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Key Terms 
What is the Workscope? 

Workscope:  an entity on DYCD Connect used to store data specific to a DYCD program that  

   takes place throughout a program period 

 

Switchboard:  a navigation panel that enables you to navigate between sections of an  

   entity that contains various types of data 

How do you Bring Your Workscope to Compliance? 

Validation:  the minimum requirements that must be met to submit a workscope 
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Purpose of this Guide 
This guide is designed to assist Office of Neighborhood Safety programs in submitting their 

workscopes on DYCD Connect.  

What is the Workscope? 
The workscope stores your program’s plan to achieve programmatic success for a specific period 

of time.  It includes detailed information regarding programmatic goals and staffing at your 

program, as well as information used for public advertisement. This data must be added to the 

workscope during the workscope development phase of the program year to bring it to 

compliance before you can submit it for review to DYCD.  

Workscope Stages 

The workscope transitions through multiple stages before it is “Approved.” Initially, your 

organization will receive the workscope in the “Released” stage. During this stage, your program 

must complete data entry in several workscope sections, and then submit the workscope to DYCD 

for review. DYCD will send an email to the key points of contact for your program when the 

workscope is released for your program to complete. 

 

  
 

After submission, DYCD will review the workscope and change the status to “Rejected” or 

“Approved.” The workscope should be approved before on-site programming begins for the 

program year.  
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Navigating to Your Workscope 
You may log into the DYCD Connect PTS System by using your DYCD Connect account on the DYCD 

Connect Homepage.  

 

 
 

Upon logging into PTS, the first screen you should see is the ‘DYCD Announcements’ page. This 

dashboard provides important news and reminders from DYCD. 

 

 
 

You may access your released workscope by 

navigating to the “ONS PTS Dashboard” in 

PTS/EMS.  

1. Click on the arrow next to the title of the 

dashboard at the top-left of the page. 

 

2. Click on “ONS PTS Dashboard” from the 

drop-down options.  

 

 

 

https://www.dycdconnect.nyc/
https://www.dycdconnect.nyc/


  6 

3. Select your program type and the current Financial (Fiscal) Year. 

4. The WORKSCOPES table will display a chart of assigned workscopes and their current Stage. 

Click on the column above a workscope Stage to see all associated workscopes.  

 

 
 

5. In the overlay, select a workscope to navigate to your program’s Basic Information page.  

 

 
 

Note: If your workscope does not appear in the list, contact a Provider Admin at your CBO 

for assistance. Additional information is available in the User Access Guide.       

https://www.dycdconnect.nyc/Home/Docs
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The Workscope Switchboard  

Upon opening the workscope, you will see a navigation panel 

on the left side of your screen. This is called the workscope 

switchboard. It will help you navigate through the various 

sections of the workscope.  

 

 

 

 

 

 

 
 

How do you Bring Your Workscope to Compliance? 
When the workscope is released, providers must complete 

data entry to bring it up to compliance. The compliance 

standards can be seen by clicking on the “Three Dots Icon” at 

the top right on the workscope switchboard and then clicking 

“Check Validation”. This will prompt the system to scan the 

workscope and provide a Validation Summary if any 

validations have not been met.  

 

 
 

Office of Neighborhood Safety programs must complete data entry in the Program Design, Public 

Profile and Staffing sections of the workscope to bring it to compliance and then submit it for 

review. Additionally, one Partnership must be added for Cure Violence programs only.  
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Completing the General Section 
In the General section of your workscope, you must complete the 

following sub-sections: 

 

1) Program Design  

2) Partnerships (Cure Violence Only) 

 

Other sub-sections, such as Basic Information and Program 

Compliance, provide additional information about your workscope. 

The Workscope History section holds Workscope Rejection Notes if 

your workscope is rejected after submission.  

 

Program Design 

The Program Design section contains questions regarding your programs’ services and strategies 

for success. Click on each field to type a response and then click “SAVE” at the top right of the 

page to save your answers. 

 

 

Partnerships (Hospital Responders Only) 

The partnerships section of the workscope allows you to list the various types of partners that 

your organization collaborates with the provide programming. Partners may be from within or 

outside of the DYCD network.  
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Adding a New Partnership from Outside of DYCD Network 

Step 1: From General, click on Partnerships and then click “+NEW” at the top right of the table. 

 

 

Step 2: Click on the ‘Partnership’ field and select 

from the dropdown options. Then, type a 

Partner Name and a brief partner description.  

 

Step 3: Add the Type of Service and Partner Type by clicking on the magnifying glass icon and 

selecting from the dropdown options. If you do not see an appropriate option, then you may click 

on “Look Up More Records” to see the complete list of options.  

Step 3*: Select an option from the pop-up table by clicking to the left of its name, then click add at 

the bottom of the page. 
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Step 4: Review the data entered and then click “SAVE & CLOSE” to create the partnership. 

 
Your new partnership will appear on the table after clicking on the refresh icon at the bottom right 

of the Partnerships sub-section. 

 

Adding a New Partnership from Within the DYCD Network 

Step 1: Complete steps 1-3 as shown above in Adding a New Partnership from Outside of DYCD 

Network and click “SAVE” at the top left of the page to load the DYCD Network table. 

Step 2: Find the partner using the search bar and select a partner by clicking on the check boxes 

on the left of the Provider column. Then, click “SAVE” at the top right of the DYCD Network table.  

 

 



  11 

Step 3: Confirm the save on the pop-up window.  

  

 Step 4: Click “SAVE & CLOSE” at the top left of the page to create the partnership. 

 
Your new partnership will appear on the table after clicking on the refresh icon at the bottom right 

of the Partnerships sub-section. 
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Completing the Public Profile Section 
The Public Profile section collects information that may be shared with 

the public when searching for your program via discoverDYCD.  

Public Info 

Click through the fields to type in responses or select from drop-down options. Then, click “SAVE” 

at the top left of the page to store your responses.  

 

 

 

 

 

https://discoverdycd.dycdconnect.nyc/home
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Operating Hours 

The Operating Hours section of the workscope records your programs 

hours of operation. 

 

Step 1: From the Operating Hours section, click on “Open” to add hours 

for a program site.  

 

Step 2: Mark the days of the week your program is open. Then, add From and To times to indicate 

when your program is open. Click “SAVE” to store your data entry.  
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Completing the Staffing Section 
The Staffing section of the workscope holds information related to your 

program staff and key contacts for the program site.   

Staffing Plan  

The staffing plan stores information about the program staff at your site. Information about the 

individuals listed should mirror the budget submitted in PASSPort, the city’s procurement 

platform. Required personnel are listed in the Program Compliance section of your workscope on 

the Staffing Requirements table.  

 

You may also add additional staff that are not required or listed on the budget (e.g. volunteers or 

staff not paid through your DYCD Budget). To complete this section of the workscope, providers 

will first add titles to the staffing plan and then list a contact for the position. 

Adding a Title to Your Staffing Plan 

Step 1: From Staffing, click on the Staffing Plan sub-section and then “NEW” at the top right of the 

Staffing Plan table.  
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Step 2: Click the ‘Title’ field, then the magnifying glass icon to view options. Select a title or click 

'Look Up More Records' to see the full list. In the popup, select your title and click "Add" at the 

bottom. 

    

Step 3: Complete data entry on the remaining fields and click “SAVE” at the top left of the page. 

Be sure that the data matches your submissions on PASSPort. 

 

Step 4: After saving, the Associated Provider Contacts table will appear. Click “+ADD/REMOVE” to 

add a contact for the position. 

 



  16 

Step 5: Select all contacts to be associated to the role and click “SAVE”. If your contact does not 

appear on the table, click “+NEW” and proceed from Step 2 of adding a new contact. 

 

Contacts 

The contacts section should contain an up-to-date email address and phone number for the key 

contacts for the program site. DYCD may reach out to these contacts to discuss any issues that 

may arise throughout the program year.  

 

Step 1: From Staffing, click on the Contacts sub-section and then “ADD/REMOVE” at the top right 

of the Associated Provider Contacts table.  
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Step 2: Check the names of the contacts that you would like to list as key contact for the 

workscope and then click “SAVE”. 

 

Adding New Contacts to your Organization’s Contact List 

ONS providers can add new contacts by clicking “+NEW” in any of the staffing sections. This 

section will describe how to add a staff member using the blue navigation bar in DYCD Connect. 

The data entry process is the same after clicking any “+NEW” button. 

 

Step 1: From Navigation Bar, click on the arrow next to “Main Menu” and then click on “Provider 

Contacts”. 
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Step 2: Click on “+NEW” at the top left of the page to add a new contact.  

 

 

Step 3: Click the ‘Title’ field, then the magnifying glass 

icon to view options. Select a title or click 'Look Up More 

Records' to see the full list.  

 

 

 

 

 

 

Step 3*: If you chose to “Look Up More Records”, then click to the left of a title & click “Add”. 
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Step 4: Complete data entry for the mandatory fields (noted with red stars) and click “SAVE” at 

the top left of the page to unlock the fields for the remainder the page.  

 
Note: To list a contact in the Contacts section, contacts must have a phone number and email 

listed. 

Step 5: Complete the remaining fields by selecting from the drop-down options and save. 

 

Opt into DYCD Communications 

Staff can also select the types of communications they would like to receive from DYCD and its 

partners. To receive communication, a valid email address must be entered. 
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Note: Certain staff will be included on communication regardless of selections made. For example, 

performance letters will always be sent to the Executive Director, Fiscal Officer, and On-Site 

Program Director.   

Entering Staff Clearances (Optional) 

 
For any staff working directly with young people, clearances may be listed on DYCD Connect. 

These clearances are updated to reflect the most recent municipal policies. When a new staff 

person is hired, you may document the date the clearances were submitted, and update once the 

clearance is received. 

How do you Submit the Workscope? 
After completing the General, Public Info and Staffing sections of the workscope you may proceed 

to submit the workscope.  

 

At the top right of workscope switchboard, click on the “Three 

dots icon” and then on “Submit For Review”. Confirm on the 

pop-up window and your workscope will be submitted to 

DYCD for review. 

 

 

 

A successful submission will be indicated by the workscope stage 

updating to display "Submitted". 
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What if your Workscope is Rejected? 

If your workscope is returned to you in the rejected stage, then it typically means that you must 

make a few changes to the workscope before it can be approved.  

 

Click on Stage of the workscope at the top of the workscope 

switchboard and you will be brought to the Workscope 

History section.  

 

Once here, double click on a row to review the rejection notes, make the necessary changes on 

your workscope, and then submit the workscope again.  
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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.  

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

  

 

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

