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How to Use this Manual

Description This reference manual will provide a guide through commonly asked questions that
arise based on the HCS Coordinator role. It is designed to help guide an HCS
Coordinator to answer any questions that might be coming in from resources
associated with one’s facility wishing to use the HCS NYSE-CON application.
It will be maintained as additional questions are posed.

Issues The overview is structured to contain answers to any issue the applicant may have
regarding their access to HCS as it pertains to the NYSE-CON system.
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Frequently Asked Questions

Specific to the HCS Coordinator Role

Q:
A:

A new staff person has just been added to our organization. Should they be given access to the Health
Commerce System (HCS)?

Not without reason. There are many applications and users on the HCS within the Department of
Health. NYSE-CON is only one of the many program areas using the HCS. Each program area grants
individual permission to their application on the HCS. Once an individual has an HCS account, they
will need to contact their Facility's HCS Coordinator to have a NYSE-CON role established.

Q: A member of our staff who had an HCS access has left. Does this affect the Health Commerce System

in any way?

A: Yes. It is important that this person's user ID is disabled in the system, since it is no longer appropriate

=R

=R

> Q

that they access the Health Commerce System. Even if the person left on amicable terms, or
transferred to another organization, it is important to protect the security of the Commerce Network
and inform the Commerce Accounts Management Unit (CAMU) to have the person's user ID
deactivated at 1-866-529-1890 or email at hinhpn@health.state.ny.us.

: What are the roles available within NYSE-CON?
There are 2 roles available within NYSE-CON:
e CON Submitter: allows an applicant user to create, update and submit applications in NYSE-
CON.
e CON Updater: allows an applicant user to update CON applications but not create or submit
them.

Both roles may respond to correspondence on their applications. The assignment of both the
Submitter role and Updater role to the same person is unnecessary. If the individual has been assigned
the Submitter role, they do not need the Updater role as well.

: How do I make sure to properly set up a user role for NYSE-CON?

As HCS coordinators you have a tool that allows you to make the role assignments to individuals. To
assign a person to a role, the person should appear in your organization list, if not then you can search
for the person by last name as this person either doesn’t have an account or their account was
established with another organization. If you don’t find the person do not add a person but generate an
account for this person, then go back and assign the person to the role. If you assign a person without a
valid HCS id they won’t have access to the application.

: Why do users I have assigned the NYSE-CON roles only see public access?

This occurs when the role assignments are not done correctly in HCS. As HCS coordinators you have
a tool that allows you to make the role assignments to individuals. Another tool is to add people.
Adding a person is not the same as creating an account. When you go to add someone to a role do not
create the person and then add that person to the role. One needs to only add the role to the user (with
a userid) by using the add role tool. Since the newly created person is not associated with an HCS
login, the person can not access the application with the 'assigned' roles and it looks like the system is
not working.
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Q: Can a consultant contact the Commerce Accounts Management Unit (CAMU) group to have their

access established for HCS?

A: No. The consultant should work with his or her organization’s HCS Coordinator to be part of the

organization. Once that is in place they can work with the facilities they would represent to have the
necessary NYSE-CON role established.

Q: IfI forget or get locked out of my HCS account, is it okay if I use my co-worker's account to sign on

until I get my account reactivated?

A: Absolutely not. Never share user IDs or passwords, even if it only temporary. That would be in

> Q

> Q

violation to the User Agreement you and your organization signed. If you experience any problems
with your user ID or password immediately contact the Commerce Accounts Management Unit
(CAMU) group at 1-866-529-1890 or email at hinhpn @health.state.ny.us. A staff member will
assign a new password for you. Use of another's account can result in permanent termination of your
HCS account privileges.

: Where can I find training for my HCS Coordinator role?

There are a couple locations within HCS that can be of use. There is an HCS Coordinator group under
Topics with all kinds of information specifically for HCS Coordinators. There is also a certification
course "CTI210: HCS Coordinator Training & Certification" available on http://www.nylearnsph.com.
One would need to set up an account to access this training.

: Where can I find Frequently Asked Questions (FAQs) specific to my HCS Coordinator role?

If one were to select the Topics tab, select the “Coordinator” role in the Select Group dropdown, and
then the HCS Coordinator link. There is a document titled “HCS Coordinator’s FAQs” that is
available.

Questions that may be asked of the HCS Coordinator Role by users

> Qo

> Qo

: What do I do if I have forgotten my username or password?
: Contact the Commerce Accounts Management Unit (CAMU) at 1-866-529-1890 or email at

hinhpn@health.state.ny.us to activate the account.

: I have just logged on to the HCS and it says my password is expired, what's going on?

Every HCS user is required to change their password every 60 days. The system automatically
prompts you to change your password every 60 days. For no reason should anyone ever know your
password. Should you ever feel that the anonymity of your password has been compromised,
immediately change the password on your own.

: Who is my facility HCS Coordinator(s)?

There are 2 ways to answer this
1. Contact the Commerce Accounts Management Unit (CAMU) at 1-866-529-1890 or email at
hinhpn@health.state.ny.us and they can assist.
2. An HCS user can also access the My Account HCS tool if they would prefer to know immediately
by:
a. Hover your mouse on the HOME tab and select the MY Account in the submenu
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b. The list of items available to a user are displayed
c. Select "Look up my coordinators"
: How many months until an HCS account is locked due to inactivity?

: Five (5) months, at which time one would need to call the Commerce Accounts Management Unit
(CAMU) support at 1-866-529-1890 or email at hinhpn @health.state.ny.us to activate the account.

>

Useful Tools & Steps

Tool Step Action

Communicati | Any user of HCS can use this tool

ons Role _
Lookup Tool 1 Loginto HCS -url https://commerce.health.state.ny.us

) \ User idf|
NYSDOH \\ Password

If you have forgotten your password, please call the
Commerce Accounts Management Unt (CAWU) at

Health Commerce System 12685-5251350 (-5 6-5pm)

Figure 1.1: HCS Login Page
2 Select the HC6§“£&pplicati0ns on the Menu Bar

NYSDOHS ;% Home ~  Topics HCS Applications Logout 1Y SDOH Health Commerce System
THealth Come L Important Health Notifications
Sortby: Date Posted ¥ O Ascending @ Descending Notifications Display Period: | Month v Z; Refresh
eeceme et sl aehe Priority Keyword Source Audience Descriptio Posted Recipients
Advisory Infectious Disease NYS DOH All Users Recall of Metronidazole Tablets 250mg by Teva Pharmaceuticals ~ 01¢14/2011 Recipients
o Update-Potential E to Hepatitis A Vi it a N Ce
= Upssteto Agusory fectios Dsssse 1S 00 Arvsers D == Recpients
iy Appications ¥ 1y Favories s Sl TG HEPATITES A VLIS AT AIASSA
Advisory Infectious Disease Y5 DOH Al Users BOIENIV L BEOSICIDHTANSAVRISALANSAL  Giessr Recipents
My Applications EQUNIN:CHURCH
Acronyms & Abbreviations
Application Access:
caRT
Coord Account Tools- HCS @
Newsraom Highlights
Coordinator's Update Tool
Emergency Contacts CE I ] Wewsietters
HCBC 0172712011 Wweekly Influenza Report for January 22, 2011 0111472011 In the Field Newrsletter Winter 2011
Heath Faciltes Info Sys HFIS DRTR011 Do Not Refer List 0110372011 Aware Prepare, January, 2011
HERDS DI812011 Y10 Extended - LHD Coordination Tool (PDF) 010372011 Publc Health Watters - 2011/01 Repiacement Smoker
NH Surveillance Moe: Mo
NYSE-CON @ | EventsiCalendar [0 Press Releases
Physician Cancer Reporting @ 02/02/2011 HSEEP Course (G-146) Saratoga Co- 2 Days 1272011 Public Forum on Reducing Medicaid Cost, Improving
R T T 017292011 Weekend Fubiec Heath Academy 012712011 Updsted Advisory: CANCELLED DUE TO SNOWSTORM Publ
ServNY 011272011 Deepwvater Horizon Oil Spilt Dissecting the Post-S ... o/2sr2011 Governor Cuome Announces Health Commissiener Unani
! More. More.
User Survey
Please take this quick Survey and et us know what you think of the HCS portal. [ Take Survey
About Us | Terms of Use | Contact Us | Help \Version: 1.0.62

Figure 1.2: HCS Main Page
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Tool

Step

Action

Find the Communications Directory Role Lookup Tool

Home ~  Topics e Applications Logout 1Y S00H Heslth Commerce System
} ofresricted and open appicatons.
Ress More..
CinicalCirkship Survey ae Yes ~
Cinical Laboratory informaion fanagement System cums [ Ves
ComDir Organization Member List @
Communieable Disease Electronic Surveilance Demo CDESS Demo @
Communicabie Disesse Ecironic Surveilance System coess ves
f and Documentaton Yes
Ce and Documentation (LHD only) Yes
Heatn Officers @ ves
Yes
©
@
(=]
am () ves
) Yes
o tons csi @ o
Controlled Substance Prescrnton Reporting-Batch Entry conTsuss ) Yes
eporiing Manual riry conTsuss @ Ves
e Yes
@ Ves
inator @ ves
Yes
y aue Ves
Reportng System Cosur ves 3
About Us | Terms of Use | Contact Us | Help.

Figure 1.3: HCS Applications List

One Time setup option to ADD APPLICATION TO MY APPLICATIONS

Optional Action
Steps

The Communications Directory Role Lookup Tool is
available to all users so you will need to add it the My
Application. To do so, click + next to the application
in the Add Remove column.

cuus [ ]

0

1.1
o
5 -

cuR o
o

csi (] o
CONTSUBS. o
Sy
o
et L]

Figure 1.4: Add to My Applications

Any time you want to go into the role look up tool
select it from My Applications it is labeled
Roll Lookup Tool

i MY ADDICATIONS == MY ravormes

My Applications
Acronyms & Abbreviations
Application Access

CART

Coord Account Tools - HCS @
Coordinator's Update Taol
Emergency Contacts.

1 2 HCBC
- Health Facilites Info Sys HFIS
HERDS

NH Surveilance

NYSE-CON @
Role Lmu; Tool
ServiY

Figure 1.5: My Applications
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Tool

Step

Action

4

Role Lookup Tool has 3 options available

1. Lookup an Organization Type
2. Lookup a Person by their Last Name
3. Lookup a user by their User ID

R ——

Search by Organization Type
Select an Organization Type

Accountaccess - Limited
Adult Care Facilities
American Indian Nations
Animal Care Faciliies
Article 33 Wholesalers
CACFP Center Sponsors
CACFP Home Sponsors

CHP Lead Org

_OR-

Search for Person by Last Name
OR -

Search for Person by User ID

Directory Help

Communications Directory Page

Send questions or comments to Commurications

Role Lookup Tool

Nothing selected yet.

Figure 1.6: Role Lookup Tool

Tool

Step

Action

My Account

Every user can look at information about their account

1

When logged into HCS

2

Hovering the mouse of the HOME tab and select the MY Account in the

submenu

Home ~ Topics HCS Applications

': Welcome Edit Groups My Account
T

Newsroom
T

Contact Us Logout HYSDOH Health Commerce Systam

Important Situations

Figure 2.1: HCS Menu

HCS Coordinator Overview v1.0
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Tool Step

Action

The list of items available to a user are displayed.

Home = Topics

HCS Applications

I'Wantto ...

& Change my password
D Learn more about HCS =ecurity
'\‘) Look up my coordinators
%  Lookup my PIN
= Report my user ID or paszword stolen
=5 Review the password rules
See what organizations | am affiliated with
w— See what roles | hold

&' View the communication directory contact lists that |
am on

Update or verify my centact information

Figure 2.2: My Account Menu

HCS Coordinator Overview v1.0
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Question

How to find
out who the
HCS
Coordinator
is

Step Action
If the person works for the Organization
1 Ask them to log in to HCS
2 Hovering the mouse of the HOME tab and select the MY Account in the
submenu
Home ~ Topics HCS Applications Contact Us Logout NYSDOH Health Commerce Syst
': Welcome Edit Groups My Account Newsroom Important Situations
I T
Figure 3.1: HCS Menu
3 Select Look up my coordinators (third option in the list)
Home = Topics HCS Applications
I'Wantto ...
~* Change my password
D Learn more about HCS =ecurity
'\‘) Look up my coordinators
%  Lookup my PIN
f_E Report my user ID or paszword stolen
L:r Review the paszword rules
& See what organizations | am affiliated with
w— See what roles | hold
&' View the communication directory contact lists that |
am on
d Update or verify my centact information
Figure 3.2: My Account Menu
4 Contact Information is displayed for everyone in that role for the

Organization

HCS Coordinator Lookup as of 01/28/2011
For my primary organization: NYSDOH ISHSG
Coordinator Phone Exnail

[Last, FirstName | 555-123-1234 [ Emailaddress |
[Last, FirstName | | 555-123-1234 ] |{_ Emailaddress |
[Last _FirstName | | 555-123-1234 ]
[ [

I ] ] (]

Figure 3.3: HCS Coordinator list and Contact Information

HCS Coordinator Overview v1.0
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Question

Step

Action

How to find
out who is
the HCS
Coordinator
for another
Organization

Remember anyone can see and use the Role Lookup Tool.

Log in to HCS — Open the Role Lookup Tool

k W AddtoFav. = Print

Search by Organization Type
Select an Organization Type

Accountaccess - Limited ~
Adult Care Facilities El
American Indian Nations

Animal Care Facilities

Article 33 Wholesalers

CACFP Center Sponsors

CACFP Home Sponsors

CHP Lead Org o

-OR -

Search for Person by Last Name

—

_OR-

Search for Person by User ID

—

Send questions or comments to Communications

Directorv Help

Communications Directory Page

Role Lookup Tool

Nothing selected vet.

Figure 4.1: Role Lookup Tool

Select the Organization Type and press the Select button.

AddtoFav.  g= Print

Search by Organization Tvpe

Select an Organization Tvpe

Hospice
Hospital {ext clinic)

Individual Practitioners
Industry Group
LHCSA

Hospital (opcert
Hospital (pfi) =

Hospital (school-based ext clinic)

S

€

Figure 4.2: Organization Type Search

HCS Coordinator Overview v1.0
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Question

Step

Action

3

Select the quickest way to find the Organization:

Choices are

1. View All Organizations in an alphabetical list

2. View Organization by Region

3. View Organization by County

Figure 4.3: Organization list to View

j W Addt
Search by Organization Type L . .
Select an Organization Type Choose the Type of Organization List to View
Hospice e
Hospital (ext clinic)
Hospital (opcer)
Hospital (school-based ext clnic) View All Oraanizations
View All Organizations
Individual Practiioners
Industy Group OR
LHCSA v View Organizations by Region
OR
View Organizations by County
-OR -
Search for Person by Last Name

Find the Organization you wish to view and select the Organization Name

link to see the details

Search by Organization Type
Select an Oreanization Type

Hospice
Hospital (ext clinic)
Hospital (opcerl)
Hospital (schoolbased ext clinic)
Individual Practitioners

Industry Group

LHCSA

[E5

@

_OR-

Search for Person by Last Name

OR-

Search for Person by User ID

Send questions or comments to Comnmications Directory
Help

Communications Directory Page

1124

1099

1097

1310

1471

0756
0367
0818
0858
0755
0211
0218
0292

9999

0889

Oswell Park Cancer [nsulite

SJRH - Dobbs Ferry Pavilion
SIRH - Park Care Pavilion
SIRH - St Johns Division
SVCMC- St Mary's Brooklvn

SVCMC-St Vincent's Manhattan

Samaritan Hospital

Samaritan Medical Center

Saratoga Hospital

Schuvler Hospital

Seton Hith System-st Mary's Campus

Shechan Memorial Hospital

Sisters Of Charitv Hospital

Sisters of Charitv Hospital - St Joseph Campus

Soldiers And Sailors Memorial Hospital of Yates County
nc

Sound Shore Medical Center of Westchester

South Nassau Communities Hospital

South Oaks Hospital

Southampton Hospital

Figure 4.4: Organization list

Tie

‘Westchester
‘Westchester
‘Westchester
Kings

New York

Rensselaer
Jefferson
Saratoga
Schayler

Rensselaer

Yates
‘Westchester
Nassau
Suffoll

Suffolk

j v AddtoFav. = Print

estern Kegion; ce - o g

Metropolitan Arca Regional Office -
New Rochelle

Metropolitan Arca Regional Office -
New Rochelle

Metropolitan Arca Regional Office -
New Rochelle

Metropolitan Arca Regional Office -
New York City

Metropolitan Area Regional Office -
New York City

Capital District Regional Office
Central New York Regional Office
Capital District Regional Office
Western Regional Office - Rochester
Capital District Regional Office
Western Regional Office - Buffalo
Western Regional Office - Buffalo
Western Regional Office - Buffalo

Western Regional Office - Rochester
Metropolitan Area Regional Office -
New Rochelle

Metropolitan Area Regional Office -
New Rochelle

Metropolitan Area Regional Office -
New Rochelle

Metropolitan Arca Regional Office -
New Rochelle
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Question Step Action

5 Scroll down to find the HPN Coordinator (aka HCS Coordinator) — Select
the Info link

i‘ | Duector. Bio-medical Services Info
Search by Organization Type Director, Emergency Department Info
Select an Organization Type Director. Food and Nutritional Services Info
Fospice a Director, Information Technology Info
Hospital (ext clinic) Director, Nursing Info
Hos '“@' o cerl - Director. Pharmacy Tnfo
Hospital (school-based ext clinic) Director, Risk Management Info
:ggafslﬁ;aé rPufua;Mm"erS Director, Safetv/Security Info
ey 3 Director_Transportation Info
- Emergency Response Coordinator NA
Governing Body, ChairmanPresident Info
OR_ Governing Body, Member Info
HERDS Data Manager Info
Search for Person by Last Name HERDS Data Reporter %
Tr
l:l HPN Coordinator — @ |
HPN Organirational Security Coordmator Info
HRSA Grant Manager Info
“OR- Hospital Emergency Commurications Contact
Search for Person by User ID Infection Control Practitioner Lufo
Medical Director Info
l:l NYPORTS Coordinator Info
Newborm Screening Diagnostic Data Entry Manager (DDEM)
Send questions or to Comn Directory Newbora Sereening Manager (NBSM)
Help Newborn Screening Remote Demographic Entry Manager EM
Commmications Directory Page OMIG Contact
Order Official Prescriptions Info
Plant Manager Info

About Us | Terms of Use | Help

Figure 4.5: List of all roles available for the Organization

6 Select the link for contact details:

People Assigned to HPN Coordinator

Select a Person to view contact mformation

] Select
| | Select

Go Back to Previous Screen

Figure 4.6: List of HCS Coordinator for the Organization

HCS Coordinator Overview v1.0 1-11 2/17/2011



HCS Coordinator Overview

Useful DOH Contact Information:

Where you
can get help
with HCS
related
issues?

There are 2 Units that can be contacted

CAMU

Commerce Accounts
Management Unit

Call 1-866-529-1890 or email
hinhpn@health.state.ny.us

This is for the Facility U

sers to help them with:

Issues

1

HCS Passwords

2

HCS Account Status

Informatics

hcsoutreach@health.state.ny.us

or call 518-473-1809 (tell public to call toll free
CAMU number and they will forward them to
Informatics)

This is for the Facility U

sers to help them with:

Issues

HCS Coordinator Training

2 Roles (will help the HCS Coordinator perform
assigning)
3 Communication Directory

Note: None of these Units can help with the NYSE-CON application. See the
next section for NYSE-CON specific matters.

HCS Coordinator Overview v1.0
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Where you There are 2 Units that can be contacted

can get help PMU bpm@health.state.ny.us
with NYSE- Project Management Unit

CON related

issues? This is for NYSE-CON Users to help them with Policy Questions

NYSE-CON nysecon@health.state.ny.us
System Support Unit

This is for NYSE-CON Users to help them with NYSE-CON System Specific
Questions
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