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Key Terms

Roles: Your DYCD Connect account role determines how much data you have
access to and the tasks you may undertake. The level of your account
role, within the three-tier hierarchy, is set by your CBO during account
creation. (See definitions below and screenshot labeled ‘Breakdown
of Team Member Access’ further down).

Application:
PTSIEMS o v
I Hover here for

Roles: & more info J

CBO Admin
CBO Case User

CBO Program Director

Only one role can be selected for CRM application

NOTE: To modify the role of an existing account holder, a Technical
Assistance Help Request must be submitted through the DYCD
Connect Help Center.

CBO Case User: Denotes a low-level user, someone typically tasked with data entry.
Case Users can edit workscopes but cannot submit them. Nor can they
submit an “unlock request” or access evaluations or action plans.

CBO Program Director: Denotes a mid-level user, who performs all basic functions within
DYCD Connect. The CBO Program Director user role is not necessarily
undertaken by the On-Site Program Director, and there may be
multiple Program Director users with access to the same contract in
PTS.

CBO Provider Admin: Denotes a high-level user with authority to perform all functions
designated for CBOs within DYCD Connect. The person in this role
manages access to workscopes and evaluations for all users within the
CBO. CBO Provider Admin level users have to be approved by DYCD.
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Who are Team Members?

Team Members are staff with a DYCD Connect account who have been given access to a specific
workscope by a CBO Provider Admin user within the provider organization. Users can only perform
actions within their designated Role. You can find a list of all Team Members in your workscope by
navigating to General>Team Members.

How do | Add or Remove Team Members?

It is primarily the responsibility of CBO Provider Admin-level users to manage which agency staff
access DYCD Connect.

Step 1: After logging in to PTS/EMS, click the down arrow next to ‘Main Menu’ at the top. Click
‘My Profile’ followed by the name or your CBO on the following page.

Dapartmant of .
Youth & Community m hain kMenc Iy Profile

Dovelopmant | CONNECT

TRining

@ Intake Evaluations Contacts

E Incident Reports ﬂ ity Profile

You can also go direct to the provider page from the header of your workscope.

Click on your Provider Name from a page Header to
quickly navigate to the Provider Portal

—
o

100020-COMPASS Elementary-7/1/2017-8/31/2017 Development Center Ps. g 7/1/2017 - 8/31/2017
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PROVIDER g

Step 2: A new page with information about your CBO and its DYCD Active
contracts will open. Using the left-hand switchboard, click “USERS” [ GENERAL
to find the ‘Provider Users’ table. This contains the full list of B CONTACTS

names of all users registered by your CBO. i
E PROGRAM SITES

O DYCD CONTRACTS

Step 3: Click the name of the user whose access you wish to |
modify. [#osms

BB Provider Users

Full Name ~  Email Roles

4

DYCD ProviderAdmin0l___{ Click on the name of an user Ir Admin

to view their profile page
DYCD ProviderAdmin02 r Admin

Step 4: Click “Save” to complete your changes. If you want to grant or remove access to an
evaluation, go to ‘Evaluation Access’ and follow the same steps.

Ve N
Development Center | Utilize the search bar to narrow your results. You
| can search by any criteria shown in the list below. |
BB Provider Users & Provider Program Director 16 X __ — -
—
& Provider Program Director 16 B sAve | | Q Q X
Provider Program Directo
 ar— .
Workscope Status Program Site Program Type Period Type Start Date ~ End Date
Ld 126019-COMPASS Elementary-9/1/2017-6/30/2018 Released Recreation Center COMPASS Elementary School Year 9/1/2017 6/30/2018
¥ | 142116-COMPASS Middle School-9/1/2017-6/30/2018 Submitted lafayette 5t COMPASS Middle School  School Year 9/1/2017 6/30/2018
124104A-COMPASS Elementary-7/1/2018-8/31/2018 Released Juvenile Center COMPASS Elementary Summer Year 7/1/2018 8/31/2018
rd 126019-COMPASS Elementary-7/1/2017-8/31/2017 Released Recreation Center COMPASS Elementary Summer Year 7172017 8/31/2017
Ld 142116-COMPASS Middle School-7/1/2017-8/31/2017 Released lafayette St COMPASS Middle School Summer Year 7/1/2017 8/31/2017
& -
W Check and uncheck the boxes next to each
1-100f} workscope to assign orremove access for this user | n .
- Yy [

NOTE: Staff assigned the role of Case User cannot view evaluations or action plans and cannot be
granted access to evaluations. To change a user’s account role, you must contact the DYCD
Connect Help Center.
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https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter

Breakdown of Team Member Access

Ability to ‘Complete’ a task refers to preparation of a document online. In many cases, any user,
regardless of level, may do this. However, only higher- level users can ‘Submit’ the completed
document. This is to ensure that a staff member in an appropriately senior position reviews and
approves the document prior to its submission to DYCD.

DYCD Connect Tasks

Worksc Evaluation
Modifications Access

. * Assign Users Access to
Provider o All Listed Below Workscopes ¢ Submit Corrective
Admin * Assign Users Access to Action Plans (CAP)

Evaluations

=

> * Recei i = -

o %cewe em;'l ¢ View CBO Evaluations
. 1 tificati -

p Provider noEl‘T;ﬁ:z::i];;;r + Submit Workscope ¢ Complete CAP Reponses
%] Program . : ¢ Submit Unlock + Complete & Submit
3] ) + Receive email R ; ; :
SPREERIY  notifications for CAP equests S“ateg“z é*"“.;m Lo

Updates

¢ Weekly Attendance

g Entry y i
Provider ) * Complete Workscope in * Create, Modify &

Case ¢ Participant Intakes, Draft Stage Ea—
User Enrollment & Updates + Complete Unlock Incident Reports
¢ Update Staffing Requests
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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.

Vo & Comemity D¥YCD Main Menu ~  Dashboards
D= grart CONNECGT -

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

DYCD RESOURCE CENTER OYCD HELP GENTER
DYCD Connectis the main resource center to ‘
elp organizations communicate and
oordinate with the communities they serve
& et new & et aw
( /¢ DYCD WEBSITE
View DY w " o = e
B wganicat
CB CAPACITY BUILDING
e i : o 8 wogrem eve . 8B pogremhype

1 o 4 DYCD emspioyes

Setect I you need oper ationsl or techric ol hely

@ HELP CENTER NEED TECHNICAL NEED OPERATIONAL
w? Send a me 7:.' ASS!STANCE? ASS'STA?\CE”‘

s theough t
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https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
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