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Chapter Overview

Contents In this chapter, the Applicant will learn how to:
1. View and Expand Contingencies.
2. Respond to a Contingency
3. Attach a document.
4. View correspondence History

NYSE-CON provides the ability for an Applicant to respond to a contingency.
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View and Expand Contingencies

The Contingencies module is reached via the Contingencies tab. To view and respond to a contingency,
select the arrow beside the contingency or select the Expand All button to expand details for all
contingencies and select Respond button.

et
Return to My Projects

Contingencies

Create New Submission
152140

University Medical Center

CON Project Number:
Facility Name:
Project Description:

(General|Executive Summary|Application|Sites|Correspondence|Decision|[@r T rH s
y|App P

Logout

= Print Contingency Summary = Print Contingency Detail

Date Response
# Unit Status Description Applied Due
| 2 1 AER Waiting For test Applicant Response in Public- 12/23/2015 02/21/2016
Response Authenticated site
01/04/2016
b 2 AER No Submission test 12/23/2015 02/02/2016

12/31/2015

Expand All

Notice

Public access to NYSE-CON is intended solely to allow the public convenient and immediate access te public information. Much of the infermation
contained within NYSE-C d by applicants, and much of it is histeric infermation that may nger be accurate or complete. While all
attempts are made to prov ate, current, and reliable information, the Department of Health recognizes the possibility of human and/or
mechanical error and that info on captured at a point in time often becomes obsolete. Therefore, the Department of Health, its employees, officers
and agents make no representation, warranty or guarantee as to the accuracy, completeness, currency, or suitability of the information provided here.

Revised: Movember 2014 Disclaimer | Privacy Policy | Accessibility

Figure 1: Sample Contingencies screen

Contingencies Field Descriptions

Field Name

Description

Contingencies

Page title.

# (Number)

Contingency Number.

Status

Contingency Status will display.

Status Date

Date the status was changed.

Unit Review unit for the contingency.
Description Contingency description.
Date Applied Date the contingency is published.
Response Due Date the contingency submission is due.
Buttons
Arrow Toggle When selected the arrow toggle will point down and the page will refresh with
contingency details.
Expand All When selected the contingency detail is displayed for all contingencies.
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Select the Arrow toggle for every contingency. When selected the arrow toggle will point down and the
page will refresh with contingency details.

Contingencies e

Return to My Projects

Create New Submission

CON Project Number: 152140

. . . " Logout
Facility Name: University Medical Center

Project Description:

|"General"|'-Executiv e Sum mary']"AppI icatl'on']"Site s']"Cor respondence']"Decisio n|;|

=« Print Contingency Summary = Print Contingency Detail

Date Response
# Unit Status Description Applied Due
v 1 AER Waiting For test Applicant Response in Public- 12/23/2015 02/21/2016
Response Authenticated site
01/04/2016
Units Applying the Contingency
Architectural and Engineering Facility Planning
Attachments:
Respond
» 01/04/2016 10:45:19 AM - Project Management - Follow up with applicant @
» 01/04/2016 10:43:51 AM - Applicant - Response @
» 12/31/2015 09:34:20 AM - Project Management - Follow up with applicant @
» 12/23/2015 10:42:22 AM - Applicant - Response @
B 12/23/2015 10:36:18 AM - Project Management - Contingency
> 2 AER No Submission test 12/23/2015 02/02/2016

12/31/2015

Expand All

Figure 2: Sample contingencies screen when a contingency is expanded
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Contingencies

Return to My Projects
. Create New Submission

CON Project Number:
Facility Name:

Project Description:

|"General"|"Executi ve Sun‘lmary']"Appl icati un']"Site s']"Currespundencé]beci si un"|";"|

152140

. . " Logout
University Medical Center

< Print Contingency Summary “= Print Contingency Detail

Date Response
# Unit Status Description Applied Due
v 1 AER Waiting For test Applicant Response in Public- 12/23/2015 02/21/2016
Response Authenticated site
01/04/2016
Units Applving the Contingency
Architectural and Engineering Facility Planning
Attachments:
Respond
¥ 01/04/2016 10:45:19 AM - Project Management - Follow up with applicant @
Message
test
¥ 01/04/2016 10:43:51 AM - Applicant - Response U
Message
test
w 12/31/2015 09:34:20 AM - Project Management - Follow up with applicant @
Message
test
> 12/23/2015 10:42:22 AM - Applicant - Response @
» 12/23/2015 10:36:18 AM - Project Management - Contingency
> 2 AER Mo Submission test 12/23/2015 02/02/2016
12/31/2015

Expand All

Figure 3: Sample expanded contingencies screen with second toggle expanded (to view messages).

Contingencies Field Descriptions

Field Name Description

Attachment(s)

Documents associated with contingency.

Contingency

Contingency correspondence link, that when clicked will open to the

Correspondence correspondence details.

Tree

Message Message specific to the selected correspondence link will be displayed when the
second arrow toggle is expanded.

Buttons

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

detail view.

Second Arrow
Toggle

When selected, the arrow will point down to show message specific to that
correspondence link.

1/29/2016
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o EI Indicates that an attachment exists for the correspondence link.
Pin indicator

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

Expand All When selected the contingency detail is displayed.

Respond to Contingency

Learning Step Action
Objective
How to 1 On the Contingencies Tab, expand the Contingency. Click on ‘Respond’ button.
respond to a Contingencies P ———
conti ngency CON Project Number: 152145 Create Hew Submision
Or a fo I I OW u p Facility Name: Z Test Hospice S
Project Description:
|General|Executive Summary|App|i(atiun|Site§|Currespnnden(elDe(isinn‘;|
= Print Contingency Summary = Print Contingency Detail
# Unit Status Description Date Applied Response Due
v 1 AER Mo Submission test 12/31/2015 02/29/2016
12/31/2015
Units Applying the Contingency
Architectural and Engineering Facility Planning
Attachments:
Chrysanthemum.jpg FEEI *
Respond
» 12/31/2015 11:19:29 AM - Project Management - Contingency ¥
Expand All
Figure 4: Sample Contingencies screen
Button
Respond Select to respond to a contingency.
Expand All Select to expand all the contingencies
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On the Respond to Contingency page:
e Enter response under response text box

e Select Add attachments button if required.(Refer to “Attach a
Document” section)

e Select Save button

Respond to Contingency e —

Return to My Projects

Create New: Submiss
CON Project Number: 152145 reate New Submissicn

Facility Name: Z Test Hospice ST

Project Description:

|General|Executive Summary]Applicatiun]Sites]Currespundence[Decisiun";'\

Contingency Response

Contingency Number: 1

Unit(s): Architectural and Engineering Facility Planning

Status: Mo Submission

Status Date: 12/31/2015

Date Applied: 12/31/15

Response Due: 02/29/2016

Description: test

*Response:

Applicant Responding|

|
Attachments:
Add Attachment
Save || Cancel
Figure 5: Sample Respond to Contingency screen
Button
Add attachment Select to add any attachments (optional).
Save Select to proceed with response.
Cancel Select to return to previous page.
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System displays Confirm Response to Contingency screen.

Review information and select the Confirm button to proceed. or the Cancel
button to return to the Respond to Contingency screen.

Select ‘Confirm’.

Confirm Response to Contingency ksl

Return to My Prejects

Create New Submissi
CON Project Number: 152122 reate New Submissicn

Facility Name: Z Test Hospice
Project Description:

|'General'|Executive Summary|AppIicati0n'|'5ites|'C0rrespundence]becisi0|1'|'; |

Logout

Contingency Information
This contingency response will be saved and a notification of the response will be sent to reviewers.

Press Confirm to continue and save the contingency response.
Press Cancel to cancel the saving of the contingency response and return to the prior screen.

Contingency Number: 1

Unit(s): Architectural and Engineering Facility Planning
Status: MNo Submission

Status Date: 01/04/2016

Description: testing -correct

Contingency Applicant Responding

Response:

Attachments:

Chrysanthemum.jpg %
Confirm || Cancel

Notice

Figure 6: Sample Confirm Contingency Response to Contingency screen.

Button
Confirm Select to proceed.
Cancel Select to return to previous screen
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Contingencies screen is displayed with the new status (Under Review) and new
correspondence added.

Note: Applicant cannot respond again until DOH responds.
Contingencies

CON Project Number:
Facility Name:
Project Description:

Return to My Projects

152145 Create New Submission
. Logout
Z Test Hospice

|General|Executive Summary]’Applicatiun|'Sites|’Currespundence|’Decisiun| ;‘

< Print Contingency Summary “= Print Contingency Detail

# Unit Status Description Date Applied Response Due ‘
v 1 AER Under Review test 12/31/2015
12/31/2015
Units Applving the Contingency

Architectural and Engineering Facility Planning

Attachments:

Chrysanthemum.jpg FEEI *

» 12/31/2015 11:36:34 AM -
» 12/31/2015 11:32:59 AM -
» 12/31/2015 11:31:59 AM -

» 12/31/2015 11:19:29 AM -

applicant - Response U
Preject Management - Contingency Undone
Applicant - Response U

Project Management - Contingency ¥

Expand All

Figure 7: Sample Contingencies screen
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Attach a document

How to attach 1 Click Add Attachment button on the Respond to Contingency screen.
a document
Respond to Contingency i, E—
CON Project Number: 152145 Create ew Submisren
Facility Name: Z Test Hospice st
Project Description:
|'General|Executive Summary‘[Applicatinn|Sites‘|‘currespnndence|Decisinn"';‘
Contingency Response
Contingency Number: 1
Unit(s): Architectural and Engineering Facility Planning
Status: Mo Submission
Status Date: 12/31/2015
Date Applied: 12/31/15
Response Due: 02/29/2016
Description: test
*Response:
Applicant Responding|
|
Attachments:
Add Attachment
Save || Cancel
Figure 8: Sample Respond to Contingency screen to show add attachment button.
2 Add Contingency Response Attachment screen is displayed.
Add Contingency Response Attachment e T——
eturn to My Projects
CON Project Number: 152145 Create v Submsion
Facility Name: Z Test Hospice SXBL
Project Description:
[General|Executive Summary|Applicatinn‘[‘site5"|‘Cnrre§pnndence’|Decisinlf";I"
Contingency Number: 1
Unit(s): Architectural and Engineering Facility Planning
Status: No Submission
Status Date: 12/31/2015
Description: test
File Type: Flease Choose: r
Date: 12/31/2015
Description:
File: Choaose File | No file chosen
Add Attachment || Cancel
Figure 9: Sample Add Contingency Response attachment screen.
3 Select the File Type from the list (Contingency Response, Extension Request,
Other).
4 Enter description.
1/29/2016
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5 Select the Browse button and select the file.
Depending on the browser the file upload window will open.
Select the file and then Select Open.

Choose File to Upload
Look in; |BM_I,I Documents j Y ¥ £ G-

\ I a shart cuts
35 IC)car

MyRecent  [[D0H - items
Documents () Dowrloads
T ICHFIS
I3 Metrix
Eesbon My Daka Sources
= I@ Iy Music
_,_j lﬂ Iy Picturas
IE My Shapes

] My Yideos
- [ MYSECOM Lacal

51}! I3 PrintScreen Files
Iy Compuiter [P-series
I3 WehEx

< ! z 3] L
My Mebwork File name: || j &I
Places
Files of type: |AII Files [7.7) ﬂ %

Figure 10: Sample File to Upload

My Documents

6 Add Contingency Response attachment screen is displayed with document
attached.
Select the Add Attachment button.
Add Contingency Response Attachment ":"H"':H_
CON Project Number: 152145 Create New Submission
Facility Name: Z Test Hospice

Logout
Project Description:

|"General'|'Execllt|'ve Summary‘]"AppIicatl‘nn‘[Sites‘]‘Cnrrespnndence"|"Decis|‘nn|";I"
Contingency Number: 1

Unit(s): Architectural and Engineering Facility Planning
Status: No Submission
Status Date: 12/31/2015
Description: test
File Type: Contingency Response ¥
Date: 12/31/2015
Description: Please enter a unigue description
add document
File: Choose File | Chrysanthemum.jpg

Add Attachment || Cancel

Figure 11: Sample Add Contingency Response attachment page with filled
information.
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The Respond to Contingency screen will be displayed with the attachment
added.

Respond to Contingency

(e
Return to My Projects
CON Project Number: 152145

Create New Submission
Facility Name: Z Test Hospice

Logout
Project Description:

|General |Executive Summary|Applicatl'un|Sl'tes|Currespundence|Deci5|'un| ;|

Contingency Response
Contingency Number: 1

Unit(s): Architectural and Engineering Facility Planning
Status: No Submission

Status Date: 12/31/2015

Date Applied: 12/31/15

Response Due: 02/29/2016

Description: test

*Response:

Applicant Responding

4
Attachments:
Chrysanthemum.jpg EL

| Save || Cancel

Figure 12: Sample Respond to Contingency screen with filled information.
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View Correspondence

Learning Step Action
Objective
How to View 1 On the Contingencies Tab, expand the Contingency. Click the correspondence
Corresponde by placing your mouse on it.
nce Contingencies s R —
CON Project Number: 152145 Create New Submission
Facility Name: Z Test Hospice Logout
Project Description:

|General|Executive Summary|App|icatiun|Site§|CurrespundencelDecisiun‘;|
« Print Contingency Summary “= Print Contingency Detail
[ #  unit

Status Description Date Applied Response Due |
v 1 AER Mo Submission test 12/31/2015
12/31/2015

02/29/2016
Units Applving the Contingency

Architectural and Engineering Facility Planning

Attachments:

Chrysanthemum.jpg % *

Respond

» 12/31/2015 11:19:29 AM - Project Management - Contingency

Expand All

Figure 13: Sample Contingencies screen

The selected correspondence screen is displayed.

Note: This screen name may vary based on the selected correspondence and
the selected correspondence will be highlighted.

View Contingency
CON Project Number: 152145

Facility Name:

Project Description:

Return to My Projects
Create New Submission
. Logout
Z Test Hospice

|General |Executive Summary|Applicatiun|Sites|Currespundence|Decisiun| ;‘

Contingency Information
Contingency Number: 1

Unit(s): Architectural and Engineering Facility Planning
Status: No Submission

Status Date: 12/31/2015

Description: test

Attachments:

Chrysanthemum.jpg %

Return
2/31/2015 11:19:29 AM - Project Management - Contingencyjld

Figure 14: Sample View Contingency screen
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