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Submitting an Application 
 

Chapter Overview  

 

 

Contents In this chapter, you will learn how to: 

1 Create New Application Link 

2 Selecting the Application Type  

3 Search for a Facility 

4 Creating a New Application 

5 Saving the New Application 

6 Entering Executive Summary 

7 Modifying Executive Summary 

8 Adding Application Documents 

9 Updating Application Documents 

10 Deleting Application Documents 

11 Grant access to the Application 

12 Modifying the Application 

13 Submitting the Application 
 

 

 

This process is for 
Applicants who 
need to submit a 
CON application for 
Change in 
Ownership or 
Establishment of 
new facility/agency 

You will need to create a NYSDOH public account or use your HCS account.  If you need to 

create a new account select the "Register for an Account" link on the log in page. 

 

 

http://devproxy.health.state.ny.us/id/user/customAnonProcessLaunch.jsp?id=End+User+Anonymous+Enrollment
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Creating a New Application 

Menu 
selection 

The Create New Application module is reached via the Quick link Create New 
Application located on the Home page (Figure 1) or in the NYSE-CON Tool bar   

(Figure 2). This opens the Create a New Application – Application Type Selection 
screen. (Figure 3). 

 

Figure 1: Sample Home Page 

 
Figure 2: Sample NYSE-CON Tool Bar 
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Application Type Selection 

 

 
Figure 3: Sample Application Type Selection 

 

 

Create New Application – Application Type 

Field Name Description 

Application Type Single select box displaying all available submission types 

Button Name Description 

Continue 
If the Application Type has been selected, the system navigates to either the 
“Facility Search” screen (on a change in ownership) or to the “Create New 
Application” screen. 

 

 

 

 

Learning 
Objective 

Step Action 

How to 
Select an 
Application 
Type 

1 Select the desired Application Type.   

 

2 Click the Continue button. 

Result: The Create New Application – Facility Selection screen appears 
(Figure 4) if the Application Type selected contains ‘Change in ownership’. 
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Facility Search 

 

 

Figure 4: Sample Facility Search 

 

Create New Application – Facility Search Field Descriptions 

Field Name Description 

Facility Type Facility Type to search. 

Facility Name Facility name to search 

Facility ID Facility ID to search 

Operating 
Certificate Number 

Operating Certificate number to search 

Button Name Description 

Search The Search button will initiate the facility search based on the criteria entered. 

Clear 
Selecting Clear will erase the search criteria and return to the “Facility Search” 
screen. 

 

Learning 
Objective 

Step Action 

How to 
Search for a 
Facility 

1 

  

Enter either the exact Facility ID or the exact Operating Certificate, or a 
combination of Facility Type and Facility Name. Partial Facility Name may be 
entered. 

2 Click the Search button Result: The Facility Results screen opens up. 

Note all data that matched the search criteria will be displayed. 

The following optional steps can be performed: 
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Facility Search Result  

 

 

Figure 5: Sample Facility Search Results 

 

 

 

Facility Search Results  

Field Name Description 

Facility Name Facility name (Link) 

Operating 
Certificate Number 

Operating Certificate number  

Operator Operator Name 

Facility Type Facility Type  

Facility ID Facility ID 

 

 



New York State Electronic Certificate of Need (NYSE-CON) Training/Reference Manual 

Public Authentication Applicant Training  10 1/29/2016 

Submit Application 

 

Learning 
Objective 

Step Action 

How to 
Select a 
Facility 

1 

  

Select the Facility Name Link. 

 

Note: This will auto fill the Main Site Information and Current Operator 
sections of the New Application. 

Create New Application – Change in Ownership 
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Figure 6: Sample Create New Application – Change in Ownership 
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Create New Application – Establish New Facilities or Programs 
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Figure 7: Sample Create New Application – Establish New Facilities or Programs 

 

 

 

 

Create New Application 

Field Name Description 

*Submission Type Display of the selected Application/Submission Type 

Main Site 
Information 

 

 

*Facility Type Auto filled from HFIS for Facility selected on 
Facility Search Result screen. If Application 
Type is Establishment of a new facility each 
field will need to be filled in.  

*Facility Name 

Facility ID 

†Street Line 1 

Street Line 2 

†City 

State 

†Zip 

*County 
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Create New Application 

Field Name Description 

Current Operator 

†Name Auto filled from HFIS for Facility selected on 
Facility Search Result screen. If Application 
Type is Establishment of a new facility this 
section is not displayed. 

 

Note: County is not maintained in HFIS for 
Operator so this will always default to blank  

 

†Street Line 1 

Street Line 2 

†City 

†State 

†Zip 

County 
 

Proposed 
Operator 

†Name  

†Street Line 1 

Street Line 2 

†City 

†State 

†Zip 

County 
 

Principal Applicant 
Member 

 

†Title If you enter a different user than yourself 
please make sure that User ID has been 
setup first because the USER ID and email 
address are checked to see if they exist in the 
DOH Public user system. 

†First Name 

†Last Name 

†DOH or HCS User ID 

†Street Line 1 

Street Line 2 

†City 

†State 

†Zip 

†Phone Number 

Fax Number 

†Email Address 
 

Alternate Contact 

†First Name  

†Last Name 

†Email 
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Create New Application 

Field Name Description 

Project Site 
Information 

 

†Project Site Name  

†Street Line 1 

Street Line 2 

†City 

State Auto filled with NY 

†Zip 

†County 
 

Total Project Cost †Total Project Cost amount (also known as the Submitted Capital Cost) 

Button Name Description 

Change 
This button is used to change the application type. The system will navigate to the 
application type selection. 

Save 

When this button is selected the system will save the data entered, if it passes 
validation. If the fields with asterisks have been entered but the fields with daggers 
have not been entered, the Create screen will be redisplayed with a message that 
the data was saved. If all fields with asterisks or daggers have been entered, the 
General Information screen will be displayed 

Cancel 
When this button is selected no data is saved. The system navigates back to the 
“My Projects” page. 

 

 



New York State Electronic Certificate of Need (NYSE-CON) Training/Reference Manual 

Public Authentication Applicant Training  16 1/29/2016 

Submit Application 

 

Learning 
Objective 

Step Action 

How to Enter 
Information 
and Save a 
New 
Application  

1 

 

Main Site Information will auto fill from HFIS. If you have chosen to a 
Change of Owner Application type. Other wise Enter the Information for each 
field as required. 

2 Current Operator Information will display and auto fill from HFIS. If you have 
chosen to a Change of Owner Application type.  

3 Enter Proposed Operator Information data as required. If applicable you can 
select the same as Current Operator checkbox. 

4 Enter the Primary Applicant Member Information as required.  

5 Enter Alternate Contact information as required. 

6 Enter the Project Site Information as required. If applicable you can select 
the same as main site checkbox. 

7 Enter the Total Project Cost amount (also known as the Submitted Capital 
Cost) 

8 

 

Select the Save button. 

Result: If all of the data required is entered the General Information page will 
appear with the information entered displayed, along with instructions of 
what to do next. 
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General Information  

 

Figure 8: Sample General Information page 
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General Information 

Field Name Description 

CON Project # (Is only created when the application is submitted) 

Facility Name Facility Name of the project. 

Project Description 
Project description will be entered by Bureau of Project Management (PMU) when 
the application is reviewed.  

Status Current status of the project. It will remain blank until the application is submitted. 

Application Type Application Type of the project. 

Status Date 
Last date the project status changed. It will remain blank until the application is 
submitted. 

Review Level Review Level will be entered by PMU when the application is reviewed. 

County County of the Facilities Main Site 

Application 
Received Date 

Date the Application was submitted. 

Region Region will be entered by PMU when the application is reviewed. 

Initial Review Date Initial Review Date will be entered by PMU when the application is reviewed. 

Acknowledgment 
Date 

Date the Acknowledgment letter was signed and entered by PMU 

Total Project Cost Submitted Total Project Cost for the project. 

Principal Applicant Member 

Name The name of the person who will receive all official correspondence from DOH. 

Title Title of the person. 

User ID The User ID for the person 

Address Street line 1, street line 2, city, state and zip for the person. 

Email Email for the User ID where official contact from DOH can be sent. 

Phone Phone number where the contact can be reached. 

Fax Fax number where the contact can be sent official correspondence from DOH. 

Alternate Contact  

Name 
The name of another person who can also receive all official correspondence from 
DOH. 

Email Email where official contact from DOH can be sent. 

Impact on Operating Certificate 

Bed/Service Filled in by Bureau of Project Management when the application is reviewed.  

Action Filled in by Bureau of Project Management when the application is reviewed. 

Count Filled in by Bureau of Project Management when the application is reviewed. 

Button Description 
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General Information 

Field Name Description 

Modify 
Button will be displayed until the application is submitted. When selected the 
system will navigate to the “Modify Application” page. 

Submit 
Button will be displayed until the application is submitted. When selected it will 
navigate to the “Confirm Submission” page. 

 

Sites Information  

 

Figure 9: Sample Sites page 
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Sites 

Field Name Description 

CON Project # (Is only created when the application is submitted) 

Facility Name Facility Name of the project. 

Project Description 
Project description will be entered by Bureau of Project Management when the 
application is reviewed.  

Main Site Information 

Facility Name Facility Name of the project. 

Facility ID DOH Identification number for the facility. 

Facility Type Type of facility for the project. 

Operating 
Certificate # 

Operating certificate number for the project. 

Physical Address 
Street line 1, street line 2, city, state and zip of the physical address of the main 
site for the facility. 

Current Operator  Operator Name for the facility. 

Operator County County where the Operator is located. 

Project Site Information 

Name The name for the project site. 

Physical Address Street line 1, street line 2, city, state and zip for the Project site for the facility. 

County County of the physical address for the project site. 

Proposed Operator The proposed Operator Name. 

 
Street line 1, street line 2, city, state and zip for the proposed Operator for the 
project site. 

Operator County The county for the proposed project site. 

Button Name Description 

Modify 
Button will be displayed until the application is submitted. When selected the 
system will navigate to the “Modify Application” page. 
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Executive Summary 

 

Figure 10: Sample Executive Summary screen 

 

Application Documents 

Field Name Description 

Style Drop down list of all the available styles 

Font Drop down list of all the available fonts 

Size Drop down list of all the available alphabet sizes 

Executive Summary Overview of the Project Proposal 

Button Names Description 

Save When selected saves the description entered 
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Learning 
Objective 

Step Action 

How to enter 
Executive 
Summary 

 

1 

 

Select the Executive Summary tab. 

 

Figure 10.1: Available tabs 

2 

 

Enter overview of the project proposal in the text box. 

 

Figure 10.2: Executive Summary text box 

3 Select the Save button. 

 

Figure 10.3: Save button on Executive Summary tab 
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Rich text Limitations 

 When pasting something from word and if the word has an image, image is not copied in to the 

CKE clipboard  

 

 When copying data from XL to CKE Editor, the table format is not displayed appropriately. 

 

 When trying to Cut/Delete, a security pop up is displayed which prompts the user to select ‘allow 

access’ option. 

 

 When modifying the executing summary, system will display ‘Modify Executive Summary ‘page 

before loading new rich text editor (this could happen because of IE Delay). 

 

 When ‘Marker’ style is selected from styles menu, Marker feature is not applied in the clip board. 
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Modify Executive Summary 

 

 
 

Figure 11: Sample Modify Executive Summary screen 

 

 

 

Executive Summary Field Descriptions 

Field Name Description 

Style Drop down list of all available styles 

Font Drop down list of all available fonts 

Size Drop down list of all available sizes 

Executive Summary Overview of the Project Proposal 

Save  When selected saves the description entered 

Cancel When selected the modifications will be cancelled 

 

 

Learning 
Objective 

Step Action 
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How to 
modify the 
Executive 
Summary for 
a submitted 
project 

1 

  

Select the Executive Summary tab. 

2 Select Modify button below the text box.  

 
Figure 11.1: Modification screen after submitting 

3 Edit the summary.  

 
Figure 11.2: Screen with Save button 
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4 Select the Save button. 

 
 

Application Documents 

 

Figure 12: Sample Application screen 

 

Application Documents 

Field Name Description 

Submitted By Displays the user name. 

Submitted Date Displays the date the application was submitted. 

Document Type Displays the Document Type. 

Filename Displays the file name of the document 

Description Description entered when added. 

Document Link to the actual document. When the link is selected the document will open. 

Date The Date the file was loaded in to the project. 

Button Names Description 

Add New 
Application 
Document 

Navigates to “Add Application Document” page. 
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Learning 
Objective 

Step Action 

How to Add 
Applications 
to the 
Project 

 

1 

 

Select the Application tab. 

Result: Application page will appear it will display a message listing any 
required documents. 

2 

 

Select Add New Application Document button. 
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New Application Document 

 

Figure 13: Sample New Application Document screen 

 

New Application Document 

Field Name Description 

Document Type Drop down list of all schedules and required documents. 

Date Auto filled with today’s date 

Description 
Entered information is displayed when the document is added to the list of 
documents. 

File 
Exact directory structure and file name where the system can find the file to add to 
the project. 

Button Names Description 

Browse When selected the “Choose File” window opens.   

Add Document to 
application 

When selected the system will save the document to the system and return to the 
Application page with the newly added document displayed in the list. 

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

 

 

Learning 
Objective 

Step Action 
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How to Add 
New 
Application 
Document to 
the Project 

 

 

 

1 

 

Select the Document Type Dropdown. 

Each required schedule is listed along with other optional documents. 

2 

 

Enter a description. 

3 

 

Select the Browse button.   

Note depending on your browser you see different windows – locate the file 
you want to add.  You must still download the schedules from the Public 
website and fill them out prior to adding them. 

 

Figure 13.1: Sample Browse window 

4 

 

Select the document and then the Open button. 

5 

 

Select Add Document to Application button. 
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Update Application Document 

 

Figure 14: Sample Update Application Document screen 

 

Update Application Document 

Field Name Description 

Document Type Auto Filled with the document type 

Date Auto filled with today’s date 

Description Entered information is displayed when the document is 

File  
Exact directory structure and file name where the system can find the file to add to 
the project. 

Button Names Description 

Browse When selected the “Choose File” window opens.   

Update Document 
When selected the system will save the document to the system and return to the 
Application page with the updated document displayed in the list. 

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

Step Action 

How to 
Update an 
Application 
to the 
Project 

 

1 

 

Select the Application tab. 

Result: Application page contain all Application documents and any item 
added through the correspondence tab. 

2 

 

Select Update button next to the document you want to update. 

 

Figure 14.1: Sample Application Document screen 

3 

 

Enter a description. 

4 

 

Select the Browse button. 

Note depending on your browser you see different windows – locate the file 
you want to add – for training purpose we have setup the following directory 
on your desktop – NYSE-CON. Select the file that matches the Document 
Type you selected. 

5 

 

Select Update Document button. 
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Delete Application Document 

 

Figure 15: Sample Confirm Document Deletion screen 

 

Confirm Document Deletion 

Field Name Description 

Document Type Auto Filled with the document type 

Filename Auto filled with the file name 

Description Auto filled with the description entered for the file 

Date Uploaded Auto filled with the date the document was uploaded 

Uploaded by Auto filled with the user ID who uploaded the file 

Button Name Description 

Yes button Select ‘Yes’ to delete these documents. 

No button Select ‘No’ to return without deleting. 
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Learning 
Objective 

Step Action 

How to 
Delete an 
Application 
Document 
from the 
Project 

 

1 

 

Select the Application tab. 

Result: Application page contain all Application documents and any item 
added through the correspondence tab. 

2 

 

Select Delete button next to the document you want to delete. 

 

Figure 15.1: Sample Application Document screen 

3 

 

Select the Yes button. 

Note: the button will only be available until the application is submitted. 
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Granting Access to another user 

 

Figure 16: Sample Access screen 

 

Access 

Field Name Description 

User Id  Data entry field. 

User ID Displays User ID 

Granted By Displays who granted the Access 

Granted Date Displays the date access was granted 

User ID Displays User ID. 

Revoked By Displays who revoked the Access. 

Revoked Date Displays the date access was revoked. 

Granted By Displays who granted the Access. 

Granted Date Displays the date access was granted. 

Button Name Description 

Grant Access 
button 

When selected the User ID will be granted access 

Revoke Access 
button 

When selected the User ID will appear in the lower section of the screen. 
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Learning 
Objective 

Step Action 

How to 
Grant 
Access to an 
Application 

 

1 

 

Select the Access tab. 

2 

 

Enter the User ID of the person you want to grant access to. . 

Note: The ID must have been created prior to you entering it here. 

3 

 

Select the Grant Access button. 

 

Alternate 
Step 

Action 

1.1 

Revoke Access – will remove access the 

application.  

Select the Revoke Access button. 
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Modify Application  

 

 

 
Figure 17: Sample Modify Information screen 
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Learning 
Objective 

Step Action 

How to 
Modify an 
Application 

 

 

 

1 

 

Select a Modify button on the General Information page. 

Result: Modify Application page will appear with the information entered. 

2 

 

Enter/Change any of the information. 

 

3 

 

Select Save button. 
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Submit an Application 

 

Figure 18: Sample Application Submitted screen 
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Learning 
Objective 

Step Action 

How to 
Submit an 
Application 
to DOH 

 

 

 

1 

 

Select the General Information tab. 

2 

 

Select the Submit button. 

Note only when all required application documents have been added to the 
project will you be allowed to proceed. 

 

Result: The Confirmation screen appears  

 

Figure 18.1: Sample Application Submission screen 

3 

 

Select the Confirm button. 

 

Result: The Application now has a CON Project #, and an email notification 
has been sent to PMU and the Applicant. 

 

 

 


