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Introduction

This Frequently Asked Questions (FAQ) document provides useful information on the effective uploading and maintenance of listings in the NY Connects Long Term Care Resource Directory.  The NY Connects Long Term Care Business Rules and the NY Connects Long Term Care Style Guide are additional sources of information on managing the NY Connects Long Term Care Resource Directory.  
All of these documents can be accessed through the HELP section of the NY Connects Long Term Care Resource Directory.  The HELP section is located at the top of the page in either the System Admin tab or the Listing Maintenance tab in the Provider Login area of the site.  They are also available on NYSOFA’s  AAARIN site (http://www.aaarin.ofa.state.ny.us).
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	Policy

	
	

	P1
	Q. Can I maintain information that is not long term care in the Long Term Care Resource Directory?

	
	A. No.  All listings must meet the inclusion/exclusion criteria in order to be listed in the NY Connects Long Term Care Resource Directory. 

	 
	 

	P2
	Q. When will counties be responsible for making changes to their data? 

	
	A. Local NY Connects staff are responsible for any updates or changes to their data once they receive their username and password. 

	 
	 

	P3
	Q. Who is responsible for assigning the AIRS taxonomy to new listings?

	
	A. Local NY Connects programs are responsible for assigning a taxonomy code to new listings.  NYSOFA will confirm and approve the taxonomy assignment.

	 
	 

	P4
	Q. How will local NY Connects programs update provider information when a program’s catchment area spans multiple counties?

	
	A. Counties will need to collaborate on updates.  The county that "owns" the listing will have the responsibility for entering the updates. 

	 
	 

	P5
	Q. How often are listings required to be updated?

	
	A. The NY Connects Standards (available on AAARIN at http://www.aaarin.ofa.state.ny.us) state that listings must be updated on an annual basis.  NYSOFA has set the update frequency for the Long Term Care Resource Directory at nine (9) months, with the expectation that all listings will be updated within the twelve (12) month cycle.  Local programs can set the threshold to update more frequently.

	 
	 

	P6
	Q. What are the mandated fields for the Directory?  Are they different than what is listed in the current NY Connects Standards?

	
	A. The mandated fields (Minimum Listing Requirements) in the Long Term Care Resource Directory are the same as what is currently listed in the NY Connects Standards.  There are also recommended fields, which help to make a listing more useful.  Refer to Appendix B in the NY Connects Long Term Care Resourece Directory Style Guide.

	 
	 


	Policy  (cont.)

	 
	 

	P7
	Q. What if the main office of an agency is outside the state or country?

	
	A. Since the location of the main office of an agency determines ownership, contact NYSOFA at NYConnects@ofa.state.ny.us or (518) 408-1876 to discuss determination of ownership.  

	 
	 

	P8
	Q. I have a local Resource Directory.  Will I have to maintain both the NY Connects Long Term Care Resource Directory and local Resource Directories?

	
	A. It is the expectation of NYSOFA that long term care resources will be maintained in the State Resource Directory.  It is up to local program discretion to determine whether or not to keep a separate local directory.  After January 1, 2012, NYSOFA will no longer allow local programs to support a local resource directory through NY Connects funding.

	 
	 

	P9
	Q. Will a county website be able to link to the NY Connects Long Term Care Resource Directory?

	
	A. Local websites can link to the nyconnects.org site to access the Long Term Care Resource Directory. 

	 
	 


	Listing Maintenance

	
	

	LM1
	Q. How will the style guide be applied and enforced?

	
	A. NYSOFA will host teleconferences to discuss appropriate operating procedures and best practices in implementing the style guide. 
Local programs, through their quality review, will be responsible for identifying errors and making corrections.

	
	

	LM2
	Q. Who will be responsible for updating a listing?

	
	A. Each listing will be assigned an owner who will have the responsibility for updates, edits and approval.  

	
	


	Listing Maintenance  (cont.)

	 
	 

	LM3
	Q. How is ownership of a listing determined?

	
	A. The default ownership is determined by the county in which the main office of a program/agency resides.  RTZ will assign ownership based on this rule.  There may be times in which it makes more sense for a different county to take the ownership role and maintain the listing.  Local programs that have a mutual interest in a listing may change the ownership designation.  As long as there is mutual agreement between all parties, the county that has the original ownership should submit a written request to: NYConnects@ofa.state.ny.us to request the change in ownership designation.
    Once the change has been completed, an email will be sent back to both counties informing them that the change has been made.

	 
	 

	LM4
	Q. How will listings be updated?

	
	A. If the listing has an administrative contact with an e-mail, the system will auto-generate a reminder to the provider directly.  Providers will have the ability to request a password from the local NY Connects program in order to update their own information.  It is up to local NY Connects program discretion whether to grant access to providers.  Local NY Connects programs are responsible for the accuracy of the information and approving the listing, before it is available to the public. 
Listings are updated annually, at a minimum. Local NY Connects programs must have either basic or advanced access to update a listing.        
NYSOFA reserves the right to remove and approve any listing.

	 
	 

	LM5
	Q. What happens if a consumer searches for services in a county that does not participate in NY Connects?

	
	A. Though non-participating counties have not entered any information into the NY Connects Long Term Care Resource Directory, the database may still generate some services located in a non-participating county.  Another NY Connects program may have included providers in the directory whose service area includes a county that does not participate in NY Connects.  Also, information that is downloaded from the New York State Department of Health’s Health Facilties Information System may also have been entered for a non-participating county.
The New York State Office for the Aging may work with trade associations and other groups to populate the Directory with listings for counties that are not participating in NY Connects.

	
	


	Listing Maintenance  (cont.)

	
	

	LM6
	Q. Whose responsibility is it to maintain and update national or statewide listings?

	
	A. NYSOFA staff will maintain and update them.

	 
	 

	LM7
	Q. Is the provider phone number a mandatory field?

	
	A. Yes, the provider phone number is a mandatory field.

	 
	 

	LM8
	Q. What is the completion score?

	
	A. The completion score indicates the level of data elements that have been completed by the programs as they update county/provider information. The completion score ranges from 0-10, with 10 indicating that all data elements have been completely entered.

	
	

	LM9
	Q. What information do I need for the administrative contact?

	
	A. In order to save the listing, there must be at least a name and a phone number for the contact.  The administrative contact is the person at the program/ agency that is your contact for providing the updated information. You should also collect an e-mail address for the contact.

	
	

	LM10
	Q. If an agency has multiple counties on their Certificate of Need, but they don’t provide much active service in a particular area, do we need to list all the areas on the Certificate of Need in the listing?

	
	A. Discuss this issue directly with the provider to mutually determine what to list.  Contact us at NYConnects@ofa.state.ny.us or (518) 474-6096 if you have questions or need assistance in discussing this with a provider.

	
	 

	LM11
	Q. What if a listing is no longer active?  

	
	A. When a listing is no longer active, the owner of the listing should change the status to “Inactive”. Listings are not deleted, as they may become active again.  

	
	


	  Listing Maintenance  (cont.)

	
	

	LM12
	Q. Can a provider add a new listing?

	
	A. Provider(s) can add a new listing if they are given access rights by the local NY Connects program.  However, the county still needs to review and approve this listing before it is available to the public.

	
	

	LM13
	Q. Can you run a report on the date the listing was last updated? 

	
	A. Yes.  Filtering on the date range field in listing maintenance allows you to sort all listings by the date they were last updated. Your search results listings will reflect the date range and other search criteria. 

	 
	 

	LM14
	Q. Can a listing be approved without a taxonomy code assigned?

	
	A. Listings can be approved without a taxonomy code.  However, in order for search results to return accurately, all listings should include a taxonomy code. 

	 
	 


	Technical Assistance

	
	

	TA1
	Q. What happens if a provider agency changes its name?

	
	A. The local NY Connects programs can edit the name of the agency on the tab called Agency Information.  
Providers can contact the local NY Connects program to request edits to their listing.  See also A4.

	
	

	TA2
	Q. Can the back-end fields be customized for my county?

	
	A.  No.  The back end fields for the Long Term Care Resource Directory cannot be customized. 

	 
	

	TA3
	Q. Will NYSOFA have follow up calls with NY Connects local programs?

	
	A. NYSOFA will host teleconferences to discuss operating procedures, best practices in implementing the style guide and user issues. NYSOFA will send out information on scheduled calls as they are scheduled.

	 
	 


	Technical Assistance  (cont.)

	
	

	TA4
	Q. What if a search using a particular keyword returns no results?

	
	A. Check your spelling of the search work or use a similar word.  For example: “Babysitting” may be added as a keyword for respite. NYSOFA will sponsor “User Group” conference calls to discuss issues like these.  NYSOFA and RTZ can modify keywords in order to improve search results.    

	 
	 

	TA5
	Q. Is there a way to get back to service listings after searching without going back to listing maintenance

	
	A. Yes, on the Admin tab there is a "Back to Search Results" Link

	 
	 

	TA6
	Q. Can I use the back arrow in the browser?

	
	A. Yes, but at times it may not be necessary.

	 
	 

	TA7
	Q.  How do I request assistance if I have questions or need help?

	
	A.  Send an email request to: NYConnects@ofa.state.ny.us 

	 
	 

	TA8
	Q.  Can I print out a hard copy of all the resources in my county?

	
	A.  Yes, this can be done through the report module.

	 
	 

	TA9
	Q. What reports can I run from this system?

	
	A. The report module includes a directory, a quick list, and agency count.

	 
	 

	TA10
	Q. Is it required that all providers have the ability to edit their pages?  

	
	A. Whether or not to grant provider access to update their own data will be a local county decision. Providers with access will be able to update the information, but the local NY Connects program staff must review and approve the changes. 

	 
	 


	Access

	
	

	A1
	Q. What if additional staff need training or user IDs?

	
	A. Online resource directory training is available in the help section of the Directory.
    A user ID Request form must be completed for each user by an authorized individual, such as an AAA Director, DSS Commissioner or the IT person in charge of managing user IDs at your county.  The User ID Request Form can be obtained through the help section of the Directory, or by sending an email to NYConnects@ofa.state.ny.us.  The User ID Request Form is also available on the AAARIN website. Once completed, send a written request and completed User ID Request form to NYConnects@ofa.state.ny.us . 
 A user ID and temporary password will be sent to the user by RTZ.

	 
	 

	A2
	Q. Will NYSOFA mandate training before a user ID is provided?

	
	A. No. NYSOFA will not mandate the training, but strongly encourages new users to be trained using the on line tutorial prior to requesting a user ID.

	 
	 

	A3
	Q. Can a local NY Connects program restrict provider access to update their   own information?

	
	A. Yes, local NY Connects programs can restrict provider access.  Provider access is at the discretion of the local NY Connects program. 

	 
	 

	A4
	Q. How can providers request a user ID?

	
	A. Providers will need to contact the local NY Connects program in their county.  The NY Connects program will determine if they wish to grant update access to that provider.  If NY Connects wishes to grant access, they will need to e-mail a completed user ID Request form to NYConnects@ofa.state.ny.us and state in the body of the e-mail that they have granted permission for the provider to obtain access.  

	 
	 

	A5
	Q. How long are the passwords for the directory valid?

	
	A. Passwords are valid for 90 days. You will be prompted to update your password.

	 
	 


	Access  (cont.)

	
	

	A6
	Q. What is the difference between basic and advanced access?

	
	A. Basic access allows a user to enter and edit listings.  Advanced access allows a user to enter and edit information, as well as approving changes and pushing the change to the live site.  Access to individual fields can be turned on or off through a specialized request.  If individual tailoring of access is necessary, send an email request to NYConnects@ofa.state.ny.us.

	 
	 


	Definitions 

	
	

	D1
	Q. What is the AIRS taxonomy?

	
	A. The Alliance of Information and Referral System (AIRS) taxonomy is a classification system that allows you to index and access community resources based on the services they provide and the target populations they serve.  Appendix A (NY Connects Taxonomy) provides a guide to assist you in assigning the correct taxonomy codes for new listings.

	D2
	Q. What is HFIS data?

	
	A. HFIS stands for Health Facility Information System.  Through collaboration with the New York State Department of Health, NYSOFA will obtain a monthly update of a mutally agreed upon minimum data set of facilities and programs licensed or accredited through the New York State Department of Health.  This information will be combined with information the local program may have for that particular listing. 

	
	


APPENDIX A- NY Connects Taxonomy Guide

	Taxonomy code
	Taxonomy term
	Consumer Value

	BD-1800.2000
	Food Pantries
	Food Pantries

	BD-5000.1500
	Congregate Meals/Nutrition Sites
	Congregate Meals

	BD-5000.3500
	Home Delivered Meals
	Home Delivered Meals

	BH-3000.1800-950
	Weatherization Programs
	Weatherization Programs

	BH-3000.3550-390
	Home Rehabilitation
	Home Rehabilitation Rehab

	BH-3900.3100
	Housing Search Assistance
	Housing Search Assistance

	BH-7000
	Residential Housing Options
	Housing

	BH-8400.6000-040
	Adult Residential Care Homes
	Adult Residential Care Homes

	BH-8400.6000-060   
	Assisted Living
	Assisted Living

	BH-8900               
	Utility Assistance              
	Utility Assistance              

	BR-8900                   
	Financial Assistance         
	Financial Assistance         

	BT-4500.4500    
	Local Transportation 
	Transportation

	BT-4500.6500-170 
	Disability Related Transportation
	Disability Related Transportation

	BT-4500.6500-500
	Medical Transportation
	Medical Transportation

	BT-4500.6500-800 
	Senior Ride Programs
	Senior Ride Programs

	DD-5000.7150
	Retirement Planning
	Retirement Planning

	DD-5000.6000-150
	Daily Money Management Services
	Money Management

	FP-0500 
	Advocacy
	Advocacy

	FT-1000.9000
	Veterans Benefits Assistance
	Veterans Benefits Assistance

	FT-1000.9500 
	Welfare Rights Assistance
	Welfare Rights Assistance

	FT-2700.0500
	Advanced Medical Directives
	Health Care Decision Making

	FT-2700.0500
	Advanced Medical Directives
	Advanced Medical Directives

	FT-3200 
	Legal Services
	Legal Services

	FT-4950 
	Long-Term Care Ombudsman
	Long-Term Care Ombudsman

	FT-6900.2500-050 
	Adult Guardianship
	Adult Guardianship

	FX-8700.6500-600 
	Property Tax Exemption
	Property Tax Exemption

	FX-8800
	Tax Assistance
	Tax Assistance

	HL-2000.8000 
	Special Education Assessment
	Special Education Assessment

	JB-9000.6600 
	Pet Therapy 
	Pet Therapy 

	JR-8200.3000 
	Household Safety Education
	Household Safety Education

	LF-4900.6200 
	Nutrition Assessment
	Nutrition Assessment

	LH-0350 


	Aging and Disability Resource Centers
	NY Connects

	LH-0600 
	Assistive Devices
	Assistive Devices

	LH-2600 
	Health Care Referrals
	Health Care Referrals

	LH-2700.1700 
	Disease/Disability Information
	Disability Information

	LH-2700.5000 
	Medication Management
	Medication Management

	LH-2700.6000
	Nutrition Education
	Nutrition Education

	LH-2700.9500 
	Wellness Programs
	Wellness Programs

	LH-3500 
	Health Insurance Information
	Health Insurance Information

	LH-5000 
	Medical Equipment & Supplies
	Medical Equipment & Supplies

	LH-5100.6500 
	Prescription Drug Assistance
	Prescription Drug Assistance

	LL-3000.2500 
	General Acute Care Hospitals 
	Hospitals

	LL-3000.9000 
	Veterans Administration Hospitals
	Veterans Services

	LL-6000 
	Nursing Facilities
	Nursing Facilities

	LR-1550 
	Centers for Independent Living
	Centers for Independent Living

	LR-1570 
	Condition Specific Rehabilitation
	Condition Specific Rehabilitation

	LR-1610
	Rehabilitation/Habilitation
	Rehabilitation/Habilitation

	LR-1700 
	Early Intervention Services
	Early Intervention Services


	LR-3100 
	Developmental Disabilities Programs
	Developmental Disabilities Programs

	LR-3200 
	Independent Living Skills
	Independent Living Skills

	LR-6200 
	Occupational Therapy
	Occupational Therapy

	LR-6400 
	Orientation and Mobility Training
	Vision Services

	LR-6600 
	Physical Therapy
	Physical Therapy

	LR-8000.0500 
	Audiology
	Hearing/Auditory Services

	LR-8000.8000-820 
	Speech Therapy
	Speech Therapy

	LR-8400.0400 
	Aquatic Therapy
	Aquatic Therapy

	LT-1750.0500 
	AIDS/HIV Clinics
	AIDS/HIV Services

	LT-1750.1700
	Dementia Management
	Alzheimers Disease/Dementia Services

	LT-2800 
	Home Health Care
	Home Health Care

	LT-3000 
	Hospice & Palliative Care
	Hospice & Palliative Care

	LX-8450 
	Substance Abuse Services
	Substance Abuse Services

	ND-2000
	Employment
	Employment

	ND-9000 
	Vocational Rehabilitation
	Vocational Rehabilitation

	NL-5000.2600 
	Government  Prescription Drug Benefits 
	Government Prescription Drug Benefits 

	NL-5000.5000 
	Medicaid
	Medicaid

	NL-6000.2000 
	Food Stamps
	Food Stamps

	NS-1800.8000 
	Social Security Disability
	Social Security Benefits

	NS-7000.8000 
	Social Security Retirement Benefits
	Social Security Benefits

	NS-8000.5000 
	Medicare
	Medicare

	NS-8200.8000 
	Social Security Survivors Insurance
	Social Security Benefits

	PH-0500 
	Attendant Services for People with Disabilities
	Consumer Directed Programs

	PH-0800 
	Caregiver Training
	Caregiver Training

	PH-0800 
	Caregiver Training
	Caregiver Support

	PH-1000 
	Care/Case Management
	Care/Case Management

	PH-1400 
	Companionship
	Companionship

	PH-1600.0500-020 
	Adult Day Programs (Social)
	Adult Day Programs (Social)

	PH-1600.0500-040 
	Adult Day Health Care Programs
	Adult Day Health Care Programs

	PH-1800.6260 
	Personal Emergency Response Systems
	Personal Emergency Response Systems

	PH-1800.8500 
	Telephone Reassurance
	Telephone Reassurance

	PH-2200 
	Escort Programs
	Escort Programs

	PH-2400.1500 
	Child Care Provider Referrals
	Child Care Provider Referrals

	PH-3300 
	In-Home Services
	In-Home Services

	PH-3500 
	Interpretation/Translation
	Interpretation/Translation

	PH-5000 
	Support Groups
	Support Groups

	PH-6500.0500 
	Adult Protective Services
	Adult Protective Services

	PH-6500.1500 
	Child Protective Services
	Child Protective Services

	PH-7000 
	Respite Care
	Respite Care

	PL-7000.3150 
	Disability Related Sports
	Adapted Recreational Programs

	PX 
	Volunteer Opportunities
	Volunteer Opportunities

	RP-4500 
	Specialized Counseling Services
	Specialized Counseling Services

	RP-8000.0500 
	Art Therapy 
	Art Therapy 

	TF-2000.5500-800 
	Senior Centers
	Senior Centers

	TJ-3000 
	Information and Referral
	Information and Referral

	TJ-6500.6300 
	Outreach Programs
	Outreach Programs

	TN-0200 
	Aging Associations
	Aging Associations

	YB-8000 
	Older Adults
	Older Adults

	YD 
	Caregivers
	Caregivers

	YD-3300 
	Informal Caregivers
	Caregivers

	YF-1800 
	Developmental Disabilities
	Developmental Disabilities

	YF-3000.0270 
	AIDS/HIV
	AIDS/HIV

	YF-3000.0440 
	Alzheimer's Disease/Dementia Services
	Alzheimers Disease/Dementia

	YF-3000.1300 
	Brain Injuries
	Brain Injuries

	YF-3000.1300-050 
	Acquired Brain Injuries
	Traumatic Brain Injuries

	YF-3200 
	Hearing/Auditory Services
	Hearing Impairments

	YF-9000 
	Vision Services
	Visual Impairments

	YK-6500.2500 
	Grandparents
	Grandparents

	YL-3300.4500 
	Low Income
	Low Income

	YN-0500 
	Active Military
	Military/Veterans

	YN-9000 
	Veterans
	Military/Veterans

	YX 
	Victims/Survivors
	Victims/Survivors

	YZ-1700 
	Disabilities Issues
	People with Disabilities

	Program Type Unspecified
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