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What is Intake?  
Intake refers to the process of registering participants into 
your program. You may begin intake as soon as your 
workscope is released to your program.  
 

The Intake Section 
To start a new intake, navigate to your workscope in the 
Participant Tracking System (PTS). Locate the Participation 
section of the Workscope Switchboard and click on Intake. A 
list of intakes, both completed and in-progress, will appear.  

NOTE: If your program is also receiving participant 
applications from DiscoverDYCD, you can review those 
applications in the Online Applications page. Additional 
information is available in the DiscoverDYCD User Guide. 

 
 
 
  
 

   
 

 

 

 

Key Buttons 
Click on this button to start a new intake 
 

Click on this button to search for a participant’s name or keyword 
 
 

These buttons allow you to organize your list of intakes in alphabetical 
or chronological order. Click again to organize in reverse order 

 

https://www.dycdconnect.nyc/Home/DownloadDocumentById?id=5d30e49c8a643d04b0966549&fileName=PTS%20User%20Guide-discoverDYCD%20Online%20Applications-July%202019.pdf
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Participant Statuses 
Participants will have the following statuses, depending on the progress of the intake form. 

• Enrolled – The participant meets your program’s enrollment criteria.  
• Registered – The participant has been registered, but has not yet met your program’s 

enrollment criteria. 
• In Progress – The participant’s intake was started, but is not yet complete. 
• De-enrolled – The participant is no longer enrolled to your program. 

 

Starting a New Intake  
Prior to starting a new intake in the Participant Tracking System (PTS), make sure you have the 
Universal Participant Intake Form completed for the participant. The current form is available in 
the DYCD Connect Document Library in the Learning Labs section. 

By clicking on                   in the Intake Section (pg. 3), a new window will open. There are three 
steps to complete before you can finish the intake form. 

1) Enter Participant Details 
2) Choose Participant (Duplication Check) 
3) Choose Application  

Basic Participant Details  
First, provide the participant’s First Name, Last Name, Date of Birth, Sex at Birth. You can also 
provide the Social Security Number, which may be subject to verification. These five fields are 
used to identify the participant throughout DYCD Connect. Then, click on Search. 
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Duplication Check  
Upon clicking              , DYCD Connect performs a duplication check against the participant’s name, 
date of birth, and social security number. If this is a new participant, you will only have the option 
to Add New Participant. If this participant has a previous record in DYCD Connect, you will also 
have the option to Register Existing Participant, and the following notification will appear:    

 
 
 

 
 

    
 
 
 
 
 
 
 
 
 
 
 

 
 

Choose Application  
You will have the option to start a Blank Application, or Copy Existing Intake if you are registering 
an existing participant. By copying the existing intake, you can carry over most of the information 
from the previous intake into the current one. Then, click on                           . 
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Completing the Intake  
Intake Navigation and Sections  

You will notice the Intake Switchboard on the left side of the page, and can navigate through all 
intake sections. Mandatory fields are noted by the * icon or by “(Required)” in parentheses. Do 
also note the Intake Menu Bar at the top of the window. As you enter data, remember to 
frequently                   your progress.  

 

Registration Information  
Most of the information on this page will already be completed based on the basic information 
entered. However, there are four required fields, noted by the * icon.  

The Enrollment Start Date is the date the 
applicant has been accepted into your 
program. The DYCD Funded field will be 
automatically filled in and cannot be 
edited after the fact. And the final field 
confirms whether or not you have 
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received confirmation from the DOE on this applicant’s acceptance. 

Participant Information  

In this section, you will enter demographic information for the applicant, and at least one address 
as indicated on the Universal Participant Intake Form. All questions marked with the * or by 
(required) are mandatory. 

 

To answer Primary Language, hover your mouse cursor over the field and click on         .  The first 
10 alphabetical results appear. If you see the applicant’s primary language, select it from the list. If 
not, use the search bar or click Look Up More Records to view additional languages. 
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Next, click on the  button to add a new address. 
An overlay will appear on your screen. If the 
participant does not have an address, you may 
enter in the address of your program site. DYCD 
Connect automatically verifies if the address 
entered is valid. Once you are done, click on 

. 

 

 

 

 

 

 

 

Contact Information 
If the applicant has contact information, enter it in the Applicant’s Contact Information section.  
Otherwise, uncheck the box and move on to the Parent/Emergency Contact section.  

 

 

 

 
 

 

At least one parent/emergency contact is required. To enter Parent/Emergency Contact 
information, click the  icon. An overlay will appear on your screen. Enter the information 
required, then click on                . The contact’s name should appear in the grid. 

 

If you are entering multiple Parent/Emergency contacts, start with the primary contact. The 
Primary Contact? field will be automatically checked for the first person entered.   
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Do be aware, there is an additional non-required field called Additional People who MAY or 
MAY NOT pick-up the Child. In this field, you can input anyone who has permission, or does not 
have permission, to pick up the participant. 

 
 

Education/Work Status  
Enter the applicant’s Student Type by clicking on the          icon and selecting the appropriate 
option. The applicant’s Education Level will be automatically filled in once the Current/Last 
Grade has been selected. You must also indicate the applicant’s Current Work Status, and input 
the applicant’s OSIS/Student ID number.   

 

If the participant is a full-time student, you may enter the participant’s School Information by 
clicking on the        icon.    
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Household Information  
This section is used to provide information about the participant’s household type and income 
information. Answer Head of Household Type, Housing Type, Household Size, and Annual 
Income Amount. Next, add all Sources of Household Income from the list of drop down options. 
Finally, respond to the two yes/no questions and any additional questions that appear. Do be 
aware, the Total Household Income field cannot be manually manipulated and is dependent on 
the inputted Annual Income Amount.   
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Health Information 
Answer the Health Information & Health Insurance Status questions. Depending on the 
response, you may need to provide additional information. 

 

Consents 

Consents must be completed for all applicants. Please note that consents may vary by program 
type. Consent to Participate / Verification of Information Provided must be granted in order to 
submit the intake. For all other consents, a response of ‘yes’ or ‘no’ must be entered.   
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Reviewing + Submitting the Intake 
Once you have completed all sections of the intake form, make sure to click on                 in the 
Intake Menu Bar. There are several options to review and submit the intake form.  

 

 

 

 

 
 
 

Add to Waitlist 
If you would like to add the applicant to the waitlist, you can do so at any time by clicking the   
icon from the intake switchboard and selecting Add to Waitlist. To add an applicant to the 
waitlist, a first name, last name, date of birth, and an address must be provided. 

 

You will notice the Registration stage list on the intake switchboard update from ‘Intake’ to 
‘Wait list’. To remove the applicant from the wait list click the        icon and select Remove from 
Wait list. To register the applicant, follow the steps in the next section.   
 

Check Eligibility 
 

Each DYCD Program has its own eligibility criteria. At any point during the intake process, you 
can check if the applicant is eligible based on information entered. From the intake switchboard, 
click the        icon and Check Eligibility.  

• If the applicant is eligible for the 
program based on information 
entered, you will see the following:  
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• If the applicant is not eligible based 
on the information entered, or if you 
are missing information related to 
the eligibility criteria, you will see 
the following message:   

Additionally, a validation summary will appear at the top of the intake with additional 
information.  

 
 

 
  

 
 

Deactivate an Intake 
 

You may deactivate (delete) an intake for a participant who never attended your program, or 
whose intake was created in error. However, any participants with attendance cannot be 
deactivated. If attendance was taken in error, you must delete all associated attendance before 
deactivating an intake. 
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Register the Applicant  
 

When you have completed the intake, you can register the applicant by clicking the        icon 
from the intake switchboard and selecting Submit. The system will perform an eligibility check. 

 
 
If the applicant is not eligible for the program, the below notice will appear, detailing the reason 
why the applicant is not eligible. The system will also alert you if required fields were not 
completed. Click on each link to go directly to the field to enter in missing information.  
 

 

After all information is complete, save the intake, click the  and select Submit. If the applicant 
passes the eligibility check and all required fields are completed, the registration stage will 
update to Accepted, and you will see the following message:  
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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 your workscope by 
clicking on          . 

 

 

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
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