New York State
Electronic Certificate of Need
Applicant Training

Contingencies

NYS Department of Health



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

Table of Contents

CHAPTER OVERVIEW ......coititiissississississsssissssssssssssssss s st s R 4
VIEW AND EXPAND CONTINGENCIES ..ot st s ssssss s sesssssssesssss s sssssssssesans 5
RESPOND TO CONTINGENCY.....oocoiriuriimissisnissesssissssssssssssssssssssssessssss s s s s s 8
ATTACH A DOCUNMENT .....coriititrisrississsss s s sesss s s s ssssss s s AR R R s 1
VIEW CORRESPONDENCE HISTORY ....cctiiumssisessisssssssssssssssssssssssssssssssssssssessssssssssssssss s st ssssssssssss s s 14
1/29/2016 2 Contingencies

HCS Applicant Training



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

Table of Figures

Figure 1: Sample CONIINGENCIES SCIBEN .........cuu ittt bbbt 5
Figure 2: Sample contingencies screen when a contingency is €Xpanded............ccvciriiericein e 6

Figure 8: Sample Respond to Contingency screen to show add attachment bUtton. ...........cccocviiieicencc e 11
Figure 9: Sample Add Contingency Response attaChment SCrEEN. .........cccvvciiiieiicie e 11

Figure 10: SAmMPIE File 10 UPIOAQ .......coeuieerirecieiseee ettt et ns s e
Figure 11: Sample Add Contingency Response attachment page with filled information
Figure 12: Sample Respond to Contingency screen with filled information
Figure 13: Sample CONLINGENCIES SCIEEN .........ccuiiiieiiceeticte ettt ettt bbb bbb b s b b st bbb bbb bbb en e
Figure 14: Sample View Contingency Follow up screen

1/29/2016 3 Contingencies
HCS Applicant Training



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

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.

Projects

Contingencies

My Projects
Project Search = Project Search Results

| General | Executive Summary | Application | Correspondence | Decision Post Approval | Summary |

Application Number:
Facility Name:
Project Description:

152138

Z Test Hospice

¥ bt Contingencies Summary R Print Contingencies Detail

My NYSE-CON Tool Bar
4} Create Mew Submission

Unit Siatus Description Date Applied Response Due
Under Review (COMN 152138 - Z Test Hospice]
» 1 AER e Testing Applicant Response 12232015 02/02/2016
12/28/2015
Mo Submission - y
2 3 0
AER 121302015 Training applicant response 1230205 D2/06/2016
Expand All
< >
Related Projects
COM 141256 - Z Test Hospice
COM 141257 - Z Test Hospice S
COM 141258 - Z Test Hospice
COM 141259 - Z Test Hospice
COM 141261 - Z Test Hospice
COM 141262 - Z Test Hospice
COM 141264 - 7 Test Hospice
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.

Projects My Projects
Project Search = Project Search Results

Contingencies

General | Executive Summary | Application | Correspondence | Decision Post Approval | Summary |

A pplication Number: 152139
Facility Name: Z Test Hospice L EEE TTEE 7

Project Description: 4} Create New Sub

Selected Projects

Description Date Applied Response Due

. 10 7 Tas icel
Waiting For Response (COMN 152135 - Z Test Hospic

123072015

Unitz Applying the Contingenc
Architectural and Engineering Facility Planning
Attachments:

D
Chrysanthemum jpg FELI

Testing Applicant Response 12423215 0210212016

Respond

» 12/30/2015 D3:17:08 PM - Project Management - Follow up with applicant =
P 1273002015 D3:17:08 PM - Project Management - Follow up with applicant < >

B 12/28/2015 D3:47:48 PM - Applicant - Response & Related Projects

B 12/28/2015 03:18:44 PM - Architectural and Engineering Facility Planning - Follow up with applicant = COM 141256 - Z Test Hospice
. [COM 141257 - Z Test Hospice S
B 12/28/2015 D2:34:43 PM - Applicant - Response = COM 141258 - Z Test Hospice
- . . _ . - . N . (COM 141259 - Z Test Hospice
- - X =
B 12/28/2015 D1:43:33 PM - Architectural and Engineering Facility Planning - Follow up with applicant COM 141261 - 7 Test Hospice
» 12/28/2015 12:55:32 PM - Applicant - Response = CON 141262 - Z Test Hospice
COM 141264 - £ Test Hospice
» 122372015 01:09:05 PM - Project Management - Follow up with applicant COM 141265 - 7 Test Hospice
5 Cq- ; (COM 141266 - Z Test Hospice
- - =
» 12/23/2015 D9:51:37 AM - Applicant - Response COM 141267 - 7 Test Hosp!ce o
» 1202372015 09:41:08 AM - Project Management - Contingency = COM 141265 - Z Test Hospice
No Submissi CON 1412685 - Z Test Hospice
0 SUDMISSIoN o
> 2 AER BT Training applicant response 12302015 02M06/2016 < >

Expand All

©® 2010 NYS Department of Health - Electronic Cerfificate of Need System System Information

Figure 2: Sample contingencies screen when a contingency is expanded

1/29/2016 6 Contingencies
HCS Applicant Training



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

Projects My Projects

Project Search = Project Search Results

Contingencies

General | Executive Summary | Application | Correspondence | Decision Contingencies Post Approval | Summary |

W pplication Number: 152139
Facility Name: Z Test Hospice LB e 5
Project Description: 4} Create New Submission

% Print Contingencies Summary % Print Contingencies Detail

Selected Projects

# Unit Status Description Date Applied Response Due .
Waiting For Response (CON 152138 - 7 Test Hospice]
v 1 aER 1;,303. i ponse Testing Applicant Response 1212312015 02/02/2016
=i LAY ]

Units Applying the Contingency
Architectural and Engineering Facility Planning
Attachments:

"
Chrysanthemum.jpg FELI =

Respond
W 120302015 D3:17:08 PM - Project Management - Follow up with applicant =
Message £ >
Training _
Related Projects
W 1273072015 03:17:08 PM - Project Management - Follow up with applicant COM 141256 - Z Test Hospice
Message (COM 141257 - Z Test Hospice A
. (COM 141258 - Z Test Hospice
Training COM 141258 - Z Test Hospice

COM 1412
W 12/28/2015 D3:47:48 PM - Applicant - Response = COM 1412
Message COM 1412

Applicant responds

Z Test Hospice
Z Test Hospice
- Z Test Hospice
- Z Test Hospice
- Z Test Hospice
- Z Test Hospice
Z Test Hospice v
Z Test Hospice

B 12282015 03:18:44 PM - Architectural and Engineering Facility Planning - Follow up with applicant = COM 1412
M 1412
B 12/28/2015 D2:34:43 PM - Applicant - Responss = CON 13288

B 12282015 01:43:33 PM - Architectural and Engineering Facility Planning - Follow up with applicant =
» 12282015 12:55:32 PM - Applicant - Response =

12232015 01:09:05 PM - Project Management - Follow up with applicant

B 12/23/2015 09:51:37 AM - Applicant - Response =

» 12/23/2015 09:41:09 AM - Project Management - Contingency =

Mo Submission - .
o
v 2 AER 127302015 Training applicant response 1213012015 02/D6/2016
Units Applying the Contingency
Architectural and Engineering Facility Planning
Attachments:

Lighthouse jpg FELI =

Respond |

» 1203012015 03:12:28 PM - Project Management - Contingency =

Expand All

@& 2010 NY'S Depariment of Health - Electronic Certificate of Need System System Information

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

Toggle correspondence link.

o E Indicates that an attachment exists for the correspondence link.
Pin indicator
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Respond

When selected the Respond to a Contingency page will display.

Expand All

When selected the contingency detail is displayed.

Respond to Contingency

or a follow up

Learning Step Action

Objective
How to 1 On the Contingencies Tab, expand the Contingency. Click on ‘Respond’ button.
respond to a
contingency

arc
Continge
[ General | executive summary | application | comespondence | Decision [ uar el Post Avproval | summary
Application Number:
Facility Name: est Hospice ol el T
Project Description: 2 Create New Submission
B pont Contingencies Sumry!& Print Contingencies Detail "
Selected Projects
# Unit Status Description Date Applied Response Due ==
CON 152139 - Z Test Hospicd]
¥ 1 2ER Testing Applicant Response 12/232015 18
acilty Planning
Attachments:
w:rryssr|rsn'Ln'.Jp;|%‘“'
Respond
P 12/23/2015 09:41:09 AM - Project Management - Contingency
Expand All L4
»
©®2010 NYS Department of Health - Electronic Certificate of Need System System Information

Figure 4: Sample Contingencies screen

Button

Respond Select to respond to a contingency.

Expand All Select to expand all the contingencies
1/29/2016 8
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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

Projects My Projects
Project Search > Project Search Results

Respond to Contingency

| General | Executive summary | Application | Correspondence | Decision [Eunansadl Post Approval | Summary
Application Number: 152139
Facility Name: Z Test Hospice NS B CON oot B
Project Description: W} Create New
Contingency Information Selected Projects
Number: 2 [CON 152133 - Z Test Hospice]
Unit(s): Architectural and Engineering Facility Planning
Status: Mo Submission
Description: Training applicant response
Status Date: 123012015
Date Applied: 12/3012015
Response Due:  02/06/2016
training
< >
Related Projects
ICON 141256 - Z Test Hospice
- Z Test Hospits
Attachments: i ~

Test Hospice
Test Hospice
Test Hospice
Test Hospice
Test Hospice
Test Hospice
Test Hospice
Test Hospice
ICON 141268 - Z Test Hospice b
ICON 141268 - 7 Test Hospice

Lighthouse.jpg
Add Attachment

[ Save Il Cancel

® 2010 NYS Depariment of Health - Electronic Certificate of Need System System Information

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.

1/29/2016
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System displays Confirm Response to Contingency screen.

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

Select ‘Confirm’.

Projects My Projects
Froject Search = Project Search Results

Confirm Response to Contingency
[[eneral | Executive Summary | Application | Comespondence | vecsion [

Application Number: 152139

Facility Hame: Z Test Hospice My NYSE-CON Tool Bar
Project Description: 3} Create New

Contingency Information

Selected Projects
This contingency response will be saved and a notification of the response will be sent to reviewers. CON 152139 - Z Test Hospic:

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: VWaiting For Response

Status Date: 1213012015

Description: Testing Applicant Response

Contingency Response:  Applicant training

Attachments:

WY MMDD_NYSE-CON_Weekly_BHARGAV.xlsx %

[ Confirm ] [ Cancel

ICON 141259 - Z Test Hospice

Figure 6: Sample Confirm Contingency Response to Contingency screen.

Button

Confirm

Select to proceed.

Cancel

Select to return to previous screen

Contingencies screen is displayed with the new status (Under Review) and new
correspondence added.

Note: Applicant cannot respond again until DOH responds.

Project Search = Project Search Results

Contingencies

‘ General | Executive Summary | Application | Correspondence | Decision [EeiTARl post Approval

Summary

Application Number: 152139

Facility Name: 7 Test Hospice R )
Project Description: '} Create New Submission
% Print Confingencies Summary #® Print Contingencies Detail
# Unit  Status Description Date Applied

Selected Projects
[CON 152138 - 7 Test Hospic e

Response Due

¥ 1 AR Testing Applicant Response 12/2312015

Architectural

Attachments:
D,

Chrysanthemum jpg (21

g Facilty Planning

M- Applicant - Response &

M - Project Management - Contingency

Expand All 4

Related Projects

ICON 141268 - ic i
»
©2010 NS Department of Health - Electronic Certificate of Need System System Information

Figure 7: Sample Contingencies screen
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Attach a document

How to attach
adocument

1

Click Add Attachment button on the Respond to Contingency screen.

Projects: My Projects
[Project Search = Project Search Results

Respond to Contingency

General | Executive Summary | Application | Correspondence | Decision [JOSTWSNISl post Approval | Summary
lApplication Number: 152139
[Facility Name: Z TestHospice

[Project Description:

My NYSE-CON Tool Bar
i} Create New issi

Contingency Information

Selected Projects

Number: 1
Unit{s): Architectural and Engineering Facility Planning
Status: Waiting For Response
Description: Testing Applicant Response
Status Date 12/30/2015
Date App 122312015
Response Due:  02/02/2016
Message: Training
*Response:
training
< >
ICON 141256 - Z Test Hospice
ICON 1 Z Test Hospics ~
ICON 1 Z Test Hospics
Attachments: ICON 1 Z Test Hospics
ICON 1 Z Test Hospice
Con a5 5 e o
ICON 1 Z Test Hospice
| s ‘ | Cancel IcON 1 Z Test Hospice
ICON 1 Z Test Hospice
» 12/30/2015 03:17:08 PM - Project Management - Follow up with applicant ICON 1 Z Test Hospice
. ICON 1 st Hospice v
» 1202812015 03:47:48 PM - Applicant - Response = lcon 1  Tast Hospice
- 1202872015 03:15:44 PM - Architectural and Engineering Facility Planning - Follow up with applicant < >

B 120282015 02:34:43 PM - Applicant - Response

B 12/28/2015 01:43:33 PM - Architectural and Engineering Facility Planning - Follow up with applicant &
B 120282015 12:55:32 PM - Applicant - Response

B 1202312015 01:09:05 PM - Project Management - Follow up with applicant

B 12/23/2015 08:51:37 AM - Applicant - Response =

- Project Management - Contingency

tem Information

Figure 8: Sample Respond to Contingency screen to show add attachment
button.

Add Contingency Response Attachment screen is displayed.

Projects My Projects
Proiect Search » Project Search Resulls

IAdd Contingency Response Attachment

General | Executive Summary | Application | Correspondenca | Decision [[[eSn TR post Approval | Summary

spplication Number: 152139
[Facility Name: Z TestHospice
Project Description:

My NYSE-CON Tool Bar
<2 Create Mew

Contingency

Number: Selected Projects.
Unit{s): Architectural and Engineering Facility Planning
Status: Waiting For Responss

Status Date: 12/30/2015
Description: Testing Applicant Response

File Type:  [Please Choose: v

Date: 12/30/2015

Description:

< >

Browse... Related Projects

ICON 141256 - Z Test Hospice

ICON 1412 Z Test Hospice ~
ICON 141
ICON 141
ICON 141
ICON 141
ICON 141
ICON 141
ICON 141
ICON 141
ICON 141

File:

Add Attachment I[ Cancel |

Test Hospice v

@ 2010 NYS Department of Health - Electronic Cerfificate of Need System

System Information

Figure 9: Sample Add Contingency Response attachment screen.

Select the File Type from the list (Contingency Response, Extension Request,
Other).
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4 Enter description.

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, ir: ||DM_I,I Documents j QB E-

- I a shart cuts
;5 et

My Recent  |[C3D0H - items
Documents =5 Dowrloads
7“[7 [CHFIS
@Metrix

Desktop My Diata Sources

- [y Music
J 12}y Pictures
EMY Shapes
My Documents @My videns

I MYSECOM Local

aj)! I PrinkScreen Files

Iy Compuiter [P-Series
150 WehEx

" ! ] ’
My Nebwork  File name: || j Iﬂl

Flaces
Filez of tppe: |AII Files %) ﬂ %

Figure 10: Sample File to Upload

6 Add Contingency Response attachment screen is displayed with document
attached.

Select the Add Attachment button.

Projects My Projects

Project Search = Project Search Results

Add Contingency Response Attachment

‘ General | Executive Summary | Application | Correspondence | Decision |[IUSTISETR post Approval | Summary

Application Number: 152139
Facility Name: Z Test Hospice My NYSE-CON Tool Bar

Project Description: 2 Create New i

Contingency | .
Number: Selected Projects

|CON 152139 - Z Test Hospice]

Unit(s): Architectural and Engineering Facility Planning
Status: Waiting For Response
Status Date: 12/30/2015

Description: Testing Applicant Responss

File Type:  [Contingency Response v

Date: 12/302015

Description: Please select a description from the drop down or enter a unique description. < >
Or

File: U icAPi ins jpg Browse..

Add Attachment Il Cancel |

® 2010 NYS Depariment of Health - Electronic Cerfificate of Need System

System Information

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

General | Executive Summary | Application | Correspondence | Decision [EVTNINNSNCESNY post Approval | Summary
|Application Number: 152139
Facility Name: Z Test Hospice L= I
Project Description: %} Create New Submission
Contingency Information Selected Projects
Number: 1 |CON 152139 - Z Test Hospice]
Unit{s): Architectural and Engineering Facility Planning
Status: Waiting For Response
Description: Testing Applicant Responss
Status Date: 123002015
Date Applied: 121232015
Response Due: 020212016
Message: Training
*Response:
training
< >
Related Projects
ICON 141256 - Z Test Hospice
ICON 141257 - Z Test Hospice ~
ICON 141258 - Z Test Hospice
Attachments: (CON 141259 - Z Test Hospice
P 5 ICON 141261 - Z Test Hospice
Eenoiis o ICON 141262 - Z Test Hospice
Add Attachment (CON 141264 - Z Test Hospice
ICON 141265 - Z Test Hospice
ICON 141266 - Z Test Hospice
‘ Save | Cancel (CON 141267 - Z Test Hospice v
> 121302015 03 - Projest Management - Follow up with applicant EEABMEE SR iited
» 1202872015 03 - Applicant - Response < >

® 12/28/2015 03:18:44 PM - Architectural and Engineering Facility Planning - Follow up with applicant =
® 12/28/2015 02:34:43 PM - Applicant - Response &

B 121282015 01:43:33 PM - Architectural and Engineering Facility Planning - Follow up with applicant
B 12/28/2015 12:55:32 PM - Applicant - Response

» 12/23/2015 01:09:05 PM - Project Management - Follow up with applicant

B 1212312015 09:51:37 AM - Applicant - Response

Management - Gonting

rstem Information

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

Learning Step
Objective

Action

How to View 1
Corresponde
nce

by placing your mouse on it.

On the Contingencies Tab, expand the Contingency. Click the correspondence

Projsct Search > Project Search Results

Contingencies

Projects My Projects

General | Executive Summary | Application | Correspondence | Decision

|Application Number: 152349
Facility Name: Z Test Hospice
Project Description:

& Pint Contingenies Summary W88 Print Canfingencies Detail

#  Unit Status Description
Completed .
v 1 AER imaenis dsfd
Units Applying the Contingency

Architectural and Engineering Facility Planning
Attachments:

» D1/28/2016 03:52:03 PM - Applicant - Response =

B D1/28/2016 D3:50:16 PM - Applicant - Response
» 11/03/2015 02:44:22 PM - Project Management - Contingency

. No Submission
> 2 AER /3015 sdfsdf
Mo Submission
3
> 3 AER Pyl test

® 2010 NYS Department of Health - Electronic Certificate of Need System

» D1/2872016 03:53:03 PM - Project Management - Contingency Satisfied

B 0172312016 03:51:12 PM - Project Management - Follow up with applicant

Expand All

Figure 13: Sample Contingencies screen

[EL STl Post Approval | Summary

My NYSE-CON Tool Bar

4 Create New Submission |

Selected Projects.

Date Applied Response Due & :
(CON 152345 7 Test Hospice]
11/03/2015 0110212016
< >
Related Projects
[ e INCT 1000 - Z Test Hospice
032 0272 - =
102015 piz0e INOT 1002 - Z Test Hospital A
INOT 1004 - Z Test Hospice
11/03/2015 01/02/2016 N -Z
. v
58 - Z Test Hospital

System Information
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The selected correspondence screen is displayed.

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

Projects My Projects

Project Search = Project Search Resulls

View Contingency Follow Up

‘ General | Executive Summary | Application | Correspondence | Decision [JIISTTRSIl post Approval | Summary
Application Number: 152349
Facility Name: Z Test Hospice L L E I
Project Description: % Create New
Contingency Information Selected Projects
Number: 1 (COM 152348 - 7 Test Hospice]
Unit{s): Architectural and Engineering Facility Planning

Status: Completed

Status Date: D1728/2016

Description: dsfd

Message: test

Attachments:

Hydrangeas jpg [ES) < >
» 01/28/2016 03:53:03 PM - Project Management - Contingency Satisfied = Z Test Hospice
- Z Test Hospital s
03:52:03 PM - Applicant - Response & 0 ZTest i

pice
st Hospital
st Hospital

01/28/2016 - Project Management - Follow up with applicant
» 01/28/2016 D3:50:16 PM - Applicant - Response N st Hospital

st Hospital

» 11/0372015 D2:44:22 PM - Project Management - Contingency

Test Hospital
Test Hospital

© 2010 NYS Department of Health - Electronic Certificate of Need System System Information

Figure 14: Sample View Contingency Follow up screen
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