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Enrollments on DYCD Connect

& PARTICIPATION ~
After Participants have been accepted on your workscope, you may enroll

them into the activity schedules (classes, workshops or group sessions) that Online Applications
they will be participating in throughout the program year. You may complete
bulk enrollments of participants into a specific schedule via activity Attendance
enrollment or complete enrollments one participant at a time from a Interactions

Intake

participant’s intake.

Completing Bulk Activity Enrollment

STEP 1: Navigate through Participation > Activity Enrollment to begin enrollments.

WORKSCOPE ! 776204A-Immigrant Families-4/15/2021-6/30/2022 e | ez | cmor | e 202
Approved
0 GENERAL . Select Activity / Schedule for Workscope - 776204A-Immigrant Families-4/15/2021-6/30/2022
. Workscope Activity Activity Schedule
& pusLIC INFO
‘ Select Activity " ‘ Select Schedule "

& SERVICE DELIVERY MODS

Activity Schedule Details
& SCHEDULING v

Activity Title Primary Category Program Site
& PARTICIPATION ~
Schedule Description Date & Time Occurrence
Intake
GradelLevel

Online Applications

Activity Enroliment 2 Oceurs Remotely?
Attendance
Participants Assignment(s) < Add Participant(s)

Test Scores From Date To Date

mm/dd/yyyy mm/dd/yyyy Apply Filter

Interactions

& STAFFING v

NOTE: Only Activities/Schedules created as Group Sessions will appear for selection in Activity

Enrollment.

STEP 2: Select the Workscope Activity & Activity schedule that you would like to complete bulk
activity enrollments.
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Select Activity / Schedule for Workscope - 776204A-Immigrant Families-4/15/2021-6/30/2022

Workscope Activity Activity Schedule
Demo Workshop-Informational Workshops v Demo Workshop-GR -Informational Workshops-Weekly-4/15/21-6/30/22 - Mo,We - 4:00 PM-6:00 PM v
b Select the activity & corresponding activity
Activity Schedule Details schedule that you would like to complete
enrollments for using the drop-down options.
Activity Title Primary Category Program Site
Demo Workshop Informational Workshops Immigrant Families
Schedule Description Date & Time Occurrence
4/15/2021 - 6/30/2022 Weekly J/-Review the Activity Schedule
4.00 PM - 600 PM Mo, We Details to ensure that you
have selected the correct
Grade/Level Occurs Remotely? \ T e e =y
N/A-N/A No

STEP 3: Scroll down to the Participant Assignment(s) table and click “+Add Participant(s)”.

Participants Assignment(s) == Add Participant(s)
Ny
From Date To Date
mm/dd/yyyy mm/dd/yyyy Apply Filter
Registration ID Last Name First Name Grade |Start Date (mm/ddiyyyy) |End Date (mm/dd/yyyy) | \
There are no records

STEP 4: Click on the sliders in the assign columns to assign participants for enrollments. Then, click
“SAVE” to complete the enrollments.

Maintain the participants assigned to the activity roster

- - Click to Assign all " - -
Registration 1D participants for enrnllment} Assign |Assignment From Date (mm/ddfyyyy) |Assignment To Date (mm/ddfyyyy)
REG-3217211129 i = 19 4/5/2022 6/30/2022
Click Save to complete -
your enrollments 7 19 4/5/2022 6/30/2022

1-20of i\/ Click sliders to manually

assign participants for
enrollment into a schedule

You may modify each participant's
first & last date of enrollment by
clicking to modify these dates

Your completed enrollments will appear in the Participants Assignment(s) table as shown below.
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Participants Assignment(s)

& Add Participant(s)

Last Mame |First Name

TEEEE

Registration ID
REG-3217211129 @
REG-3628147411 @

TEEEE

4/5i2022
4/5/2022

wkEEE EREAE

Start Date (mm/ddfiyyyy)

End Date (mm/ddfyyyy)
6/30/2022

6/30/2022

G Edit [ Delete

& Edit | T Delete

1-20f2

You may use “Edit” to modify a participant’s Start/End Date and “Delete” to remove a participant’s

enrollment.

Completing Activity Enrollment via Participant Intake

When a participant joins your program after the start of the program year, it can be quicker to
complete their enrollments via their intake. After a participant is accepted on your workscope, the

Enrollment section appears on their intake’s switchboard.

Rk KRR

REGISTRATION RE- 21?211129 4!5}2022

Accepted

ES REGISTRATION INFORMATION

First Name Last Name

© PARTICIPANT INFORMATION

19- 4!4."2003 776204A NDA Immigrant Services-4/15/2021-6/30/2022 CBOI

Participant Info

Enrollment Start Date
04/05/2022

CONTACT INFORMATION

Activity Schedules:

Search Activity Sched

= EDUCATION/WORK STATUS

Use the assign sliders to select
the schedule that you would
like te enroll the participant into

# HOUSEHOLD INFORMATION
Activity Schedule Schedule Days of Week Start Time - Assign|Start Date (mm/ddlyyyy) |End Date (mm/ddiyyyy)
(8] HEALTH INFORMATION Ly Bl a2
Demo 2GR Civics! G t Instruction- 3:00 PM - 4:00
CONSENTS D:irll;(-]zip’15p’21-5‘."g;.'22 evemment MSIueton” p e me 2 MoTuweThFr |0, 4512022 6/302022

O SERVICES

last date of enroliment into
each schedule by clicking
here to medify these dates.

B ENROLLMENT

I NOTES & ATTACHMENTS

Click Save to complete
the enrollments

Save Cancel

You may adjust the first andJ

Your completed enrollments will appear in the intake in the table as shown below.

> Activity Schedules: Participant's assignments to activities

Assign Activity Schedule(s)

Activity Schedule Schedule Description Days of Week Start Time - End  Start Date End Date
Time (mmiddiyyyy)  (mmiddiyyyy)
Demo 2-GR. -Civics/
Government Instruction- Demo 2 Mo, TuWe, Th,Fr  3:00 PM - 4:00 PM 4/5/2022 63072022 C Edit | T Delete
Daily-4/15/21-6/30/22
1-10f1
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You may use “Edit” to modify a participant’s Start/End Date and “Delete” to remove a participant’s
enrollment.

How do you to take Attendance on DYCD Connect?

After participants are enrolled in their activity schedules, you may begin & PARTICIPATION
taking attendance. DYCD requires attendance to be entered within 14 days. Intake

To promote timely data entry, attendance is locked on a rolling 14-day Online Applications
basis. If you need to enter attendance outside this window, you must Activity Enrollment

submit an Unlock Request to your DYCD Program Manager.

Interactions

Rollover Participant

Taking Attendance

Attendance by week follows the same process as described above but multiple dates are displayed
together.

STEP 1: Navigate through Participation>Attendance and use the drop-down options to load the
attendance sheet that you would like to complete data entry for.

WORKSCOPE H 776204A-Immigrant Families-4/15/2021-6/30/2022
Approved

Fiscal Year 2022 CBO1 4/15/2021 - 6/30/2022

) GENERAL » Mark Attendance for Workscope: 776204A-Immigrant Families-4/15/2021-6/30/2022

Workscope Activity Activity Schedule Date (mmiaaiyyyy) Attendance Status

@ PUBLICINFO
Parenting 101 v Parenting 101-GR -Parenting Classes-We... + [ Daily v] [ 6/30/2021 ] Show all Attendance v
= y

§ SERVICE DELIVERY MODS . Daily \ A\
Schedule Description o N aily e -
Select the activity & corresponding ("~ Select the week that IR / ~
B8 SCHEDULING activity s:::::kl.lel::::!rn\:lmﬂlnc:eyuu want 7 i you want to complete )—‘ Click Search to load the |

(" select Daily to see cne
day of attendance at a
time or weekly to see

one week of attendance

. ' N attendance entryfor |  attendance sheet
&5 PARTICIPATION — o -

Intake

Online Applications

Activity Enroliment

Interactions

STEP 2: Click the sliders in the present or absent columns for each participant to record their
attendance. You may use the Check Mark or X Mark at the top of the column to check all sliders in
a column if appropriate.
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https://www.dycdconnect.nyc/Home/DownloadDocumentById?id=5b3f91a78a643d10d400207b&fileName=PTS%20User%20Guide-Schedule%20and%20Unlock%20Requests%20June%202018.pdf

¥ Enroliments for Demo 2-GR -Civics/ Government Instruction-Daily-4/15/21-6/30/22

You may use these buttons to navigate_
- to the previous or next day or week of
/ You may use the Check |\ attendance depending on your view /F

Mark to check all

Registration ID Last Name ’ i Friday
sliders in a column or 1211712021
the X Mark to uncheck 09:00 AM - 10:00 AM
all sliders in a column . ' %
\ A @ Cance
[ Click on the sliders in the % Lo d K iz v
REG-2685710526 | appropriate columns to mark —— (é‘*“' —
0470172021 - 087302022 e | participants present or absent n B I
E i 4 5,_ e ———
04012021 - 08730:2022 [aases L2 4 | Z ‘ (: ¥

" This blue bubble indicates that your attendance has been saved and
logs who took attendance as well as the date & time it was taken

Locked/Cancelled Attendance

PTS does not allow you to enter attendance data older than 14 days, nor for any dates on which
your program did not operate, such as closed holidays. To modify attendance older than 14 days,
you must contact your DYCD Program Manager to request an Attendance Unlock.

Cancelled Attendance Date Locked Attendance Date
Wednesday Monday
1112002019 1111172019
i ] ]
Present Absent Present Absent
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file:///C:/Users/mherreros/AppData/Local/Temp/Temp1_COMPASS.zip/Insert%20hyperlink%20for%20Unlock%20Requests%20guide

DYCD Connect Help Center

If you have any questions or concerns, please submit a ticket or help 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.

Bepartmant of
Yiousth & Community
Deweliprrent

Dashboards

Main Menu

CONNECT

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

DYCD HELP CENTER

The DYCD help center is where you can find resources to help with the technical and
operational issues you may come across. Here you can contact DYCD support directly or
look into additonal resources and guides that can help you move forward with your tasks.

DYCD RESOURCE CENTER

DYCD Connect is the main resource center to
help organizations communicate and
coordinate with the communities they serve.

& firstname Ent t & lastname
[:} DYCD WEBSIT
sw DYCD's pub site fo . phone g ¥ email

= organization

= program area taP A v = program type

c CAPACITY BUILDING
DYCD invests in building the c
of nonprofit organizatior

lamaDYCD employee

Select if you need operational or technical help:

HELP CENTER
Having trouble? Send a message to

our support team through the Help
Center.

F.A.Q
Read Frequently Asked Questions to
earn more about DYCD Con

NEED TECHNICAL
ASSISTANCE?

If you are having a technical issue related to logging
in, accessing your services, or experiencing a bug,
contact the technical help desk

Detailed Description:

NEED OPERATIONAL
ASSISTANCE?

Having trouble performing your existing operations
using the new systems and tools within DYCD
connect? Get in touch with a program specialist
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https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter

