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What is discoverDYCD?  
discoverDYCD is a website that allows the public to search and apply for DYCD-funded services. 

The ability to apply for DYCD services is available as of summer 2019. This user guide walks you 

through how discoverDYCD online applications impact your program, how to find and respond to 

applications received through discoverDYCD in the Participant Tracking System within DYCD 

Connect, as well as DYCD’s expectations of your program regarding participant intake. Providers 

can also use discoverDYCD to help applicants identify and connect to various DYCD-funded 

services. discoverDYCD can be accessed at https://discoverdycd.dycdconnect.nyc/. 

How users submit applications in discoverDYCD 

On the discoverDYCD website, users can search by type of service (e.g. Afterschool program, 

Housing Support, Educational Services, etc.), program location, keyword (including specific 

Provider, program site or DYCD type of program), as well as advanced filter by grade and age.  

To help applicants find a program or service discoverDYCD pulls information from the workscope 

to display basic information about each program. Registrations are linked to a specific workscope 

in PTS, program results are also linked to a workscope. Therefore, your program may appear 

more than once in search results if there are workscopes appearing for different operating 

periods.

  

When a user wants to apply for a program, they must create a login, set up an applicant and 

complete the universal application in discoverDYCD. After the user submits the application, you 

will be able to review it in PTS.  

https://discoverdycd.dycdconnect.nyc/


   

3 
 

DYCD Policy Updates and Reminders 

It is important to note that as part of the discoverDYCD online application release, DYCD is not 

changing your enrollment process. You should continue your internal procedures for screening 

applications that are in line with your contractual requirements. discoverDYCD is an additional 

point of entry for participants seeking services.  

DYCD’s expectations of your program regarding participant intake and online applications are as 

follows:  

✓ All applications must be entered into PTS, regardless of whether an applicant is ultimately 

enrolled in the program. This includes paper applications you receive that may be placed on 

the waitlist, or applicants who attend the program, but may not meet your program’s unique 

enrollment criteria (e.g. requirement to attend a certain number of days or hours before 

being considered “enrolled”).  

o To reduce the administrative burden on Provider staff, we advise you to encourage 

applicants to submit applications via discoverDYCD! 

 

✓ Providers must respond to an application received through discoverDYCD within one week 
(5 business days; excluding DOE holidays) of applicant submission detailing next steps in 
the application process.  
 

✓ Initially, due to legal requirements, discoverDYCD will not collect participant consents. All 
consent forms must be printed and signed by the participant or parent/guardian. A reminder 
that participant consent is revocable and time-limited. Unless otherwise noted, consent 
forms must be distributed and collected annually. 
 

✓ For returning applicants (participants who have previous registrations in your program), if the 
participant does not wish to re-apply via discoverDYCD, the application process is as follows: 

o Create a new intake in PTS for the participant for your new workscope. Most intake 
information will be carried over from the previous application. 

o Print the new intake from PTS by opening the intake form and clicking the 

 button on the top ribbon. This will allow you to export as a PDF file. 
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o Advise returning participant to review the printed form and update information. 
Obtain signature from returning participant on the last page of the intake form:

 
o Make any changes necessary on the new intake form directly in PTS.  
o Obtain new signed and printed consents if necessary.  

▪ Reminder: Unless otherwise noted, consent forms must be distributed and 
collected annually. 

Reviewing Online Applications within PTS 
Your workscope has several new features which will help you review your online applications.  

Workscope Progress Tracker 
When you open your workscope, you will notice the Workscope Progress Tracker in the top right 

corner has a new section called Online Applications Pending Action. This will tell you how many 

applications you have received that still require a response or final decision. 
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New Workscope Section: Online Applications 

The Participation section of your workscope has a new section 

called Online Applications. This section will display all online 

applications you receive. Once the applications are accepted, they 

will go into your general intake pool.  

 

 

Reviewing an online application 

When an application is submitted via discoverDYCD, it will be in Intake-Submitted status. You 

will not see an online application in your workscope until it is submitted. This status, indicates 

the application is completed and submitted for review. Your response is required. To review an 

online application, open the intake as you usually would.  

Basics of Online Applications 

When you open the intake form, you will notice a section at the bottom of the Registration 

Information tab labeled discoverDYCD User. This will show you some basic information about the 

user: 

• Who submitted the application  

• How to get in touch with them  

• The date and time the application was submitted 
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As you go through the rest of the form, you will notice the information collected represents the 

DYCD Universal application, which is a standard set of questions that all DYCD programs collect 

as part of intake. However, each program area can add additional questions they require to 

serve their target audience. These additional questions are not currently collected via 

discoverDYCD, you will need to reach out to the applicant and collect this information if 

necessary. Consents are also not currently collected in discoverDYCD due to legal requirements 

that Providers obtain signed paper copies of all consents. If you plan to accept the applicant into 

your program, you will need to collect these signed consents outside of discoverDYCD.  

Acknowledging Receipt of an Online Application: Pending Status 

Given that you will need to collect additional 

information, you may not be ready to accept or not 

accept a participant within one week, you may initially 

respond to the application by acknowledging receipt 

and letting the applicant know you are reviewing their 

application. In the Intake menu options, you will see 

the Pending Info option. After you click Pending info, 

the status will update to Intake-Pending and you will see the following message:  

 

The user who submitted the application in discoverDYCD will also receive an email informing 

them that their application is being reviewed. 

Checking Eligibility 

If you have a slot available for this applicant, the first 

thing you will want to do is check to see if they are 

eligible for your program. It is important to note that 

while discoverDYCD does display the eligibility rules 

for each type of DYCD program, it does not currently 

prevent a user from submitting an application if they 

are not eligible for a program. This feature will be 
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added in a future enhancement. Due to this fact, you must first check if the participant is eligible 

for your program by clicking the menu bar and selecting check eligibility.  

Note: If your program’s additional intake questions are tied to eligibility requirements, you will 

need to reach out to the applicant to collect additional information before checking the 

eligibility.  

Accepting an Applicant 

If the applicant is eligible, and you would like to 

accept them into your program, you will need to 

complete any remaining mandatory fields and click 

Submit, as you would when completing an intake 

form manually in PTS. This functionality will check 

that all mandatory fields are completed and if the 

applicant is eligible before changing their 

Registration status to Accepted. Upon acceptance 

into the program, the user who submitted the application in discoverDYCD will receive an email 

confirming entry to the program. 

Declining an Applicant 

Applicants who are not selected manually (at the 

discretion of your CBO or DYCD) or systematically (via 

lottery or random selection) to participate in the 

program will be declined from your program. In the 

registration menu options, you will see the Decline 

Participant option. Once you click on decline participant, 

you will see a pop-up notification.  
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Click OK to proceed. You will be 

prompted to enter the reason the 

participant has not been accepted 

into your program. As the pop-up 

states, all information entered 

here will be sent to the applicant 

via email. You must select at least 

one reason, or enter comments. 

You may also select multiple 

reasons.  

DYCD is not changing your 

enrollment process. Continue your 

internal procedures for screening 

applications that are in line with 

your contractual requirements.  

Click OK to submit. You will see the 

status update to Not Accepted. 

 

Adding an Applicant to the Waitlist 

The last option in the registration menu is to add this 

applicant to your program’s waitlist. This means you 

are not accepting this applicant now, but they will be 

added to your waitlist if a slot becomes available for 

them during the operating period. Once you click on 

Add to Waitlist, the status will update to Waitlisted. 

The user who submitted the application in 

discoverDYCD will receive an e-mail about being 

added to the waitlist. If you have questions about waitlist policies, please contact your Program 

Manager. 

Revoked Applications 

You may notice there are some applications in Revoked status. discoverDYCD users have the 

option to revoke an application if it is in submitted, pending or waitlist status. This means the 



   

9 
 

application is no longer in your queue as the applicant has revoked their application from your 

program. No further action is required on your part. 

Public Information Section: Opting into emails about online 
applications 

There is a new section of the workscope called Public Info. This section allows you to enter 

information about your program which will ultimately be displayed in discoverDYCD. This 

information will allow you to display information specific to your program and showcase what 

sets your program apart. This section is unlocked at all times, so you should keep it up-to-date.  

 

You will also see a question asking if you want to receive email notifications when new online 

applications are submitted. If you check this, you will see a field to enter the email address 

where you will receive these notifications. This can be a single person’s email address, or a 

shared inbox which multiple staff members have access.  

If you do not check this box, you will not receive any email notifications regarding online 

applications. If you check the box and fill in a valid email address, you will receive an email 

everyday that new online applications are received for your program. You will not receive an 

email for every single application, but instead it will be a summary email of what was submitted 

that day.   
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DYCD Connect Help Center 

If you have any issues or questions when working with online applications in PTS, please 

submit a ticket through the DYCD Connect Help Center on the DYCD Connect homepage.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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

