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NYTD – IL Job Aid 
 
Youth who require an NYTD (National Youth in Transition Database) Survey must be registered at 
www.getNYTD.org before the Survey can be completed and documented.  The information 
needed to register the Youth with NYTD can be found on the Youth Information screen in Synergy.  
Survey completion is also documented on the Youth Information screen.  

 

 
 

 
 

 
 

1. In Synergy: From the : Locate the desired Referral and click on the Referral ID to 
bring the Referral into focus.   

a. Click on the  tile. 
 

2. NYTD website: Open www.GetNYTD.org in a separate Internet Explorer or Chrome window.  
a. Click on the I am a caseworker hyperlink in the bottom right corner of the page. 
b. Log in to GetNYTD using the NYTD issued user ID and password. 

c. Click  
 

 
 
 
 
 
 
 
 

National Youth in Transition Database 
 

Navigation  

Dashboard 

Youth Info  

Register New Youth  

TIP:  If you do not already have 
an active GetNYTD.org login, 
contact your Independent Living 
Synergy Specialist to get 
registered or to reset a password.   
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1. Information on the Youth Information screen in Synergy that is required in order to register the 
Youth on GetNYTD.org: 

a. First Name – Synergy Location:  

 tab  Edit Icon [  ]  First Name field 
 

b. Last Name – Synergy Location:  

 tab  Edit Icon [  ]  Last Name field 
 

c. MCI Record Number – Synergy Location:  

 tab  State MCI ID field 
i. If there is no ID in the State MCI ID field, the Youth’s State MCI ID must be cleared. 

See Page 6 of this Job Aid for instructions on how to clear a State MCI ID.  
 
 
 
 
 
 
 

d. Date of Birth – Synergy Location:  

 tab  Edit Icon [  ]  Birth Date field 
 
 
 
 
 
 

Registering a Youth in GetNYTD.org 

   Youth Information 

   Youth Information 

   NYTD 

   Youth Information 

See Page 7 of this Job Aid 
for instructions on how to 
State MCI Clear a Youth. 
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e. Gender – Synergy Location:  

 tab  Edit Icon [  ]  Legal Gender field 
 

f. Date of Most Recent Removal – Synergy Location:  

 tab  Most Recent Home Removal field.  Note: The most recent home removal 
date is entered by CYF staff in the Youth’s KIDS  Removal screen and is displayed in 
Synergy. 

 
g. Race – Synergy Location:  

 tab  Edit Icon [  ]  Race drop-down 
 

h. Ethnicity – Synergy Location:  

 tab  Edit Icon [  ]  Ethnicity drop-down 
 

2. If known, also enter the Youth’s Email and Phone Number in GetNYTD.org; the Local Record 
Number is not required or needed.  Note: If the youth’s email is entered an email reminder to 
complete the survey can be sent to the youth from the GetNYTD.org site. 
 

3. Once all information is entered click  to complete the registration.  
a. A message with the Youth’s Survey Passcode will appear upon successful registration: 

 

 
 

b. This is the Passcode that the Youth will use to access their Survey on GetNYTD.org.  
This Passcode must also be recorded in Synergy.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Youth Information 

   NYTD 

   Youth Information 

   Youth Information 

Save Youth 

Register New Youth 
Youth successfully saved. 

 
Passcode is 123ABCD 
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4. The Youth can now access their Survey on GetNYTD.org. 

a. The Youth will be asked to Please select a language    
 

b. The Youth will then be asked to Enter your passcode and click  
 

c. The Youth will then be asked to verify their name before continuing by clicking 

. 
 

 
 

d. The NYTD Survey will then open.  At the end of the Survey the Youth will receive the 
message:  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

English Español 

Enter 

This is me 

Survey Complete. Thank you for participating. 
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1. In Synergy: From the : Locate the desired Referral and click on the Referral ID to 
bring the Referral into focus.   

a. Click on the  tile. 
 

2. Click  in the  tab to open the NYTD General Information pop-up: 
 

 
 

a. Survey Complete?: Answer using the  Yes or  No radio buttons.  
 

b. Date Survey Conducted: Enter the date the Youth completed the Survey. 
 

c. Staff Type: The user’s role in Synergy will automatically be entered here. 
 

d. Staff Name: The name of the user completing the pop-up will automatically be entered 
here. 

 
e. Survey Code: Enter the NYTD Survey code here.  Note: The Survey code is also stored in 

the GetNYTD.org website and can be accessed by clicking  on the Main 
Page. 

 

f. Click  to enter the Survey Completion Information.  Clicking  will close 
the NYTD General Information pop-up without saving any information. 
 
 
 
 

Documenting the NYTD Survey in Synergy  

Dashboard 

Youth Info  

New    NYTD 

List of Registered Youth  

Save Cancel 
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3. Once the Survey Information has been entered it will appear in the NYTD grid.  To view or edit a 

specific NYTD Information line, click the Edit Icon [  ] to the right of the desired Survey.   

Clicking the Delete Icon [  ] to the right of a Survey will delete that Survey Information line.  
 
 

 
 

 
 

1. The NYTD Survey is an important state requirement and all efforts should be made to reach out to 
the Youth to complete the Survey.  If the Survey cannot be completed due to one of the following 
reasons, this information can be documented on the GetNYTD.org site. 
 

• Youth Declined 
• Parent Declined 
• Youth Incapacitated 
• Youth Incarcerated 
• Runaway/Missing 
• Unable to locate/invite 
• Death 

 

2. From the Main Menu of the GetNYTD.org site click  and locate the desired youth.   
a. Click the Unanswered hyperlink to document the reason the Survey could not be 

completed.  Note that the reason cannot be documented until day 46. 
 

 
 
 
 
 
 

Documenting an incomplete Survey on GetNYTD.org  

List of Registered Youth  
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b. Select the reason why the Survey could not be completed from the Outcomes reporting 

status drop-down and click . 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Update Status  
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1. Individuals who have a state MCI (Master Client Index) will have a  to the right of the State 

MCI ID field.  If there is no State MCI ID, there will be a  to the right of the State MCI ID 
field.     

To open the State MCI Search pop-up, click on the  to the right of the State MCI ID field.   
 

 
 

 

State MCI (Master Client Index) Clearing in Synergy 

It is important to note that the State MCI ID is a 
separate number from the MCI ID in the Youth 
Information pane and is assigned by Pennsylvania. 

The Youth cannot be registered for the NYTD 
survey without a State MCI ID.   
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2. The Person Search Results section contains the information that has been entered in this 

Referral for this individual.  Compare this information to the Potential Matches section.   
 

 
 

a. The Potential Matches section contains a grid of all possible matches.  Note the % Match 
column.  This percentage refers to how likely it is that the desired individual is this 
person based on the demographic data entered. 

 

 
 

i. To view more information on the Potential Match, click on the person’s 
name in the grid.  The Detail Information tab will update to include that 
person’s information. 
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3. After reviewing the Person Search Results, determine whether the individual is one of the 

potential matches.  
a. If the desired individual is one of the potential matches, select that Potential Match in 

the grid and click . 
 

 
 
 
 
 
 
 
 

b. If the desired individual is NOT one of the potential matches click  to create 
a new State MCI ID for this individual. 

 
c. To close the State MCI Search pop-up without creating or selecting a State MCI ID, click 

. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
For assistance, please contact the Allegheny County Service Desk at ServiceDesk@AlleghenyCounty.US or 
call 412‐350-HELP (4357).  Select Option 2 for the DHS Service Desk. 
 
To access I-Service, go to: https://servicedesk.alleghenycounty.us 
 
This and other Job Aids can be found at: http://s3.amazonaws.com/dhs-application-support/index.htm  

 

 

Select 

Create 

Cancel 

For more information… 
 

Note: If there is a Potential Match with a % Match 
of 95% or higher in the Person Search Results that 
Potential Match must be selected in order to State 
MCI Clear the individual.  Synergy will not allow a 
new State MCI ID to be created. 

 

mailto:ServiceDesk@AlleghenyCounty.US
https://servicedesk.alleghenycounty.us/
http://s3.amazonaws.com/dhs-application-support/index.htm

