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Health Commerce System Account Access and Management 

Requirements for reporting in the HERDS reporting application on Health 
Commerce System (HCS) 

Schools must report the required information using the NYS DOH’s statewide electronic reporting 
application called HERDS accessed through the NYS Health Commerce System (HCS), a secure 
online communications system. In HERDs, there is one form to complete for the 2023-2025 
compliance period. The form asks for general information, such as the status, sampling 
information, lead results, and remediation. The information provided is made available to the 
public on Health Data NY (https://health.data.ny.gov/). The data displayed on Health Data NY is 
updated daily.  

How To Get Started  

Identify who your HCS Coordinator(s) is for your school building.  HCS Coordinators hold key 
roles in this process.  Typically, an HCS Coordinator is a school nurse, but other school officials 
can be an HCS Coordinator.    

Only individuals who have been assigned the “Lead Testing in School Drinking Water 
Reporter” role in the Health Commerce System (HCS) will be able to access the HERDS 
reporting form and report the lead data in the electronic reporting application to the state.  Role 
assignments can only be done by a school’s HCS Coordinator.  Role assignments must be 
done for each building that will be reporting lead test results. It is not done on a “District 
level” basis.  

Individuals that will be responsible for reporting school lead in drinking water information into 
HCS/HERDS must complete the following steps:  

1. Have or create an HCS Account  

• If the school representative already has an HCS account for each school building 
that they will be reporting data for, skip to step 2.  

• If a school representative responsible for reporting does not have an account, 
they need to do the following steps (refer to Figure 1 for the instructions);  

i. Register for an HCS Account.  (Refer to Section A in Figure 1).  

ii. Have an HCS Coordinator at the school finalize the new user’s account 
(Section B in Figure 1).  

iii. The new user must then successfully sign into HCS to verify the account 
is fully registered (Section C in Figure 1). 

2. Your HCS Coordinator will then have to assign the “School Lead in Drinking Water 
Reporter” role to you in HCS for each school building you will be reporting data for (Refer 
to Figure 2 for the step-by-step instructions.)   

Notes for HCS Coordinators:  
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• The role only exists at the “facility” (school) level, the “District” level.  

• HCS users can be assigned this role to one or more schools in a district, 
however, assignments must be done by the HCS Coordinator for each 
individual school building where data will be reported.  

• If desired, multiple people can be assigned this role for each school building.  

• Only HCS Coordinators can add or DELETE an account.  If staff leave a 
school’s organization, only the HCS Coordinator(s) have the ability to remove 
that account from HCS.  NYS DOH staff cannot change an account’s status. 
Figure 3 and Figure 4 show detailed instructions for an HCS Coordinator to 
delete an HCS account and add a new Coordinator/Security Coordinator, 
respectively. 

3. Once the role has been assigned, you will be able to login to HCS/HERDS and report your 
data. For assistance in accessing the HERDS refer to Appendix G: How to Access the 
2023-2025 HERDS Reporting Form on Health Commerce System   

 
Figure 1. Instructions for a School Representative to Register for an HCS Account (new 

user) 
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Figure 2.  Instructions for a School’s HCS Coordinator to Assign a Role to Responsible 

Individuals (e.g., Lead Testing in School Drinking Water Reporter) 
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Figure 3.  Instructions for a School’s HCS Coordinator to Delete an HCS User Account  
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Figure 4.  Instructions for a School’s HCS Coordinator add a New Coordinator 
or a Security Coordinator 

 
 




