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Youth	Data	



To	access	youth	data,	click	
on	the	Program	tab.	



Select	“Youth	Data”	



To	add	youth,	click	on	the	
“Add	Youth”	buMon.	



To	add	a	new	youth,	enter	
the	required	informa/on	
into	the	form.	



To	add	an	exis/ng	youth	to	this	grant,	
select	“Find	Exis/ng	Youth.”	



Click	on	the	name	of	the	youth	
you	want	to	add	to	this	grant.	



The	system	will	populate	the	form	
with	the	exis/ng	youth’s	data,	but	
you	will	s/ll	need	to	click	save	to	
add	the	youth	to	this	grant.	



You	will	get	a	“save	successful”	
message	to	confirm	that	a	youth	
was	successfully	saved.	



To	edit	whether	a	youth	is	ac/ve,	click	
the	“Edit”	to	the	right	of	their	line.	



The	system	will	set	their	ac/ve	date	as	
the	date	you	entered	them,	but	you	can	
edit	that,	if	needed.	



Select	the	appropriate	status	for	the	
youth.	



If	the	youth	has	lek	the	program,	
indicate	why	they	did	so.	



When	a	you	are	done,	click	Save.	



With	the	Ac/ve	Status,	Exited	Date,	
and	Exited	Reason	columns,	you	will	
be	able	to	see	quickly	if	you	have	
updated	a	youth’s	record.	


