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Adding and Maintaining Provider Contacts/Staff 
In DYCD Connect, Providers have a central list of contacts  

After logging in to PTS/EMS, click   Main MenuMy Profile

 
You can also navigate to this page from the header of a workscope or evaluation. 

 



A new page will open, which contains information about your Provider and its contracts with 

DYCD. You will see a navigation pane, known as the ‘Switchboard’ on the left side of the page. 

Click on the Contacts section. You will see a list of Active staff who are associated with your 

CBO.  

 

 

 

 

 

 

 

 

It is important to note that this list should be comprehensive to include all staff who work with 

a DYCD Contract your CBO has. This includes higher level staff, such as your Executive Director 

and Fiscal Officer, as well as site level staff, such as Program Directors and Group Leaders. As 

staff in your CBO complete their workscopes, they will be able to pull from this centralized list 

to document the staff who are working at their site.  

Adding a New Contact 

Click the + icon to add a new staff person. 



Select a Title 

Click on the  icon to display available staff titles. 

Only the first 10 will appear. If you see the title you 

would like to choose, select the title from the list 

by clicking on it. 

 

 

 

 

 

 

 

To select from the full list, 

click on Look Up More 

Records. A new window will 

appear. Scroll through all 

options and use the   

button to navigate through 

multiple pages. Select the 

title by clicking the check 

mark to the left of the text. 

Click Add to make a 

selection. You can also use 

the search bar to narrow 

your results.  

 

 



Enter the First Name, Last Name and Employment Start Date for the staff person. Leave the 

Employment End Date field blank.  

 

If this staff person is a line staff, who works at a program site directly with young people, select 

Yes for Is Line Staff. Otherwise, select No. To complete the rest of the form, click . 

Answer the questions by selecting from the list provided.  

  



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. 

Important 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 

For any staff working directly with young people, clearances are required. All SACC Licensed 

programs must enter OCFS SCR Clearance dates, and DOHMH Fingerprint clearance dates. Any 

program operating in a DOE building must also enter DOE Fingerprint clearance dates.  

 

These clearances can be updated at any time. When a new staff person is hired, document the 

date the clearances were submitted, and update once the clearance is received.  

DYCD Program Managers will review clearance information as part of the Evaluation and 

Monitoring Tool.  

Editing Staff/Contact Information 

Throughout the life of your DYCD Contract, staff will leave, or change roles. To make updates, 

open a staff record, update the information and click . 

For example, if a Multi-Site Supervisor’s phone number changes, updating the phone number 

in the Contacts section will ensure that their contact information is up to date across all 

programs they are associated with.  



Staff Who no Longer Work at your CBO 

When a staff member leaves your CBO, open the staff record and enter the  

Employment End Date.  

Note that if the staff person also has a DYCD Connect account, you will also need to submit a 

ticket via the DYCD Connect Help Center requesting that their user account is deactivated.  

 

DYCD Connect Help Center 

For any other issues or questions, submit a ticket through the  

DYCD Connect Help Center on the DYCD Connect homepage. 

 

 

 

 

 

 

 

 

 

https://dycdapps.dycdconnect.nyc/HelpCenter

