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WES Basics – Features 
and Logging In



 What is WES?
• Web-Based Enrollment System of Centralized 

Database (ACCIS- Automated Child Care 
Information System)

• Programmed with rules, regulations and 
security levels

• Data entry messages given to assist in 
understanding why action was successful or 
not permitted

Basic Structure of WES

 Why use WES?
• Real-time data
• Family Eligibility information

• Manage Recruitment, Enrollment & Attendance



• Contractor level

• Access to all programs 

• Access to all WES modules

• Creates User IDs

• Must assign roles for User IDs 

• Activates/De-activates IDs

• Updates contractor and program profiles

Types of Users: Super-User



Types of Users: Program User

• Created by Super User 

• Super User can check User Activation list before referring 
Program User to call HRA Data Security (718-510-0550) or 
Email: HRA-DSS DATA SECURITY ADMIN at:
MISSECURITYADMIN@dss.nyc.gov for a Temporary Password

• Program User has access ONLY to programs which have 

been assigned by the Super User

• Ability to view, print and if assigned, modify ONLY the 
programs and assigned activities

• Access to Program Profile

mailto:MISSECURITYADMIN@dss.nyc.gov


Logging in  - 2 Doors -Start Up

2 doors
Juniper security firewall (maintained 

by HRA)
WES Application (maintained by 

ACS)
WES is User ID/Password protected.  

Every action taken in WES is 
date/time/user ID stamped.  Do NOT

share your User information.
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The URL to access WES is: https://a069-ra.nyc.gov/WES
• Juniper Firewall protection is maintained by HRA security
• 1st Login with Temporary password from HRA security
• Each WES User is directed to change password at 1st login.  
• If any problem is encountered at this first “door” Call HRA Help Desk (718) 

510-0550 or email: MISSECURITYADMIN@dss.nyc.gov

WESHELP@schools.nyc.gov may assist is there is difficulty in reaching 
HRA Security Help Desk.

https://a069-ra.nyc.gov/WES
mailto:MISSECURITYADMIN@dss.nyc.gov
mailto:WESHELP@schools.nyc.gov


file:///.file/id=6571367.24966437

Opportunity starts now

Need Help with logging in:   WESHelp@schools.nyc.gov

 WES Application
> Maintained by DOE/ACS 
security
> User ID with Password 
Protection

*WES will time-out if left idle; either out of WES or all the way out 
to initial log-in..

Logging In  -2nd Door

1st Login:

After logging in the 1st time with the temporary password 

given by HRA Data Security (718-510-0550), be sure to 

Select and remember Case-Sensitive password

mailto:WESHelp@SCHOOLS.nyc.gov


WES Features
Navigation Bar

The pages in WES have a Navigation Bar which includes the following features:
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WES Support link 
provides direct access to 
the WESHELP team. 
Insert a “Screen 
Capture*” of the 
problem to your Help 
request and briefly 
describe the specifics of 
the problem.

WES Support Link 

*Screen Capture via Snipping Tool 
on PC ->

OR 

Press the applicable combination 
of keys for your keyboard below:

Follow-up Option: Email: WESHELP@schools.nyc.gov

mailto:WESHELP@schools.nyc.gov


WES Support Link Screen

Then briefly 

describe the issue 

here.

Insert on Subject Line: Problem/ Issue or Data Error.

“Paste” screen 

capture here.

Remember to click “Send”



WES Announcements, Reminders, 
Notices and Bulletins
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WES Modules



WES Top Rows and Modules

The Modules are (L-R):

Placements, Attendance, Case and 

Child, Reports, Contractor Profile, 

Program Profile, and Administration.

Home – My Profile – Logout - Support 



Administration Module



New User tab - allows the 
Super User to  add & 
assign WES User ID, input 
Name and contact 
information.  (After saving, 
the ID cannot be changed.)

Administration Module-Manage Users –

Add/Create New User



WES – Administration Module
Manage (Program User)Roles

To assign and manage roles, the 

Super User must first select the 

Program User from the User List 

and Click to “Edit” 



Administration Module-Super User Assigns Roles

• This Program 

User has been 

assigned “Read 

ONLY” for FDC 

Placements and

• “Read and 

Write” for FDC 

Attendance.  

Be sure to Click 

“SAVE!”



Administration Module 
User Activation / De-Activation

This Option allows the Super User 

to activate, de-activate  program 

users and re-activate Program 

Users if / when they return.



Contract and Program 
Profile Modules



What does the Program Look Like?
Contractor and Program Profiles

Contractor Detail:
o Information on the Contracting organization
o Contact information SHOULD be kept current – used to contact 

individuals; mailings and directories
 Information must be kept current:  
o Fillable fields can be updated at any time through WES
o Pre-populated (Bold font) are updated by only by DOE/ACS staff
 Program Listing:
o Roster of programs within the contracting organization (also 

available to Program users)

Maintained and updated by Super-User(s) only



WES Contractor Profile
Program Listing is the same as the Welcome Page

Welcome C217

Contractor Profile Module -

Displays the Program 

Listing under the 

Contractor for the “Super-

User.”

For a Program User, it 

displays the Programs s/he 

is authorized to View or 

Update (Read &/or Write); 

with each program, it 

shows the (1)Program #, 

(2)Contract type, 

(3)Program / Model type, 

(4)Program name, and 

(5)Family Welcome Center. 



Home Page for a Program User



FCCN Program Profile
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The Program Profile Module  
contains 5 (Sub-Menu) Options:

• Program Detail

• Program Statistics

• Provider Listing

• Program Holidays

• Fee Calculator

When the “FC” program  is selected from the Contractor’s 
Program List, the screen changes to the Program Profile’s 
Provider List



FCCN Program Profile - Program Detail
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Program Profile - Detail - Includes program 
information with pre-populated fields and 
those that can be filled in by “Super User.”

Program Details such as pre-populated 
field that cannot be changed by the program 
are:
[Program Number, Contractor Number
Program Type, Model Type
Family Welcome Center: Borough]

Fields that can be changed are:
Director Details: Name Telephone/ E-mail
Emergency Contacts; Non-operating 
hours; telephone number; Location and 
Public Transportation; Days, Session and 
Hours Open; Any languages spoken by 
staff

* If fields are grayed out, cannot 
update, contact Family Welcome 
Center or 
WESHELP@schools.nyc.gov



Program Profile: Level of Care and License

License:  If the license information needs to be 
updated, contact Family Welcome Center and 
send scanned copy of current DOHMH license to 
WESHELP@schools.nyc.gov

mailto:WESHELP@schools.nyc.gov


Program Statistics
This screen gives the current record for a program’s enrollment capacities 
and numbers by level of care for all Placement types, including the number 
of available enrollment and reservation slots.

If there is an error or mismatch according to your records, be sure to contact a 
Family Welcome Center representative &/or WESHELP@schools.nyc.gov

Alerts regarding ineligibility, cases 
designated to be dropped or 
requiring immediate follow-up can 
be found here.



FCCN Program Profile - Program Statistics

Program 

Statistics 

will always 

be shown 

when 1st

accessing 

the 

Placement

module for 

any 

program / 

provider.

Program Statistics –
Must 1st be reviewed to 

enter the Placement 

module.

Click Continue to 

confirm that you have 

reviewed all 

information, (You 

cannot say you did not 

know what the stats are 

for your program.) 



FCCN Provider Profile-
Provider Detail & List

The Name 

and # of last 

Provider 

selected will 

appear on 

the top of the 

screen 

adjacent to 

FCCN 

Program 

Name and #  

The Provider Profile module appears 
automatically when Providers are 
selected from the Program Profile 
Provider’s List.



FCCN Provider Profile Module
Provider Detail and Statistics

These are the two 

options in the 

Provider Profile 

Module.



FCCN Provider Listing

• Providers can be 

sorted alphabetically 

or numerically by 

Provider #.

• Providers can be 

selected individually

by Provider # or in 

groups of up to five 

(Click box).



FCCN Provider Listing

Provider List will display all 
Providers affiliated with the FCCN 
regardless of User Roles.

• If a Program User does not 
have assigned roles for certain 
Provider(s), those Providers 
will be displayed at the end of 
the list as disabled; the User 
will not be able to “Select” 
these Providers).



FCCN Provider Listing

FCCN Program Profile– Provider Listing 

Gives access to list of FCC Providers of the 
FCCN; to Manage Roles and monitor 

Enrollment and Attendance.

Select a Provider by: 

• Entering the Provider’s Number  or

• Clicking the Provider’s box from the list

FCCN Page #s- This FCCN List has 3 
pages of providers.



FCCN Provider Listing
Search / Selection

All modules are accessible to 
Super-Users.  All modules except 
the Administration module are 
accessible for Program Users 
after Provider Selection.

All Users can Select up to 5 

Providers at one time by 

Provider Name or Provider #.



Placements Module



FCCN Placements Module

• Electronic Versions of Rosters

• Enrollment = Children currently attending 
the program

• Reservation = Eligible children soon to be 
attending the program (will be enrolled in 
a short period of time)

• Waitlist = Eligible children expressing 
interest in attending the program

• Child Search = A Tool to look-up a child 
using 8-digit case number + 2-digit child 
suffix number

For Training Purposes Only - NYCDOE-DECE-PDS 
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FCCN Placements

Enrollments – Blue Sorts Row
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FCCN Placements-Enrollment

Each tab shows the individual provider’s Name  

and Contact information (via Mouseover)  as 

well as  each provider’s enrollment information.



FCCN Placements -
Enrollments



FCCN Placements – Enrollments 
Action Options
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FCCN Placements - Reservations
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FCCN Placements -Waitlist

There is ONE 

WAITLIST for 

the FCCN. 

Some FCCNs 

have 

providers in 

several 

boroughs but 

still have ONE 

WAIT LIST 

for the FCCN.

For Training Purposes Only - NYCDOE-
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FCCN Placements – Child Search
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ATTENDANCE
MODULE



FCCN – Attendance Module
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FCCN - Attendance Module
The certification 
prompt appears 

when accessing the 
Attendance Module 
the first time in each 

WES session.  It is 
another level of 

security embedded 
in WES.

For Training Purposes Only - NYCDOE-
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Attendance Module 
Monthly Attendance Features



Be Sure to Save!
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FCCN – Attendance - Save Screen
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FCCN – Attendance –
Verification Screen
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Case and Child Module



FCCN Case and Child

Recertification List 
allows the user to view 

and print the 
recertification form for 

children whose cases 
will soon be due for 

recertification.



Case and Child Module
Recertification List 

The FCCN Recertification List provides Reprint 
options as well as case details for each enrolled child. 



Reports Module



FCCN Reports Module
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Reports Module is 
comprised of:

• Enrollment Reports

• Attendance Reports

• Reprint Case Notices

Remember, a 
minimum of 1 / 
maximum of 5 
Providers must 
be selected 
from the 
Provider Listing 
before
accessing the 
Reports 
Module.



FCCN ENROLLMENT Reports
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FCC Enrollment Reports are:
• FDC Enrollment
• Program Statistics
• FDC Action Tracking Report



FCCN - Enrollment Reports
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This report can 
be used to 
review 
enrollments / 
reservations and 
record the 
actions (to be) 
entered WES 
Placements.



FCCN Enrollment 
Statistics Report

The same statistical 
information seen in the 
Program Profile module can 
be printed as a report from the 
FCCN Enrollment Report 
module.



FCCN Enrollment 
Action Tracking Report

Report Criteria: Select Date range



FCCN Enrollment Reports
Action Tracking
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If you find an action was taken in error, contact your Family 
Welcome Center representative and /or Email: 
WESHELP@schools.nyc.gov

This report lists the actions taken for the 
program on the date or date range entered 
in Report Criteria.

It has the total number of actions taken, 
the User(s’) ID’s, date, time and numbers 
of actions taken for each Placements 
update session.

It shows the actions taken in Enrollments, 
Reservations, Waitlist and Child Search.



FCCN ATTENDANCE Reports
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Each Attendance Report also requires Date Range Criteria.  
FCCN Attendance Reports are:

1. FDC Attendance and Fee Record
2. FDC Child Attendance Fee and Detail Report
3. FDC Attendance Action Tracking Report



FCCN- Attendance and Fee Record

For Training Purposes Only - NYCDOE-DECE-
PDS WES Training for FCC - jcg



FCCN Child Attendance Detail Report
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Report Criteria offers a drop down menu of previous months 
to select for payments records.  The selection must be at 
least two months previous to the current month for payment 
record availability.



FCCN- Child Attendance Detail Report

For Training Purposes Only - NYCDOE-DECE-
PDS WES Training for FCC - jcg

This report 

provides 

detailed and 

comprehensive 

attendance / 

payment 

information for 

the timeframe 

requested.



FCCN Attendance Detail Report
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Each Attendance Detail Report includes monthly payment 

records for each child/ each provider/ each level of care, 

as well as grand totals paid to program.



FCCN- Attendance 
Action Tracking Report

This report lists all 
actions taken by each 
user assigned to the 
FCCN within the date 
range requested.  It is 
a great tool for 
transparency and 
verification.



FCCN Reports 
Reprint Case Notices
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Case Notices include:

• Child Enrollment 

Confirmation

• Placement Notice

• Recertification Package 
(Also located in Case and Child 

Module)



FCCN Reports 
Reprint Case Notices 

Child Enrollment Confirmation Recertification Form (18 pp)
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Child Placement Notice

The Enrollment Confirmation and 
Placement Notice each include the 
weekly fee and case details for each 
child.  All of these reports/ forms 
can be printed.



WES Resources and 
Contacts



Important WES Contact Information
Juniper – Login help Call HRA Help Desk:

718-510-0550 or Email: HRA-DSS DATA SECURITY 
ADMIN at: MISSECURITYADMIN@dss.nyc.gov

WES Help – Use the Support link  or Email:

WESHELP@schools.nyc.gov

ATTENDANCE ASSISTANCE, E-MAIL DARU* 

STAFF AT: WESAttendance@schools.nyc.gov

JAMES ALLEN  - JAllen37@schools.nyc.gov

LEE FRANKLIN  - LFranklinmurray@schools.nyc.gov

JUDY SELBY       - JSelby@schools.nyc.gov

ANITA WESTON – AWeston2@schools.nyc.gov

*Day Care Attendance Review Unit

mailto:MISSECURITYADMIN@dss.nyc.gov
mailto:LFranklinmurray@schools.nyc.gov
mailto:JSelby@schools.nyc.gov
mailto:AWeston2@schools.nyc.gov


Specialized E-Mailboxes
WES Help Resources

Please note that in addition to the WES SUPPORT link 

and the email box WESHelp@schools.nyc.gov

for all EL programs using the Web Enrollment System 

(WES), there are several additional specialized 

mailboxes:

<WESTraining@schools.nyc.gov >

Use this mailbox for any inquiries about WES trainings 

or send your WES Training registration forms.

CFWB.SRU.Inquiries@acs.nyc.gov – Case Review 

Support & Special Referral Unit

This mailbox should be used for inquiries regarding 

Priority 1 & 2 cases.

mailto:WESHelp@schools.nyc.gov
mailto:WESTraining@schools.nyc.gov
mailto:CFWB.SRU.Inquiries@acs.nyc.gov


Jan Cummings-Grayson

Policy Training Team, 
DECE

Questions? Follow-up? 

Please contact: 

WESTraining@schools.nyc.gov

Other DECE Training Inquiries
Including Eligibility and Enrollment Training

Please contact:

Policytrainingteam@schools.nyc.gov

You have completed this webinar.  Thank you.

mailto:WESTraining@schools.nyc.gov
mailto:Policytrainingteam@schools.nyc.gov

