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Document status deletion timeline: 

RETURNED (deleted after 24 hours) 

REJECTED (deleted after 24 hours) 

ACCEPTED  

What is DYCD docUP Secure Document Upload? 

DYCD docUP Secure Document Upload is a mobile app that allows users to 
upload supporting documentation, to help them apply to DYCD-funded 
programs, using their mobile device. They will need to enter basic information 
specific to the program and they are ready to go. No account creation is required, 
and the app can be used as many times as needed to upload all the supporting 
documents the DYCD-funded program requires. 

Once uploaded via the mobile upload app, the provider and DYCD users will 
access to review and process an applicant’s documentation. Each client’s 
application will have its own document inbox where submitted documents can be 
reviewed and validated. Due diligence will be completed by the provider and 
DYCD users to determine if the documents uploaded are sufficient for enrolling 
the applicant into the program. Once all the needs are met, the application is 
ready to be processed and approved in DYCD  
Connect. 

To protect data and for privacy concerns, all 
documents uploaded to the data manager will 
be purged and deleted as outlined: 

 

How do I Access DYCD docUP? 
 

 
 

Figure 1: Once installed, 
DYCD docUP will be 
available on your phone as 
an app. 

This screen is displayed 
when the app is launched 
and while the app is 
connecting with the 
server. 
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Landing Page, Disclaimer and Tips 
 

   
Figure 2: Landing page Figure 3: Disclaimer Figure 4: Tips 

 
The landing page identifies the steps the user must take to upload the 
documents.  
Figure 2: The user must select “Start” to start the document upload process.  
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Cover Sheet 
 

  
Figure 5: Coversheet – blank and populated 

 

Figure 5: The user needs to enter the participant details like the “First name,” 
“Last Name” and the “Application Number” (from DYCD Connect). The 
application number is a 10-digit number with no letters or special characters. The 
“Provider Name” should be selected from a list. (*The format of the application 
number is a 10-digit number that comes after REG-0000000000, in PTS listed as 
Registration Number).  

 
A combination of the clients First Name, Last Name and Application Number, 
along with the Provider Name will map the uploads with the client’s application in 
DYCD Connect. 

NOTE: Verify the client’s name, application number and provider name when 
uploading supporting documents. This ensures that records are mapped 
appropriately. Providers will only be able to see applications that have been 
uploaded and mapped to their respective cue for review. 
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Select Program, Document Type & Upload  
 

 

 

 

 
  

Figure 6: Select Document Type 

 
Figure 6: Select the appropriate Program area. The device camera is utilized to 
take a photo of a document, select photo, or select file. 

NOTE: You can click the information icon  for additional information on 
the types of documents to upload.
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Figure 7: Photo 
 

Figure 7: Users have an option to add another photo to complete the upload 
they are looking for – some supporting documents may span multiple pages. 

 
An error is shown when the user selects “Not done, add more 
photos” and the limit for the document categories has been 
reached, as follows - “Maximum number of photos reached. 
Please press upload to submit. If you have more pages, you can 
restart and submit a separate upload." (*The system will tell you 
when you have reached your attachment limit)  

 
Figure 8: Confirmation is required when a user clicks 
“Document complete, upload.” - “Are you ready to upload this 
document?”. The user has the option to select “Yes” or “No” 

 
Photos taken from the user’s mobile device will be uploaded in PDF 
format to the data manager. Multiple photos taken by a user or selected 
from their photo gallery as part of their upload will be collated together in 
a PDF format and uploaded to the data manager.  
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Upload Successful 
 
 

  

Figure 9: Processing Image Figure 10: Upload Successful 
 

Figure 9 & 10: A message is displayed when a document is successfully 
uploaded as shown above. 

 
Users can select cancel and stop the upload while it is processing. If selected in 
time, no document will be uploaded to the data manager and the user is returned 
to the ‘Document Review’ page. 

 
Once document upload is complete, the document will be available from the data 
manager and linked to the user’s name, application number and provider name 
entered on the coversheet of the Uploads app. 

Programs may require multiple documents to be submitted to support an 
application – as such, an option to redirect the user back to the ‘Select Document 
Category’ page is available. 
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This option will remain available unless the session times-out due to inactivity. 

Session timeout is set at 6 minutes of inactivity. Upon session timeout, users are 
pushed back to the landing page and a relevant message is displayed. 

(*User must re-enter the Name and Registration Number again to add more 
documents or move to the next Profile/Participant) 
 
 
 

Next Document 
 

 

 
Figure 11: Next Document & Uploads List 

 
Figure 11: Users are presented with an option to submit more documentation 
from the “Next Document” screen. To help the user complete their document 
package, a list of documents submitted during this session is provided. Users are 
free to upload as many documents as needed. Once finished, users are advised to 
close the app. This will end their session and subsequent uploads would need to 
be submitted via a new session. 
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Data Manager 
 

The data manager offers providers and DYCD users a mechanism to review all 
documents submitted via the mobile uploads app. Users will leverage the data 
manager to compile a document package to support an applicant’s application to 
a DYCD funded program. 

 
 

Accessing the Data Manager 
 

 

To access the data manager, users must navigate to the relevant webpage via the 
URL provided - https://docUP.dycdconnect.nyc/ 
The user gets logged in automatically. 

 
Figure 12: The user will be presented with a full list of all applications within their 
location by default. 

 

Figure 12: Provider User - Applications Page 

https://docup.dycdconnect.nyc/
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Filtering the List 
 

Figure 13: Clicking on the “Filter” will enable the filter function for the columns 
presented. Users can filter by the column by typing in the column heading, which 
becomes a free text field. 

 

Figure 13: Filter criteria entered – Provider User view 
 
 

Figure 14: No results found with filter 
Provider users will only be permitted to view applications assigned to them. 

Figure 14: Having completed their tasks, users can logout from the data manager 
by clicking the “Logout” button in the application banner. 
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Viewing Documents 
 

 

Figure 15: Provider user – Actions & Status 
 

Click on “View” against the application for which you would like to view the 
documents. 

Figure 15: The heading contains the applicant’s full name and corresponding 
application number. The number of documents uploaded for the applicant is 
also highlighted. 

 
Each uploaded document will display as a tile in the data manager in the left 
pane. Users select a document from the list to review an action. Select the 
document name in the left pane to view the document. The highlighted tile 
indicates the selected document being reviewed. 

 
The document selected is displayed in the viewer pane on the right side of the 
screen. This is a scrollable viewer that allows users to use the zoom feature. 

 
Once reviewed, the user has the ability to “Submit” the document to DYCD for 
approval. 
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Actioning the Documents 
 

Figure 16: Provider user – Return document 
 

Figure 16: If a document is deemed insufficient quality or does not meet the 
requirements for a document category, a provider can “Return” a document. 
Documents in a RETURNED status do not appear in the data manager. 
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DYCD Connect Functionality 
 

The user needs to mark the documents uploaded in DYCD Connect. The user will 
need to navigate to the Applicant’s information in DYCD Connect. Navigate to the 
“Eligibility Rules” section next. 

 

Select the eligibility rule that you want the document to be marked uploaded for 
by clicking “Open.” This will take you to the tab where you will be able to mark 
the document uploaded. This needs to be done for all the required documents 
needed to validate eligibility.  
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DYCD Connect Help Center 
 

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

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

 

https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
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