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Key Terms 
 

Individual Service Strategy:    An agreed upon plan of action between a WIOA Program and the 

Applicant that allows the program to map out the steps required for 

success. Each service strategy must be unique to the applicant’s 

education and career-related goals. 

 

Participant Stage:  Corresponds to the different stages of participant enrollment (e.g. 

intake, accepted, exited, etc.) 

 

Participant Status:  Provides additional information about the participant’s status in 

your program (e.g. enrolled, follow-up, rollover, etc.) 

 

Slot Type: Indicates how the participant will be funded by your DYCD budget 

 

Student Type / Subtype:  Used to indicate whether or not the WIOA applicant is currently in 

school, and provide additional information (e.g. attending 

alternative school, dropout, etc.) 

 

WIOA Family:  Includes all people related by blood marriage or decree of court. 

Examples include the WIOA applicant and their parents, legal 

guardians, spouses, child/children, siblings 26 and younger, etc. 

 

WIOA Youth Barrier:  Identified barriers that prevent a WIOA applicant from entering the 

workforce or completing an educational program. Applicants must 

have at least one barrier to qualify for the WIOA program. 
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What is Intake? 
Intake refers to the process for collecting information to support a determination of eligibility for 

your program. This user guide will assist DYCD Connect users in registering Summer Youth 

Employment Program (SYEP) participants to their workscopes after an applicant has submitted an 

application via the Youth Employment Portal.  

 

Depending on your program type, your program will either directly recruit program participants, or 

process participants selected automatically as part of a weekly lottery. Regardless of the selection 

method, applicants must then submit additional documents and forms in order to verify their 

eligibility to your SYEP program. 

 

              

The Intake Section 
Prospective SYEP participants may submit an application to your 

program online via the Workforce Online Portal, or submit a paper 

copy. Online applicants may submit their application at the 

following link (insert link). Applicants may review the Workforce 

Online Portal user guide for instructions on completing the 

application.  

 

Online applications submitted through the Portal will be directly 

imported into your workscope in the Participant Tracking System.  

Navigating to Workforce Applications 

To review online applications, navigate to your current workscope 

in the Participant Tracking System. Locate the Participation section 

of the Workscope Switchboard and click on Online Applications. A list of participants who have 

SYEP applicant submits an application via Workforce Portal

Your program reviews application. Applicants are selected either by 
your program or via lottery  

Selected applicants must return to Workforce Portal to complete & 
submit required documents and forms

Your program & DYCD review submitted documents and approves 
qualified applicants

https://www.youtube.com/watch?v=b_C1Be-DSZk
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submitted an online application. Their intakes may exist in different Stages based on the status of 

the intake form. 

 Intake: The participant is not yet enrolled to your program 

o Submitted status – The participant has submitted an online application to your site that 

is pending review. 

o Selected status – The participant has either been manually selected by your program, or 

selected via the lottery. Additional documents are required to finalize the intake. 

 Accepted: The participant is enrolled to your program 

 Exited: The participant is de-enrolled from your program. 

 

After an applicant has submitted an online application to your site, their name will appear in the 

Online Applications table. Click on a participant’s name in blue text to open the completed 

application. A new window will pop-up, navigating you to the Registration Information section of 

the intake form. 

 

 

Key Buttons 

Click on this button to search for a participant’s name or keyword 

Click on any of the column headers to organize your list of intakes in 

alphabetical or chronological order. Click again to organize in reverse order 
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Intake Navigation and Sections  

In the new window, you will notice the Intake Switchboard on the left side of the page. You will 

use the switchboard to navigate through each intake section. Most fields have a padlock icon next 

to them. These fields are either pre-generated by the system or imported from the online 

application. 

 

Registration Information  

Most of the information on this page will already be completed based on responses provided by 

the applicant. There are two fields your program may edit: 

 Form Completed By: Who submitted the 

application via the Workforce Online Portal (i.e. 

the applicant, parent/guardian, etc.) 

 Date Application Received: The day the 

application was submitted via the Workforce 

Online Portal  
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 Enrollment Start Date: The first day of SYEP services the applicant will attend if accepted. 

 Slot Type: Indicates how the applicant will be funded by your DYCD budget. Click on the 

“Magnifying Glass” and select one of the available options.  

 

Participant Information  

This section includes demographic information for the applicant (including Race(s) and Ethnicity), 

and at least one address. Scroll down to see additional questions regarding the participant’s 

Gender Identity and Incoming Referral Source.  
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Social Security Verification 

All applicants must have a verified Social Security Number before they can be enrolled to your 

program. The number entered by applicants is hidden to protect their Personal Identifiable 

Information. All Social Security Numbers are verified against the Social Security Administration 

database. This is typically an overnight process.  

Once verified, the box next to SSN Verified will be checked off, and the Status Description will 

update to “Verified.” If there is an issue with the verification, the Status Description will update 

accordingly.   

 

Address 

All SYEP applicants must reside at a valid address within New York City. You may review the address 

entered by clicking on the address in blue text.  An overlay will appear on your screen, showing the 

address and confirming if it is a valid address. Scroll down to view additional information about the 

address, such as the City Council and Community District in which the participant resides.  
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NOTE: If the applicant resides at multiple addresses, the first address will be considered the 

primary address  

 

Incoming Referral Source 

This field provides the applicant’s Incoming Referral Source(s), indicating how they were referred 

to the SYEP program. 
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Contact Information 

All applicants must have a contact method and at least one Emergency Contact.  The applicant’s 

contact information should include their preferred method of contact, which may include phone 

numbers and an email address. Note that if the applicant has requested to receive alerts via text 

message, a cell phone number is required. 

 

The Parent/Emergency Contact table will indicate one or more parent/emergency contacts. 

Similar to the Address field, the first contact is considered the Primary Contact. Click on the 

contact’s name to see additional information about the individual. 

 

 

Education/Work Status  

Depending on your program type, participants must meet certain eligibility criteria captured on the 

Education/Work Status page. Make sure that the Student Type and Current/Last Grade fields align 

with the population your program serves.  

This section also provides information about the applicant’s current work status, whether or not 

they have prior paid/volunteer experience, and at least one career goal indicating the types of 

careers the applicant is interested in pursuing. In addition, the applicant will provide their most 

recent grade point average, and if applicable, indicate the start/end date of their summer break. 
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The Applicants career occupational skills field indicates one or more skills that applicant holds 

(e.g. Customer Service, Social Media, etc.). 

 

If the applicant is a full-time student, you must enter their School Information by clicking on the 

“+” icon.   

                             

 

 

An overlay will then appear where you may search for or provide information about the school the 

applicant attends. 
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Selective Service 

SYEP regulations require that all person born male register for the US Selective Service to remain 

eligible for the program once they reach 18 years of age. All Selective Service questions require a 

response.  The system will automatically de-enroll (“exit”) participants who do not register for US 

Selective service 90 days after their 18th birthday.  
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Household Information  

Here you may review information about the applicant household and income information. You will 

be required to indicate at least one Source of Household Income for the applicant. If the applicant 

wishes not to disclose this information, you may also select “Decline to Answer”. 

 

 
 

Banking Information 

This page indicates if the applicant has a bank account, and/or is interested in direct deposit or 

opening a bank account. 
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Health Information 

This page includes the applicant’s response to the required Health Insurance Status question.  

 

Consents 

Consents must be completed for all applicants. Please note that consents may vary by program 

type. Consent to Participate / Verification of Information Provided must be granted in order to 

submit the intake. For all other consents, a response of ‘yes’ or ‘no’ must be entered.   
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Eligibility Review 
In addition, you will need to generate the participant’s Eligibility Rules. Each generated eligibility 

item requires a supporting document. You will upload documents securely via the docUP Secure 

Document Upload app. Please review the Eligibility User Guide for a detailed summary of 

eligibility rules. 

NOTE: The Documents section of the intake form should only be used for non-secure documents, 

such as proof of goal achievements. 

 

Participant Eligibility 

Providers are required to select the type of source/proof documents uploaded via for each data 

element used to deem an Applicant eligible. 

 

 

In Document Type, click on the “Magnifying Glass” to see a list of eligible documents. You may 

need to click on “Look Up More Records” to see the full list. The documents in PTS must match 

those uploaded via the docUP Secure Document Upload app. Make sure to click on “SAVE” after 

selecting a document type and checking off the “Document Uploaded” box. 
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Barriers & Low-Income Criteria 

Repeat the steps from the Participant Eligibility section to generate the Barriers and Low-Income 

Criteria in the respective sections, making sure to upload a document verifying each data element. 
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DYCD Review 

If the intake is rejected for any reason, you may find rejection notes from DYCD here, as well as 

due dates to make corrections and resubmit the intake. The summary of rejection reasons will 

appear in most recent order. Summary of the Social Security Number Override will also appear in 

this section.  

 
 

Reviewing + Submitting the Intake 
Once you have reviewed all sections of the intake form, make sure to click on “SAVE" in the Intake 

Menu Bar. You must wait for eligibility documents to be approved by DYCD before you can submit 

the intake for approval. There are several options to review and submit the intake form.  
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Add to Waitlist 

If you would like to add the applicant to the waitlist, you can do so at any time by clicking the 

“Three Dots Icon” from the intake switchboard and selecting “Add to Waitlist.” To add an applicant 

to the waitlist, a first name, last name, date of birth, and an address must be provided. 

 

 

 

 

  

You will notice the Registration stage list on the intake switchboard update from ‘Intake’ to ‘Wait 

list’. To remove the applicant from the wait list click the “Three Dots Icon” and select “Remove 

from Waitlist”. To register the applicant, follow the steps in the next section.   

 

Check Eligibility 
 

At any point during the intake process, you can check if the applicant is eligible based on 

information entered. From the intake switchboard, click the “Three Dots Icon” and “Check 

Eligibility”.  

 If the applicant is eligible for the program 

based on information entered, you will see 

the following:  

 

 If the applicant is not eligible based on the 

information entered, or if you are missing 

information related to the eligibility 

criteria, you will see the following message:   
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Additionally, a validation summary will appear at the top of the intake with additional information.  

 

            Example Validation Summary                                              Example Validation Summary 
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DYCD Connect Help Center 
If you have questions or concerns, please submit a help request to the DYCD Connect Help 

Center. You may reach the Help Center direct from the banner at the top of DYCD Connect by 

clicking on the question mark, as shown below. 

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

 

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

