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Where to register

1) Open your web browser and enter this 
web address in the address bar: 
https://commerce.health.state.ny.us

2) On the HCS log in page, click All Others

3) Click ‘Register for an account’ and 
follow the two step process:

a) Register for an account
b) Enroll your account on the HCS. This step must be 
done with your HCS Coordinator.

https://commerce.health.state.ny.us/
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How to register
1. Complete the Name, Address and Policy Statement sections, and click Continue 

• NOTE: Your name must match what is on your Photo ID 

2. Create a user ID and password, click Continue 

3. Answer at least six of the 27 secret questions, click Register

4. Verify your account information, and click Confirm 

5. Print your Account Registration Completion information, click OK 

6. Print the email confirming that your user ID was created

7. See your *HCS Coordinator with your Account Registration Completion email printout and 
your Photo ID 

*If you do not know your HCS Coordinator, or your school needs a new HCS 
Director/Coordinator please call the Commerce Accounts Management Unit (CAMU) at 1-
866-529-1890, option 1 (M-F 8am-4:45pm).

REGISTER ONLY 
ONCE!
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HCS login

• https://commerce.health.state.ny.us/public/
hcs_login.html
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HERDS Access
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Request Access to the HERDS application for a new user 
(with HCS access)

Have the individual designated to report on school lead in drinking water 
email their HCS Coordinator requesting to be added to the HERDS role of 
School Lead in Drinking Water Reporter.

If you do not know who your HCS Coordinator is and you have access to HCS, you 
can look them up following these steps:
1) Log into HCS
2) Click My Content and select Look up my coordinators
3) A list will appear with name, phone and email address
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How to assign a role in the HCS Communications 
Directory (For HCS Coordinators)

1.    Click Coordinator's Update Tool 
2.    Select the appropriate organization 
3.    Click Manage Role Assignments (blue tab) 
4.    Click the Modify link located to right of the role name 
5.    Under section 2 (if no one is currently in role) or section 3 (if someone in role), then 
select     the name of the person with an ID you wish to add to the role and click Add Role 
Assignments. Avoid adding a person to the role if you see an “na” after their name, 
especially if you know the user has an existing HCS account. 

5a.  If you cannot locate the person in the list, then proceed to the last option, enter 
the person's last name in the Search for Person(s) by name, and click Submit 
5b. Select the person in the list with a valid user ID 

6.   Click Add Role Assignments. 
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How to assign a role in the HCS Communications Directory 
(Alternate Directions For HCS Coordinators)

1. Click Coordinator's Update Tool 
2. Select the appropriate organization 
3. Click Manage People (blue tab) 
4. Click on the user’s name you want to assign role(s) to 

4a. If you do not see the user you wish to add in the list, the user may 
have a Primary Organization with another facility/agency or may have 
attained an HCS account using their medical license. In that case, you 
will not see that user in your Manage People. Use instructions above 

5. Click Manage Role Assignments tab 
6. Check the box next to the role(s) you wish the user to hold 
7. Click Revise Role Assignments 
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• Select               , then All applications from the Main 
Menu Bar

• Select S, then School Survey (HERDS) from the 
applications listed

• Click the green circle with a plus sign on the right of the 
application name

• Return to Home page
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Getting into HERDS
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Information to be 
entered into 
HERDS
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What surveys need to be completed?
School Drinking Water Lead Free Building Survey
• If your school(s) meets the definition of a lead-free building as defined in 

Section 1417 of the federal Safe Drinking Water Act, you should list the 
school(s) in this survey.

• If all of your school buildings are lead-free by the above standard, then 
you only need to complete this survey

School Drinking Water Sampling and Results Survey
• You must complete this survey for all buildings that are not considered 

lead-free by the above standard.
• 2 forms: 

• 1: School Drinking Water- Lead Sampling Survey Form
• 2: School Drinking Water- Lead Results Survey Form
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Select Appropriate Forms from the Data Entry Tab
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School Drinking Water Lead Free Building Survey
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To Enter Information Regarding Lead Free Buildings

• Select “School Drinking Water Lead Free Building 
Survey” from the Activity Drop Down menu.

• Scroll down and answer the question and enter any lead-
free buildings you may have.

• Click Save All, then Review & Submit, and then Submit 
your data.
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1: School Drinking Water- Lead Sampling Survey
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To Enter Information Regarding Sampling for 
Lead in Drinking Water

• From the Data Entry screen, select “School Drinking Water 
Sampling and Results Survey” from the Activity Drop Down 
menu.

• Under Form, Select “1: School Drinking Water – Lead Sampling 
Survey”.

• Answer questions 1-5 (required). Answer questions 6 and 7 when 
applicable. You may return to this form as many times as 
necessary to update it until all sampling is complete.

• Click Save All, then Review & Submit, and then Submit your 
data.
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2. School Drinking Water- Lead Results Survey
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To Enter Information Regarding Results of Lead in 
Drinking Water Testing

• Once you have results to report, from the Data Entry screen, 
select “School Drinking Water Sampling and Results Survey” 
from the Activity Drop Down menu.

• Under Form, Select “2: School Drinking Water – Lead Results 
Survey”.

• Answer questions 1-5 as applicable. You may return to this form 
as many times as necessary to update it until all results have 
been received.

• Click Save All, then Review & Submit, and then Submit your 
data.
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