by selecting the
specified tab.

This module guides you through procedures for finding and printing these documents.
By the end of this module, you'll be able to:

e locate reports and forms from associated windows;
e launch, view and print these reports; and
e print these forms.

Generating, Viewing and Printing Reports

CONNECTIONS provides pre-designed reports and forms for printing information.

In many areas in CONNECTIONS, creating, viewing and printing a report is a three-step
process. First you generate the report from an associated window, then you use the RPRTS
button on the Toolbar to view it. Once the report is open, you will able to print it. In the CPRS,
click on the Generate Report button and select the tabs to be printed.

Each report has to be launched from its own window. See Appendix B for a complete list of the
reports related to CPS, along with the windows from which you launch them.

@- Step-by-Step: %
Generating a Report

1 Open the window from which you can generate the You can click on the RPRTS
desired report. button at any time. You don’t

See Appendix B for a list of which reports are ”esfintg ‘3\/05,? %”y other
generated from which windows. OWs 10/d0 S0.

2 Click on the Reports menu on that window and

select the desired report command. %

3 The following message displays:

“The Report has been launched. Check Report List.”
You may first have to select an
4 Click on the OK button. item (e.g. a stage from the
Assigned Workload) before you

the Reports menu is enabled.
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@_ Step-by-Step:
View a Generated Report

1 Click on the RPRTS button on the CONNECTIONS Toolbar.
The Report List displays.

2 Click on the report you want to view. %

3 Make sure that the report’s status reads “DONE.” If it

is still in “PEND” or “RUN" status, click on the Reports remain on the Report

Refresh button or close the window and return in a List only until you view them or

few minutes. You need to wait for the report to the system purges them. If you

launch completely before you can view it. close the report without printing
a copy, you'll need to generate

4 Click on the Open button. it
The report opens as a Microsoft Word document. again to print it.
@_ Step-by-Step:
Printing an Open Report
-

1 Click on the File menu in the Word document window and select Print.
The Microsoft Word Print dialog box displays.
Verify that the prompted printer choice is correct and select the number of copies to
be printed.

2 Click on the OK button.
The document is sent to the selected printer.

3 To close the report, click on the File menu and select Close.
The Report List displays.

4 To close the Report List, click on the Close button.
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Printing a Form

Some windows in CONNECTIONS enable you to generate letters or forms. Forms are opened
directly from the Forms menu on these windows.

fo]

i

Step-by-Step:
Printing a Form in CONNECTIONS

In the appropriate window, click on the Forms menu
and select the form you want to generate.

The form opens as a Microsoft Word document. For
many forms, you must first select something before

&

you can access the commands from the Forms See Appendix B for a complete

menu. For example, when you are printing a Notice
of Existence, you must select the individual to whom

list of available forms.

you wish to provide the notice before the menu
command enables.

To print the form, click on the File menu in the Word document window and select

Print.
The Microsoft Word Print dialog box displays.

Verify that the prompted printer choice is correct and select the number of copies to

be printed.

Click on the OK button.
The document is sent to the selected printer.

To close the form, click on the File menu and select Close.
The window displays from which you generated the form.

CONNECTIONS Step-by-Step Guide:
Training for CPS Workers

Page 71
(rev 03/01/2007)




Module 6:
Getting Help When You Need It

When you're using CONNECTIONS, you may have questions that are not answered in this
guide. There is a wealth of additional information available to you that will help you answer
these questions.

By the end of this module, you will be able to:

e contact the Help Desk to get basic trouble-shooting questions answered;
e access Online Help for assistance in accomplishing CONNECTIONS tasks; and

e access training materials (e.g., Step-by-Step Guides, Job Aids) from the OCFS intranet
site.

The Enterprise Help Desk

The New York State Office for Technology (NYS OFT) Enterprise Help Desk staff are available
to answer basic questions related to your equipment, or to solve problems you're having with
the CONNECTIONS application. If they cannot solve your problem, they will record your
information and forward it to others who can.

When you call the Help Desk with a problem, you will be given a ticket number to use for
tracking your issue and its resolution. Keep a record of this number; you will need it for any
follow-up conversations with the Help Desk.

The Help Desk is staffed 24 hours a day, seven days a week. The telephone number is:
1-800-NYS-1323
(1-800-697-1323)

Please note that some agencies have internal policies regarding who contacts the Help Desk.
Check with your supervisor for information on your agency’s policy.
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Online Help

The CONNECTIONS Online Help feature provides descriptions for various windows, as well as
step-by-step instructions for common tasks. You can access Online Help at any time, from any
window in CONNECTIONS. Updates to Online Help content and functionality in
CONNECTIONS are ongoing.

In support of the Child Protective Record Summary (CPRS), a new online help file was created.
CPRS Help provides context-sensitive help information for all elements of the CPRS, including
tabs, grids, buttons and individual fields. This additional online Help is not found in the other
CONNECTIONS windows. CPRS Help provides the following features:

o CPRS Overview
A high level summary of the CPRS, including a list of features and functions

e How Do I?
Information for navigating within the CPRS and how to utilize the functions

e Glossary
Definitions of commonly used terms in CPS casework and definitions of the CPRS
elements and concepts

e Guidelines
Legal, policy and procedural guidelines followed by CPS workers for viewing and
recording information in the CPRS

e Help on Help
Instructions on how to use the CPRS Online Help system

CPRS Help offers many navigational tools that guide you to the help topic you need:

e A table of contents provides access to all help information.
¢ Index and search functions provide alternate means of finding information.
e Interactive graphics display examples of CPRS elements.

o Hyperlinks take you directly to related information, such as definitions and procedural
guidelines.

Accessing CPRS Help

CPRS Help can be accessed via context-sensitive links by clicking on an element to make that
element “active” and pressing the F1 key. Information displays about the selected CPRS
element.

In addition, CPRS Help can be accessed by clicking on the Help menu in the upper left corner
of the CPRS. Accessing Help using this method displays the CPRS Overview topic.
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Help for CPRS narratives on the Investigative Findings tab can be accessed in one of
following two ways:

e Clicking on the Help on Narratives button with a narrative opened but minimized
displays the Help topic for the opened/minimized narrative.

e Pressing the F1 key on the keyboard with a narrative opened but minimized displays the
Help topic for the opened/minimized narrative.

o]

i

Step-by-Step:
Accessing CONNECTIONS Online Help
(Other than CPRS Online Help)

1 Click on the Help menu on the CONNECTIONS

Toolbar.
Choose from the following commands:

Contents You can also access a list of
A table of contents for the help facility with links to Hot Keys (keyboard shortcuts

major sections. to specific tasks) from the
How Do I? Help Contents page.

Step-by-instructions to help you complete tasks
using CONNECTIONS.

Window Descriptions
Descriptions of windows in CONNECTIONS, along with information on various fields.

DSS Policy
Online OCFS policy handbooks, not currently available.

Help On This Window
Window description help for the window you are on.

Help for Help
Instructions on how to use the help functionality.

About CONNECTIONS
Information about the current CONNECTIONS version and build.

Click on a command from the Help menu.

The window related to your selection displays. In some cases, you will need to make
another selection in that window to obtain instructions. At the top of each window,
you'll see additional buttons and menus. Use the Search button to search for
specific information in the Help function and use the Back button to return to
windows you've just visited in Help. The Glossary button opens a list of important
CONNECTIONS terms and the Print button allows you to print Help information.

When you're done reviewing information in Help, close each Help window by clicking

on the Close button () in the top right corner of the window.
The system returns to the window your were using when you accessed help.
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Finding Training Materials Online

A variety of training-related materials are available from the CONNECTIONS intranet site (http://
ocfs.state.nyenet/connect/).

Some of you have access to the Internet via your CONNECTIONS computer; there are some
security issues to keep in mind when accessing the Internet. Only connect to the Internet for
purposes authorized by your district/agency management. You should not use the Internet for
any reasons that could breach security. This includes accessing external e-mail accounts (e.g.,
Hotmail or Yahoo).

Do not exchange non-public CONNECTIONS information over a messaging system unless
authorized by OCFS ISO or OFT management after a formal risk assessment of the situation
has been performed. No external public Instant Messaging, Team-rooms and Conferencing
services should be used to conduct business unless authorized in writing from the OCFS ISO.

Do not try to prove a suspected weakness. This means you should not attempt to find work-
arounds or bugs in the system. All CONNECTIONS users should be aware of the procedure for
reporting security incidents that may have an impact on the security of information. Report any
incidents to your appropriate supervisor and the Security Coordinator.

Step-by-Step:
Finding Training Materials on the OCFS CONNECTIONS
— Intranet Site

1 From your desktop, double-click on the Internet Explorer icon.

2 If the browser does not display the OCFS intranet site automatically, enter
http://ocfs.state.nyenet into the browser’s address line and press the Enter key on
your keyboard.

The OCFS intranet site home page displays.

3 Click on the CONNECTIONS link.
The OCFS CONNECTIONS intranet home page displays.

4 Click on a topic to access information.
For access to various Step-by-Step Guides and Job Aids, click on the Step-by-
Step/Job Aids/Tips link.

5 To close Internet Explorer, click on the File menu and select Close.
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Module 7:
Reviewing Intake Information
and Starting an Investigation

The basis for an investigation is a report of child abuse or maltreatment. Reports are received
by Child Protective Services Specialists at the NYS Child Abuse and Maltreatment Register,
also known as the State Central Register (SCR). SCR staff interview callers to determine if the
phone call constitutes a report. If so, the SCR staff member creates an Intake record in
CONNECTIONS, assigns it a system-generated Case ID number and forwards the case
electronically to the appropriate jurisdictions. (In Monroe and Onondaga counties, local intake
workers may also receive calls and record information, which is then forwarded to the SCR for
initial processing.)

On-call workers at the local-district level (or others, depending upon local procedures) receive
these cases from the SCR and then carry out a number of steps to process them locally. These
steps can include: reviewing information collected during intake; printing the Intake and IRI
reports; accepting the case and progressing it to the Investigation stage; and reassigning it to a
local district worker.

When you receive an assignment, you may also need to complete some or all of these tasks. In
the case of accepting and progressing a stage, information within the Assigned Workload tells
you whether these steps have already been completed.

By the end of this module, you will be able to:

¢ find new assignments and navigate to related tasks;

¢ identify the various types of CPS reports;

¢ review information collected during Intake and cross-referenced case information;
¢ launch, view and print the Intake Report and IRI (Individual Report of Involvement);
e accept and progress stages;

e reassign cases to another worker; and

¢ print the Notice of Existence.
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Different Types of CPS Reports

Initial Report

An Initial report is registered by the State Central Register (SCR) when there is no open case or
investigation. Although the principals may have been involved in past cases, these cases have
been closed prior to the current report. As a result of this type of report, a new case is created in
CONNECTIONS. Historical cases involving any of the same individuals will be linked within
CONNECTIONS through these individuals.

Duplicate Reports, Subsequent Reports and Additional Information

There are times when a particular family is reported to the SCR more than once; sometimes
there may be many reports. Each of these reports is assigned to the local district. These reports
may fall into several categories; the categories and respective procedures are outlined below.

Duplicate Reports

A report made which describes the same incident(s), involving the same subjects and child(ren),
occurring within the same time frame as a previously made report—and which does not include
any new allegations—is considered a duplicate report. Duplicate reports are usually made by
different reporters. This type of report displays on the Assigned Workload with the label “DUP”
in the Type column.

Duplicate reports are merged with the original case by the SCR and thereby receive the same
Case ID number as that of the original report.

Unlike an initial or subsequent report, a duplicate report is not progressed to an investigation in
CONNECTIONS. A duplicate intake stage is closed, using the Intake Priority Closure window,
after it has been accepted and reviewed by the local district.
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Step-by-Step:
Closing a Duplicate Report

Click on the WORK button on the CONNECTIONS
Toolbar.
The Assigned Workload displays.

Click on the desired stage with “DUP” in the Type
column.

Click on the Options menu and select
Intake/Priority Closure...
The Intake Priority Closure window displays.

Click on the drop-down arrow for the Reason
Closed field and select Close Duplicate Report
from the resulting list.

Click on the File menu and select Save and Close.

The Intake Priority Closure window closes. The

A duplicate report cannot be
closed if it is the only stage in a
case or if a merge is pending.

If you attempt to close a
duplicate stage when it is the
only stage in a case, the
following message displays:

“Cannot close Add Info or Dup if
only stage in case.
Merge or change type.”

If you attempt to close a
duplicate stage when a merge is

pending, the following message
displays:
“Add Info or Dup cannot be
closed. Itis involved in a
pending merge.”

stage name with a type of DUP no longer displays
on the Assigned Workload.

Subsequent Reports
Subsequent reports are those reports made to the SCR concerning families that have:

e a child abuse or maltreatment report under investigation; or
e an open indicated child protective case.

A subsequent report is added to an open case when a call to the SCR contains new or
additional allegations, subject(s) or abused/maltreated child(ren), or involves a new incident.
Subsequent reports are merged with the original case by the SCR and thereby receive the
same Case ID number as that of the original report. However, this report displays on your
Assigned Workload as a separate report/stage, and it a must be investigated and fully
documented within CONNECTIONS in the same way that any other report would be.

A new Notice of Existence is required for each subsequent report.
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Additional Information

At times a reporter will provide the SCR with additional
information that is relevant to a CPS case that is either open or
under investigation. An Additional Information (ADD INFO)
contains no allegations and may include more identifying details
(names, addresses, birth dates, relationships, etc.) or other
information related to the case. Since an ADD INFO contains
no allegations, it is not classified as a report. The SCR
transmits an ADD INFO to the local district. The information
displays on your Assigned Workload with “ADD” in the Type
column.

An Additional Information is merged with the original case by
the SCR and thereby receives the same Case ID number as
that of the original report. An Additional Information is not
progressed to the Investigation stage in CONNECTIONS. An
Additional Information Intake stage should be closed, using the
Intake Priority Closure window, after it has been accepted and
reviewed by the local district.

An Additional Information
cannot be closed if it is the only
stage in a case or if a merge is

pending.

If you attempt to close an
Additional Information stage
when it is the only stage in a
case, the following message

displays:

“Cannot close Add Info or Dup if
only stage in case.
Merge or change type.”

If you attempt to close an
Additional Information stage
when a merge is pending, the
following message displays:

“Add Info or Dup cannot be
closed. Itis involved in a
pending merge.”

Step-by-Step:
Closing an Additional Information

1 Click on the WORK button on the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on the desired stage with “ADD” in the Type column.

3 Click on the Options menu and select Intake/Priority Closure...

The Intake Priority Closure window displays.

4 Click on the drop-down arrow for the Reason Closed field and select Close

Additional Information from the resulting list.

5 Click on the File menu and select Save and Close.

The Intake Priority Closure window closes. The stage name with “ADD” in the Type

column no longer displays on the Assigned Workload.
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Using the Task List
The Task List for an Investigation stage identifies eight tasks

that you may complete in CONNECTIONS during your work on
an investigation. There is a separate Task List for each stage If you select more than one
(i.e., Intake, Investigation) in the life of a case. You access work | assignment, the Tasks... button

and information-related windows in CONNECTIONS via the disables and you arenot able_to
Task List. open the Task List. Click again

on an assignment to deselect it.
@- Step-by-Step:
Opening the Task List

1 Click on an INT or INV assignment from the Assigned Workload.
The Tasks... button enables.

2 Click on the Tasks... button.
The Task List displays for the selected stage.

The INT Task List contains only one task: Record/Review Call. The Intake
report is frozen when the Intake is assigned by the SCR to the local district. You
can only view the intake, you cannot change it.

The INV Task List contains eight tasks:

Review Intake The information available from this task is the same as the
information from the Record/Review Call task in the Intake Task
List.

Maintain Person This task enables you to add, modify and view information

regarding persons associated with the selected stage.

Maintain Primary This task enables your to use a single window to add or modify the

Address and Phone  primary address or phone information for multiple individuals in a
stage. You can also select an existing address or phone number
for an individual who has recently been added to a stage.

Maintain Allegation  This task enables you to add, modify and view allegations
(including injuries, as applicable) associated with the selected

stage.
Investigation This task enables you to open the list of Investigation Actions
Actions Questions associated with the selected stage. These questions

must be answered in order to complete an investigation.

Safety Assessment  If multiple stages exist for a case (e.g., an Initial Investigation and a
for Case Subsequent Investigation), a list of all Safety Assessments can be
displayed from this task.
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Investigation
Conclusion

This task enables you to record and review Investigation
Conclusion information, including the narrative and the closure

reason. The determination is system-populated based on your
completion of the Maintain Allegations window.

Child Protective
Record Summary

The CPRS provides demographic information and investigative
findings in one place. This window contains multiple tabs that allow

you to access, view, record (e.g., Safety Assessment, Risk
Assessment Profile, Progress Notes) and print CPS case
information easily. The window is organized to be consistent with

the investigation process.

Reviewing Intake Information

When you receive a new assignment, you must review
information about the report collected during Intake to get an
overview of the situation. You must review the cross-referenced
case history. You may uncover information that is relevant to
your current investigation.

Two printable reports in CONNECTIONS consolidate much of
this information for easy review. The Intake Report contains the
details of the reported incident; the Individual Report of
Involvement (IRI) contains a comprehensive cross-reference
history for each principal listed in the associated Intake Report,
including all under investigation, indicated, legally sealed
unfounded CPS cases. Principals are listed in the IRI in the
same order as in the associated Intake Report. The IRI
provides a combination of historical and current information
about each individual. The demographics displayed on the IRI
are those that were recorded as of the date of the Intake
Report. The cross-reference history includes all reports that
existed prior to the date of the associated Intake Report.
Review all persons listed in the report.

Once an Intake stage has been progressed to the Investigation
stage, the Child Protective Record Summary (CPRS) provides
you with another method of accessing, viewing and printing
case information in CONNECTIONS. The CPRS offers a
formatted report of all information contained in all sections of
the CPRS.

&

The Intake Report has the
following sections:
Summary
List of Principals

Reported Address
Information

Allegation Detall
Reporter Information
Safety Factors
Facility Detall
Report Narrative
Comments

The Individual Report of
Involvement (IRI) has the
following sections:

Person Information as of the
Intake Date

Current Demographics

Cross-reference History
Information

Person Merge Information
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The following excerpt from CAPTA Regulations, subparagraph (i) of paragraph (3) of
subdivision (b) of section 432.2, is pertinent to IRl information and reads as follows:

“...within one business day of the oral report date, the child protective service must review
State Central Register of Child Abuse and Maltreatment records pertaining to all prior reports
involving members of the family, including legally sealed unfounded reports where the
current report involves a subject of the unfounded report, a child named in the unfounded
report or a child’s sibling named in the unfounded report. Within five business days of the
oral report date, the child protective service must review its own child protective service
record(s) that apply to the prior reports, including legally sealed unfounded reports where the
current report involves a subject of the unfounded report, a child named in the unfounded
report or a child’s sibling named in the unfounded report. For prior reports in which case
records are maintained by another social services district including legally sealed unfounded
reports, the child protective service with investigative responsibility must request relevant
portions of such record(s) within one business day of the oral report date. The social services
district maintaining the case record must provide the inquiring child protective service with
the requested pertinent portions of their records within five business days of receiving such
request.”

CAPTA Regulations can be found in:
Public Folders>Statewide>OCFS>CAPTA>CAPTA Regulations 3/20/01

It is recommended that you print out each of these reports to facilitate review of all of the
information they contain. As with most CONNECTIONS reports, you need to launch them before
you can view and print them. These reports can be launched from your Assigned Workload.

You can review this information—as well as additional information about cases in which you
have an implied role—online. Page 87 of this guide provides the steps for reviewing cross-
referenced case history for a particular stage. The steps on the next page guide you through
generating, viewing and printing the Intake Report and IRI.
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Step-by-Step:
Generating the Intake Report and IRI

1 Click on the WORK button on the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on the stage for which you want to generate an
Intake Report and/or IRI. You can click on several
stages to launch reports for multiple assignments.

If you select multiple assignments from the Assigned
Workload, the only reports that enable on the
Reports menu are the Intake/IRI Report and the
Family Services OCI by Worker.

3 Click on the Reports menu and select Intake
Report, Individual Report Involvement or
Intake/IRI Report.

The following message displays:

&

If the Status does not read
“DONE,” click on the Refresh
button periodically until the
Status changes to “DONE,” or
close the window and access
the report later.

“The Report has been launched. Check Report List Window.”

4 Click on either the OK button or the Close button. (The Close button appears on the
message window generated by the Intake/IRI Report command.)

5 Click on the RPRTS button on the CONNECTIONS Toolbar.

The Report List displays. Reports on this window are

identified by the Intake Stage Name and Stage ID. If
you scroll to the right, you can see the date the
report was generated.

6 Determine if the report has been launched. Reports
are ready to be opened when the Status column
reads “DONE.”

7 Click on the report you want to print or view online.

8 Click on the Open button.
The report displays as a Microsoft Word document.
Use the scroll bars to view information on the report.

9 To print the report, click on the File menu in the
Microsoft Word document window and select Print.
The Microsoft Word print dialog box displays.
Verify that the prompted printer choice is correct
and select the number of copies to print.

10 Click on the OK button.
The document is sent to the selected printer. When
your report has been printed, a message displays,
indicating the print job number.

11 Click on the OK button.

&

Once the report is opened, you
can adjust the screen view
magnification by selecting
commands from the View

menu, such as Zoom... and
Full Screen.

&

Reports remain on the Report
List until opened or until the
system purges it. Once opened,
they are removed from the
window.
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12 To close the report, click on the File menu and select Close.

The Report List displays.

13 Click on the Close button.

The Assigned Workload displays.

Step-by-Step:
Reviewing Intake Information Online

Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

Click on the INT/INV stage you want to work on. New assignments are highlighted in

gray.
The Tasks... button enables.

Click on the Tasks... button.

The Task List displays for the selected stage. %

Click on the Review Intake task.

Click on the Detail... button. The information in the Intake
The Call Summary window displays for the selected | réportis frozen when the Intake
stage. is assigned to the local district

by the SCR. You can view this
information, but you cannot
change any of it.

If the phone number and/or address listed for the
Reporter/Source is the same as that listed for one of
the Principals, the following message displays:

“Reporter/Source has Same Address/Source as
Principal.”

You must be assigned the VIEW RPTR SOURC Business Function in order for this
message to display. This message does not prevent you from proceeding.

Click on enabled buttons at bottom of the window (Entry..., Narrative..., Persons...,
Allegation..., Facility..., Decision... and Summary...) to view the information
collected during Intake.

When you are done, click on the Summary...or Entry... button.
The Call Summary or Call Entry window displays.

To close the window, click on the File menu and select Exit.
The Task List displays.
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Accepting an Assignment

Depending upon local procedures, the on-call worker in your
district receives new reports from the SCR and will accept or
reject them. If the Accept and Reject buttons are enabled
when you click on a stage on your Assigned Workload, the
stage has not yet been accepted from the SCR. In these cases,
you need to accept or reject the assignment. It is vital to accept
or reject a CPS report as soon as possible. The SCR monitors
the acceptance or rejection of all reports. The designated
person from the SCR will call the local district if this has not
been accomplished within 30 minutes of the assignment time.

When the SCR sends a report to a district, the SCR also adds it
to an assignment log and monitors it until the local district has
accepted it. Accepting an assignment, in effect, serves as
acknowledgment to the SCR that you have received the new
stage and are beginning work on it.

&

Ordinarily, stages are accepted
before they are progressed.
However, if you are a
Secondary worker on a stage,
you may receive an assignment
that has been progressed by the
Primary worker to the
Investigation stage, but not yet
accepted by you. You need to
accept or reject the stage
whenever you see the
Accept/Reject buttons enabled.

There are instances in which you would reject a new assignment, but these are rare. Speak to
your supervisor for guidelines on when the “reject” option is appropriate (e.g., the jurisdiction is
incorrect). Rejected reports are reassigned as appropriate by the SCR.

Step-by-Step:
Accepting an Assignment

1 Click on the WORK button from the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on an INT stage to select it.

If the stage has not yet been accepted, the Accept and Reject buttons enable.

3 Click on the Accept button.

The stage is accepted. This process serves as acknowledgment that you have
received the stage from the SCR and are beginning work on it.

Step-by-Step:
Rejecting an Assignment

1 Click on the WORK button from the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on an INT stage to select it.

If the stage has not yet been accepted, the Accept and Reject buttons enable.

3 Click on the Reject button.
A blank Comments window displays.

4 Click in the Comments window and type your reason for rejecting the assignment.
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5 Click on the OK button.
The following message displays:
“This action will reassign assignment to the SCR On Call Person. Continue?”

6 Click on the Yes button.
The stage is returned to the SCR. The stage you rejected no longer displays on the
Assigned Workload.

Stage Progression

Most cases in CONNECTIONS go through more than one stage. For example, new reports are
recorded in CONNECTIONS in the Intake stage, but investigative work on a case is done in the
Investigation stage.

In order to begin work in the Investigation stage, the case must be “progressed” from the Intake
stage. Depending upon local procedures, an on-call worker in your local district may progress
the stage before assigning it to you. If you see “INT” in the assignment’s Stage column on the
Assigned Workload, you need to progress the stage yourself. “INV” in that column indicates that
the stage has already been progressed.

When a stage is progressed from the Intake stage, a Child Protective Record Summary (CPRS)
is created for the Investigation stage.

The CONNECTIONS stage progression logic maintains a case status of “Open” if any
Investigation stage in the case is concluded with an “Open for Services” closure reason. The
status will remain “Open” as long as there is at least one Investigation stage with an “Open for
Services” closure reason. When it is appropriate to close these cases, this can be done using
the Case Status Maintenance functionality (see “Changing the Case Status” on page 277).

@_ Step-by-Step:
Progressing a Stage from Intake to Investigation

1 Click on the WORK button on the CONNECTIONS

Toolbar.
The Assigned Workload displays. %

2 Select the INT stage and click on the Options menu
on the Assigned Workload and select Stage Duplicate Reports and
Progression. Additional Information do not
The Stage Progression window displays. The get stage progressed.

Current Stage field is pre-filled with “INT” and the
Create New Stage field is pre-filled with “INV.”

3 Click on the Save button.
The following message displays:
“This will create a new stage of service. Remember to reassign. Continue?”

4 Click on the Yes button.
The Assigned Workload displays. The stage has been progressed from INT to INV.
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Reviewing Cross-Referenced Case History

@- Step-by-Step:
Reviewing Cross-Referenced Case History

1 Click on the WORK button on the CONNECTIONS Toolbar.

The Assigned Workload displays.

2 Click on the stage you want to work on.
The Tasks... button enables.

3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the Maintain Person task.

5 Click on the List... button.
The Person List displays for the selected stage.

6 Click on a person’s name to select it from the list.

7 Click on the Options menu and select Case List.
The Case List displays with the cases in which the
selected individual is known. From this window, you
can access additional information by selecting the
appropriate case and clicking on the following buttons:

=  Case Summary
A list of all stages in the case

= Case Composition
A list of all individuals in the case

=  Events
A list of all events in the case

&

You must have an implied role
in a case (meaning the case
shares a person in common

with a stage of yours) to access
information on people in cases
outside your jurisdiction.

Workers who have ever been
assigned to the stage, along
with users from their district with
the ACCESS ALL DIST
Business Function also have
access to closed stages.

This is done for security
reasons. It enables
CONNECTIONS to verify that
you have rights to access
information on people outside
your stage. If you do not have
an implied role in the case,
some buttons on the Case
Summary window will be grayed
out—that is, not enabled.
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Step-by-Step:
Viewing Information on the Case Summary Window

Click on a case in the Case List.

Click on the Case Summary button.

The Case Summary window displays, containing a list of all open and closed stages,
the stage Primary worker and phone number. You can access stage- or case-
specific information from here by selecting a stage and clicking on the Options
menu.

To close the Case Summary window, click on the Close button.

Step-by-Step:
Viewing Information on the Case Composition Window

Click on a case in the Case List.

Click on the Case Composition button.

The Case Composition window displays with an unduplicated list of individuals in all
stages in the case. Demographics reflect those from the most recent stage. From
this list you can check the family composition from prior investigations. Review all
persons listed in the report.

To close the Case Composition window, click on the Close button.

Step-by-Step:
Viewing Information on the Event List

Click on a case in the Case List. %

Click on the Events button.
The Event List displays with a historical list of

significant case activities. To view further details of Cross-referenced information in
some events (e.g., Investigation Conclusion), select the IRI can be printed by
the event and click on the Detail... button. _ following the step-by-step
instructions under “Generating
To close the Event List, click on the Close button. the Intake ;aZZOQBa”d IRI" on
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Seeing Who is Assigned to Your Case
and Reassigning a Stage

In CONNECTIONS, the Assign window provides an easy way
to find out who else is assigned to a particular case. It also
enables you to reassign a stage to another staff member.
Consult with your supervisor, however, for local guidelines
concerning reassigning a stage to another worker. In most local
districts, reassignments are done by the on-call worker and
supervisor. If it is appropriate to reassign a report to another
district, prior consultation with that district is necessary.

Step-by-Step:

@_ Viewing Case Assignments

1 Click on the WORK button on the CONNECTIONS
Toolbar.
The Assigned Workload displays.

2 Click on the stage to be reassigned.

3 Click on the Assign... button.
The Assign window displays, listing the available
staff in your unit (top of the window) and the
currently assigned staff (bottom of the window).

Reassigning a Stage

The Assign window is used to reassign a report (stage) from
your Assigned Workload to that of another worker in
CONNECTIONS. By default, this window contains available
staff within your unit or district.

Case assignment in CONNECTIONS does not override policy
parameters or off-line procedures/communications that are
often required prior to transferring or assigning a case. Cross-
district assignments should only be done after you have
consulted with the supportive district and received their
approval for the assignment. Always consult with your
supervisor when a report is to be reassigned.

The top half of the Assign window, the Available Staff section,
lists the eligible unit staff to whom you can reassign a stage. A
list of the staff currently assigned to the stage is displayed in
the Assignments section at the bottom of the window.

1)

CONNECTIONS sends alerts to

the following staff regarding
case assignments:

To the Primary worker when
a new assignment is
received.

To Secondary workers
when the Primary worker
submits an Investigation
Conclusion for approval.

To the Primary worker’s
supervisor(s) when a new
assignment is received.

To all workers with a role in
an open FSI/FSS stage with
at when a new assignment
is received.

To the Primary worker when
Secondary workers
unassign themselves.

To Secondary workers’
supervisor(s) when
Secondary workers
unassign themselves.

To Secondary workers’
supervisor(s) for new
secondary assignments.

To Secondary workers
when another worker
unassigns them from a
case.

To the Secondary worker
when a new assignment is
received.
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@_ Step-by-Step:
Reassigning a Stage

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Click on the stage to be assigned.

3 Click on the Assign... button.
The Assign window displays.

4 Select the worker’s name from the Available Staff list.
If the desired worker’s name does not appear on the Available Staff list, see the
steps listed below for “Reassigning a Stage to a Worker Not on the Available Staff
List.”

5 Click on the Primary or Secondary button, as applicable.
The selected worker’s name displays in the Assignments section.

6 If you assign a staff person to be the Primary worker for a stage that already has a
Primary worker assigned, the following message displays: “This action will remove
the current Primary worker from the stage. Continue?” Click on the Yes button.

7 Click on the Save button.
The Assigned Workload displays. The reassigned stage no longer appears on your
Assigned Workload.

@- Step-by-Step:
Reassigning a Stage to a Worker Not on the Available Staff List

1 From the Assign window, click on the Options menu and select the Search Staff
Criteria command from the resulting list.
The Search Staff Criteria window displays.

and Last Name fields. Click on the Search button.

2 Enter the name of the desired worker in the First %
The Staff List window displays.

3 Select the name of the worker you wish to add to the | If you are reassigning a stage to
Available Staff list and click on the OK button. a worker who is not in your
The Assign window displays with the worker’s name Agency, see page 67 for

. . detailed information on
added to the Available Staff list. e & SEE San

4 Return to Step 4 in the previous step-by-step
(“Reassigning a Stage”).
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Assignment Changes by Supervisors

Supervisors and individuals in the Unit Hierarchy of a worker can un-assign or add a new a
Primary or Secondary worker to a case. The supervisor opens the worker’'s Assigned Workload
and makes the changes on the Assign window.

@_ Step-by-Step:
Reassigning a Worker by a Supervisor

1 Click on the UNIT button on the CONNECTIONS Toolbar.
The Unit Summary window displays.

2 Click on the Search button.
A list of all workers in the unit displays.

3 Select the worker currently assigned to the case.

4 Click on the Workload... button.
The Assigned Workload displays for the selected worker.

5 Select the stage to be assigned.

6 Click on the Assign button.
The Assign window displays.

7 To un-assign a worker from your unit, select the worker’'s name from the lower
section of the Assign window and click on the Un-Assign button.

8 To assign a different worker from your unit, select the new worker’'s name in the
upper section of the Assign window and click on the Primary or Secondary button,
as appropriate.

If the worker you wish to assign is from another unit, see the steps for “Reassigning
a Stage to a Worker not on the Available Staff List” on page 90.

Canceling Assignments

On occasion, a worker or supervisor in a local district may inadvertently assign a stage to the
wrong worker. The List Assignments Made window enables these individuals to view and cancel
an incorrect assignment, provided that the stage has not been accessed by the newly assigned
worker.

An assignment is considered accessed when the newly assigned worker selects the assignment
and either clicks on the Tasks... button or selects a command from the Options menu on the
Assigned Workload.

If the original assigned worker attempts to access the stage after it has been
canceled/reassigned, the following message displays: “Stage has been reassigned. Window will
be refreshed.”
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@_ Step-by-Step:
Canceling Assignments

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Click on the Options menu on the Assigned Workload and select the List
Assignments Made... command.
The List Assignments Made window displays.
If all of the assignments have been accessed, the following message
displays instead of the List Assignments Made window:
“No Assignments to Retrieve. All Assignments Retrieved by Assigned Worker.”
Contact the assigned worker and have the stage reassigned to the appropriate
worker.

3 Select the assignment (stage) to be canceled.
If the Primary worker’s assignment is selected when a stage has more than one
assignment, the worker performing the cancellation will have the assignment “rights
of the Primary worker.

4 Click on the Assign button.
The Assign window displays.

5 Select the appropriate staff person’s name from the Available Staff list.

6 Click on the Primary or Secondary button, as appropriate, to reassign the selected
staff person to the stage.
If you select Primary, the following message displays: “This action will remove the
current Primary worker from the stage. Continue?” Click on the Yes button.
CONNECTIONS performs a final check to verify that the stage was not accessed
during the cancellation/reassignment process. If the stage was accessed, a message
displays, notifying the worker that the save will not be completed.

7 Click on the Save button.
The List Assignments Made window displays. The window refreshes after a
cancellation/reassignment has been successfully (or unsuccessfully) completed.

8 Click on the Close button to close the List Assignments Made window.
The Assigned Workload displays.

9 To close the Assigned Workload, click on the Close button.
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The Notice of Existence

You need to provide a Notice of Existence to every subject of
the report and any non-culpable parent, guardian or other
person legally responsible for the child, within seven days of
receiving the report. A Notice of Existence can only be
launched if the person selected from the Person List is either a
subject (alleged, confirmed or non-confirmed) or a no-role adult
named in the case. The Notice of Existence informs recipients
that the report has been received by the SCR and has been
forwarded to the local district for investigation. A new Notice of
Existence is required for each subsequent report. It is important
to document the date and method of delivery used when
providing each Notice of Existence. Record this information in
the Progress Notes tab in the Child Protective Record
Summary.

This notice is generated in CONNECTIONS and is pre-filled
with the name and address information maintained for the
individual.

If you want to provide a Notice of Existence to a person who is

1)

Before printing the Notice of
Existence, make sure that the
name and address for the
subject are accurate in
CONNECTIONS. See the “Case
Maintenance” module in this
guide for help in reviewing and
modifying this information in
CONNECTIONS.

A Notice of Existence can be
launched only if the person
selected from the Person List is
a subject or an adult with a role
of “None” or “Unknown.”

not already included in the Person List, you must add that person to the stage via the Maintain
Person task (see “Adding or Relating a Person to the Investigation Stage” in Module 2).

Please note: If CONNECTIONS is not able to print the Notice of Existence (or any other
system-generated letter), you should complete a manual (off-line) letter and send it to the
appropriate individual(s). A copy should also be kept in the case record for future
documentation. Remember to document the date and method of delivery for the Notice of
Existence in the Progress Notes tab in the Child Protective Record Summary. If it is not
possible to print any system-generated letter, contact the Help Desk at 1-800-NYS-1323 (1-800-

697-1323) for assistance.

Step-by-Step:
Generating the Notice of Existence

1 Click on the WORK button on the CONNECTIONS
Toolbar.
The Assigned Workload displays.

2 Click a stage to select it.
The Tasks... button enables.

3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the Maintain Person task.

5 Click on the List... button.
The Person List displays for the selected stage.

&

When you attempt to generate a
Notice of Existence for an
individual who has no address
recorded, the following
message displays:

"Form data not available. Please
save data before producing
form.”

Click on the OK button and
record the individual's address
(see “Maintaining a Person’s
Address or Phone Number” on
page 114) before printing.

6 Click on the name of the person who should receive the Notice of Existence.
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7 Click on the Forms menu and select either Notice

(Spanish), as appropriate.
The notice displays as a Microsoft Word document.

of Existence (English) or Notice of Existence @

8 To print the notice, click on the File menu and select Each time you generate a
Print. Notice of Existence in
The Microsoft Word print dialog box displays. CONNECTIONS, you create an
event on the Event List, which is
9 Click on the OK button. a permanent record that the
Make sure that you send the Notice of Existence to notice has been generated.
a printer set up to print on your local district
letterhead.

Viewing Information in the
Child Protective Record Summary (CPRS)

The Child Protective Record Summary (CPRS) provides demographic information and
investigative findings in one place. A single window with multiple tabs allows you to access,
view and print CPS case information easily. The window is organized to be consistent with the
investigation process. The CPRS provides for the recording of progress notes within the
CONNECTIONS application via the Progress Notes tab. All workers with a role in the stage are
able to view any progress notes recorded for the stage. Supervisors can use the CPRS to
review case information and workers’ progress notes.

Some districts have opted to create their own templates for the Local Protocol tab.
Incorporating these locally created templates into CONNECTIONS integrates New York State
mandates and local district procedures for investigation and assessment. It also eliminates the
need for duplicate entry of case information into external progress notes documents and
CONNECTIONS. This results in a more complete online investigation record for each report and
an improvement in the quality of case record documentation for CPS investigations.

When an Investigation stage is open, the Child Protective Record Summary window can be
accessed in two ways: from the Task List and from the Event List. When an investigation stage
is closed, the Child Protective Record Summary window can only be accessed from the Event
List.

All state and local staff with the appropriate Business Function Profile (BFP) are able to view the
CPRS for a particular investigation. The ability to update information in the CPRS is limited
according to your role in the stage and whether the stage is open or closed.
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1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Select the INV stage from the list.
The Tasks... button enables.

3 Click on the Tasks... button.
The Task List displays for the selected INV stage.

4 Click on the Child Protective Record Summary task.
The Detail... button enables.

5 Click on the Detail... button.
The CPRS window displays for the selected stage.

Locating Information in the CPRS

The Child Protective Record Summary window is organized into three sections. The Heading
and Button sections contain elements that are present no matter which section of the CPRS is
being used. The Tabs section comprises the main body of the CPRS.

HEADER

| RO HlJean [V [SUB | S/SO00 MEW | OPS - Fambisl
| Z390T00 [MillJean [MT_[SUB | SO0 S/S2004 | CPS - Farmdial
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The Heading

The heading is always present when the CPRS is open. It
includes the following information: Case Name, Case ID, INV
Stage ID, Report Date and Stage CD (Community District). The
INV Stage ID refers to the stage that was highlighted on the
Assigned Workload when the CPRS was opened. The Stage
CD will display only for NYC stages.

In addition, a High Priority label will display in the CPRS header
for any NYC stage that contains High Priority Factors.

The Footer

The footer is always present when the CPRS is open. It
contains four buttons:

&

If the Primary worker is in New
York City and the INV stage has
been designated as High
Priority, the words “High
Priority” display in the lower
right corner of the Heading
section on the Child Protective
Record Summary window.

Intake Narrative

Help on Narratives

Generate Report

Close

The Tabs

This button opens a window for viewing the narrative recorded at
Intake.

This button opens the CPRS Online Help function, which you can
use to view technical and policy information to help you complete
particular narratives in the CPRS.

This button opens the Generate Report window, where you can

select one, several or all tabs for inclusion in a pre-formatted report
of information contained in the CPRS.

This button closes the CPRS, returning you to the Task List.

The information contained in the Tabs section of the CPRS is organized as file tabs. Clicking on
the associated tab accesses specific case information. Tabs can be accessed in any order.

Case Identification

This tab includes two grids. The
upper grid details all of the
Investigation, Intake (both Child
Protective and Family Services)
and Family Services and
Administrative Review stages
(open or closed) associated with
the selected case. For each
stage, the following information
will display in the grid: Stage ID,
Stage Name, Stage (INT, INV,
FSI, FSS or ARI), Stage Type
(INI'or SUB for INT or INV
stages; CWS for FSI or FSS
stages), Stage Opened (Date),
Stage Closed (Date), Reason
Stage Closed, Stage

()

The Case Identification,
Household Composition,
Allegations,
Investigative Actions and
Investigative Findings tabs are
view-only. To update the
information on any of these
tabs, you must close the CPRS
and open the appropriate
CONNECTIONS window(s).

CPRS Help provides the path to
the appropriate window(s).

Classification, Determination, and CD (for NYC cases).
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Child Protective Record Summary I

Ble  Help

Caze Name:  Hill Jean INV Stage ID: 23901002 Stage CD:
[ Caze ID: 33900600 Rleport Date:  5/4/2004
vt Ett, | s | e [ e [ ] st Rk | g o
|

| suagelnl Stage Name |5tﬂ°|s|l;!.j_nga| Clossd |D°"| Siatus

1|/ 2=301003]HilJean NV [SUB | 5/5/2004] | [MEW |CPS - Familial
| [} 23801001 |HillJean INT [SUB 5/5/2004)  5/5/2004 CFS - Farrilial
23901002 | Hill Jean NV M| 5/5/2004) | |NEW | CPS - Farnilial
27301000 | Hill Jean INT NI 5/4/2004)  5/5/2004) | |CP5 - Familial
Worker Name [ FRole | Telephone Number | Distiict or Regional Office
wilzond 51,0 aryl Frenamny Mo Prione Availsble Onondaga County Das

finiake Naidive| Help On Nanstives | GensateFepot|  Ciose |

Household
Composition

The lower grid displays all workers associated with the stage
selected in the upper grid. For each worker, the following
information displays: Worker Name, Role, Telephone Number (with
area code and extension) and District or Regional Office.

When the Case Identification tab is opened, the stage that was
selected on the Assigned Workload (or, in the case of a closed
stage, the stage for which the Event List was opened) is
highlighted. This is the only tab of the CPRS that contains
information for more than one stage. Information on the other tabs
is specific to the INV stage listed in the heading.

The Household Composition tab lists all individuals involved in
the INV stage listed in the heading.

This tab includes two grids. The upper grid includes the following
information for each person in the stage: Name, Person ID,
Relationship/Interest, Date of Birth (DOB), Sex, Role, Ethnicity,
Race, Language, Social Security Number (SSN) and Religion.

An Address ID number displays to the left of each line in the upper
grid, linking the person with one of the addresses displayed in the
lower grid.
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| Child Protective Record Summary I
|
File Help

Caze Mame:  Hil.lean INY Stage ID: 239071002 Stage CD:
I Casze |D: 33900600 Fepaort Date:  5/4/2004

Case “Houzehold ™ )
Mﬁomposmon iel=on

Addr Mame Person Id Rel/Int D.0.B.

1 |Hill.Jean 13901600 | Mother 51141972
Hill G eorge 1330601 | Biological Father| 10/12/1969
Hill w/illiam 13901602 | Child 12/231993
Hill.K.en 13901603 | Child 3/31/2004
‘whalker. ackie 13901604 | Grandparent 8/14/1932

Risk Assess
Prafile

Safety
Aszessment

Irvestigative
Findings

Investigative

Actions Local Protocal

Frogress Motes

ex Role Ethnicity Race
Mo Role Mot Reported Mot Reported
Alleged Subject Mot Reported Mot Reported
Abused Child Mot Reported Mot Reported
Unknown Mot Reported Mot Reported
Unknown Mot Reported Mot Reported

RIEdEAEdR I

4] | I3

Addr Id] Address | City |state] Zip [ cnty [cD | Phone
T 550 TEALL AVE [SYRACUSE [NY 132065475 |01 | |(315) 4529761 |

Intake Marrative | Help On Marratives | Generate Heportl Lloze |

The lower grid contains address and phone number information for
all individuals involved in the stage. When you click on a person’s
name in the upper grid, that person’s address information
highlights in the lower grid. Even if more than one person listed in
the upper grid lives at an address, each address appears in the
lower grid only once. Each address has an “Address ID” number
which also displays in the upper grid, linking each person with one
of these addresses. This allows you to see all persons living at the
same address.

Allegations The Allegations tab lists all allegations for the report.

This tab includes two grids. The upper grid lists all of the
allegations listed in the report. For each allegation, the following
information is provided (appearing in the grid from left to right): the
name of the MA/AB child, that child’s Person ID, the name of the
Subject of the allegation, the Subject’s Person ID, the allegation,
the associated decision (unsubstantiated or substantiated, labeled
UNSUB/SUB) and the stage in which the allegation was recorded.
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Child Protective Record Summary

| Childd | Alleged Subject [Subject!d| ___ Allegation ___ [UNSUB/SUB|Stage ]

Hill 4/ illiarm

Hill x/illiarm 1390 E02| Hill Gearge 13901601 | Lacerations, Bruises, Welks o |INT |

When you click on an allegation in the upper grid, the lower grid
displays the injuries associated with that allegation. If no injuries
are associated with the selected allegation, the tab displays the
following message in place of the lower grid:

“No injuries exist for this allegation.”

If comments have been recorded for a particular injury, a check
mark displays in the Comments column in the lower grid. Double-
click on that injury to open the Injury Comments window.

This tab also contains a Reporter/Source button, which opens the
Reporter/Source window. This window displays the Name,
Relationship, Address and Phone information for the Reporter and
Source of the report. This window is view-only. In order to open
this window, your BFP must include the VIEW RPTR/SOURC
Business Function.

Investigative This tab displays the Investigative Actions checklist for the stage.

Actions The Response column indicates whether the action listed on that
line was completed. The Comments column displays a check
mark if comments were recorded for that action. Double-click on a
particular Investigative Action to open the Investigative Actions
Comments window and view any comments recorded for that
action.

If the Investigation Actions task has not been completed, nothing
displays on this tab.
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Child Protective Record Summary

File Help

Hill Jean 23301002
33900600 5/4/2004

Reviewed previous reportz and safety aszessments?

Contacted sources?

Conzulted office of legal affairs when denied entry to household?

Interviewed each child residing in the househald?

Interviewed each subject and each parent?

Explained each allegation to subject(s] and non-subject parent(z] 7

Provided required notifications to all appropriate persons?

Made a home visit?

[ (e e I B B

Investigative
Findings

Contacted schools, medical facilities, and other collaterals?

This tab displays the information recorded on the CPS
Investigation Conclusion window. (See “The CPS Investigation
Conclusion Window” on page 266.) In addition, the Final Risk
Rating from the RAP will display on this tab. If any Elevated Risk
Elements are selected in the RAP, an “Elevated Risk Exists” label
will display on this tab.

This tab also includes a View Narrative button for opening the
Investigation Conclusion narrative in view-only format.

If you click on the button and no narrative was recorded, the
following message displays:
"Investigative Findings Not on File.”
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Child Protective Record Summary

Local Protocol This tab provides you with a district-specific template for recording
information required by their local district’'s policy and procedures.
This tab is enabled only for those districts that have submitted a
template. (As of this writing, these districts are ACS, Delaware,
Erie, Putnam and Suffolk.) The tab is disabled for all other districts.
For detailed information about this functionality, see “Local
Protocol Tab” on page 102.

Safety Assessment  This tab lists all Safety Assessments recorded for the stage. From
this tab, you can:

create a new Safety Assessment;

modify/view/print an existing Safety Assessment;

assign a Safety Assessment Task To-Do to another worker;
submit a completed Safety Assessment for approval; and
view the approval status of a submitted Safety Assessment.

For detailed information about this functionality, see “Completing a
Safety Assessment” in Module 9.

Risk Assess Profile The Primary worker assigned to the stage uses this tab to record
the Risk Assessment Profile for the stage. For detailed information
about this functionality, see “The Risk Assessment Profile” in
Module 9.
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Progress Notes This tab lists all progress notes recorded for the stage. From this
tab, you can:

create new progress notes;

modify/view/print existing progress notes;

copy progress notes to another stage in the same case; and
assign a progress notes Task To-Do to another worker.

For detailed information about this functionality, see “Recording
Progress Notes” in Module 9.

Local Protocol Tab

The Local Protocol tab is used by those districts that have submitted a district-specific
template (ACS, Delaware, Erie, Putnam and Suffolk) for recording additional investigation
information. If the Primary worker’s district is not using a template, the Secondary worker will not
be able to use a template either. The Primary worker’s district takes precedence over the
Secondary worker’s district. See the table below for more information about the availability of
the Local Protocol tab.

Districts using the Local Protocol template still need to complete progress notes using the
Progress Notes tab. The Local Protocol templates only contain additional information that is
not included as part of the narrative or data fields on the Progress Notes tab and that is not
included anywhere else in CONNECTIONS. For example, ACS workers will use the Casework
Practice Recording Template (CPRT) available on the Local Protocol tab to record information
such as domestic violence screening.

When you access the Local Protocol tab for the first time, the Local Protocol template displays.
If you remain on the tab after the initial save, clicking on the Edit Narrative button in the middle
of the tab reopens the document for viewing or editing. If you leave the Local Protocol tab, or
close and reopen the CPRS, the Local Protocol narrative will display when you access this tab
again.

The table below illustrates how the availability of the Local Protocol tab (and any information it
may contain) is affected when a stage is reassigned from one local district to another. In the
table, District A is the originally assigned (“previous”) district and District B is the newly assigned
(“new”) district for the stage.

District B
HAS a Local Protocol Does NOT Have a Local
Template Protocol Template
HAS a Local . , . District B will be able to access
District A’s template will A
Protocol Template : the Local Protocol tab in view-
. . continue to be used for the .
< (information life of the investigation only mode to view the formatted
o= recorded) ’ information recorded by District A.
@ Does NOT Have a The Local Protoc_ol tab V\."“ The Local Protocol tab will be
[a) be enabled and will contain . L .
Local Protocol L ; disabled for both districts, since
District B's Local Protocol .
Template no Local Protocol template exists.
template.
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The CPRS Generate Report Function

The Generate Report button in the CPRS Footer opens the Generate Report window. From
this window, you can select the specific CPRS tab(s) you want to print by clicking on the
corresponding checkbox(es). To print all information in the CPRS (except progress notes); click
on the Select All checkbox.

File Help

Check the checkbox for each tab/item to be inchuded in the report. To print
all information comtained within CPRS, except Progrezs Notes, check the
Select AN ophion.

[ Case |dentification

[~ Household Composition

™ Alegations

[T Intake Manative

™ Irvestigative Actions

™ Irevestigative Findings

I Local Fratacol

[ Safely Assessments (A1)

[ Risk Assessment Profile

NOTE:

To pint a subset or all Progress Motes, use the Print option avalable
directly or the Proaress Notes tab.

To piint individual 5 afety Azzessments uge the Frint option avaiable

direcly on the S afety Assessment kab.
[} I Cancel I

The Local Protocol checkbox enables only if your district has submitted a Local Protocol
template. (See “Local Protocol Tab” on page 102 for information about the Local Protocol
functionality.)

This window is not to be used for printing progress notes or individual Safety Assessments. Use
the Progress Notes tab and Safety Assessment tab, respectively, to print these items.

The Open Case Inquiry (OCI) Report

The Open Case Inquiry (OCI) Report lists and identifies the status of all Safety Assessments
and Investigation Conclusions that a worker needs to complete. The list is organized by case
and includes all open cases that have been progressed to the Investigation stage for which the
worker is the Primary worker. It provides a snapshot of information about a worker’s Assigned
Workload, including the total number of open investigations, cases and overdue 7-day Safety
Assessments and Investigation Conclusions.

@- Step-by-Step:
Generating the OCI Report

i

1 Click on the WORK button from the CONNECTIONS Toolbar.
The Assigned Workload displays.
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2 Click on the Reports menu and select OCI by Worker.
The following message displays:
“The Report has been launched. Check Report List Window.”

3 Click on the OK button.

4 Click on the RPRTS button on the CONNECTIONS Toolbar.
The Report List displays.

5 Select the OCI Report you just generated.

6 Click on the Open button.
The report opens as a Microsoft Word document.

7 To close the document window, click on the File menu and select Close.
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Module 8:
Case Maintenance

You will gather a great deal of information on people in a case during the course of an
investigation. The Maintain Person task in CONNECTIONS provides access to a number of
windows where you record this information. New York State and other agencies rely on workers
like you to use CONNECTIONS to record your case activities and the information you discover
during your investigation, so that others can make use of that information in the future.

In the previous module, you learned how to find a wealth of information already maintained in
CONNECTIONS. In this module you will learn how to add the information you gather during the
course of your investigation to CONNECTIONS so it can be viewed later.

By the end of this module, you will be able to:
e add or relate a person to a stage;

e update information about people in a case (personal information, name or alias, address
and phone numbers);

e change the case name;

¢ merge and split persons;

e merge and split cases;

e consolidate duplicative open investigations; and

e correct erroneous information in a closed stage/case.
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Adding or Relating a Person to the Investigation Stage

During the course of an investigation, you may identify an individual who should be added or
related to the investigation.

Who can be added to a stage?

Prior to adding anyone to a stage, it is necessary to establish if the individual is required by law
(Social Services Law 8412.4 and Family Court Act 81012.9) to be added to the stage (e.qg.,
other persons named in the report, including non-culpable parents, guardians or other persons
legally responsible and other children in the household).

Before you add or relate an individual, you need to conduct a Person Search to determine if the
person is known to CONNECTIONS. When individuals are “related” in an Investigation stage,
the historical person selected in the Person Search is added to the current Investigation stage.
If the person is not known to CONNECTIONS, add the person as a new record. The Person
Search is an important step because it helps avoid creating duplicate records.

@_ Step-by-Step:
Opening the Person Search Window via the Maintain Person Task

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Click on a stage to select it.
The Tasks... button enables.

3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the Maintain Person task.

5 Click on the List... or New button.
The Person List displays for the selected stage.

6 Click on the New button.
The Person Search window displays.

Once you have opened the Person Search window, conduct a person search on the individual
you want to add to the stage. Step-by-step instructions are detailed in “Conducting a Phonetic
Name Search within a Stage” on page 56. See “Searching by Name” on page 47 for information
about conducting effective person searches.

Search results display on the Person Search List in the lower half of the Person Search window.
Review the results carefully to determine whether the person you are searching for is already
known to CONNECTIONS.
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7

Step-by-Step:
Reviewing Person Search Results

1 Review the potential matches on the Person Search
List and determine if any of them is the person you
wish to relate/add.

2 If you find the person, continue with Relating a
Person on page 108.

If you do not find the person, continue with Adding a
New Person Record on page 108.

You may want to revise your search to narrow your
search parameters.

See “Viewing Detailed Information about a Person” on page 53.

Person Relate

To minimize the occurrence of misrelates when you attempt to
relate two people in the system, CONNECTIONS generates
warnings if any of the following conditions are present:

There is a DOB/age discrepancy of more than five years
between the two persons.

The following warning displays:

“DOB varies by >5 years between Individuals. Do you
wish to continue?”

There is a gender mismatch between the two persons.
The following warning displays:

“Sex Mismatch between Individuals. Do you wish to
continue?”

The relationship/interest is Foster Parent (FP) for one
person and not the other.

The following warning displays:

“Relating Individuals with a different Rel/Int. Do you wish
to continue?”

There is a role mismatch between the two persons
being related.

The following warning displays:

“Relating a FAD and CPS Individual. Do you wish to
continue?”

There is a county mismatch between the two persons.
The following warning displays:

&

You can print the results of your
Person Search at any time from
the Person Search List by
clicking on the Forms menu
and selecting Person Search
List.

The Person Relate function
supports relating individuals in
the FSI or FSS as well as INV

stages.

If the Relate was done in the
FSI or FSS, the information is
not automatically updated in the
CPS INV stage.

To synchronize this information,
the CPS Primary worker needs
to relate the person in the INV
stage (if the INV stage is
currently open).

If the INV stage is closed, the
worker needs to relate the
person through the Local Data
Maintenance window.

“Individuals do not reside in the same district. Do you wish to continue?”

If the system recognizes more than one condition, the following warning displays:

“More than one relate mismatch. Do you wish to continue?”
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These warnings display to alert you of potential conflicts; you need to evaluate the information
carefully and determine if it is appropriate to proceed with Relating the individual. These
warnings do not prevent you from completing the Relate function.

Step-by-Step:
Relating a Person

From the Person Search List, click on the name of the historical person you want to

relate.

Click on the Relate... button.

If you receive a warning, review the information. Select Yes to continue, or No if you
no longer wish to relate. If you click on the Yes button, the Person Detail window

displays for the selected person.

In the Current Stage section, identify the person’s
Type for the current stage by clicking on the drop-
down arrow for the Type field and selecting PRN
(Principal) from the resulting list.

In the Rel/Int field, indicate the person'’s relationship
to the case by clicking on the drop-down arrow and
selecting from the resulting list.

Update the record with any demographic information
you have that is more current than what is already in
CONNECTIONS. You record most of this information
by clicking on the drop-down arrow for each field and
selecting from the resulting list. If a field has no drop-
down arrow, type directly into the field.

When you are done updating the Person Detail
window, click on the Save button.

The Person List displays. The person you related has
been added to the Person List. You may also need to
update other information about the person. See
“Maintaining Information about People in the Case” on
page 110 for more information.

&

The Type and Rel/Int fields are
highlighted in yellow, indicating
that these are required fields.

1)

Upon attempting to relate an
Employee Person ID to a stage,
the following message displays:

“This person is an Employee.
For more information use
Staff Search.”

Do not continue with the relate
function. You should never
relate an Employee Person ID
to
any stage.

Step-by-Step:
Adding a New Person Record

From the Person Search window, click on the New button.
The Person Detail window displays, pre-filled with the information you included in

your search.

Click on the drop-down arrow for the Type field and select Principal or Collateral

from the resulting list, as appropriate.
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3 Click on the drop-down arrow for the Rel/Int field and select the applicable
relationship/interest value from the resulting list.

4 In the demographics section, click on the drop-down arrows for the Sex, Marital,
Religion and Language fields and select from each resulting list.

5 Inthe DOB field, record the date of birth by either typing the information directly into
the field (in mm/dd/yyyy format) or by using the arrow keys in the field.

6 Click on the drop-down arrow for the Ethnicity field and select either Hispanic or
Latino origin or Non-Hispanic or Latino Origin.
If you select Hispanic or Latino Origin, the Hispanic or Latino Origin field
enables.

7 If you selected Hispanic or Latino Origin in the Ethnicity field (see Step 6 above),
select the appropriate Hispanic or Latino Origin(s) by double-clicking an origin in the
list box.

Multiple origins may be selected. Use the vertical scroll bar within the list box to see
and select additional origins.

8 Inthe Race field, double-click a race select from the list box.
Multiple races may be selected. Use the vertical scroll bar within the list box to see
and select additional races.

9 In the Address section, record the person’s address in the appropriate fields.

10 When you have recorded the address, click on the Validate button.
CONNECTIONS runs address validation. For more information about address
validation, see page 115.

11 In the Phone section, record the person’s phone number, extension (if applicable)
and type (e.g., residential, cell phone) in the appropriate fields.

12 When you have finished recording information for this individual, click on the Save
button.
The Person List displays with the person you added now included in the list.

13 To record additional information for the person, such as aliases or a WMS Client
Identification Number (CIN), see “Maintaining Information About People in a Case”
on page 110.

The Role field is pre-filled with “No Role” in the Person Detail window. To change a role to
“Alleged Subject” follow the steps below:

@_ Step-by-Step:
Changing a Person’s Role to “Alleged Subject”

i

1 From the Task List, select Maintain Allegation.

2 Click on the New button
The Allegation List displays.
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3 Click on the New button
The Allegation Detail window displays.

4 Complete the fields on the window by clicking on the drop-down arrow for each field
and selecting from the resulting list. The fields you must complete at this time are
highlighted in yellow: MA/AB Child, Allegation and Alleged Subject.

5 Click on the Save button.
The Allegation List displays.

For a more detailed look at the allegation maintenance process, see “Maintaining Allegations” in
Module 9.

Maintaining Information About People in a Case

During the course of an investigation, you gather information about people associated with the
case. When that information differs from what is already contained in CONNECTIONS, record
the new information using the Maintain Person task. Use this function to record demographic,
address and phone information.

The Maintain Primary Address and Phone task provides a single window that enables you to
add or modify primary address and phone information for multiple persons in an Investigation
stage. You can also use this task to select an existing primary address or phone number for a
person you are adding to a stage.

In CONNECTIONS, a person may have only one valid primary nhame, address or telephone
number at a time. The individual may, however, have a number of other addresses or telephone
numbers. When you add a new address or telephone nhumber and indicate that it is now the
primary, the previously listed primary is automatically end-dated.

Due to the requirement to maintain historical information, you cannot delete or modify existing
names, addresses or phone numbers. Use the following guidelines when updating records:

e OQutdated information is noted by the end date. For example, the family has moved or
the mother has a new last name.

e Incorrect entries are marked as Invalid. For example, the original name or address
was never correct. When the Invalid checkbox is selected, that entry no longer returns
as a search result.

@_ Step-by-Step:
Opening the Person List to Update Information

1 Click on the WORK button on the CONNECTIONS Toolbar.
The Assigned Workload displays.

2 Click on a stage from the list.
The Tasks... button enables.
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3 Click on the Tasks... button.
The Task List displays for the selected stage.

4 Click on the Maintain Person task.

5 Click on the List... button.
The Person List displays for the selected stage.

The steps you take at this point depend upon what you want to add or change. The following
section groups these steps by larger tasks.

Changing Person Demographics

Use the Person Detail window to record a person’s sex, ethnicity, marital status, primary
language, date of birth (DOB), age, occupation and, if applicable, date of death (DOD) and
reason. The Investigation Conclusion cannot be saved and submitted without DOB information;
if you attempt to Save and Submit without this information, the following message displays:
“Each principal in the Investigation must have an exact or estimated DOB.”

@_ Step-by-Step:
Updating the Person Detail Window

1 From the Person List, click on the name of the person whose record you want to
update.
If you are recording information for the first time, see the “Case Maintenance”
module in this guide for details on adding or relating a person.

2 If information is already recorded for this person, click on the Detail... button.
The Person Detail window opens for the selected individual.

3 Click on the drop-down arrow for each field and make a selection from the resulting
list. If a field does not have a drop-down arrow, type directly into the field.

4 To save what you have recorded, click on the Save button.
The Person List displays.
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Adding or Correcting
a Person’s Name or Alias

In CONNECTIONS, a person can have both a primary name—
the person’s legal name, or the name s/he is now using—and
any number of non-primary names, or AKAs. An AKA could be
an alias or street name, Common Law assumed name, maiden
name or former name.

In CONNECTIONS you add or maintain multiple names for a
person in the A.K.A. Name List/Detail window. A person can
have only one primary name; when you add a new primary
name, CONNECTIONS automatically end-dates the existing
one. Because of the need to maintain accurate historical
information in CONNECTIONS, you should never delete names
and never invalidate names that were once, but are no longer,
used for the person. Names should be invalidated only if they
were never correct for the person.

1)

“Invalid” means that the name
was never correct—that it was
recorded in CONNECTIONS
incorrectly.

Do not invalidate a misspelled
name if it is one that is a
common misspelling (for

example Stephen, Steven,
Steve, Stephan). This will
increase the chance of the
name returning as a match in
searches. Only invalidate
misspelled names if they are
clearly wrong, like
“Gelen” for “Helen.”

Step-by-Step:

Adding or Correcting a Person’s Name or Alias

1 Onthe Person List, click on the name of the person whose record you wish to

update.

2 Click on the Options menu and select the A.K.A.
Name List/Detail... command.
The A.K.A. Name List/Detail window displays for the
selected person.

3 To change the primary name or add an alias, type in
the new information in the bottom part of the
window.

4 If the new name is the primary name, select the
Primary checkbox.

5 Click on the Add button.

&

There can be only one current
primary name for any individual.
The primary name is always the
first name on the list. When you

add a new primary name;

CONNECTIONS “end-dates”

the existing primary name.

The new name is added to the list of names on this window and identifies it as
primary, if appropriate. CONNECTIONS also automatically end-dates any existing

primary name.

6 If any name in the list section is invalid, highlight that name and check the Invalid

checkbox, then click on the Modify button.

A red check mark displays in the INV column in the list section at the top of the

window, signifying that the name has been invalidated.

7 Click on the Save button.

The Person List window displays. If you changed the primary name for the person,

the Person List reflects that change.
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Adding or Correcting
Person Identifier Numbers

CONNECTIONS enables you to record various identification numbers, such as a Social Security
Number (SSN) or WMS Client Identification Number (CIN). This information is recorded in the
Person Identifiers window.

@- Step-by-Step:
Adding or Correcting Person ldentifier Numbers

1 On the Person List, click on the name of the person whose record you wish to
update.

2 Click on the Options menu and select the Person Identifiers... command.
The Person Identifiers window displays for the
selected person.

3 Select an ID type by clicking the drop-down arrow for
the Type field and selecting from the resulting list.

If you choose “Other” as the type, you must enter

Comments. Person identifiers are numbers
that originate outside of the
4 Type the ID number into the Number field. CONNECTIONS system (e.g.,
SSN, WMS CIN). They are not
5 Click on the Add button. the same as the
CONNECTIONS-generated
6 To change an existing Person Identifier, highlight Person Identification number
that number from the list, make any changes and (PID).

click on the Modify button.

7 Click on the Save button.
The Person List displays.

Maintaining a Person’s Address or Phone Number

When a family moves to a new address or changes the phone number, you need to reflect this
change in CONNECTIONS. When you record a hew primary address or phone number in the
system, CONNECTIONS automatically end-dates any existing primary address or phone
number, as applicable. If you notice an address or phone number in CONNECTIONS that was
never accurate, you need to invalidate the address or phone number.

There are four locations where you can maintain address and/or phone information for an
individual:

o The Person Detail window

e The Maintain Primary Address and Phone window

e The Address window

e The Phone window

If a person is being related or added to a stage, but that individual does not reside in the
household (e.g., a biological parent who does not live with the child), it is usually more efficient
to maintain the address and/or phone information for this individual in the Person Detail window.
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If a person who lives in the household is being related or added to a stage, the Maintain Primary
Address and Phone window enables you