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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. 

 

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.  
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How do I Access DYCD Connect? 

Requesting a New User Account 

Visit https://www.dycdconnect.nyc and click Register 

 

 

 

Step 1: Basic Information 

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

 

 

 

 

Step 2: Select Application & User Role 

Applications: Select the Application the user needs to access. 

Roles: Select the appropriate user role: 

• CBO Administrator- In charge of managing 

access to workscopes and evaluations for all 

users within their organizations. DYCD will 

need to approve all CBO Admin level users. 

• CBO Program Director- A mid-level user 

who can perform all basic functionality 

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/
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Select the appropriate Program Area and Program 

Type(s).  Click Add Program Area/Type 

 

 

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. 

 

 

 

 

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. 
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Step 5: Login 

You will receive a final email 

confirming successful password 

reset.  

 

 

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. 

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/


   

6 
 

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   Main MenuMy Profile

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

 

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

 

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:  

When you are done making changes, click . 

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

staff who have been granted access.  

Troubleshooting 
Issue: I forgot my password. 

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

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 

need to initiate another password reset.  

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

password to successfully login 

Issue: I reset my password, but I 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
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DYCD Connect Help Center 

 

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

Connect Help Center: 

✓ Deactivating a staff member’s account after they have left your organization 

✓ Changing a user’s access role (eg: request to adjust a user’s access level from Case 

Manager to Program Director) 

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

✓ Forgotten username 

For any issues or questions, submit a ticket through the Help Center  

on the DYCD Connect homepage.  
 

 

 

 

 

 

 

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

