NYTD Guidebook to entering provider reports

Starting report period June of 2012




Instructions for reports starting for June 2012 report period

How to get to the KidTraks NYTD portal

Entering information into the NYTD portal

NYTD History/Reciept of report submission




Starting in July of 2012 (for submitting June of 2012 reports) the NYTD portal previously used to submit
reports will no longer be available. Therefore, providers will need to begin entering NYTD reporting
information through KidTraks.

o submit monthly reports through KidTraks, please start by logging into KidTraks:
(https://financials.dcs.in.gov/Login.aspx?ReturnUrl=%2f)

Please note that your agency is responsible for deciding who will be submitting NYTD monthly reports.
If your agency has selected individual/s who do not currently have access to KidTraks you will need to
obtain a username and password those responsible for entering the NYTD reports. All usernames,
passwords and password resets will be handled by KidTraks.

Note: KidTraks personnel should NOT be contacted for anything related to NYTD reporting that does not
directly pertain to the functioning of the KidTraks reporting system (i.e. usernames/passwords,
password resets, error messages). The DCS NYTD helpdesk (dcsnytd@dcs.in.gov) will remain available
for any technical questions related to NYTD (i.e. definitions of NYTD eligible services, due dates,
eporting cycles). When in doubt, contact the DCS NYTD helpdesk and we will direct you to the
propriate source to assist you with trouble shooting.
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One you have logged in to KidTraks you will be taken to the “home” page

From the “home” page, click on “ICWIS Portal”
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From the “ICWIS Portal” screen, click on “Case Inquiry”
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You can enter a case by using a youth’s person ID, case number, name, etc. For this demo we will enter
the case by using the youth’s name.

lick on “Search”
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Verify the youth’s name, Date of Birth, Person ID/Case Number

Click “Select” by the youth’s cgse for which you

A/TCWIS/Caselnquiry.aspx
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This will take you to the “Case Information” screen.

Click on “NYTD Monthly Report”
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You can ensure that you are entering information for the correct yout by clicking on the person icon
directly to the right of the person ID

Ensure that the dates in the “Report Period” field match the month of there€port you are entering. (i.e.
if you are entering a June report be sure that the report period reads<6/1/2012-6/30/2012)
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Entering information into this portal will be similar to what you have done in the past. It is mandatory
for you to enter:

Special Education (This refers to whether or not a youth is currently receiving special education, defined
as “specifically designed instruction, at no cost to the parents, to meet the unique needs of a child with
a disability.”) Mark “yes” if the youth has a current, active IEP.

Last Grade Completed (This refers to the youth’s highest educational level attained. If a youth is
currently in the 10" grade then you would mark “9™ grade” in this field. If a youth earned their GED this
field would be “12™ grade”. )

Adjudicated Delinquent (This refers to whether the youth is currently an adjudcated delinquent. Youth
who are waiting for a court ruling regarding their adjudication and youth who are being served as
voluntary IL clients would not count as being adjudciated delinquents.)

Address (this will autopopulate from the last report that was entered and will only need to be updated if
the youth’s address has changed since the last report period.
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Services Provided to the Youth (see:

http://www.in.gov/dcs/files/NYTD Service Elements Revised 2011 09.pdf)
Upload completed report

After all information has been entered:

Click “Add Report”

(& KidTrak{ - Case Information - Win met r - " ‘ ‘
5 —
@U o | ] hitp://desaspd0Bpw/Kid T raksQA/ICW casePK=1283422195&pID=1635912182 -4 x

% @fconver - P select

S Ffvorites 5 ] NYTD LogIn OMB#0970... & NYTD Questions and Ans.. @] Free Hotmail ] Web Slice Gallery + (g EB-3050

| & KifTraks - Case Information | IR = I

Adjudicated Delinguent:* |No -

Personal Information

Addressline1: ) |
Address Line 2: |

State: N | City: || | zip: | |

Email: Home Phone: ‘ - - CellPhone: | () __-_ -

Services Provided to the Youth*

No NYTD Eligible services provided this report period

[TI1L Needs Assessment [T Health Education and Risk Prevention

[[] Academic Suppert [C]Family Support and Healthy Marriage Education

[7]Post-Secondary Education Support [“IMentoring
[[] career Preparation [[] Supervised Independent Living
[ Employment Programs or Vocational Training ["IRoom and Board Financial Assistance

dget and Financial Management [T Educational Financial Assistance

[[JHousing EdUE: e Management Training [] other Financial Assist:

Please | H upporting document for the NYTD report*

Browse...

H:\Independent Living\NYTD\TEST.docx

Add Report | Cancel |

Copyright @ 2009 - Department of Child Services Last Updated: 3/1/2012 | Contact Us | Help

i

€& Local intranet | Protected Mode: Off -

% 100%



http://www.in.gov/dcs/files/NYTD_Service_Elements_Revised_2011_09.pdf�
walkerjl
Oval

walkerjl
Oval

walkerjl
Line

walkerjl
Line

walkerjl
Oval

walkerjl
Text Box

walkerjl
Text Box

walkerjl
Text Box


You will receive a message giving the youth’s person id, case id, name and submitted date and time.
This serves as verification that the submitted report was emailed to the youth’s MaGIK case. For at least
the first two months of production the report will also be emailed to the youth’s assigned case manager.
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To print out receipts of submitted reports go to the “NYTD Report History” page.

Click on “Edit”

€ KdTrls - Case nidmation Wrdomer=Bgee T -
—
@@ v 2] hﬂp\"dcsaspduﬁpw KidTraksQA/ICWIS/Caselnfo.aspx?casePK=1283422195 &plD=1635912182

% & Conver v FYselect

i Favorites )

] NYTD LogIn OMB#0970... & NVTD Questions and Ans... & Free Hotmail @] Web Slice Gallery v g E8-3050
{& KidTraks - Case Information

dd New Senvice Referral leOI i

Caselnformation | Services | Placements ' Events  Attachments  NVTD Monthly Report ENYTDRepurtHistury >

Report Period: |07 ~ | (2012 =~ Go

Paost -
PersonID First Name Last Name Age CaseID e GIEX Dule Educal
Assessment  Support
Suppo
V [ T T T T T
Edit ) 1635912182 MARIAH KAMMERER 18 1283422195 Yes Ves No

m

m

Note: this page will keep historical data of NYTD reporting for the youth.



walkerjl
Oval

walkerjl
Line

walkerjl
Oval

walkerjl
Line


You will be taken to a page that reads “NYTD Report Information: Case Information”

Click on “Go” that is located next to “Print Report”
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This will pull up an Adobe document that shows report/education information, personal information,
and service provided to the youth. This document may be printed off and placed in the youth’s file.
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