s Department of
Development
DVYCLD FINANCIALS
User Guide




Table of Contents

What is DYCD Financials?......ccceiiieeiiieeirieniiiencinencrrennerenneesenersnsensannens 3
How do | Access DYCD FinancialS? ......ccceviieeiiieniiienniieeniniencnenncnnennenen 3
Requesting User Access Without an Existing DYCD Account .........cccceeevecvveeeeeennnnee, 3
Requesting User Access with an Existing DYCD Connect Account ..........cccceeeeennneee. 5
Logging into DYCD FiNaNCialS......ccceieiieiiiiiiiiiieeeeeeeee e e e e e e e e 6
Working in DYCD Financials .....ccccieuciiieeiiieniiienicienninieiiieecineicneseneee. 0
2L [T =T [ SR 7
Submitting a Released Projection FOrm ........ccccvevieiiiieeiniiieeeneee e, 7

0] 0 R L T o e T =] RS UPRRN 8

EL=To LT A 1Y/ Lo Yo FO SRR 8
Monthly EXpense RepPOrts......ccccciieeeiiiiieniiiieniiiieniinienniciiesiesiensessenns 9
Submitting a Monthly EXPeNnse REPOIt ........eeevieiciiiiiee et 9

DYCD Connect Help Center .....cccccveeeieecreniiencrenereeceenerescrenceencrnsesnneees 11

Department of
Youth & Community

¥ Development V1 - 10/23/2020




What is DYCD Financials?

DYCD Financials is an accounting platform available on DYCD Connect for Department of Youth
and Community Development (DYCD) providers. The platform works with the HHS Accelerator to
streamline and partially automate aspects of data entry for annual projections and monthly
expense reporting of contract dollars towards Minority-owned/Women-owned Business
Enterprise (M/WBE) vendors. The platform aims to assist providers to be in compliance with New
York State’s requirements around M/WBE spending.

How do | Access DYCD Financials?

Providers may access DYCD Financials from www.dycdconnect.nyc with a DYCD Connect account.

Requesting User Access Without an Existing DYCD Account

Step 1: Visit https://www.dycdconnect.nyc and click “Register.”

Vamacou:um CONNECT
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Step 2: Enter basic information, include name, email, Provider, etc.

& SIGN UP FOR ACCESS TO DYCD CONNECT
& | First Name & | Middle Initial
& | LastName ® | Emai
| Telephone @ Select Provider v
Youth & Community

Development


http://www.dycdconnect.nyc/
https://www.dycdconnect.nyc/
https://www.dycdconnect.nyc/
https://www.dycdconnect.nyc/

Step 3: Enter Select Application & User Role and then click “Add Application/Role.”

Application:

DYCD Financials - Requested Application & Role(s)

To request anew application, select an application from the list and choose the

Roles: appropriate role

PM/MWBE Admin -

Program Manager . . .

Prugwder}-\dming DYCD Financials - Provider User [x]

Provider User -

Add Application/Role @

Step 4: Click on the box for a quick security check.

™

I'm not a robot .
reCAPTCHA

Privacy - Tems

Step 5: Click on Connect with Selected DYCD Applications to submit your request.

Note that you can request access for multiple applications and program areas in one request.
Applications must be selected one at a time. For each application, select your desired role, click on
the add button and select the next application. The full list will appear on the List of Requested
Applications.

Step 6: After DYCD processes your request (1-2 business days for typical accounts), you will
receive a confirmation email that assigns you a username and a link to reset your password. You
must click the Password Reset Link within 72 hours.
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Requesting User Access with an Existing DYCD Connect Account

Step 1: Login to your DYCD Connect Account at www.dycdconnect.nyc.

Yourn & communy | CONNECT
Development

$LO N . (£ REGISTER

=) DYCD CONNECT

& Usemame test@dycd.nyc.gov
Q’ Password (IIT R
Can't remember your password? l (& Request a password reset l

) Sign in to PYCD Connect

Step 2: Click on your name at the top right of the page and go to your account profile page.

NYC DYGCD
ety | CONNECT

Development

o

& My Pygiile

® Log Out
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Step 3: Select DYCD Financials from the Application drop-down options. Then, click on your desired
role and “Add Application/Role.”

Application:
DYCD Financials v Requested Application & Role(s)
To request a new application, select an application from the list and choose the
Roles: appropriate role
PMMWBE Admin -

Program Manager
Provider Admin
Provider User .

Step 4: Click on Connect with Selected DYCD Applications to submit your request.

Logging into DYCD Financials

DYCD Financials - Provider User (]

After receiving access to DYCD Financials on your DYCD Connect account, you may access the
system by logging into your DYCD Connect account and clicking on the DYCD Financials button at
the top left of the page.

Youm & commey  CONNECT
Owvebopmment

« CBAdvance © DYCD Financads

DYCD Connect is the main resource center

heiping organizations communicate and NSCOver
Ompguort s rtae wed
Lo'-« - e You

coordinate with the communities they serve

Working in DYCD Financials

The main page you will see when entering DYCD Financials will be the Dashboard. You will see
three main areas: Released, In Progress, and Request modifications. The current version of DYCD
Financials houses information to be submitted for Form D or the MWBE Spending Plan.
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Released

The Released folder contains all Annual Projection Forms that your account has access to view.
Forms will appear here at the beginning of the program year for you to complete and submit to

DYCD for approval.

Submitting a Released Projection Form

Step 1: Click on “View Details” on the Released folder to view a list
of all of the projection forms.

Step 2: Click on the Folder Icon to open a specific contract.

View Det@ls

FINANCIALS

Step 3: Complete data entry on the Projection form to meet the M/WBE Goal.

= Menu
RELEASED
Contract No i Y Registration No It Registerad Date Start Date
=] 8103088 - Neighborhwood Development Group 07-01-2020 06-30-20:21
={ 8103108 - Meighborhood Development Group 07-01-2020 06-30-2021
&) 81023118 - Neighborhood Development Graup 07-01-2020 06-30-2021
@ 8104088 - Neighbornood Development Group 07-01-2020 06-30-2021
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+~ Back

Provider. Phipps Neighborhoods, Inc. Form Name/Type: Projection Spending Form Status: In Progress (Pending Submit)

Conliract No: $10308B - Neightorhood Development Group Budget Code: 9811 Last Edited 09-10-2020

FMS Registration No. Fiscal Year 2021 Last Edited By Admin

Budgeils) Watver Amountis)| | MWBE(S) | Product Kay | vendor EN aies) am | aws | ous
Chient Supplies & Activities 929880 100.00 200000 f B... ~ 10 November LLC = 12-234234 500.00 500.00 50000 500.00
Prepared Meals 3600.00 .00 0.0¢ B v 192 Branch Interior Service = 0.00 0.0 0.00 0.0
Raw Food 2150.00 0.00 oo ff c... v = 00 0 0.00
Chent Supplies & Activities 1500.00 0.0C 0.00 v = D. ).00 .00
Prepared Meals 1500.00 .00 0.00 v = 0 0.00 0.00
Office Supplies 1000.00 00 0.0¢ v = 0 00 0 0.00
Raw Food 61162 00 0.00 v = 00 0 0.00
Office Supplies 500.00 0.00 0.00 v = 00 U 0.00
Staft Training 250.00 .00 0.00 v = 00 0 0.00
Staff Training 250.00 00 0.00 v = 00 0 0.00
Facilities Repairs & Maintenance 0.00 0.00 0.0¢ — Select Vendor — 0.00 0.00 0.00 0.00
4
Total Eligible Categories Amount (A) ’ MWBE Goal (30% of A - B) ssass19 | The MWEE planned W
: The corresponding _— _~ total must meet the
Total Walvable Amount (B) columns are summed here MWBE Planned Total $2.000.00 ”)I\ MWBE Goal J



Step 3A (Optional): Click “Notes” at the top to add a message to the Projection Form.

‘%EEIH—Q o bveD . 1 Save Notes
-’fUncheck to leave | You may leave a message here. W
| a private note for J .

yourself.

Mote: 230 characters avaiabie for a single comment

Step 4: Click “Save” and then “Submit.”

Department of

Youth & Comemunity rINANClAIos

Development

Provider Phipps Neighborhoods, Inc.
Contract No 810308B - Neighborhood Development Group
FMS Registration No

NOTE: If you do not submit the form after saving, it will transfer to the “In Progress” folder, which
you may access later.

Forms in Progress

The In Progress folder will hold any released Projection Forms you
saved and did not submit. You may open the folder and review the

forms here in the same manner as shown above in the Released
section. View Details (5]

Request Mod

The Request Mod folder will have any submitted projection forms
that were reviewed by your DYCD Program Manager and sent back
to you. Review the notes section of the projection form to review
feedback and resubmit following the procedure shown in the
Released section.

View Details (5]
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Monthly Expense Reports

Providers are required to submit a monthly expense report to detail the spending of M/WBE funds
in accordance with the projection form. This report must be submitted along with three proofs of
expenditure: an MBE/WBE invoice, canceled check, and bank statement for each entry type listed
on the projection form. In addition, please note the following:

e If the expense report is not MWBE related, please enter $S0.01 and attach a note instead of the
supporting documents stating that the expenses are not associated with the MWBE vendor.

e Reports should be submitted within 10 days from receiving them
in DYCD Financials.
Submitting a Monthly Expense Report

Step 1: Click on View Details on the Monthly Expenses Report.
. . . View Deti&lﬂs ©
Step 2: Click on '*' to view expense reports under a specific contract.

MONTHLY EXPENSES REPORT

-. oee S Bete e Ene et o Approv

Form: 766605A - Adult Literacy Program :: MWBE Goal: $153.27 :: MWBE Planned: $154.00 :: YTDReportedAmnt: $20.79
&g Form: 766608A - Adult Literacy Program :: MWBE Goal: $716.64 :: MWBE Planned: $2000.00 :: YTDReportedAmnt: $0.00
» | Form: 766613A - Adult Literacy Program :: MWBE Goal: $738.00 :: MWBE Planned: $1460.00 :: YTDReportedAmnt: $101.00

» § Form: 810110B - NDA - Adult Literacy :: MWBE Goal: $413.15 :: MWBE Planned: $414.00 :: YTDReportedAmnt: $0.00

» § Form: 810204B - NDA - Housing :: MWBE Goal: $1903.72 :: MWBE Planned: $1924.00 :: YTDReportedAmnt: $17.00

Step 3: Click on LsZ to view an expense report for a particular month.

MONTHLY EXPENSES REPORT

-. ek San bae neoe e BeE OIEE APRIOIE-

*  Form: 766605A - Adult Literacy Program :: MWBE Goal: $153.27 :: MWBE Planned: $154.00 :: YTDReportedAmnt: $20.79
~ Form: 766608A - Adult Literacy Program :: MWBE Goal: $716.64 :: MWBE Planned: $2000.00 :: YTDReportedAmnt: $0.00
210100633 December 12/1/2020 12/31/2020 1/20/2021

*  Form: 766613A - Adult Literacy Program : MWBE Goal: $738.00 :: MWBE Planned: $1460.00 :: YTDReportedAmnt: $101.00
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Step 4: Click on the Reported column to enter your monthly expense per entry type and then click
Save at the top left of the page.

+— Back Sa\{f; Submit@® Notes @
TEST_PROVIDER_11553| 8101108 | CT126020211400353| Monthly Expenses Report| 66211 2021 Final Approved (Compliance)| 9/24/2020 3:19:31 PM| esaad
Entry Type Service Type Prod.Key Vendor Name Vendor EIN | MBEIWBE Reported | Projected Balance | MBE/WBE | Canceled Bank
$) ($) Reported $) Invoice | Check | Statement
[Subprpr)
Asian & Hispanic ‘ Emer your monthly expense
Operations Total i h ent b
Office Supplies Trading and 811361549 M/WBE $0.53 | 0.00 4:1 total for each entry type by
and Support clicking and typing here.
Consulting, Inc.

Step 5: At the end of each entry type row, click on the Page icon and upload all three required
supporting documentation for each entry type.

MBEMWEE | Canceled Bank

Invoice Check | Statement

A x ii’ B

Step 6: Click Save and then Submit.

—Back [Save Submit @) Notes ¢

' o

Step 6A (Optional): Click “Notes” at the top of the page to add a message to the report.

‘%iﬂlble to DYCD p Save Notes
i | \
Uncheck to leave | | You may leave a message here. W

‘ a private note for

| yourself. ) o )
*, Mote: 230 characters avaiabie for a single comment
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DYCD Connect Help Center

If you have questions or concerns, please submit a help request to the DYCD Connect Help Center.
You may reach the Help Center direct from the banner at the top of DYCD Connect by clicking on
the question mark, as shown below.

D trrard of r”1 S r'F
Fousth b Coemwrasvty via Vienu ~ Jashiboands
n“:'h: L CONNECT ain enu Lrashiboarn

Alternatively, you may submit a request through the Help Center on the DYCD Connect homepage.

DYCD RESOURCE CENTER FICD JELP GENTER
DYCD Connectis the main resource center ¢ ‘ :
elp organizations communicate and
»ordinate with the communities they serve
& e I £
[ /¢ DYCD WEBSITE
View DY W o e B ol
B wgamices
CB CAPACITY BUILDING
WL s : e 8 wogramwve v 8B progrem hype

| o 4 DYCD emspioyee

Setect I you need oper ationsl or techricol help

HELP CENTER NEED TECHNICAL NEED OPERATIONAL
Ha ie? e messegn ASSISTANCE? ASSISTANCE?

Oetaed Description
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