
PTS Workscope Guide 

RHY Master Trainers 



Goals

• Workscope Review

• How to find your 
Workscope.

• Workscope sections 
requiring information. 

• How to validate your 
Workscope.

• How to submit your 
Workscope.



Now we will review how to find your 
Workscope and which Workscope 

sections must be completed by the 
Provider Admin prior to Workscope 

approval.



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. 



Workscope section requiring information
In the GENERAL section of the Workscope you can find the PROGRAM DESIGN section. 

Please enter basic information about the services your program provides. 



Workscope section requiring information
In the STAFFING section of the Workscope you can find the STAFFING PLAN. This section is 

reserved for the staff lines submitted on your budget in HHS Accelerator. Only complete the 
mandated fields.



Workscope section requiring information

In the STAFFING section of the Workscope you can find the CONTACTS section. Please 
include Executive Director, Fiscal Officer, Program Directors, Managers/Supervisors. Only 

complete the mandated fields. 



Now we will review the steps taken 
before submitting a Workscope.



Once you complete the PROGRAM DESIGN, STAFFING PLAN, and CONTACTS, you can check the validation of the Workscope by 
clicking the 3 dots located on the top left of the Workscope and selecting CHECK VALIDATION. If you have completed the needed
sections your Workscope will pass validation. If you do not pass validation, you must go back and complete the mandatory area

missing information. Once you complete the information, save and repeat the CHECK VALIDATION steps. 

Workscope Validation



Now we will review the steps taken 
to submit a Workscope.



Once the Workscope has passed the VALIDATION CHECK, you can submit the Workscope by clicking the 3 dots located on the top 
left of the Workscope and selecting SUBMIT FOR REVIEW. The previous step will initiate a pop up asking “Do you want to send 

this for review”. Please complete the submission by selecting OK.

Workscope Submission



Once you submit your Workcope DYCD 
will review and approve, or return your 
Workscope for editing. If the Workscope 
is returned for editing, please follow the 

steps outlined in slides  7-13. 



Thank you for reviewing the Workscope 
submission process. If you encounter any

issues please contact Leo Arias at 
learias@dycd.nyc.gov

646-343-6457

Thank you. 

mailto:learias@dycd.nyc.gov

