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LAUSD User Guide 
 
This guide will demonstrate the necessary steps to log in to your Cityspan site, view youth 
participants, create a group activity, enroll students into an activity, and track attendance. 
 

 

Click one of the numbered items below to jump to the desired section:  

 

1. Logging in 

2. Creating Group Activities 

a. Adding a schedule 

b. Enrolling students 

3. Entering Attendance by Activity 

4. Entering Attendance by Date 

5. Generating an Attendance Sheet 

6. Generating Additional Reports 

7. Back-enrolling Students 
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Logging In 
1. Go to www.youthservices.net/lausd, and enter your username and password. Always be sure 
to check for Notices from BTB. If you require assistance, you can call the toll-free Help Desk. 
 

 
 

Viewing Youth Participants  
1. After you’ve logged in, click the ‘Participants & Staff’ tab. 
 

 
 
  

http://www.youthservices.net/lausd
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2. You can search for a student by searching for their first or last name, or you can view all 
Youth Participants by clicking ‘View Youth Participants.’  
 

 
 
 
3. Once you’ve clicked on a student’s name, you will be able to view that student’s information. 
 

 
 
Note: All Youth Participant data is provided to Cityspan by LAUSD on a monthly basis. Parent 
contact information is optional. All data in the ‘Optional – 21c’ tab is optional, but if the 
information is filled out, Cityspan can generate your APRs. 
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Creating Group Activities 
1. Click on the ‘Group Activities’ tab, and then click ‘Add Activity.’ 
 

 
 
2. Enter the activity’s name in the ‘Service Name’ field. Check with your admin or BTB to see if 
you should enter a ‘TAC Code’. ‘CI Activity Codes’ are required for High School sites, but are 
optional for Elementary / MS. Once you’ve filled in all necessary information, click ‘Save & 
Proceed.’ 
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3. To add a schedule for your activity, click ‘Edit’ next to ‘Schedule’. If the activity is scheduled 
for multiple dates, click ‘To add Multiple Dates to the schedule, click here.’ If the activity is 
schedule for a single date, click the ‘To add a Single Date to the schedule, click here’. 
 

 
 
4. Enter a ‘Begin Date’ and an ‘End Date’ date for the activity, and the times it will take place 
during each day of the week, and then click ‘Add Multiple Dates.’ 
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5. To enroll ‘Youth Participants’ into your activity, click on the ‘Enrollment’ tab, and then click 
‘Click here to enroll new participants.’ 
 

 
 
6. You can view students by their last name initial by clicking the corresponding letter, or you 
can view all students within your site by clicking ‘ALL.’ You can click ‘Use Query’ to copy 
enrollment or enroll using parameters. For further guidance on this method, you can call the 
help desk at 866-469-6884. 
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7. Once you have a list of students, check the checkbox next to the students you would like to 
enroll in the activity, and then click ‘Next Step.’ 
 

 
 
8. Make sure the ‘Enroll Date’ is accurate, and click ‘Next Step’ (note: the ‘Enroll Date’ defaults 
to the first day the activity is scheduled). You can then click ‘Done’ and continue enrolling, or 
move on to your next task. 
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Entering Attendance by Activity  
1. To enter attendance by group, click on the ‘Group Activities’ tab, and then click the activity 
you would like to enter attendance for. 
 

 
 
2. After opening the activity, click the ‘Attendance’ tab. 
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3. Click the date you would like to enter attendance into. 
 

 
 
4. Select whether the student was present or absent, and click ‘Save.’ If you are entering 
several days’ worth of attendance at a time, you can instead click ‘Save & Next Day’ to view the 
next scheduled day for the activity. 
 

 
 
Note: To save time, you can click ‘All Present’ and manually change the attendance for students 
that were absent.  
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Entering Attendance by Date 
1. To enter attendance by date, click on the ‘Group Activities’ tab, and then click the ‘View by 
Date’ tab. 
 

 
 
 
2. Click on the date you would like to enter attendance for. 
 

 
 
Note: Dates must have 1 scheduled activity to be listed. 
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3. Select whether the student was present or absent for each activity they are enrolled in, and 
click ‘Save.’  
 

 
 

Generating an Attendance Sheet 
1. Click the ‘Reports’ tab, and then click ‘Sign-In Sheet.’ 
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2. Enter the date you’d like to print the attendance sheet for, as well as whether you’d like a 
sign-in sheet for each activity, or a master list, and then click ‘Generate’ 
 

 
 

3. You can then print the attendance sheet, and begin having students sign in and out for your 
activities. 
 

 
 
 

Note: The ‘Print sign-in sheet for each activity’ print option will create attendance sheets that 
mirror an activity’s enrollment list. It is helpful to select this option if you plan on using the 
‘Entering Attendance by Activity’ method. Selecting ‘Print master list’ is helpful if you plan on 
using the ‘Attendance by Date’ method. 
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Generating Additional Reports 
1. Click the ‘Reports tab,’ and then click ‘BTB Attendance Report’ 
 

 
 
2. Enter the date range you would like to view information for, and click ‘Generate.’  
 

 
 

Note: The ‘BTB Attendance Report’ will show progress toward grant goals, along with reportable 
attendance for each month that LAUSD will see. 
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3. To view missing attendance data, run ‘Participants by Number of Absences,’ or ‘Services with 
Missing Attendance.’ 
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Back-enrolling students when a student is added to LAUSD's master enrollment 
file late 
1. Click the ‘Participants & Staff’ tab, search for the student by their first and last name, and click 
‘Find Person.’ 

 

 
 
2. Click the student’s name to access their registration form, and then click the ‘Enrollment’ tab. 
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3. Click the ‘Add Activity’ button. 

 

 
 
4. Select the activities you would like to enroll the student into, and then click the yellow ‘Enroll’ 
button at the bottom of the activity list. 
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5. Enter the correct ‘Enroll Date’, and click ‘Enroll.’ 

 

 
 
Note: The ‘Enroll Date’ defaults to the first scheduled day of the activity. 
 
6. Once the student is enrolled, click the ‘(A)’ next to the activity you would like to enter 
attendance for.  
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7. Enter attendance for the student, and then click ‘Save’ 
 

 
 

Note: Attendance locks at 11:59PM on the 15th of each month for the previous month. For 
example, August’s attendance will lock at 11:59 on September 15th. If the 15th falls on a 
weekend, attendance will lock on the next weekday (i.e. if the 15th is a Saturday, attendance 
will lock on Monday the 17th).  
 


