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Contingencies 
 

Chapter Overview  
 
 
Contents In this chapter, the Applicant will learn how to: 

1 View Contingencies 
2 Contingency Submission process 
3 Extension Request process 

 

 
NYSE-CON now provides the ability for an applicant to submit and view the status of Contingencies. 
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Contingencies  
The Contingencies module is reached via the Contingencies tab on the Navigation bar (Figure 10.1).  
To view and act on contingency details, select the arrow beside the contingency or select the Expand 
All button to expand details for all contingencies. 

 
Figure 10.1: Sample Contingencies Page 

Contingencies Page Field Descriptions 

Field Name Description 
# Contingency Number. 

Status 

Contingency Status will display 
• Completed (when the contingency is satisfied) 
• No Submission (from published until the applicant responds) 
• Established in Error (when deleted) 
• Under Unit Review (when the applicant sends in a response) 
• Waiting for Response (when waiting on the applicant) 
• Withdrawn (when withdrawn) 

 
Status Date Date of the status.  

Description Contingency description. 

Date Applied Date the contingency is published. 

Response Due Date the contingency response is due. 

Buttons  

Arrow Toggle When selected the arrow toggle will point down and the page will refresh with 
contingency details. 
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Expand All When selected the contingency detail is displayed. 

Contingencies – expanded view 
The Contingencies module is reached via the Contingencies tab on the Navigation bar (Figure 10.2). 
When the arrow toggle or Expand All button are selected, the details for the contingencies and action 
buttons are visible. 

 
Figure 10.2: Sample Contingencies Page 

Contingencies Page Field Descriptions 

Field Name Description 
# Contingency Number. 

Status 

Contingency Status will display 
• Completed (when the contingency is satisfied) 
• No Submission (from published until the applicant responds) 
• Established in Error (when deleted) 
• Under Unit Review (when the applicant sends in a response) 
• Waiting for Response (when waiting on the applicant) 
• Withdrawn (when withdrawn) 

 
Status Date Date of the status.  

Description Contingency description. 

Date Applied Date the contingency is published. 

Response Due Date the contingency response is due. 

Units Applying the 
Contingency 

Name of the unit(s) applying the contingency. 
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Attachment(s) Documents sent regarding the contingency. 

Contingency 
Correspondence 
Tree 

Contingency correspondence link, that when clicked will open to the 
correspondence details.  

Buttons  

Arrow Toggle When selected, the arrow will point down to show details or sideways to close the 
detail view. 

Respond When selected the Respond to a Contingency page will display. 

Request 
Extension 

When selected the Request Extension page will display. 

Expand All When selected the contingency detail is displayed. 
 
Notification - CON project information published  
When the contingencies are published the following notification will be sent.  Select the link within the 
email to enter NYS-CON and be directed to the general information page. Select the Contingencies Tab to view the 
Contingency.  If not logged on to the Health Commerce System, the user will be re-directed to log on first, select the 
link again to continue.  

 Email Notification Sent 
1 Applicant contact 

2 Alternate contact 

 
Figure 10.3: Sample Contingency published Email 
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Respond to a Contingency 
Learning 
Objective 

Step Action 

How to 
Respond to a 
Contingency 

1 On the Contingencies tab, expand the Contingency by selecting the toggle 
arrow or Expand All button. 

 
Figure 10.4: Sample Contingencies Tab 

 2 Select the Respond button. 

 
Figure 10.5: Sample Expanded Contingency  
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 3 The Respond to Contingency page will appear. On the Respond to 
Contingency page, enter a response in the Contingency Response text box. 

 
Figure 10.6: Sample Respond to Contingency 

 4 Select the Add Attachment button 

 
Figure 10.7: Sample Respond to Contingency 
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 5 The Add Contingency Response Attachment page will appear. 

File Type is auto-filled. All attachments will have the file type ‘Contingency 
Response’. 

 
Figure 10.8: Sample Add Contingency Response Attachment 

 6 Enter a unique description for the file that will display on the Application tab. 

 7 Select the ‘Browse’ or ‘Choose File’ button, depending on the browser. 
Locate and select the file to be attached and select Open. 

 
Figure 10.9: Sample File Attachment 
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 8 Back on the Add Contingency Response Attachment page, select the Add 
Attachment button. 

 
Figure 10.10: Sample Add Contingency Response Attachment 

 9 The Respond to Contingency page will appear with the document attached. 
Select the Save button. 

 
Figure 10.11: Sample Respond to Contingency 
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 10 The Confirm Response to Contingency page will appear.  

 
Figure 10.12: Sample Confirm Response to Contingency 

 11 Review the data and if it is correct, select the Confirm button. If  the data is 
incorrect, select the Cancel button to return to the Respond to Contingency 
page. The entered text and added attachments will not be saved. 
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View Contingency Response Follow-Up Details  
When the department requires additional information or clarification, a follow-up will be sent. 
The Contingency Response Follow-Up page.  

 
 

Figure 10.13: Sample View Contingency Response Follow-Up 

View Contingency Response Follow-Up Field Descriptions 

Field Name Description 
Contingency 
Number 

Number of the contingency. 

Response  The additional items being requested for this contingency. 

Attachments Document(s) attached for the follow-up.  

Buttons  

Respond When selected the Respond to Contingency Response Follow-up page displays.  

Return When selected the Contingencies tab page redisplays. 
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Notification – Contingency Response Follow Up 
A Contingency Response Follow Up notification may be sent.  Select the link within the email notification to enter 
NYSCON and go directly to the contingency information. If you have not logged on to the Health Commerce System, 
you will be directed to log on first, and then please select the link again to continue to the contingency information. 
 

 Email Notification Sent 
1 Applicant contact 

2 Alternate contact 

 
Figure 10.14: Sample Contingency Response Follow Up  
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Respond to Contingency Response Follow-up Details 
The Respond to Contingency Response Follow-up page will appear. 

 
Figure 10.15: Sample Respond to Contingency Response Follow-up 

 

View Contingencies Field Descriptions 

Field Name Description 
Contingency 
Number 

Number of the contingency. 

Review Response Additional Items requested. 

Review Documents Documents accompanying the request. 

Contingency 
Response 

*Required – A message to accompany the documents. 

Response 
Attachments 

*Required – Attachments required for the response.  

 
Buttons  

Add Attachment When selected the Add Contingency Response Attachment page is displayed. 

Save When selected, a new page Confirm Response to a Contingency will display. 

Cancel When selected the system will close this page and return to the Contingency page 
without saving the information. 

 



         
 
 
 
 
                                                                                                                                                                                                        Chapter 10: Contingencies 

16 5/16/2014 
 

Respond to Contingency Response Follow-Up 
Learning 
Objective 

Step Action 

How Respond 
to 
Contingency 
Response 
Follow-up 

1 On the View Contingency Response Follow-Up page, select the Respond 
button. 

 
Figure 10.16: Sample View Contingency Response Follow-Up 

 2 On the Respond to Contingency Response Follow-up page, enter the 
Contingency Response in the Contingency Response textbox.  

Select the Add Attachment button. 

 
Figure 10.17: Sample Respond to Contingency Response Follow-up 
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 3 The Add Contingency Response Attachment page will appear. 

 
Figure 10.18: Sample Add Contingency Response Attachment 

 4 File Type is auto-filled. All attachments will have the file type ‘Contingency 
Response Follow Up’. 

 5 Enter a unique description for the file that will display on the Application tab. 

 6 Select the ‘Browse’ or ‘Choose File’ button, depending on the browser. 
Locate and select the file to be attached. 

 
Figure 10.18: Sample File attachment 
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 7 Select the Add Attachment button. 

 
Figure 10.19: Sample Add Contingency Response Attachment 

 8 The Confirm Response to Contingency Follow-up page will appear.  

 
Figure 10.20: Sample Confirm Response to Contingency Follow-up 

 9 Review the data and if it is correct, select the Confirm button. If  the data is 
incorrect, select the Cancel button to return to the Respond to Contingency 
page. The entered text and added attachments will not be saved. 
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Request Contingency Extension Details 
The Request Contingency Extension page. *An Extension Request timeline is required. 

 
Figure 10.21: Sample Request Contingency Extension 

 
Request Contingency Extension Page Field Descriptions 

 
Field Name Description 

# Contingency Number.  

Unit(s) Name of the Unit that is requiring the contingency. 

Status 

Contingency Status will display  
• Completed (when the contingency is satisfied) 
• No Submission (from published until the applicant responds) 
• Established in Error (when deleted) 
• Under Unit Review (when the applicant sends in a response) 
• Waiting for Response (when waiting on the applicant) 
• Withdrawn (when withdrawn) 

*A contingency may have two concurrent statuses if an extension has been 
requested. 

Status Date Date of the status. 

Date Applied Date the contingency is published. 

Response Due Date the contingency response is due. 

Description Contingency description. 
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Field Name Description 
Reason for 
Extension 
Request 

Enter the reason the extension request is needed. 

Attachment(s) *Required - Document that contains the extension request time line to explain when 
the contingency can be completed.   

Contingency 
Correspondence 
Tree 

Correspondence between the applicant and reviewer. Each line is a link that when 
selected opens the correspondence. 

Buttons  

Add Attachment When selected the Add Contingency Extension Request Attachment page is 
displayed. 

Save When selected Confirm Request for Contingency Extension will display. 

Cancel When selected the system will close this page and return to the Contingency page 
without saving the information. 

 
Notification - CON project information published on-line 
When requesting an extension for the contingency, select the link within the email notification to enter NYS-CON and 
select the Contingencies Tab. If you are not logged into the system you will be redirected to the Login page.  After 
you log in please select this link again to continue to the contingency information. 

 Email Notification Sent 
1 Applicant contact 

2 Alternate contact 

 
Figure 10.22: Sample Contingency published Email 
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Contingency Extension Request 
Learning 
Objective 

Step Action 

How to submit 
a Contingency 
Extension 
Request 

1 To view contingency details, select the arrow next to the Contingency to 
expand the information. 

 
Figure 10.23: Sample Contingencies Tab 

 2 Select the Request Extension button for the Contingency requiring an 
extension. 

 
Figure 10.24: Sample Contingencies tab 
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 3 On the Request Contingency Extension page, enter the reason for extension 
request in the Reason for Extension Request textbox. 

Select the Add Attachment button 

 
Figure 10.25: Sample Request Contingency Extension 

 4 The Add Contingency Extension Request Attachment page will appear. 

File Type is auto-filled. All attachments will have the file type Extension 
Request.   

 
Figure 10.26: Sample Add Contingency Extension Request Attachment 

 5 Enter a unique description for the added attachment that will display on the 
Application tab 
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 6 Select the ‘Browse’ or ‘Choose File’ button, depending on the browser. 
Locate and select the file to be attached. 

Select Open. 

 
Figure 10.27: Sample File to Upload 

 7 Back on the Add Contingency Extension Request Attachment page, select 
the Add Attachment button.  

 
Figure 10.28: Sample Add Contingency Extension Request Attachment 
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 8 The Request Contingency Extension page will appear.  

Select the Save button. 

 
Figure 10.29: Sample Request Contingency Extension 

 9 The Confirm Request for Contingency Extension page will appear.  

 
Figure 10.30: Sample Confirm Response to Contingency 

 10 Review the data and if it is correct, select the Confirm button. If  the data is 
incorrect, select the Cancel button to return to the Respond to Contingency 
page. The entered text and added attachments will not be saved. 
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Contingency Extension Request Follow-Up Details  
When the department needs additional information or clarification for the extension request, a 
Contingency Extension Request Follow-Up will be sent. 
The View Contingency Extension Request Follow Up page.  

 
Figure 10.31: Sample View Contingency Extension Request Follow-Up 

 

View Contingency Extension Request Follow-Up Field Descriptions 

Field Name Description 
Contingency 
Number 

Number of the contingency. 

Response  The additional items being requested for this contingency. 

Attachments Document(s) attached for the follow-up.  

Buttons  

Respond When selected the Respond to Contingencies Extension Request Follow-up page 
displays.  

Return When selected the Contingencies tab page redisplays. 
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Respond to Contingency Extension Request Follow Up Details 
The Response to Contingency Extension Request Follow Up page. 

 
Figure 10.32: Sample Respond to Contingency Extension Request Follow Up 

Respond to Contingency Extension Request Follow Up Field Descriptions 

Field Name Description 
Contingency 
Number 

Number of the contingency 

Unit(s) Name of the Unit(s) requiring the contingency 

Status 

Contingency Status will display 
• Completed (when the contingency is satisfied) 
• No Submission (from published until the applicant responds) 
• Established in Error (when deleted) 
• Under Unit Review (when the applicant sends in a response) 
• Waiting for Response (when waiting on the applicant) 
• Withdrawn (when withdrawn) 

*A contingency may have two concurrent statuses if an extension has been 
requested. 

Status Date Date of the status. 

Date Applied Date the contingency is published. 

Response Due Date the contingency response is due. 

Description Contingency description. 

 

Reason for 
Extension Request 

Enter the reason the extension request is needed. 

Attachment(s) Document(s) that contains the time line to explain when the contingency can be 
completed. 
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Buttons  

Add Attachment When selected the Add Contingency Extension Request Attachment page is 
displayed. 

Save When selected Confirm Request Extension Follow Up to a Contingency will 
display. 

Cancel When selected the system will close this page and return to the Contingency page 
without saving the information. 

 
Notification – Respond to Contingency Extension Request Follow-Up 
When responding to an extension request follow-up for the contingency, select the link within the email notification to 
enter NYSCON and be directed to the Contingency Information. If you are not logged into the system you will be 
redirected to the Login page.  After you log in please select this link again to continue to the contingency information. 

 Email Notification Sent 
1 Applicant contact 

2 Alternate contact 

 
Figure 10.33: Sample Contingency Extension Request Follow Up Email 
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Respond to Contingency Extension Request Follow-Up 
Learning 
Objective 

Step Action 

How Respond 
to a 
Contingency 
Extension 
Request  
Follow-Up 

1 On the View Contingency Extension Request Follow-Up page, select the 
Respond button.  

 
Figure 10.34: Sample View Contingency Extension Request Follow-Up 

 2 On the Response to Contingency Extension Request Follow Up page, enter 
the reason for the extension request and add an attachment.  

Click the Save button.  

 
Figure 10.35: Sample Respond to Contingency Extension Request Follow 

Up 



         
 
 
 
 
                                                                                                                                                                                                        Chapter 10: Contingencies 

29 5/16/2014 
 

 3 The Confirm Response to Contingency Extension Request Follow Up page 
will appear.  

 
 

 

Figure 10.36: Sample Confirm Respond to Contingency Extension Follow Up  

 4 Review the data and if it is correct, select the Confirm button. If  the data is 
incorrect, select the Cancel button to return to the Respond to Contingency 
page. The entered text and added attachments will not be saved. 
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Completed Contingency on Contingencies Tab 
When the department deems the contingency has been satisfied, the status will change to ‘Completed’. 
 

 
 

Figure 10.37: Sample Contingencies Tab – Completed Contingency 
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