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Enrollments on DYCD Connect 
 

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

them into the activity schedules (classes, workshops or group sessions) that 

they will be participating in throughout the program year. You may complete 

bulk enrollments of participants into a specific schedule via activity 

enrollment or complete enrollments one participant at a time from a 

participant’s intake.  

 

Completing Bulk Activity Enrollment 

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

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

 
 

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

“SAVE” to complete the enrollments. 

 
 

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

 

 
 

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

taking attendance. DYCD requires attendance to be entered within 14 days. 

To promote timely data entry, attendance is locked on a rolling 14-day 

basis. If you need to enter attendance outside this window, you must 

submit an Unlock Request to your DYCD Program Manager.  

 

 

 

 

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.  

 
 

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. 

https://www.dycdconnect.nyc/Home/DownloadDocumentById?id=5b3f91a78a643d10d400207b&fileName=PTS%20User%20Guide-Schedule%20and%20Unlock%20Requests%20June%202018.pdf
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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 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

file:///C:/Users/mherreros/AppData/Local/Temp/Temp1_COMPASS.zip/Insert%20hyperlink%20for%20Unlock%20Requests%20guide
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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. 

 
 

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

