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Agenda

• WES Definition/ Features
• Protocol for Acquiring Initial Account in WES
• Executive and Administrative Super-User Designation
• Super-User Account Request Form

• Start Up/Logging –In/User IDs and Passwords
• Program Listing/ FCCN Provider Listing
• User Roles –Super User & Program User
• Administration Module
• Contractor Profile Module
• Program Profile Module / FCCN Provider Profile Module
• Daycare Attendance Review Unit  (DARU) Contact 
• WES Training and Policy Training Team  Contact
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Basic Structure of WES

1.What is WES?
• Web-Based Enrollment 

System of Centralized 
Database – also tracks 
Attendance 

• Programmed with rules and 
regulations AND security 
levels

• User-friendly data entry 
messages given to assist in 
understanding why action 
was successful or not 
permitted

2.  Why Use WES?
• Real-time data*

• Family Eligibility 
information

• Manage Enrollment, 
Attendance and  
Recruitment

* Real-time data exchange 
with Automated Child Care 
Information System (ACCIS) 
– used by DOE, ACS, & HRA)
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Protocol for New Network/ Program WES 
Account Set-up -1  

1. A NEW Network/ Program must be uploaded 
and connected into ACCIS.

2. Notification of an assigned  ACCIS ID will be sent 
to the Network/ Program.  Program Director 
may also contact WESHELP@schools.nyc.gov to 
request this ID.

3. The Network/ Program Director completes and 
submits the  Initial WES Account Set-up and 
Super-User Account Request Form to:

WESHELP@schools.nyc.gov

mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov


WES Account Set-up and Super-User Account 
Request Form is accessible via this link:

WES New Account and Super-User Request Form

https://forms.gle/oohENZqdtmmZpbeb6


Protocol for New Network/ Program WES 
Account Set-up -2

4. The Network/ Program  Executive Director 
designates the “Super-Users.*” 

The Super-Users will function on behalf of the:

• Contractor/ Sponsor and the 
• Program Site(s) / Network and Providers 

*(Examples: Executive Director, Board Chair, Site 
Director, FCC Coordinator, Fiscal Officer, 
Attendance Coordinator, Executive Assistant, 
Educational Director, Family Worker)

5. The form is emailed to: WESHELP@schools.nyc.gov
WESHELP sends the form to HRA for account creation. 

mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov
mailto:WESHELP@schools.nyc.gov


When the WES Account Request Form is received from 
the FCC Network or Program, WESHELP creates the 
account and forwards it to HRA.

HRA will create the password within 24 hours. 

*Note: If the user previously had a WES Username/ ID 
with the SAME program, then WESHELP will do what’s 
called a conversion and switch the “Program User” to 
“Super-User” without the need for HRA. 

To inquire on WES Account and New Super-
User Account status, contact:

WESHELP@schools.nyc.gov

Protocol for New Network/ Program 

WES Account Set-up -3 



WES Super-User Account Creation

Once the Super-User account is 
created by HRA, that person is 
responsible for  creating WES 
Program User accounts for staff 
responsible for monitoring Network/ 
Program attendance and enrollment.



WES Password Set-up
After the initial login at: 

https://a069-ra.nyc.gov/wes using the temporary 
password, the User will be prompted to select a NEW 
PASSWORD.

PLEASE NOTE: BE SURE TO RECORD AND SAVE NEW 
PASSWORD.   The PASSWORD is NOT TO BE SHARED.

Passwords must meet the following minimum requirements:

>Be alphanumeric; at least 8 characters in length and 
contain at least one each of the following:

>English uppercase letter (A through Z)

>English lowercase letter (a through z)

>Number (0 through 9)

https://a069-ra.nyc.gov/wes


WARNING:

All data contained in The Web Enrollment 
System is confidential and protected by City, 
State and Federal law and regulations. Failure 
to protect this information from unauthorized 
use or disclosure may subject you (The User) 
to discipline as well as financial, civil and 
criminal penalties, up to and including 
incarceration. ID and password sharing is 
expressly forbidden, under any circumstance. 
By logging into this system, you (The user) 
agree(s) to these terms of use.





WES Support link 
provides direct access 
to WESHELP team 
when you 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”



Logging In– 2 “Doors”

• Juniper security firewall (maintained by HRA)

• WES Application (maintained by DOE/ACS/HRA)

• WES is User ID/Password protected.  Every 
action taken in WES is date/time/User ID 
stamped.  Do NOT share your User ID / PW 
information.

https://a069-ra.nyc.gov/wes

https://a069-ra.nyc.gov/wes


Logging In – 1st Door

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


Logging In -2nd Door-The WES Application

Warning:  WES will time-out if left idle.  Either out of WES or all 
the way out to initial log-in.  (Solution: Log in again)

Need Help with logging in- Contact: WESHELP@schools.nyc.gov



Program Listing
• Announcements and Bulletins

• Click on name of program within list to “enter” that 
program

• All modules will appear after program selection.
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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 Listing and Selection

Click on up 
to 5 
Providers #         
within list to 
access 
modules.  
The last 
provider 
selected will 
appear at 
top, next to 
Contractor 
Name and #.

-For Training Purposes ONLY - NYCDOE-PDS-
Training



Super-User

• Functions at Contractor level

• Access to all programs 

• Access to all WES modules

• Creates User IDs

• Must assign roles for User IDs 

• (No checked box = No access)

• Activates/De-activates IDs

• Updates Contractor and Program profiles



Administration Module

• Manage Users-

Creates Program User IDs

• Manage Roles-

Must assign roles for User 

IDs 

(No checked box = No access)

• User Activation-

Activates/De-activates IDs

-For Training Purposes ONLY -
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Administrative Module -Manage Users

The Super-User can 
access the following 
tabs:
• User List 
• Edit User
• Add New User



Select Add New User to 
Create a New User ID

The ID must be alpha-
numeric between 6-10 digits. 
Usually combines the  first 
initial of the first name, the 1st

3-4 letters of the last name 
and the last three digits of the 
contractor # (E.G. KLEE882)

-For Training Purposes ONLY - NYCDOE-
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Complete all fields 
and “Save”

*Once an ID is created, it cannot be deleted, 
except by agency admin staff.



WES – New User ID Confirmation

The newly created User ID will first 
appear at the top of the User List 
immediately after “Save” and the 
confirmation appears at  the top of 
the screen.   Then it will be 
alphabetized into the list.  
Remember, there may be more than 
one page for the User ID List.



Edit User
Click “Edit” for the ID from the User List

Changes can be made in any field 
except the User ID. 

Be sure to SAVE!



User-Friendly Navigation and Confirmation

WES confirms all saved updates.



Administration Module-
Manage Roles

Creating an ID is only the 1st step.  

The  Super-User must determine:

• Type of Program User 

• Roles must be assigned.



Click “Edit” to Select Newly Created User ID

A 2nd screen appears. 
The Super-User must 
select which 
program(s) the 
Program User will be 
assigned.



Administration Module- Manage User Roles

Once the program is 
selected it will be 
highlighted on the list 
and another selection 
criteria box will appear 
to the right.



Two Types of Program Users

When Creating  a Program User ID, the Super -
User must designate the type of Program User:

• “Read-only” – Can only view  and print (No data 
entry)

• “Read and Write” - Can view, enter data, and 
print

*This designation can be changed at any 
time by the Super-user.



Assigning User Type 
and Roles

• Click Roles (“Read 
Only” or “Read and 
Write”)   for each 
description.

• “All” includes each 
description listed 
under that module.

• Remember to Save! 



WES confirms in top yellow margin and on the program 
list below:

• Black= “Read ONLY”

• Red= “Read and Write”

Assigned Roles -Confirmation
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User Activation and De-activation
• The Active User box is checked 

when the User ID is ACTIVE 
(=Not disabled).

• The Super User can check 
activation status as well as 
activate or  de-activate user 
IDs.

De-activated User IDs will appear highlighted and the Disabled 
column will read “Yes” and the Active User box will be blank/ 
unchecked.

-For Training Purposes ONLY -
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The Super-User is also responsible for keeping 
the Contractor and Program Profiles updated.

Data in boldface font cannot be updated 
(E.G. Vendor Name, Contract # Vendor #, 
Address)
Contact Info, CEO, Director and Board 
Chair are to be kept updated by the Super-
User(s).

-For Training Purposes ONLY -
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Contractor Profile-
Program Listing

The same as slide 10, the 
program list is available 
from this module.  If it is 
necessary to move from one 
program to work in another, 
this screen will facilitate it.
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Program 
Profile contains 
7 sub-menu 
options: 

* The Family Child Care Network  Program Profile Module  
contains 5 (Sub-Menu) Options:



Program Detail
Includes: Program-specific 
data, such as , Program Name, 
#, Address, Director, 
Contacts, Emergency 
Contacts,  DOHMH  License # 
and Expiration Date 
Information –Level of Care 
and Pay Rates, Vicinity –based 
Transportation lines, Days and 
Hours of Operation

This information must be kept 
updated by the Super-User(s).
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Program Statistics-

The Program Statistics will 
automatically appear the 
first time the Placements 
module is selected.

The Program/ Provider  
Statistics can be selected
from the Program Profile 
module  with access to 
Bulletins, News and  Notices.
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Program Profile
Classroom Maintenance for 
Center-based Programs



Classroom Maintenance
Each year, center-based classrooms are set-up according to : 
Classroom Name, Teacher name, and other criteria.  (Class # 
designation and Location Information does not change)
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Non-ACS/DOE Children
These children 
must be included 
for the total count 
for space capacity 
and utilization.  
There are minimum 
space requirements 
per child that must 
be maintained. 

If the maximum # of 
children for a 
classroom space is 
15 and there are 5 
“Private Pay” 
children attending; 
the maximum # of 
ACS/DOE 
contracted children 
would be 10.
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Change Classroom
If/when 
classrooms are 
set-up, children 
may be 
transferred from 
one class to 
another.

The classroom 
and Service 
Month must first 
be selected.
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Holidays – Contract and Voucher 
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Fee Calculator

This tool helps in 
estimating Fees, 
if applicable for 
child care service 
fee subsidy.

*Eligibility and 
Enrollment 
Training focuses 
on the various 
associated 
factors.



WES Attendance-
Daycare Attendance Review Unit (DARU) is 

available to assist with Attendance:
WESAttendance@schools.nyc.gov

Lee Franklin-Murray -
LFranklinmurray@schools.nyc.gov

James Allen - JAllen37@schools.nyc.gov

Judy Selby - JSelby@schools.nyc.gov

Anita Weston - AWeston2@schools.nyc.gov
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Jan Cummings-Grayson

Policy Training Team, DECE

Questions? Follow-up? 
Please contact/ use this link to send 
WES New Account and Super-User 

Request Form
to: 

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.
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