
PTS Referral Guide 

RHY Master Trainers 



Goals

• How to find your 
Workscope.

• How create a referral.

• How to accept a referral. 



Now we will review the steps needed to 
create a referral. 



How to find your Workscope
When you log in to DYCD Connect you will see the MAIN MENU downward facing arrow. 

Please click on that arrow.



How to find your Workscope
Once you have clicked on the downward facing arrow, please select WORKSCOPES. 



How to find your Workscope
Once you are in the WORKSCOPE section, please select YOUR WORKSCOPE. Please note that 

your organization may have multiple WORKSCOPE’s. Please ensure you are working from 
the correct WORKSCOPE. Your WORKSCOPE will have your CONTRACT NUMBER and the 

PROGRAM TYPE in the WORKSCOPE NAME. 



How to find your Workscope

Once you are in the WORKSCOPE, please select the PARTICIPATION SECTION. Once you are 
in the Participation section you can now click on INTAKE (RED ARROW). This will take you to 

your ENROLLED and DE-ENROLLED participants. 

How to find your Workscope



How to find your Workscope

Once you are in the INTAKE SECTION, please select on your PARTICIPANT. 

How to find your Workscope



How to find your Workscope

Once you select your participant you can click on the REFERRAL SECTION. 

How to create a REFERRAL 



How to find your Workscope

Once you are in the REFERRALS  SECTION, please select +NEW.

How to create a REFERRAL



How to find your Workscope

Once you are in the NEW REFERRAL section, please complete the areas with the RED ASTRIX. You 
can also add gender and borough (RED ARROW) to narrow your referral options. Once you have 

completed that information please save (BLUE ARROW) your information. 

How to create a REFERRAL



How to find your Workscope

Please select the PROGRAM TYPE (Crisis or TIL). After you select the program type you must click
on SEARCH (RED ARROW). Once you click on SEARCH, the programs with available beds will 

populate. Please select the programs you would like to refer the participant to (BLUE ARROW). 

How to create a REFERRAL



How to find your Workscope

Please click on the save option. Once you have saved the referral, please select submit (RED 
ARROW).

How to create REFERRAL



How to find your Workscope

You will then be prompted to submit the referral. Please select OK. Once you select OK, 
your REFERRAL will be processed. 

How to complete a REFERRAL



Now we will review the steps needed to 
accept a referral. Please follow the steps 

from slides 4-7. 



How to find your Workscope

Once you are in the INTAKE SECTION, please select on REFERRALS RECEIVED. 

How to ACCEPT A REFERRAL



How to find your Workscope

Once you are in the REFERRALS RECEIVED section please click on the REFRESH icon on the 
bottom right of the screen. You can then search for the referral (RED ARROW) or scroll through 

the pages manually.

How to ACCEPT A REFERRAL



How to find your Workscope

Once you are in the pop out screen, please either ACCEPT or DECLINE the referral. 

How to ACCEPT A REFERRAL



Thank you for reviewing the guide on 
REFERRALS. If you encounter any issues 

please contact:

Leo Arias at 
learias@dycd.nyc.gov

Marcus Shephard at
mshepard@dycd.nyc.gov

Gian Peralta at
GPeralta@dycd.nyc.gov

Thank you. 
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