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Key Terms 
 

Daily (Duplicated):  refers to the count of walk-ins, this number may include duplicates 

throughout the week 

Monthly (Unduplicated): refers to the monthly total count of unique walk-ins to a site 
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Navigating to Your Workscope 
You may log onto the Participant Tracking System (PTS) using your DYCD Connect account from 

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 ‘CBO Dashboard’ in PTS/EMS. 

1. Click on arrow next to the title of the dashboard at the top left of the page. 

2. Click on ‘CBO Dashboard’ from the drop-down options.  

3. Click on the Workscope Name to open your workscope. 

 

NOTE: If your workscope does not appear in the list, make sure you have been assigned access by 

a Provider Admin at your CBO. Additional information is available in the User Access Guide. 

 

 

 

https://www.dycdconnect.nyc/Home/DownloadDocumentById?id=5ae1f8588a64421210e4e18d&fileName=userAccesstoDYCDConnectApril2018.pdf
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Completing your Daily Drop-Ins Data Entry 
 

In the Participant Tracking System, the Events section is used 

to capture your daily drop-in services.  

 

 

How do you Add Daily Drop-Ins? 

Step 1: Navigate through Scheduling>Events and click “+NEW” to navigate to the New Event page. 

 

Step 2: From the Event Type field, select “Drop In Services” from the drop-down options. 
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Step 3: Click on Reporting Type and select which data you are entering in, Daily or Monthly.  

 

Step 4: Click to type in data on the remaining fields.  
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Step 5: After entering the date in step 4, the attendance table will appear at the bottom of the 

page. Click “+” to add attendance numbers for daytime or nighttime drop ins.  

 

Step 6: Select the appropriate attendance category and add your number attending. Then, click 

“SAVE & CLOSE” at the top of the page. 

 

Step 7: After completing all data entry, click “SAVE & CLOSE” at the top of the page.  
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DYCD Connect Help Center 
If you have any questions or concerns, please submit a ticket or help request to the DYCD Connect 

Help Center. You may navigate to the Help Center directly from the banner at the top of DYCD 

Connect by clicking on the question mark as shown below.

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