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NOTE: Please ensure that at the end of the submission process the following is displayed at the top of 
your screen in bold red print: 

“Thank you. Data has been submitted to the Department of Health.” 
This identifies that your incident has been submitted to the Department of Health. 

To submit the incident online:
 
1) Log onto the HCS at: https://commerce.health.state.ny.us/
 
2) Navigate to NH Surveillance (listed under “My Applications” on the left side of your screen).
 
3) Select “Data Entry” from the DataEntry menu.
 
4) Select the activity “NH INCIDENT”.
 
5) Select “Add New” to start reporting a new incident. -Or-


Select an incident from the drop down menu to continue a previously started incident (skip to (7) below) 

6) Enter the date and time of the incident. Enter one or more keywords to help you identify the incident in the 
drop down menu on the previous screen (for example, the resident’s name, or the incident type or location for 
widespread incidents like fire or power outage). Click on “Save”, then click on “Back to Data Entry”. 

http:https://commerce.health.state.ny.us


                  
               

                

7) Select the incident type(s) appropriate to the incident and complete all other general questions on the “NH 
INCIDENT REPORT” tab (initial tab; accessed by clicking on “NH INCIDENT REPORT” above the form 
questions). This tab is required for all incidents, regardless of incident type. Click on “Save”. 



               
               

        

 
               

                    
                

8) Complete all incident summary questions on the INCIDENT OVERVIEW tab (accessed by clicking on 
“INCIDENT OVERVIEW” directly above the form questions). This tab is required for all incidents, 
regardless of incident type. Click on “Save”. 

9) Add Resident(s) (if appropriate) on the RESIDENTS tab (accessed by clicking on “RESIDENTS” directly 
above the form questions). Click on “Add Resident” to add a resident, complete all questions on the tab, and 
click on “Save” after each resident added. You can add multiple residents by repeating this process. 



                
                      

          

10) Add Witness(es) (if appropriate) on the WITNESS tab (accessed by clicking on “WITNESS” directly above 
the form questions). Click on “Add Witness” to add a witness, complete all questions on the tab, and click on 
“Save”. You can add multiple witnesses by repeating this process. 



                
                     
           

11) Add Accused (if appropriate) on the ACCUSED tab (accessed by clicking on “ACCUSED” directly above 
the form questions). Click on “Add Accused” to add an accused, complete all questions on the tab, and click 
on “Save”. You can add multiple accused by repeating this process. 



                
                   

                 
               

 

 
        

                  
                      
                     
 

 
                  

         
 

12) Complete all questions on the incident type tab(s) matching your selected incident type(s) (accessed by 
clicking on the tab name matching the incident type directly above the form questions). Click on “Save” after 
completing the questions on each tab. Please ensure that you complete all appropriate tabs for multi-type 
incidents. The example shown below is the tab used for any ABUSE type incident: 

13) Preview and submit the data to DOH. 
- Click on “Preview Data to be Submitted” (near the top of the screen). 
- Review data and click on “Proceed to Submit Data to DOH” (near the top of the screen). 
- The screen will display “Thank you. Data has been submitted to the Department of Health.” 

REMEMBER:
 
Unless you have seen “Thank you. Data has been submitted to the Department of Health.” the incident
 
has not been reported to the Department of Health.
 


