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What is a Report? 
Reports are a vital aspect of DYCD Connect, allowing for various areas of data from your 
workscope to be compiled and synthesized into easy to read data tables. These reports 
can be used to better understand various aspects of your program and ways to improve 
upon them. DYCD Program Managers also use reports to better understand how a CBO is 
performing and if what they’re inputting online matches what evaluators see during site 
visits.  

How to Access and Run Reports 
Regardless of its type, all reports can be found in the same place on the DYCD Connect 
site. First, you will need to login into your DYCD Connect account. If you do not already 
have a DYCD Connect account, you need to speak with your DYCD Program Manager.  

After logging in, navigate to the top of the screen to the main blue action bar. On the blue action 
bar at the top of the DYCD Connect page, click the downward arrow next to Main Menu, and a 
small window will appear below it. Click on the “Reports” button.  

You will be brought to a new page that lists all the various reports you can review. 
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To open a report, find the exact one you want and click the name of the report in blue 
text. 

 

A new window should open up, taking you to a page with a series of drop-downs that 
looks similar to the one below. If a new page does not open, your browser will likely have 
a pop-up blocker enabled, and you will need to turn it off to access the report(s) in 
question. 

 

While some reports will have different parameters, most will ask you to provide some 
basic information about your site and the time period of the report. These include: 

− Fiscal Year 
− Provider Name 
− Work  Scope 
− Program Site 
− Program Area 
− Period 
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All parameters must be filled in before you can find the correct report. Once the data has 
been entered, press the “View Report” button the right-hand side of the page. After a 
few moments, the report should appear below the drop-down menus. 

 

Reports for General Users 
DYCD Connect Reports section has a variety of different reports that can be created 
directly from your workscope. Some of these are specific to RHY, while others are 
general reports used by different program areas. Please find below a few examples of 
the different general reports you can look at on DYCD Connect. 

Official Enrollment Report: displays enrollment data based on various factors, 
mainly workscope, provider, program type, and program site. Provides data for how 
many slots are available for each workscope, how many participants are actually 
enrolled, and how many need to be enrolled in order to meet Program Requirements. 

 

Participant 
Medical and 
Emergency 
Contact 
Information: 
displays a complete list 
of all participants at a 
program site, their 
medical needs, and 
who is allowed to pick up participants from programs. 

 

Workscope Report: displays a detailed summary of your workscope, including 
contract information, the staffing plan, and the Program Design Questions and Answers. 
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Reports for RHY: Drop-In Shelter Users 
RHY Drop-In 
Outreach Program 
Data Report: 
 
This report provides a 
summary of the number of 
Outreach Events held 
during a given period, 
along with the total 
number of attendees to 
that outreach, and those 
numbers can be broken 
down further by Borough. 
 
 
 

RHY Drop-In Program Data Report 
This is a comprehensive report that covers a wide variety of metadata that has been 
entered into the RHY workscope and provides totals and averages of attendees across a 
given period. 
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RHY Safe Harbor CSEC Report 
This report provides either a summary or a detailed analysis of Safe Harbor numbers per 
quarter and in total. The information is broken down further into the different gender 
identifies served, those identifying as transgender, and mental health referrals. 

 

 

How to Navigate a Report 
Every report has the same action bar that appears beneath the drop-down menus 
where you input your report parameters. This bar provides a variety of ways to interact 
with your newly created report. 

 

1. This section allows you to navigate between the different pages of your report easily.  
2. This section allows you to refresh your report.  
3. This section takes you back to the "parent report." This is for reports that have more 

focused sub-reports and allows for more straightforward navigation in between 
them. 

4. This section allows you to change the view of the report. 
5. This section allows you to export your report to a variety of different offline 

programs.  
6. This section allows you to print out your report.  
7. This section allows you to search for words and phrases throughout your report and 

directly takes you to them.   
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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.  
 

  
 

 

https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
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