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PYA User Guide 

The New York State Office of Children and Family Services (OCFS) requires districts and agencies to develop 
transition plans with youth who will be exiting foster care at ages 18, 19 and 20, whether through trial 
discharge or final discharge 1 

In support of this work Children's Services has received approval from OCFS to utilize locally created 
protocols and information tools for the documentation of transitioning plans for youth in care. These 
documents are aligned with the ongoing work currently in progress with Children's Services Preparing Youth 
for Adulthood (PYA) initiative which shifted the focus of its services from independent living to youth 
development. The protocols and informational tools attached will assist in monitoring the individual progress 
of all youth in care who are 17 years old or older, youth being discharged to another planned living 
arrangement with a permanency resource (APLA) at age 21, and for youth discharged to APLA before their 
21st birthday. 

1 18 NYC RR 430.12 (j) and Public Law (P.L.) 110-351 
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PYA User Guide 

1. The PYA coordinator at your agency will copy the Preparing Youth for Adulthood Checklist for Youth in Care forrn 
template and the Discharge Checklist form template to your workstation. Then you can begin to use them. 

2. Open Microsoft WORD and set the macro security levels in WORD. 

• If you have WORD 2003: 

a. You can either click on Tools, point to Macro, then click on Security OR you can click on Tools, 
click Options, click the Security tab, then click the Macro Security button. 

b. Either method displays the Security dialog box: 

~ll'ity Level -( Irusted PIJblishers I 
--------- 1 

0 Y..ery HIQh. Only macros nstaled In trusted locations will be allowed 
to run. Al other sic;ined and unsloned macros are dsabled. 

0 t:iioh. Only signed macros from trusted sW"ces will be allowed to 
run. lk'lsiQned macros are automatica y disabled. 

0 f!ledil.m. You can choose whether or not to run potentially unsafe 
macros. 

0 L.ow (not reccmnended). You are not protected from potentially 
uisafe rTl4Cf'OS, Use this settk'lg orly If you have virus seaming 
software lnstaUed, or you have checked the S</ety ol all documents 
you open. 

0 I [ Cancel 

c. Click Medium. 

d. Click OK. 

e. You will see a Security Warning box. Click the Enable Macros button in the box. 
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• If you have WORD 2007 or 2010: 
-" 

a. Click the Microsoft Office button\~ and then click Word Options. 

b. The following screen displays: 

t.Al<Jo•olt UUI ~ 'fOUI priw.q. ,.,. lftOtt lnf.,..,..lon al>ooi - Mkrosoft WOl'IS ~I to p«lt«l 1- p.....,., 111-
«<e ll>e; p......,.-.-. 

Mi<>w lfls Wtggi<!!l Wll!d pt\Vry itttmarA 

Qffk:t,U>m pt!VHr !ff!.t!M1!4 
r wttl!l!U 'oM!itn« Jm11t11ytmtnt PtAAtflt 

~·-Lt.11111 ,,..,,. a~M~""°'·~·~·· omtl.(~ 
M!(~l2Q P~t!!:tJ;;'ir;\,;11;;rtfiil ·. +,,i ',/,, .·.~. Jl '· ,i 

PYA U<ier Guide 

c. Click Trust Center and then click Trust Center Settings as shown by the arrow above. 
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d. The following screen displays: 

TrustC~ 

r I rrusttd Publl™" 

I [ Trustt'd lncabons 

! Trusted OO«llftt'ntt 

I Add-lnJ 1 

I 
I 

AdiftX S~gs I 

n~~~~-j 
Prot~cted Vi~ 

Filec 81odc Sdtlnos 

Privacy Options 

:".) Dlsnte ajl l!la(ros without nottficatlon 

• .tJs•"',~ ~':*",~~~ 
~ ottlMhlt fflaCl'M 6ttptdl~1!9r1ed maaot 
{) ,tnlblt all 11!4(1'0$ IJ'lot rttommendtd; pol:ft!tiallJ c;qnoerous codt <411 run1 

O Trust atctn to thlt yeA proJtd objtd modtl 

e. In the Macro Settings section, you can click either: 

Disable all macros with notification This is the default setting. Click this option if you want 
macros to be disabled, but you want to get security alerts if there are macros present. This way, 
you can choose when to enable the macros you want on a case by case basis. 

Enable all macros NOT RECOMMENDED - potentially dangerous code can run. Click this option 
to allow all macros to run without getting security alerts. This setting makes your computer 
vulnerable to potentially dangerous code and it is not recommended. 

f. When you have made your selection, click OK. 

g. You will see a Security Warning ribbon. Click on Enable Content in the ribbon. 

3. Begin and complete a conference. 

4. After the conference, open the Preparing Youth for Adulthood (PYA) Checklist form template or the Discharge 
Checklist form template. 

5. The form template takes some time to load. 

6. When the form template is loaded and displayed, enter information into the fields in the form template. You can 
tab from one field to another field. You must enter at least the CIN and agency code. 
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7. All the required fields in the form are red. Some fields may change to red depending on information you enter in 
other fields. If a field asks you for information that is pending, don't click Yes or No in it. 

8. If you need to blank out all the fields, click Clear Form so you can begin again. 

9. After you enter correct information in several fields, you can click the Save Form button to save it on your 
workstation. When you click the Save Form button the first time, the name of the file will be created and the location 
of the file will be indicated by the system. The file will be saved in the same directory where the form templates are 
stored at your workstation. An example of a location and filename is: 

C:\Documents and Settings\My Documents\Y 807 11182010 A812345T.doc 

where the location is C:\Documents and Settings\My Documents\ 

and the filename of the saved form is Y 807 11182010 A812345T.doc 

where Y =Youth, 807 is the agency code, 11182010 is the date in mmddyyyy format, 
A812345T is the CIN and doc indicates that the form was saved as a Microsoft Word file. 

10. As you continue to enter information, click the Save Form button to save it in the directory. Also, there is an 
automatic save every 15 minutes. If you need to take a break, click Save Form. When you return from your break, 
go to the directory and double-click on the form to open it again. 

11. When the form is complete, click Save Form and then the Submit Form button. 

12. If any required fields are not filled in, you will receive a popup message asking you to fill in these fields. Enter 
correct information in these fields. 
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13. After you click Submit Form and all the required fields are filled in, the following message (which is an example) 
displays: 

T,hiS file:~ .be'~·asread~ fife' with"~ 
DOO*CNI1TUA.:20fUlm: _. ,· · .. ·· ·.' ·.· . . . ·. . 

·~~-tO'AC$WW,thl$·fcitmatt~widb&~8Uh;rn~i~fi~.~~r~~t9defdyawandf0rr'1iwilloar~fiYnext~ · 
oa,youwanttO proceed1 · · · · 

Click Yes to proceed so the form can be sent to ACS (or click No if you do not want the form sent to ACS). 

14. After you click Yes, the form will be saved at your workstation, and it also will be automatically emailed to ACS 
together with a backup copy. To make sure that the form was sent to ACS, go to your "sent" box in your email 
program (for example, Microsoft Outlook) to see that the form was sent to ACS. If it was not sent, see your 
Supervisor. 

15. At ACS, a password must be used to open the form and backup copy. The password is: 

CCC + D + Agency Code where CCC equals the first 3 characters of the CIN number, D indicates 
Discharge Checklist, and the Agency Code is at the end 

CCC + Y +Agency Code where CCC equals the first 3 characters of the CIN number, Y indicates 
Youth in Care Checklist, and the Agency Code is at the end 

For example: 

If a Discharge Checklist form for agency 003 was submitted on 8/24/2010 for CID number 
CS98765A, the password should be CS9D003 

If a Youth in Care Checklist form for agency 003 was submitted on 8/24/2010 for CID number 
CS98765A, the password should be CS9Y003 

16. When the form is processed at ACS, if you have Microsoft Outlook, you will receive a message saying it is 
processed at ACS. 
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17. If necessary after the form is emailed to ACS, if your agency wants a different file name for the form, do a Save 
As to save the form at your workstation with the name determined by your agency. 

18. Print the form that was saved at your workstation by clicking the Print Form button. When you have the printed 
form, sign it and let the youth sign it. Then make a copy of the signed form and give the copy to the youth. 

19. Begin and end another conference by returning to Step 3 above. Use the form template you were using which is 
now blank after you clicked Submit Form, or open a different form template. Enter details from the conference. 

20. Continue to fill in and submit forms until the end of the session. 
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