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P O S S I B L E  D U P L I C A T E  Y O U T H S  R E P O R T   
(REVISED 8/24/2012) 

The purpose of this report is to provide the Court with summary listing of cases that may be duplicate 
youth records. These duplicate records can be created at intake when the “New Intake for New Youth” 
is clicked instead of “New Intake for Existing Youth” from the Youth Locator.  
 

The Possible Duplicate Youths Report can be 
run for a specific County only (Figure 1). The 
report lists all possible duplicate records for the 
County. If multiple counties are selected, each 
county will be displayed in a separate section. 
Courts can only see reports for the county or 
districts in which they have jurisdiction. Above 
each field, the User may select all types for each 
field.  

REPORT SECTION 
 

The report is divided into sections according to the records for each possible duplicate youth name.  
Each report section is divided into columns that indicate basic identifiers for the records. The first 
column (Figure 2) lists the Youth Serial number. This is a non-searchable number assigned by MYCIDS for 
internal use only. The second column (Figure 2) gives the Youth Name. Column three (Figure 2) gives the 
Youth DOB entered in the case. Column four (Figure 2) gives the Youth Social Security Number entered 
in the case. Column five (Figure 2) gives the docket information for Last Case Entered for the Youth. This 
gives the user the case information to compare for verification of duplicate status. 
 

 
FIGURE 2, (ALL DATA IS FICTITIOUS) 

Once the cases have been determined to be duplicate youth records, the user can correct the 
information by clicking “Edit Youth Information” from the Docket Information screen under the case 
node for the incorrect case. Correcting the Youth’s information is usually enough for MYCIDS to 
automatically combine the Youth folders. If not, the user must contact the Helpdesk to request that the 
case folders be combined. 
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