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How Do I Access Workforce Online? 
The Workforce Online Portal can be accessed via this link (). You will initially arrive on a page 

providing a brief summary of the DYCD Youth Employment Programs. To complete your Worksite 

Application, you will need to sign up for a new account via this button “Create Account”. This is also 

where you can sign in if you already have an account. 

 

If you’re looking to log in, you can either do so using your portal account credentials or using one 

of the outside options shown.  

 

If you need to create an account, you should do so via the link at the bottom of the page. To 

create an account, we will need to provide either a valid email address or username and create a 

password, following the specificed parameters. Next you will need to select a security question 

from the drop down and then answer it. This will be used if you lose your login information and 

need to reset your password. Be sure to have it handy. Finally, check the box to indicate that you 

understand and agree to the NYC.ID Terms of Use, the overall Terms of Use for NYC.gov, and the 

Privacy Policy for NYC.gov.
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Once you have created your account, you will then need to go to the email address associated 

with it and confirm the address. After you’ve successfully done so, you wil then be able to log-in 

via the method shown above.  

Creating a New Workiste Application 

 

Whether you are signing in for the first time or creating an additional application, you will need 

to fill in some fields using the information from the applicant’s Social Security Card. This 

information is used to confirm if an application already exists for this individual in the system.  

 

 

 



  5 

If so, the system will inform you the applicant already exists and you won’t be able to go 

further.  

All Social Security Numbers will be verified for accuracy. Intentionally submitting an 

application with an incorrect SS# may result in disqualification from the program. 

Finally, you will need to confirm that you meet the requirements for this program and then you 

can start the application. 

 

Completing a Worksite Application 
From here, you should go about completing the various tasks outlined across the seven pages 

of the application. General applicant information should be entered in the fields on the first 

and second pages. Some of these will be unable for you to edit, like the applicant’s name or 

SSN. To edit that information, you will need to return to the Dashboard and select “Manange” 

next to the applicant in question.  
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Some other fields like the applicant’s address, may have you 

select an option from the drop-down to fill in the rest of that 

section. In this case, the Portal is using Google to confirm the 

address you’re entering in exists.  

 

 

 

The third page is where you can enter the participant’s Emergency Contact information. This 

first contact will be labeled the “primary”, meaning they will be who the Worksite staff will 

reached out to first, during/after an emergency. You do have the option to add more contacts 

however, by clicking “+Add Contact” at the bottom of the page. 
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On the fourth page, you should enter in the applicant’s Education Information, including their 

current grade and their OSIS/Student ID#. For the applicant’s school, you will need to select 

one of the options from the avaliable list. To quickly locate the school, you have the ability to 

search at the top of the drop-down. Once a school is selected, the address will automically 

populate in the relevant fields.  

 

 

You will also need to enter the 

applicant’s career/job interests, any 

relevant skills they posesses, and the 

dates of their summer break. This 

information will be used during worksite 

assignment to try and place applicants in 

prefered roles.  
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The fifth page pertains to the applicant’s household information, including their household 

type and the total household income over the past twelve months. 

 

The sixth page of fields is broken up into two sections of infomration. In the first section, you 

will need to enter whether or not the applicant has health insurance. If they do, you will be 

asked to select the correct form of insurance. If they don’t, you can enter in whether or not the 

applicant is interested in learning more about getting health insurance.  

 

 

The second section is for entering the applicant’s banking information, primarily if they have a 

direct deposit account or not. If the applicant does, you can select whether they want to 

receive paychecks from worksites via their direct deposit or another form of payment.  
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On the final page, you will need to enter the applicant’s responses to the Ladders for Leaders 

Essay Questions in the relevant fields. Each response should be at least 250 words and must 

have been written by the applicant themselves.  

 

 

You will also need to upload the 

applicant’s resume and their 

transcript on this page. The 

resume should contain all 

information listed in the below 

screenshot. 
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Once all seven pages of fields have been filled in or responded to, you will have then be able to 

select the program you would like to apply to. Click on “Select Program” and you will be taken 

to a page of all avaliable programs. Use the search bars to find the specific provider in question 

and once you do, click “Select Program” to apply. To learn more about the Provider, visit the 

website and contact infomration listed in the Provider Profile. 

 

Before you can submit the application to the chosen provider, you will need to respond “I 

agree” to a Participant Consent form. You will also need to validate your identity as a real user.  

 

From here, all you need to do is confirm the Provider you’re applying to and then your 

application will be submitted. You will now see a message letting you know it was successful 

and that you will be notified if you are selected for the program.  
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Post-Selection Steps 
You will know you have been selected when you receive a notification via the email provided 

and see this table below the applicant’s dashboard. All sections must be completed or else the 

applicant cannot be considered for enrollment by the provider.  

 

The first five sections are forms that 

need to be completed by the 

applicant. Consents need to be read 

in full, responded to with either 

“Yes” or “No”, and the applicant will 

need to enter their initials. Their 

parent/guardian will also need to 

sign their names in agreement for 

each consent.  

 

 

The next three sections are all Tax Documents where you can fill in the various fields directly. 

Some of these fields will be automatically filled, using the information in the applicant’s profile. 

Remember, you can edit this information by returning to the Portal Dashboard and selecting 

“Manage”.  

 

The fifth section contains multiple survey questions about the applicant’s current 

education/work status, as well as some of their career goals.  
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The final section is for uploading documents to be reviewed by the program to confirm the 

applicant’s eligibility. For some proofs, you can choose whichever document type you want to 

upload via the drop-down. Be sure that each document is in focus and legible before 

uploading.   

 

Once a section has been fully completed, the status will change to a green “Completed”. You 

should receive a notification if you have been enrolled, or if there are further edits that need 

to be done to the submitted material.  
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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
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