NYTD Guidebook to entering provider reports

Updated 11/17/2016




How to get to the KidTraks NYTD portal

Entering information into the NYTD portal

NYTD History/Reciept of report submission




To 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 guestions related to NYTD (i.e. definitions of NYTD eligible services, due dates,

reporting cycles). When in doubt, contact the DCS NYTD helpdesk and we will direct you to the

appropriate source to assist you with trouble shooting.

' Management Gateway for Indiana’s Kids

Sign In Online Reporting | Case Management | KidTraks Financials | NYTD

sign In

[ rRemember Me

Reset Password?



https://financials.dcs.in.gov/Login.aspx?ReturnUrl=%2f
mailto:dcsnytd@dcs.in.gov

One you have logged in to KidTraks you will be taken to the “home” page

From the “home” page, click on “Cases” and then on “Case Inquiry”. You will be routed to the “Case
Inquiry” screen.

Exit Portal

KidTraks

fartofthe MaGTE fumily

A &8 Account Profile ] Messages |Searcn |P

Account Home Invoices Payments Contracts+ Referrals = Cases~ Help

Account Home -

Welcome to the KidTraks System

Announcements
0 announcements... | Recent Activity Billing Codes R
Quick Links

Warrant| was issued on 11/18/2016
Dawnioad Billing Codes to Excel Invoice was received on 11/16/2016
Contact Us
DCS Home Page Invoicel was received on 11/16/2016

Warrani was issued on 11/16/2016
Invoice{ was received on 11/15/2016
- ; -
Provider Rate Listing Invmce{ was received on 11/15/2016
Inmice{ was received on 11/15/2016
Invoice{ was received on 11/15/2016

Standard Maintenance

Standard Maintenance window - The Invoice was received on 11/15/2016

DCS - KidTraks application uses a N -

standard maintenance window of Invoice| was received on 11/15/2016

Sunday morning from 5:00a until 10:00a. Ay or portions of Invoice was denied on 11152016

The application may not be
during this time. There is no guarantee All or portions of Invoice was denied on 11/15/2016

that any work you do during this time will Invoice was received on 111412016
be saved. We do not make any
announcement about maintenance All or portions of Invoice | was denied on 11/14/2016

scheduled during this time. Invoice] was received on 11/10/2016

Invoice| was received on 111072016
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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.

Click on “Search”

Exit Poria

KidTraks

part ofthe MaGIE funily

=l &% Account Profile Messages |search |P

Account Home Invoices Payments Contracts Referrals = Cases~ Help

Case Inquiry

| Find Existing Case..

PersonID:  [Equal v | |

Case Number: | Contsins s
First Name: Contains | |Jane

LastName: [Contsins ___ w/| ’Doesl—x|
SSN: Ewa_____ ~[ ]
unty: [Equal v v

| Search || Clear | | Cancel |

Search Results:

There are no records to display..

2 ‘;z"'j-% Copyright @ 2012 — Department of Child Services HOME
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Click “Select” by the youth’s case for which you are entering NYTD information

& KidTraks -

partofthe MaGIK fumily @ &3 Account Profile Messages |Sea[cn |P

Account Home Invoices Payments Contracts - Referrals Cases~ Help

Case Inquiry

‘. Find Existing Case...

Person ID:  [Egqual V|

Case Number: [Contains ____ v|

FirstMame:  [Contsins | [Jane

LastName: [Comans __ w|[Doe |
SSN: [Equal v

County: |Equal v| | v|

| Search || Clear | | Cancel |

Search Results: 1 Records Found

Caze Name Case Type FCM Case Begin Date County
Select Mother Doe DCS Case Sfuzie Cue 02M10/2014 Jennings

Copyright ® 2012 - Department of Child Services HOME | CHANGE PASSWORD | MESSAGES | VENDOR PROFILE | SIGN OUT
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This will take you to the “Case Information” screen.

Click on “NYTD Monthly Report”

Exit Porta
KidT'raks
e MaGIK fumily @ A2 Account Profile Messages |gearch |p
Account Home Invoices Payments Contracts -
Case Information Case Inquiry
|. Case Information | Event \ Attachment \ NYTD Monthly Report \ NYTD History )
Case Profile Quick Links
Case ID: 1000123456 Add Events
Status: Open Add event for this case.
County: Jennings Add Aftachment
Start Date: 211012014 Upload file for this case.
End Date: Add Recomm es
Caseworker Cue, Suzie Recommend services for this case.
Caseworker Jones, Jonnie
Supervisor:
ICWIS ID:
MaGIK ID: 1000654321
Case Email:
Case Participants
Person ID First Name Last Name Relation Birth Date Age
157123 Mother Doe parent 1/1/1978 38
157456 Father Doe parent 1/1/1946 70
157789 Jane Doe Child 1/1/1999 v
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You can ensure that you are entering information for the correct youth by clicking on the person icon
directly to the right of the Person ID. Some cases may show the same youth’s name more than once. Be

sure to check that the youth’s Person ID matched the Person ID on the referral.

Ensure that the dates in the “Report Period” field match the month of the report you are entering. (i.e.
if you are entering a November report be sure that the report period reads: 11/1/2016-11/30/2016)

The report date should read as the last day of the month for which report period you are entering
reports. (i.e. if you are entering a November report the report date should read 11/30/16.

Kidkas_

st bt M0k

Account Home

Invoices Contracts = Refarrals =

Payments

Case Information Case Inquiry

| Case Information Event Attachment Monthly Report NYTD Histony
Ferson It | 157789 = & Daqe Report Period: | 11/1/2016 - 11/30/2016 ~|| Go
Report Profile / Education Information
regon Dt 11/30/2016[71 Spacial Education: -
cazzi: 1000123456 Lagt Grage Completed: =
Adjudicated Delinggant:- -

Persenal Information

Adarase Line 1: |

Adaress Lina 2 |

I_ cny: | 2 |
HomeFhone:p 4 . calenanE| . .

Services Provided to the Youth®

[¥IMo w0 TD Engitie senvices provides this repart penaa

[ neads Assassmant

[acagamic suppart

[rost-zacondary Education Suppont
Ccarser Praparaiion

Cempiayment Frograms or \VocaSional Tralning
DELHQH and Financial 'JEI"EEEH'IEI'I'.

[Cousing Education and Home Management Tralning

[CHeasn Education and Risk Prevention
D=ar‘1ln-' Suppon and Healty Mamiage Education
[Cventaring

Czupendsad Indapendani Living

CJraem and Board Financial Asslstance
[Cesucations! Financial asslstancs

DD“‘EI' Financlal Asgletance

Please upload the required supporting document for the NYTD report®

Browes...

Add Report Cancel

. Copyright @ 2012 — Department of Child Services
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It is mandatory for you to enter:

Adjudicated Delinquent: This refers to whether or not the youth has EVER been adjudicated a
elinquent. Mark “Yes” if the youth has EVER been adjudicated a delinquent. Mark “No” if the youth
as NOT EVER been adjudicated a delinquent.

Case Information Case Inquiry

|. Case Information \:._ Event \:._ Attachment ] NYTD Monthly Report NYTD History
erson ID: | 157789 ~ &/ Doe, Jane Report Period: | 11/1/2016 - 11/30/2016 ~ || Go
Report Profile Education Information
Report Date: 11/30/2016 =l Special Education:® -
ase |0: 1000123456 Last Grade Completed:* A
Adjudicated Delinquent:* -
Last Grade Completed: This refers to the youth’s highest educational level attained. Examples:
e Ifayouth is currently in the 10" grade then you would mark “9” in this field.
e If ayouth is working toward earning his/her HSE you would mark the last grade the youth
completed before working toward his/her HSE.
e If ayouth has earned his/her HSE you would mark the last grade the youth completed
his/her(remove his/her add “as” HSE.
e Postsecondary education or training refers to any postsecondary education or training, other
than an education pursued at a college or university.
e |f the youth has completed at least one semester of study at a college or university you would
mark “college” in this field.
Case Information Case Inguiry
|. Case Information \:._ Event \:._ Attachment ] NYTD Monthly Report NYTD History
Person ID: 157789 - |8/ Report Period: | 11/1/2016 - 11/30/2016 ~ || Go
Report Profile Education Information
Report Drate: 11/30/2016i Special Education:* -
Case Dt 1000123456 Last Grade Completed:* e
Adjudicated Delinquent:* -
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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. Mark “no” if the youth does not have a
current, active IEP.

Case Information Case Inquiry

|. Case Information \:_ Event \:_ Attachment ] NYTD Monthly Report NYTD History
Person ID: |157789 4,/ Doe, Jane Report Period: | 11/1/2016 - 11/30/2016 ~ || Go
Report Profile Education Information

Report Date: 11/30/2016/ 5 Special Education:* -

Case ID: 1000123456 Last Grade Completed:* -

Adjudicated Delinquent:* -

Please communicate with the case manager/probation officer to determine the correct responses for

these elements. Contact DCSNYTD@dCcs.in.qov if you have any technical questions about how you
should respond to any of the above.



mailto:DCSNYTD@dcs.in.gov

Address This field is not mandatory. Please enter contact information you have for the youth. 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.

Services Provided to the Youth:
http://www.in.gov/dcs/files/NYTDServiceElements.pdf

Upload completed report
After all information has been entered:

Click “Add Report”

KidT'r

pustalthe 01 farsly

Contracts = Refe mals~

Account Home Inwoices:

Case Infprmation  Case Ingquiry

Case Infogmation Event Amachment HNTD Monthly Report NYTD History

Peson I | 157789 ~ |84 Doe, Jaf

Report Period: | 11/1/2016 - 11/30/2006 ~ || Go

Report Profile Education Information

resonoad [11/30/2016 ‘Special Egucation= -

Cass Dt 1000123456 Last Grade Completed: v
Adjudicated Delinquant:*

Jersonal Ipformation

Addrese Lifz 1

| //

Emalt /l—:mepﬂone:lf - - cellPhana(( y_ - -
A
\'/4
¥

Services Rrovided to the Youth®

Mo svTh Engibie senvices provided this rapart peniod

i nesof assezsment [rieann £oucation ana Resx Pravention
[(lacadange Support D=ar1ll,-' Support and Healthy Mariage Education
Orost-sekondary Education Support Chwentaring

Olcarear Praparation Clsupeni=ad Indapentant Living

DEmpl:ly nent Programs or WocaBonal Tralning [CJroom and Soard Financial Asslstance
Olsuaget nd Financial Management Cleucational Financal Assistance

[tousing Equcation and Hom Management Training Dlotner Financial Aseietance

Please uplpad the required supporting document for the NYTD report*

Q Erowse...

Add Report Cancel

5 Copyright © 2012 — Depariment of Child Services HOME CHAMG
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You will receive a message giving the youth’s person id, case id, name and submitted date and time.
This serves as verification to the user that the report submission was successful.

@ KidTraks - Case Information - WindGREIemer EX
@\/-v | &) hitp:/fdcsaspa06pwikiaTraks
@ Convert + [B0) Select

Caselnfo.aspr?casePK= 21958p1D:

¢ Favorites i3 @] NYTD Logln OME#0970... £ NYTD Questions and Ans... ] Free Hotmail &

Web Slice Gallery ~ (g E8-3050

y- & »
(& KidTraks - Case Information fi v B v [0 % v Pagew Safetyv Took~ (@~

Report Summary

Person: Doe, ]ane
Case: 1000123456
Submitted By: wWalker Jennifer Lee Armstrong

Submitted Date: 7/2/2012 2:16:11 PM

oK

m

Done €L Local intranet | Protected Mode: Off ‘A v H®10% v




To print out receipts of submitted reports go to the “NYTD Report History” page.

Click on “Edit”

Exit Porta
KidTraks
partebl: MaGIK funily @ A& Account Profile | Messages  [gearch |2
Account Home Invoices Payments Contracts - Refermrals~ Cases~ Help
Case Information Case Inquiry
- R 'Y 'Y S Y
| Case Information ', Event ' Attachment ' NYTD Monthly Report ] NYTD History
Report Period: I11 ~| |2016 ~| | Go |
. Post
Person ID First Name Last Name Age Case ID e (i EnTe Education Gl .
Assessment  Support Preparation
Support
T | T T T T
Edit 157789 Jane Doe 17 1000 No No No No
< >

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




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

Click on “Go” that is located next to “Print Report”

Kid Traks e

part ofthe MaG1E fumily

Ml 42 AccoultProfile Messages |Search |P

Account Home Invoices Payments Contracts - Referrals

NYTD Report Information Case Information | Print Report || Go |

Report Date: |11/30/2016/E

Report Profile

Report Period: (11 ~| |2016 ~

Education Information

::I'je.rson H157789 g.«‘ Special Education:* |Yes =
Case ID- 1000123? g8, Last Grade Completed® | Oth grade -

Adjudicated Delinguent® | No - |

Personal Information

Address Line 1: ”

Address Line 2:
State: IN City: | Zip: |
Email: HomePhone: | () - . CellPhone:| ¢y - -

Services Provided to the Youth*

e mvTD Eligible services provided this report period
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This will pull up an Adobe PDF document that shows report/education information, personal
information, and service provided to the youth. This document should be printed off and placed in the
youth'’s file to serve as verification to auditors that NYTD reports have been entered for each youth.

it Ponal

KidTraks

fastofthe MaGIK family /Al &8 Account Profile | Messages  [search |»
Account Home Invoices Payments Contracts~ Refemrals ~ Cases~ Help

@output.pdf-AdobeReader =1 lﬂ“&l
NYTD Re& File Edit View Window Help % | Print Report Tl Ge |
Open | [1]/1 | [s26%[-]| > Fill & Sign | Comment

Report Date: E}‘ P! . -- IZI 9 Report Period: |11 - |2016 )

Report Profi

Person

10: |—1

Case 1D <)

E rf NYTD Report

Adjudicated [

Report / Eduction Information

Personal Inf Person 1D: | 157789 Case D] | 000123456 Report Dat=(11/30/2016

Adjusted Delinquent: No Spacial Education: Yes Education Levek: Sth grade

Address Line

Address Line Personal Information

State:

Email- il: Home Phaone: Cell Phaone:
Services Pr( Services Provided to the Youth

Budget and Financial Management
Housing ion and Home Training
DNO NYTD Health Education and Risk Prevention






