
  

  

 

 

 

 

 

New York State  

Electronic Certificate of Need 

Public Authenticated Training 

Create ID and Login 

 

 

 

 

 

 

NYS Department of Health 
 



New York State Electronic Certificate of Need (NYSE-CON) 

Training/Reference Manual 

Public Authenticated Training 2 5/23/2011 

Create Id and Login  Version: 1.0 

   

Table of Contents 

CREATE ID AND LOGIN......................................................................................................................................4 

CHAPTER OVERVIEW .............................................................................................................................................4 
CREATING A USER ID ............................................................................................................................................5 
REGISTER FOR AN ACCOUNT ..................................................................................................................................6 

Register for an Account page 1 of 4 ..................................................................................................................7 
Create a User ID..............................................................................................................................................7 

REGISTER FOR AN ACCOUNT - CONTINUED .............................................................................................................8 
Register for an Account page 2 of 4 ..................................................................................................................8 
Create a User ID..............................................................................................................................................8 

REGISTER FOR AN ACCOUNT – PAGE 3 0F 4 PART 1 ..................................................................................................9 
REGISTER FOR AN ACCOUNT - PAGE 3 0F 4 PART 2.................................................................................................10 

Enter Shared Secrets answers .........................................................................................................................10 
REGISTER FOR AN ACCOUNT – PAGE 4 OF 4 ...........................................................................................................11 

Register for an Account page 4 of 4 ................................................................................................................11 
Verify Information ..........................................................................................................................................12 

MANAGE YOUR ACCOUNT....................................................................................................................................13 
Manage My Account.......................................................................................................................................13 

UPDATE MY PROFILE...........................................................................................................................................14 
Update My Account ........................................................................................................................................15 
Alter your account ..........................................................................................................................................15 

CHANGE MY PASSWORD ......................................................................................................................................16 
Change My Password .....................................................................................................................................16 
Change Password...........................................................................................................................................16 

CHANGE MY SHARED SECRET ANSWERS ..............................................................................................................17 
Change Shared Secrets...................................................................................................................................18 

DISABLE MY ACCOUNT .......................................................................................................................................19 
Disable account..............................................................................................................................................19 

LIST OF AVAILABLE PUBLIC APPLICATIONS ..........................................................................................................20 
Change Application........................................................................................................................................20 

FORGOT USER ID .................................................................................................................................................21 
Forgot User ID...............................................................................................................................................21 
Request Forgotten User ID.............................................................................................................................21 

FORGOT PASSWORD .............................................................................................................................................22 
Change Password page 1................................................................................................................................22 
Change Password...........................................................................................................................................22 

FORGOT PASSWORD PAGE 2 OF 3 ..........................................................................................................................23 
Change Password page 2................................................................................................................................23 
Change Password page 2................................................................................................................................23 

DISABLE MY ACCOUNT .......................................................................................................................................24 
Disable My Account .......................................................................................................................................24 
Steps to Disable Account ................................................................................................................................24 

FREQUENTLY ASKED QUESTIONS .........................................................................................................................25 

 

 

Table of Figures 
Figure 1: Log In Page ................................................................................................................................................5 
Figure 2: Close up of Public Account Menu ...............................................................................................................5 
Figure 3: Page 1 of 4 of Register for an Account ........................................................................................................6 
Figure 4: Page 2 of 4 of Register for an Account ........................................................................................................8 
Figure 5: Page 3 of 4 of Register for an Account part 1...............................................................................................9 



  New York State Electronic Certificate of Need (NYSE-CON) 

  Training/Reference Manual 

Public Authenticated Training 3 5/23/2011 

Create Id and Login  Version: 1.0 
 

Figure 6: Page 3 of 4 of Register for an Account part 2............................................................................................ 10 
Figure 7: Page 4 of 4 of Register for an Account...................................................................................................... 11 
Figure 8: Manage My Account options.................................................................................................................... 13 
Figure 9: Update My Profile.................................................................................................................................... 14 
Figure 10: Change My Password............................................................................................................................. 16 
Figure 11: Change Shared Secrets ........................................................................................................................... 17 
Figure 12: Disable My Account............................................................................................................................... 19 
Figure 14: Available Applications ........................................................................................................................... 20 
Figure 15: User ID Lookup ..................................................................................................................................... 21 
Figure 16: Notification User ID will be emailed....................................................................................................... 21 
Figure 17: Change Password page 1 of 3 ................................................................................................................. 22 
Figure 18: Change Password page 2 of 3 ................................................................................................................. 23 
Figure 19: Disable My Account............................................................................................................................... 24 
Figure 20: Frequently Asked Questions ................................................................................................................... 25 



New York State Electronic Certificate of Need (NYSE-CON) 

Training/Reference Manual 

Public Authenticated Training 4 5/23/2011 

Create Id and Login  Version: 1.0 

   

Create ID and Login 
 

Chapter Overview  

 

 

Contents In this chapter, you will learn how to: 

1 Register for an Account 

2 Manage your Account  

3 Forget User ID 

4 Forget Password 

5 Disable an Account 

6 Login  

 

This system 
is for 
Applicants 
who need to 
submit an 
Establishmen
t or Change of 
Owner CON 
applications 

You will need to create a NYSDOH public account or use your HCS account.   
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Creating a User ID 

Menu 
selection 

Select Register for an Account in the Public Account Menu or in the body of the login page. 

 

To create a Public Account select the "Register for an Account" link on the log in page.  
The Register for an Account page will display. 

 

Figure 1: Log In Page 

 

 

Figure 2: Close up of Public Account Menu 
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Register for an Account 

 

 

 
Figure 3: Page 1 of 4 of Register for an Account 
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Register for an Account page 1 of 4 

Field Name Description 

Account Type Public (display only) 

Available 
Applications 

The current list of applications available to the public will be listed. 

First Name Enter your First Name 

Middle Name Enter your Middle Name Name 

Last Name Enter your Last Name 

Address Line 1 Enter your Address 

Address Line 2 An extra Address line if needed 

Country Select your Country (auto selected to United States) 

City Enter your City 

State Select your State (auto selected to NY) 

Postal Code Enter your Postal Code 

Address 

Email Enter a valid email address where you will receive information 
regarding you CON.  

Privacy Statement  You must read and select the checkbox to continue 

 

 

Learning 
Objective 

Step Action 

1 Select  Certificate of Need in the available Application list and select the Add 
button   

2 Enter the requested data. 

3 Select the Checkbox next toe the Privacy statement. 

Create a 
User ID 

4 Click the Continue button. 

Result: The .Request for an Account Page 2 of 4 will appear. 
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Register for an Account - Continued 

 

 

Figure 4: Page 2 of 4 of Register for an Account 

 

Register for an Account page 2 of 4 

Field Name Description 

Requested User ID  

Use NYC MRC ID Default to No – leave it as No 

Requested User ID Enter your choice for a User ID 

Password  

Password Enter your choice of password 

Confirm Password Re-Enter your choice of password 

 

Learning 
Objective 

Step Action 

1 Leave the NYC MRC ID as NO 

2 Enter your choice for a User ID  

3 Enter your choice as password 

Create a 
User ID 

4 Re-enter your choice as password 
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Register for an Account – page 3 0f 4 part 1 

  

 
Figure 5: Page 3 of 4 of Register for an Account part 1 
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Register for an Account - page 3 0f 4 part 2 

 

Figure 6: Page 3 of 4 of Register for an Account part 2 

 

 Step Action 

Enter Shared 
Secrets 
answers 

1 

 

Select 6 shared secrets and answer them.  Be sure to make a note of the 
questions and your answers for possible future need. 
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Register for an Account – page 4 of 4 

  

 

Figure 7: Page 4 of 4 of Register for an Account 

 

Register for an Account page 4 of 4 

Field Name Description 

User ID Display of User Id entered 
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Register for an Account page 4 of 4 

Field Name Description 

First Name Display of First Name entered 

Middle Name Display of  Middle Name entered 

Last Name Display of Last Name entered 

Registration Key Display of Registration Key 

Address Line 1 Display of Address Line 1 entered 

Address Line 2 Display of Address Line 2 entered 

City Display of City entered 

State Display of State selected 

Postal Code Display of Postal Code entered 

Country Display of Country selected 

Email Address Display of Email Address entered 

Email Address Display of Email Address entered 

Application List Display of Application List selected   

 

 Step Action 

1 

 

Confirm the data is correct – if it is not select the make changes button. 

2 

 

Enter the Security Check response that displays above the field 

Verify 
Information 

 

3 

 

Select Confirm button 
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Manage your Account 

Figure 8: Manage My Account options 

 

Manage My Account 

Field Name Description 

Update My Profile Link that allows you to update your profile. 

Change My 
Password 

Link that allows you to change your password. 

Change My Shared 
Secret Answers 

Link that allows you to change your Shared Secret answers. 

Disable My Account Link that allows you to disable your account. 

List of Available 
Public Applications 

Link that displays the list of available applications. 
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Update My Profile 

 
Figure 9: Update My Profile 
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Update My Account 

Field Name Description 

User  

User ID User ID is displayed. 

Account Use 
Details 

 

Account Type Public is displayed. 

Selected 
Application 

Displayed the currently selected application in an editable field. 

Name  

First Name Displays the users First Name in an editable field. 

Middle Name Displays the users Middle Name in an editable field. 

Last Name Displays the users Last Name in an editable field. 

Address  

Address Line 1 Displays the users Address Line 1 in an editable field. 

Address Line 2 Displays the users Address Line 2 in an editable field. 

Country Displays the users Country in an editable field. 

City Displays the users City in an editable field. 

State Displays the users State in an editable field. 

Postal Code Displays the users Postal Code in an editable field. 

Email Address Displays the users Email Address in an editable field. 

 

 

 Step Action 

1 

 

Edit any field you would like. Alter your 
account 

 

 

 

2 

 

Select Save to make the changes permanent. 
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Change My Password 

 
Figure 10: Change My Password 

 

Change My Password 

Field Name Description 

New Password Enter a New Password 

Confirm Password Re-Enter the New Password 

 

 

 Step Action 

1 

 

Enter a New Password 

2 

 

Re-enter New Password 

Change 
Password 

 

3 Select Change Password button to complete the change. 
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Change My Shared Secret Answers 

 

 
Figure 11: Change Shared Secrets 
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 Step Change My Shared Secrets Answers 

1 

 

Change the answers to any questions as long as you have answered 6 
questions. 

Change 
Shared 
Secrets 

 
2 

 

Select the Save button to complete the changes. 
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Disable My Account 

Figure 12: Disable My Account 

 

 Step Action 

Disable 
account 

1 

 

Select the Disable User button to disable your account. 
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List of Available Public Applications 

 

Figure 14: Available Applications 

 

 Step Action 

Change 
Application  

1 

 

Select the Certificate of Need and OK button. 
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Forgot User Id 

 
Figure 15: User ID Lookup 

 

Forgot User ID 

Field Name Description 

First Name Enter First Name 

Last Name Enter Last Name 

Email Enter Email 

 

 

 Step Action 

1 

 

Enter the First Name for your User Id 

2 Enter the Last Name for your User Id 

3 Enter the eEmail for your User Id 

Request 
Forgotten 
User ID 

4 Select the Send UserId button. 

If found you will see the following information  

 
Figure 16: Notification User ID will be emailed 
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Forgot Password   

 
Figure 17: Change Password page 1 of 3 

 

Change Password page 1 

Field Name Description 

User ID Enter User Id 

 

 

 Step Action 

1 

 

Enter your User Id Change 
Password 

2 Select the Continue button. 
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Forgot Password page 2 of 3  

 
Figure 18: Change Password page 2 of 3 

 

Change Password page 2 

Field Name Description 

User ID Displays User Id 

Shared Secrets 3 Shared Secrets questions are waiting for you to answer 

Security Check 
Response  

Enter the characters displayed above  

 

 Step Action 

1 Answer the 3 Security questions 

2 Enter the Security Check Response displayed above 

Change 
Password 
page 2 

3 Select the Login button  

The result will be page 3 of 3 a confirmation page 
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Disable My Account 

 
Figure 19: Disable My Account 

 

Disable My Account 

Field Name Description 

User ID Enter the User Id 

Registration Key Enter the Registration Key for the User ID 

Password  Enter the current password for the User ID  

 

 Step Action 

1 Enter your user Id  

2 Enter the Registration key for the User ID 

3 Enter your password  

Steps to 
Disable 
Account 

4 Select the Login button  

The result will be a confirmation page 
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Frequently Asked Questions 

 

 
Figure 20: Frequently Asked Questions 
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