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What is DYCD Connect?

DYCD Connect is a single point of access to three applications for tracking participants,
capturing and tracking program evaluation and monitoring, and requesting
capacity building support.

Connect: Integrating Systems into a Single, 3-in-1 Platform
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Participant Tracking System
Captures and tracks program activities, participant intake and enrollment, and attendance.

Evaluation and Monitoring System
Documents all DYCD evaluations, follow up, action plans and incident reports.

CBAdvance

A portal for Capacity Building services, including training opportunities and requests for
technical assistance support.



How do | Access DYCD Connect?

Requesting a New User Account
Visit https://www.dycdconnect.nyc and click Register

Youn s commny| CONNECT
Development |

(£ REGISTER

Step 1: Basic Information

Enter basic information, include name, email, Provider, etc.

& SIGN UP FOR ACCESS TO DYCD CONNECT

& First Name & | Middle Initial
& LastName = | Emal
% | Telephone @ | Select Provider v

Step 2: Select Application & User Role

Applications: Select the Application the user needs to access.

Roles: Select the appropriate user role: Application:

PTS/EMS v
CBO Administrator- In charge of managing
access to workscopes and evaluations for all | Reoles:
users within their organizations. DYCD will :;r ?;’;ﬂmnaw
need to approve all CBO Admin level users. CBO Program Director
CBO Program Director- A mid-level user . o
who can perform a” basic functionality Only one roke can be selected for CRM application
within DYCD Connect. Those with this role
do not necessarily have to fulfill the On-Site .

Program Director role. You may have

multiple Program Director-level users with access to one contract.

CBO Case User- A lower level user, typically tasked with data entry. Case Users can edit workscopes, but
cannot submit. This user does not have access to view any evaluations or action plans.

Click Add Application/Role


https://www.dycdconnect.nyc/

= program area COMPASS Programs v

&8 program type - rog - Select the appropriate Program Area and Program
Type(s). Click Add Program Area/Type
I

SONYC Programs
COMPASS Explore -

Note: You can request access for multiple applications and program areas in one request.
Applications must be selected one at a time. For each application, select your desired role, click
on the add button and select the next application. The full list will appear on the List of
Requested Applications.

Click Connect with Selected DYCD Applications

Step 3: DYCD Authentication

DYCD Connect Help Center will process your request(s). This process can take up to 2 business day to
verify that the user should have access to the roles and applications selected.

Step 4: User ID Assignment & Password Reset

Once DYCD confirms, you will receive a confirmation email which assigns you a username and a link to
reset password. You must click the Password Reset Link within 72 hours. You will be prompted to

enter a new password. From: noReply DYCDComnect@dycd.nyc.gov
To: JohnDoe@wehelpkids.org
Subject: DYCDConnect. New User Request Creation Email

Greetings John Doe,

Your request for new DYCD Account is completed. 0412JohnDoe is your login name (User ID)
You will need to reset your password before logging into your account.

[Elick this link to reset your password |

Thank you,
DYCD Connect Support

Once the account is created, all users within your organization with CBO Admin level access will
receive an email notifying them that an account has been created, and access to
workscopes/evaluations must be granted.



Step 5: Login

From: noReply DYCDConnect@dycd.nyc.gov . . . .
To: JohnDoe@wehelpkids.org You will receive a final email
Subject: DYCDConnect.NYC Password Reset confirming successful password
Greetings John Doe, reset.

Your password for DYCDConnect. was successfully reset. Your User ID is: 0412JohnDoe

Thank you,
DYCD Connect Support

Logging into DYCD Connect

You can login to DYCD Connect by going to: https://www.dycdconnect.nyc
Click and type your user credentials when prompted.

Upon successfully logging in, you will see your name appear in the top right.

Youth & Community ‘ CONNECT
Development

all CBAdvance le PTS/EMS 2 JohnDoe ~

DYCD Connect is the main resource - N
center helping organizations L]DEHH_WE WELCUME TU DYCD

uuuuu

communicate and coordinate with the I CANNEPT

) 'Fﬁ PTS/EMS _
Click on the icon

After an account is created, new users must be assigned access to workscopes and
evaluations in order to view and make edits. It is primarily the responsibility of CBO
Admin users to assign new users access. The next section details how to manage user
access within DYCD Connect.


https://www.dycdconnect.nyc/

Managing User Access Within DYCD Connect

It is primarily the responsibility of CBO Administrator-level users to manage what staff within
their agency have access to in DYCD Connect.

After logging in to PTS/EMS, click E%Main Menu—> My Profile

s  Department of —
m Youth & Community m e Main Menu +~  Dashboards
Developmant | CONNECT

My Work Registrations Evaluations

@ Dashboards Intake Evaluations Contracts
Workscopes E Incident Reports Y Iy Profile
Reports E CAPs

You can also navigate to this page from the header of a workscope or evaluation.

Main Menu

My Settings

Click on your Provider Name from a page Header to

\ quickly navigate to the User Access Portal

o

100020-COMPASS Elementary-7/1/2017-8/31/2017 Development Center s 7/1/2017 - 8/31/2017

A new page will open, which contains information about your Provider and its contracts with
DYCD. You will see a navigation pane, known as the ‘Switchboard’ on the left side of the page:

PROVIDER : Development Center
Active

[0 GENERAL & Provider Users

% CONTACTS
Full Name ~  Email

BEi PROGRAM SITES
CBO CaseManagerlé

- DYCD CONTRACTS CBO CaseManagerl?

' Navigate to the User section of |
the Switchboard to view a full
list of DYCD Connect Users
within your organization




Find the user you would like to manage access for and click Open

22 Provi({ Utilize the search bar to narrow your results. You can search by jas Q
. any criteria shown in the list below, including name and user role |
Full Name ~  Email Roles
Provider Program Director Open

Jasmine Smith

Jasmine Luu Provider Pragram Director Cpen

|' If results span across more than one page,“\“u.,_
. use the arrows to navigate between pages

(filtered from 50 total entries) nD u
: L=

8]
=]
%]

Within the screen, you will see a new tab open for the user. Within this pane, you can manage
access to workscopes and evaluations. The screen will open to a list of workscopes:

Development Center | Utilize the search bar to narrow your resuilts. You |
| can search by any criteria shown in the list below. |
BB Provider Users & Provider Program Director 16 X
& Provider Program Director 16 B SAVE [ | Q Q X
l WORKSCOPE ACCESS I EVALUATION ACCESS
f— .
Workscope Status Program Site Program Type Period Type Start Date + End Date
td 126019-COMPASS Elementary-9/1/2017-6/30/2018 Released Recreation Center COMPASS Elementary School Year 9/1/2017 6/30/2018
Ld 142116-COMPASS Middle School-9/1/2017-6/30/2018 Submitted lafayette St COMPASS Middle School  School Year 9/1/2017 6/30/2018
124104A-COMPASS Elementary-7/1/2018-8/31/2018 Released Juvenile Center COMPASS Elementary summer Year 7/1/2018 8/31/2018
td 126019-COMPASS Elementary-7/1/2017-8/31/2017 Released Recreation Center COMPASS Elementary Summer Year 7/1,2017 8/31/2017
td 142116-COMPASS Middle School-7/1/2017-8/31/2017 Released lafayette 5t COMPASS Middle School  Summer Year 7/1,2017 8/31/2017

L Check and uncheck the boxes next to each ‘
1-00 workscope to assign orremove access for thisuser |

-
¥

When you are done making changes, click B SAVE |

If you would like to grant or remove access to an evaluation, navigate to the Evaluation Access
tab and follow the same steps. Remember that staff with the Case User role do not have access
to view any evaluations or action plans, thus, you will not be able to grant them access to
evaluations here. To change a users role, contact the DYCD Connect Help Center.



https://dycdapps.dycdconnect.nyc/HelpCenter

You can also navigate to the ‘Team Members’ section of any workscope to see a full a list of

VORKSCOPE H
WORKSCOPE H

Released

GEMNERAL

Basic Information
Program Compliance
Program Design
Amendments
Workscope History

Unlock Requests

staff who have been granted access.

126019-COMPASS

Elementary-9/1/2017- School | 2018 Development Center  P.5.9 9/1/2017 - 6/30/2018
6/30/2018 Year
B8 Workscope Team Members Q

Full Name ~  Email Roles
DYCD ProviderAdminle Provider Admin
Pro__\gicler Program Director 16 Provider Program Director
Navigate to the Team Members section of a | n
- workscope to see users with access

Troubleshooting

Issue: | forgot my password.

From the main login page, click Request a Password Reset. Enter

=) DYCD CONNECT

the email address associated with your DYCD Connect account. A

Password reset email with a link will be sent; you must click the link
within 72 hours. If you do not click the link within 72 hours, you will

& Usemame

&, Password

Can't remember your password?

need to initiate another password reset. T

Note: User may need to wait up to 15 minutes after resetting the

password to successfully login

PLEASE EMAIL DYCD HELPDES

Issue: | reset my password, but | still can’t login.

This issue often arises when your old password is embedded in your browser. Try clearing both

your cache and your cookies. This webpage has step-by-step instructions to guide you through

clearing your cache: http://www.refreshyourcache.com/en/home/. After you have done this,

try logging in again. If you are still having difficulty, submit a technical ticket to the DYCD

Connect Help Center.

Note: If the password is entered incorrectly 5 times within 15 minutes, your account will lock.

After 15 minutes, the account will unlock and you can attempt to login again.


http://www.refreshyourcache.com/en/home/
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter

DYCD Connect Help Center

The following issues should be addressed by submitting a technical ticket to the DYCD

Connect Help Center:

v Deactivating a staff member’s account after they have left your organization
v" Changing a user’s access role (eg: request to adjust a user’s access level from Case

Manager to Program Director)

v" An account has been disabled due to inactivity and needs to be reactivated

v Forgotten username

For any issues or questions, submit a ticket through the Help Center
on the DYCD Connect homepage.

DYCD HELP CENTER

The DYCD help center is where you can find resources to help with the technical and
operational issues you may come across. Here you can contact DYCD support directly or
look into additonal resources and guides that can help you move forward with your tasks.

DYCD RESOURCE CENTER

DYCD Connect is the main resource center to
help organizations communicate and
coordinate with the communities they serve.

C} DYCD WEBSITE

View DYCD's public website for
information about our funded
programs.

c B CAPACITY BUILDING
DYCD invests in building the capacity
of nonprofit organizationsas a
strategy to help ensure that youth and
families receive high-quality services.

HELP CENTER

Having trouble? Send a message to
our support team through the Help

Center.

Read Frequently Asked Questions to
earn more about DYCD Connect.

& firstname

. phone

= organization

& programarea -

lam aDYCD employee

Select if you need operational or technical help:

NEED TECHNICAL
ASSISTANCE?

If you are having a technical issue related to logging
in, accessing your services, or experiencing a bug,
contact the technical help desk

Detailed Description:

& lastname

= email

= programtype

NEED OPERATIONAL
ASSISTANCE?

Having trouble performing your existing operations
using the new systems and tools within DYCD
connect? Get in touch with a program specialist


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

