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Viewing and Responding to Correspondences

Chapter Overview

Contents

In this chapter, you will learn how to:

1

~No ok WDN

View Correspondence

View the Details of a Correspondence
Initiate Correspondence

Responding to Correspondence

Add Attachment to Correspondence
Filter Correspondence

Email Notifications
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Correspondence
Menu The Correspondence module is reached via the Correspondence tab on the
selection Navigation bar. This tab opens the correspondence screen (Figure 3.1).

When Revision folders exist, replying to correspondence can only be done in
the Current folder.

Correspondence

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

Application Number: 142009 My NY SE-CON Tool Bar
Facility Name: Z Test Hospital &) Create New Submission

Project Description: Retesting
Selected Projects
P Filter (CON 142009 - Z Test Hospital
Correspondences:
0172872016 01:43:21 PM - Project M: nent - Applicant - Request for Additional Information

[l 12/26/2014 09:30:21 AM - Project Management - Multiple - A/E Letter of Certification for MRI Installation - 12/30/2014 09:05:57 AM
1273072014 09:05:57 AM - Applicant - AJE Letter of Cerification for MRI Installation
12115872014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narrative Boiler Plate
12115872014 11:49:48 AM - Architectural and Engineering Facility Planning - Multiple - A/E Letter of Certification for Proposed Construction
12015872014 11:49:18 AM - Project Management - Multiple - A/E Letter of Certification for Existing Buildings £ >
12/058/2014 03:59:03 PM - Project Management - Applicant - A/E PHHPC Mamative Boiler Plate

1172072014 03:19:08 AM - Project Management - Applicant - A/E Letter of Certification for MR Installation Related Projects

111472014 12:43:42 PM - Project Management - Architectural and Engineering Facility Planning - A/E Letter of Cerification for Proposed [MOT 1000 - Z Test Hospice
Construction MOT 1002 - £ Test Hospital A
o . N o - - MOT 1004 - Z Test Hospice
111372014 05:35:40 PM - Project Management - Applicant - A/E Letter of Ceriification for Existing Buildings

- Z Test Hospital
8 - Z Test Hospital
9 - Z Test Hospital
0 - Z Test Hospital
- Z Test Hospital
- Z Test Hospital
& - Z Test Hospital
- Z Test Hospital b
- £ Test Hospital

[El 07/15/2014 10:50:59 AM - Project M nent - Applicant - Acknowledgement Letter - 07/15/2014 10:57:34 AM

0771572014 10:57:34 AM - Project Management - Request for Additional Information
0711572014 10:54:01 AM - Applicant - Additicnal Information

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

Figure 1: Sample Correspondence

Correspondence Field Descriptions

Field Name Description
Correspondence
Date Date the correspondence was added to the system.
Time Time the correspondence was added to the system.
DOH Office The DOH Office who initiated the correspondence.
Recipient The recipient will display ‘Applicant’, ‘Multiple’ or ‘Review Unit’.
Type of The type of correspondence added to the project.
Correspondence

Date of last reply The date of the latest reply to a correspondence.

Time of last reply | The time of the latest reply to correspondence.

Response
Date Date the response was added to the system.
Time Time the response was added to the system.

1/29/2016 5 Correspondence
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Correspondence Field Descriptions
Field Name Description
Sender Name or Unit of the person replying
Type of The type of correspondence added to the project.
Correspondence

View Correspondence

detailed information for that correspondence.

done in the Current folder.

Link Selection Each line displayed in the Correspondence tab is a link that will open the

When Revision folders exist, replying to correspondence can only be

View Correspondence

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

Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital i) Create New Submission

Project Description: Retesting

Created By: Project Management on 01/28/2016 Waiting for Information
Correspondence Type: Request for Additicnal Information

Recipient: Applicant

Message:

RFAl

Attachments:

YYMMDD_NYSE-CON_Weekly_Template xisx

<

Selected Projects
(CON 142009 - Z Test Hospitall

Reply | | Return |

** DOH cannot guarantee that documents that have been uploaded to NYSE-CON are virus free. Before documents are opened, the user should
ensure that their anti-virus software is operating and is up-to-date with the latest anti-virus signature files.

21 PM - Project Management - Applicant - Request for Additional Information|
[# 12/26/2014 09:30:21 AM - Project Management - Multiple - A/E Letter of Cerfification for MRI Installation - 12/30¢2014 09:05:57 AM
12/158/2014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narrative Boiler Plate
12/158/2014 11:49:48 AM - Architectural and Engineering Facility Planning - Mulfiple - A/E Letter of Certification for Proposed Construction

11/13/2014 05:353:40 PM - Project Management - Applicant - A/E Letter of Cerlification for Existing Buildings

Related Projects

[COM 14125

1218/2014 11:4%:18 AM - Project Management - Multiple - A/E Letter of Certification for Existing Buildings ICOM 14125
12/03/2014 D3:59:03 PM - Project Management - Applicant - A/E PHHPC Narrative Boiler Plate [CON 14125
11/20/2014 D3:19:08 AM - Project Management - Applicant - A/E Letter of Cerification for MR Installation

11M14/2014 12:43:42 PM - Project Management - Architectural and Engineering Facility Planning - A/E Letter of Cerification for Proposed ICOM 141257 -

Construction [COM 141258 -

<

9 Z Test Hospital

Z Test Hospital
est Hospital
Test Hospital
Test Hospital

7/15/2014 10:50:59 AM - Project Management - Applicant - Acknowledgement Letter - 07/15/2014 10:57:34 AM
@ 2010 NY'S Department of Health - Electronic Certificate of Need System

Figure 2: Sample View Correspondence

System Information

View Correspondence Field Descriptions

Field Name Description
Created by Will display the DOH Review unit.
On Date The date the correspondence was entered into the system.
Correspondence The type of correspondence.
Type Note: the Waiting for Information will display when the Department of Health has
requested that additional information is required.
Recipient Will display who the recipient is.
Correspondence 6 1/29/2016
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Message Area for entering pertinent reference information.
Attachments The file name and link to attached documents.
Buttons
Reply When selected the Reply to Correspondence page opens.
When Revision folders exist, replying to correspondence can only be done in the Current folder.
Return When selected the Correspondence tab page opens.
1/29/2016 7 Correspondence
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Learning
Objective

Steps Actions

How to View 1 e Cc
the details of page is displayed.
corresponde

Correspondence
nce

On the Correspondence tab Select the link. The View Correspondence

a Note: Each line displayed in the correspondence tab is a link that will open
the detailed information for that correspondence

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

Application Number: 142009
Facility Name: Z Test Hospital
Project Description: Retesting

P Filter

Correspondences:
01/28/2016 01:43:21 PM - Project Management - Applicant - Request for Additional Information

12/30/2014 DI:05:57 AM - Applicant - A/E Letter of Certification for MR Installation
12/18/2014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narrative Boiler Plate

12/18/2014 11:48:18 AM - Project Management - Multiple - A/E Letter of Certification for Existing Buildings
12/08/2014 03:59:03 PM - Project Management - Applicant - A/E PHHPC Namative Boiler Plate
11/20/2014 08:19:08 AM - Project Management - Applicant - A/E Letter of Cerlification for MR Installation

Construction
11/13/2014 05:38:40 PM - Project Management - Applicant - A/E Letter of Cerlification for Existing Buildings
] 07/15/2014 10:50:59 AM - Project - Applicant - Letter - 07/15/2014 10:57:34 AM
07/15/2014 10:57:34 AM - Project Management - Request for Additional Information
D7/15/2014 10:54:01 AM - Applicant - Additional Information

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

it Correspondenoe View

El 12/26/2014 09:30:21 AM - Project Management - Multiple - A/E Letter of Certification for MR Installation - 12/30/2014 09:05:57 AM

12/18/2014 11:48:48 AM - Architectural and Engineering Facility Planning - Multiple - A/E Letter of Certification for Proposed Construction

11/14/2014 12:43:42 PM - Project Management - Architectural and Engineering Facility Planning - A/E Letter of Cerfification for Proposed

Figure 3: Sample Correspondence page.

My NYSE-CON Tool Bar
) Create New Submission
Selected Projects
[CON 142009 - Z Test Hospitall

Related Projects

OT 1000 - Z Test Hospice:
OT 1002 - Z Test Hospital ~
OT 1004 - Z Test Hospice

ON 141247 - Z Test Hospital

ON 141248 - Z Test Hospital

ON 141249 - Z Test Hospital

ON 141250 - Z Test Hospital

ON 141251 - Z Test Hospital

O 141252 - Z Test Hospital

ON 141256 - Z Test Hospital

ON 141257 - Z Test Hospital v
ON 141258 - Z Test Hospital

<

System Information

2 The View Correspondence page is displayed.

View Correspondence

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

Application Number: 142009

Facility Name: Z Test Hospital

Project Description: Retesting

Created By: Project Management on 01/28/2016

Correspondence Type: Request for Additional Information

Recipient: Applicant
Message:

RFAI

Attachments:
YYMMDD_NYSE-CON_Weekly_Template xisx =

Waiting for Infermation

< Create New I
Selected Projects
(COM 142008 - Z Test Hospital

Reply

Retun

< >

ensure that their anti-virus software is operating and is up-to-date with the latest anti-virus signature files.
= - -

12(18/2014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narrative Boiler Plate

12/18/2014 11:49:18 AM - Project Management - Multiple - A/E Letter of Certification for Existing Buildings
12/08/2014 03:59:03 PM - Project Management - Applicant - A/E PHHPC Namative Boiler Plate
11/20/2014 08:19:08 AM - Project Management - Applicant - A/E Letter of Certification for MRI Installation
1111412014 12:43:42 PM - Project B
Construction
11/13/2014 05:35:40 PM - Project Management - Applicant - A/E Letter of Certification for Existing Buildings

[3] 07/15/2014 10:50:58 AM - Project Management - Applicant - Acknowledgement Letter - 07/15/2014 10:57-34 A

© 2010 NYS Department of Health - Electror

fNeed System

™™ DOH cannot guarantes that documents that have been uploaded to NYSE-CON are virus fres. Before documents are opened, the user should

[ 12/26/2014 09:30:21 AM - Project Management - Multiple - A/E Letter of Cerfification for MRI Installation - 12/30/2014 09:05:57 AM

12/18/2014 11:49:48 AM - Architectural and Engineering Facility Planning - Multiple - A/E Letter of Certification for Proposed Construction

and Eng g Facility Planning - AJE Letter of Certification for Proposed

Figure 4: Sample View Correspondence page

INOT 1000 - Z Test Hospice

[NOT 1002 - Z Test Hospital ~
[NOT 1004 - Z Test Hospice

[CON 141247 - Z Test Hespital

[COM 141248 - Z Test Hospital

[COM 141248 - Z Test Hospital

[CON 141250 - Z Test Hospital

[CON 141251 - Z Test Hespital

[CON 141252 - Z Test Hespital

[COM 141256 - Z Test Hospital

[CON 141257 - Z Test Hospital v
[CON 141258 - 7 Test Hespital

<

System Information

correspondence.

e
Select the document icon % in the attachment area to see the

Correspondence 8
HCS Applicant Training
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Depending on the browser the file download window will open.
Select Open to view the file or Save to download to a local directory and

then view the file.

File Downloaid

Do you want to open or zave thiz hle?

@ j Mame: Reqguest for Additional Information, doc
Type: Microsoft wiord 97 - 2003 Document
Frarn: devcommerce.health.state.ny.us

3

Open l [ Save ] [ Cancel

harrn wour cormputer. [F pou do not trust the zource, do not open or

l--";l Wwhile filez from the Intermet can be ugzeful, zome filez can patentially
L.
= zave this file. Wwhat's the risk?

Figure 5: Sample File Download

1/29/2016
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Reply to Correspondence

Button Selection To reply to a correspondence, the correspondence must be opened to view
and the Reply button selected.

When Revision folders exist, replying to correspondence can only be
done in the Current folder.

Reply To Correspondence

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

Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital 5] e

Project Description: Retesting
Created By: Role S Econ on 01/28/2016 Selected Projects
*Correspondence Type: Request for Additional Information W (COMN 142008 - Z Test Hospita
Recipient: Project Management
*Message:
B @ @ B I U = = £ =2 == B =
Styles ~ || Font ~|| Size ~| A- B-|| ?
< >

Related Projects

MOT 1000 - Z Test Hospice
NOT 1002 - Z Test Hospital A
MOT 1004 - £ Test Hospice
247 - Z Test Hospital
- Z Test Hospital
- Z Test Hospital
- Z Test Hospital
Z Test Hospital
Test Hospital
Test Hospital
1 - Z Test Hospital
COM 141258 - 7 Test Hospital
< >

Attachments:
Add Attachment |

| Send Reply || Cancel

In Response To

Created By: Project Management on 01/2872016
Correspondence Type: Request for Additional Information
Message:

RFAI

Attachments:

YYMMDD_NYSE-CON_Weekly_Template xisx == =

™ DOH cannot guarantee that documents that have been uploaded to NYSE-CON are virus free. Before documents are opened, the user should
ensure that their anfi-virus software is cperating and is up-to-date with the Iatest anti-virus signature files.

& 2010 NYS Depariment of Health - Electronic Cerlificate of Need System System Information

Figure 6: Sample Reply To Correspondence

Reply to Correspondence Field Descriptions

Field Name Description
Created by Auto filled with logged in user name will only display the DOH Review unit if the
logged in user is DOH.
On Date Auto filled with today’s date.
Correspondence 10 1/29/2016
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Correspondence The type of correspondence. When replying it will auto-fill with the original
Type correspondence type but the system does allow the type to be changed.
Recipient Auto filled with the sending DOH Review unit.

Message Rich text area for entering pertinent reference information.

Attachments The file name and link to attached documents.

In Response To

View of correspondence the user is responding to.

Created By Correspondence created by.

On Date Auto filled with today’s date.

Correspondence Type of Correspondence can be chosen from the list.

Type

Recipient Recipient of correspondence.

Message The information entered when the correspondence was added to the system.
Attachment Displays the name of the file attached to the correspondence.

Buttons

Add Attachment

When selected the Add Attachment page opens

Send Reply When selected the Correspondence is saved to the system, notifications are sent
out and the Correspondence page opens.
Cancel When selected the View Correspondence page reopens.
1/29/2016 11 Correspondence
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Respond to Step Action
Corresponde
ncelLearning
Objective

How to 1 On the Correspondence tab select a Correspondence link to view the
Respond to desired correspondence.

a View Correspondence
Corres ponde ‘ General | Executive Summary | Application SRR  Decision | Contingencies | Post Approval | Summary ‘

nce Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: 2 Test Hospital e

Project Description: Retesting

Created By: Project Management on 01/28/2018 Wailing for Information Selected Projects
Correspondence Type: Request for Additional Information [CON 142009 -7 Test Hospital
Recipient: Applicant

Message:

RFAI

Attachments:

YYMMDD_NYSE-CON_Weekly_Template.xisx

Reply I et | £ 2

** DOH cannot guarantes that documents that have been uploaded to NYSE-CON are virus fres. Before documents are opensd, the user should Related Projects

ensure that their anii-virus softwere is operating and is up-to-date wilh the latest anti-virus signature files.

[ 12/26/2014 09-30:21 AM - Project Management - Multiple: - A/E Letter of Certification for MRI Installation - 12/30/2014 0S:05:57 AM ~
121872014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narrative Boiler Plate
1211872014 11:48:48 AM - Architectural and Engineering Facility Planning - Mulliple - A/E Letter of Cerification for Propesed Construction
- Project Management - Multiple - A/E Lefter of Certification for Existing Buildings
- Project Managsment - Applicant - AIE PHHPC Narative Solier Plate
0 - Project Managsment - Applicant - AJE Letter of Certification for MR! Instaliation
111472014 12:43:42 PM - Project Manag - and Engi Facility Planning - A/E Letter of Certification for Proposed v
Construction [CON 141258 - Z Test Hospital

11/13/2014 05:38:4D PM - Project Management - Applicant - A/E Letter of Cerlification for Existing Buildings < >
14 10:50:59 AM - Project Management - Applicant - Acknowledgement Letter - 07/15/2014 10:57:34 AM

System Information

Figure 7: Sample View Correspondence

2 Select the Reply button.

When Revision folders exist, replying to correspondence can only be
done in the Current folder.

Correspondence 12 1/29/2016
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Select the Correspondence Type from the drop down list.

Reply To Correspondence

‘ General | Executive Summary | Application PRI Decision | Contingencies. | Post Approval | Summary ‘

Application Number: 142008 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital A} Creste New i
Project Description: Retesting

Created By: Role S Econ on 01/282016 Selected Projects
*Correspondence Type: Request for Additional Information ~ [CON 142008 - Z Test Hospital
Recipient: Project Managsment
*Message:
B & @ B I Ui == 2= == H-=
Styles ~ || Font ~|| Size ~|| A- B3~ ?
< >
Related Projects
INOT 1000 - Z Test Hospice
NOT st Hospital ~
NOT Test Hospice
lcon - Z Test Hospital
N Test Hospital
v
253 - 7 Test Hospital
4 >
Attachments:

Add Attachment

[ Send Reply I Cancel
In Response To
Created By: Project Management on 01/28/2016
Correspondence Type: Request for Additional Information
Message:
RFAI
Attachments:

WMMDD NYSE-CON_Weekly_Template. K\SXIEEL‘
™ DOH cannot guarantee that documents that have been uploaded to NYSE-CON are virus free. Before documents are opened, the user should

£nsure that their ant-virus software is OpErating and is Up-to-date with the [atest anti-wirus signature files
© 2010 NYS Depariment of Health - Electronic Cerificate of Need Sysiem

System Information

Figure 8: Sample Reply to Correspondence

Enter the message you would like to add. Note: Refer to best practices for
the Rich Text feature page 21.

Select the Add Attachment button. (optional)

1/29/2016
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Add Attachment to Correspondence

Learning Step Action
Objective
How to Add 1 | Click the Add Attachment button
an

The Add Correspondence Attachment screen displays.

attachment to

a Add Correspondence Attachment
Corresponde | General ] | Executive Summary | Application Decision | Contingencies | Post Approval | Summary |

Application Number: 142009 My NY SE-CON Tool Bar
nce Facility Name: Z Test Hospital 2} Create New

Project Description: Retesfing

File Type: |REquEsl for Additional Information v\ Selected Projects

Date: 012812016 CON 142008 - Z Test Hospitz

Description: Please select a description from the drop down or enter a unique description.
~

Add Attachment ‘ ‘ Cance! |

Figure 9: Sample Add Correspondence Attachment

2 Select the File Type from the list.

3 Enter a description.

4 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 @
Loak it: |lDMy Docurnents j ) ? .l m-

) () shart cuts
ﬁ-- [Ccal

My Recent 300K - items

Documents [)Downloads
7‘[‘ [CS)HFIS
() Metrix
Desktop (&5 My Daka Sources
. hﬁMy [usic
y hﬂMy Pictures
—’/ uﬂMy Shapes
My Documents @Mv Videos
. [CINYSECON Local

gLy

_—)_B @PrintScreen Files

Iy Computer [P-Series

(L3 WebEx
.-_-g < »
My Network.— File name: || ﬂ Iﬂl
Places
Flesoftype: [l Files ) = Coned |

Figure 10: Sample File to Upload
5 | Selectthe Add Attachment button.

Correspondence 14
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Send Reply

Learning
Objective

Step

Action

How to Send
Reply to
Corresponde
nce

Return to Reply to Correspondence page after adding attachment with all
data filled in.

Reply To Correspondence

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

Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital 3} Create New

Project Description: Relesting

Created By: Role SEcon on 01/28/2016

Selected Projects

“Correspondence Type: [Request for Additional Information ~ CON 142009 Z Test Hospil
Recipient: Project Management
*Message:
B @@ B I U =S E = =
Styles - || Font .| size -||A- @2
< >
test
Related Projects
INGT 1000 - Z Test Hospice
INOT 1002 - Z Test Hospital A
INOT 1004 - Z Test Hospice
[CON 141247 - Z Test Hospital
[CON 141245 - Z Test Hosptal
5 - Z Test Hospital
D—ZTestHnsp\lal
Z Test Hospital
2 - 7 Test Hospital
ICON 141256 - Z Test Hospital >
ICON 141257 - Z Test Hospital
[CON 141258 - Z Test Hospital
a < >
Aftachments:
Penguins jpg (=1
Add Attachm,
‘ Send Reply H Cancel

In Response To

Created By: Project Management on 0128/2016
Correspondence Type: Request for Additional Information
Message:

RFAI

Attachments:

YYMMDD_NYSE-CON_Weekly_Template: s

* DOH cannot guarantee that documents that have been uploaded to NYSE-CON are virus free. Before documents are opened, the user should
ensure that their ant-virus software is operanng and is up-to-date with the lalest anti-virus signalure files.

of Need System

stem Information

Figure 11: Sample Reply to Correspondence

Select the Send Reply button.

The Correspondence page displays with the new correspondence displayed.

Correspondence

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

Application Number: 142009 My NY SE-CON Tool Bar
Facility Name: Z Test Hospital "4} Creste New Submission
Project Description: Retesting

Selected Projects

P Filter JCON 142009 - Z Test Hospital

int Comespondence View
Correspondences:

] D1/25/2016 D1:43:21 PM - Project Management - Applicant - Request for Additional Information - D1/28/2016 D1:53:46 P
D128/2016 D1:53:46 PM - Applicant - Request for Additional Information
] 12/26/2014 D9:30:21 AM - Project Management - Multiple - A/E Letter of Gertification for MRI Installation - 12/30/2014 09:05:57 AM
12130/2014 D8:05:57 AM - Applicant - AIE Letter of Certification for MRI Installation
12/18/2014 11:50:20 AM - Project Management - Multiple - A/E PHHPC Narralive Boiler Plate
12118/2014 11:45:48 AM - Architectural and Engineering Facility Planning - Multiple - A/E Letter of Gertification for Proposed Gonstruction
12/18/2014 11:48:18 AM - Project Management - Multiple - A/E Letier of Cerification for Existing Buildings
12/08/2014 03:58:03 PM - Project Management - Applicant - A/E PHHPC Narrative Boiler Plate
11/20/2014 08:15:08 AM - Project Management - Applicant - A/E Letter of Cerfification for MRI Installation
11114/2014 12:43:42 PM - Project Management - Architectural and Engineering Facility Planning - A/E Letter of Cerfification for Proposed
Construction
11/13/2014 05:38:40 PM - Project Management - Applicant - ATE Letier of Cerfification for Existing Buikdings
E] D715/2014 10:50:59 AM - Project - Applicant - ent Letter - 07/15/2014 10:57:34 AM
07/15/2014 10:57:34 AM - Project Management - Request for Additional Information
07/15/2014 10:54:01 AM - Applicant - Additional Information

Related Projects
OT 1000 - Z Test Hospice

0T 1002 - Z Test Hospital A
IOT 1004 - Z Test Hospice

‘ON 141247 - Z Test Hospital

ON 141248 - Z Test Hospital

ON 141249 - Z Test Hospital

ON 141250 - Z Test Hospital

JON 141251 - Z Test Hospital

‘ON 141252 - Z Test Hospital

ON 141256 - Z Test Hospital

ON 141257 - Z Test Hospital v
/ON 141258 - Z Test Hospital

<

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

System Information

Figure 12: Sample Correspondence
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Filter Correspondence

Apply Filter The system displays the Correspondence screen with the entered filtering
criteria shown. Only correspondence that corresponds with the entered filtering

criteria and that the user has access to will display.

Correspondence
| General | Executive Summary | Application Correspondence Decision | Contingencies | Post Approval | Summary |
Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital 43 Create New Submission
Project Description: Retesting
Selected Projects

W Filter CON 142008 - 7 Test Hospital

Sender: | v Type: | v|

Recipient: | Vl E Answered E Unanswered | Apply Filter || Clear Filter |

Answered/Unanswered applies only when type Request for Additional Information is selected

k Print Comespondence View

Correspondences: 14 >

Related Projects

MOT 1000 - Z Test Hos;!ce

[l 0172872016 D1:43:21 PM - Project Management - Applicant - Request for Additional Information - 01/28/2016 D1:53:46 PM
D1/28/2016 01:53:46 PM - Applicant - Request for Additional Information
[ 12/26/2014 D9:30:21 AM - Project Management - Multiple - A/E Letter of Cerfification for MRI Instaliation - 12/30/2014 09:05:57 AM

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

. . . ) 3 MNOT 10 Test Hospital A
127302014 D9:05:57 AM - Applicant - A/E Letier of Cedification for MRI Installation MOT 1004 - Z Test Hospice
12/18/2014 11:50:20 AM - Project Management - Mulfiple - A/E PHHPC Narrative Boiler Plate (COM 141247 - Z Test Hospital
12/18/2014 11:43:48 AM - Architectural and Engineering Facility Planning - Multiple - A/E Letter of Certification for Proposed Construction 88“ 1:‘ %ig - Z Test :CSP!F:
1201812014 11-:48:18 AM - Project Management - Multiple - A/E Letter of Certification for Existing Buildings ol 141580 2 Hospital
12/08/2014 03:59:03 PM - Project Management - Applicant - A/E PHHPC Mamative Boiler Plate (COM 141251 -2 Hospital
11/20/2014 D3:19:08 AM - Project Management - Applicant - A/E Letter of Certification for MR Installation CON 141252 - 2 Hospital
11/14/2014 12:43:42 PM - Project Management - Architectural and Engineering Facility Planning - A/E Letter of Certification for Proposed ggn 13} %ge : E st :gzg:{:: (v]
ETIETET (CON 141255 - Z Test Hospital
11/13/2014 05:38:40 PM - Project Management - Applicant - AJE Letter of Certification for Existing Buildings £ >

El 0715/2014 10:50:59 AM -
O7M5/2014 10:57:34 AM - Project Management - Request for Additional Information
O7/15/2014 10:54:01 AM - Applicant - Additional Information

Project Management - Applicant - Acknowledgement Letter - 07/15/2014 10:57:34 AM

System Information

Figure 13: Sample View Filter Correspondence

View Correspondence Field Descriptions

HCS Applicant Training

Field Name Description

Sender Allows selection of a specific sender.

Correspondence Allows selection of a specific type.

Type

Recipient Allows selection of a specific recipient

Answered Always checked only applies when the type Request for Additional Information is
selected.

Unanswered Always checked only applies when the type Request for Additional Information is
selected.

Buttons

Apply Filter When selected the Correspondence page redisplays. Only correspondence that
corresponds with the entered filtering criteria and that the user has access to is
displayed.

Correspondence 16 1/29/2016
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Clear Filter

When selected the Correspondence tab page redisplays showing all
correspondence that the user has access to.

Apply a Filter

Learning Step Action
Objective
1 . . . .
How to On the Correspondence tab selecting the twister > opens the filter option
Apply a allowing filtering criteria to be selected.
Filter to _
V¥ Filter
Corresponde Sender: Type: | 2
nce Recipient: | v| Answered Unanswersd Apply Fitter ][ Clear Fitter
Answered/Unanswered applies only when type Request for Additional Infermation is selected
Figure 14: Sample Filter Options

2 w L o . .
Select the down arrow to see the filtering criteria. The data displayed is
unique to each project and user.

3 Select Apply Filter the correspondence page is redrawn displaying only
correspondence that corresponds with the entered filtering criteria and that
the user has access to.

Correspondence
| General | Executive Summary | Application Dedision | Contingencies | Post Approval | Summary
Application Number: 142009 My NYSE-CON Tool Bar
Facility Name: Z Test Hospital
Project Description: Retesting
Selected Projects
W Filter GON 142003 - Z Test Hospital
Sender: | Architectural and Engineering Facility Planning w| Type: | V|
Recipient: | V] M answered M Unanswered
AnswerediUnanswered applies only when type Request for Additional Information is selected
Correspondences: < >
121132014 11:49:48 AM - Architectural and Engineering Facility Planning - Mulfiple - A/E Letter of Certification for Proposed Construction [T —
INOT 1000 - Z Test Hospice
Figure 15: Sample Correspondence with a Filter Applied
1/29/2016 17 Correspondence




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

Correspondence Email Notifications Samples

Correspondence Email Notification Sent
Type

Acknowledgeme Contact Email

nt Letter Alternate Contact Email

All Assigned Review Units

Assigned Regional Office

a| b W|IN|F

Bureau of Project Management

- wem num vae covanonment - Certificate of Need Application 121011 Acknowledged, Z Test Nursing Hone,

= 4 01/04/2012

- N¥S Department of Health thl01 01/04/2012 02:15 PA
Show Details

Thiz meszage has been forwarded.

Certificate of Need application 121011 for Change in Ownership/Merger/Consolidation with Construction from Z Test HNursing
Hone has been acknowledged by the Department of Heslth, Pleases log into the NY3SE-CON system to Sse the acknowledgement.

Project Description:
For your convenience you mway use the following link to go directly to the Correspondence:

If wou are using the NYSE-CON wia the Health Commerce System (HC3) use this link
https://evalcommerce.health.state.ny. us/doha/applinks/nysecon/referenceCorrespondence?id=645.

If you are using the Public Aluthenticated system use this link
http://evaluls2 14004/ facilities/cons/public/ nysecon/referenceCorrespondence?id=643.

If wou are not logged into the HC3 Portal or the Public Authenticated system vou will be redirected to the Login page. After
you login please select this link again to continue to the correspondence.

PLEASE NCOTE: When responding, please respond directly to the correspondence item in NYSE-CON using the Correspondence tab,
and attach any applicable documents to the correspondence. Flesse do not use the Application tab to respond to
correspondence.

IMPORTANT MOTICE: This e-mail and any attachwents mway contain confidential or sensitive information which is, or may be,
legally privileged or otherwise protected by law from further disclosure. It is intended only for the addressee. If you
received this in error or from someone who was not authorized to send it to vou, please do not distribute, copy or use it or
any attachments. Please notify the sender inmediately by reply e-wail and delete this from your system. Thank you for your
cooperation.

Figure 16: Sample Acknowledgement Email

Correspondence 18 1/29/2016
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Correspondence Email Notification Sent
Type

Any other 1 | Contact Email

correspondence

2 | Alternate Contact Email
type selected

3 | All Assigned Review Units

4 | Bureau of Project Management

- e v e ree e JNMent - Application 121013, X Test RHCF, new correspondence from Bureau of Project
= 4 Management: 01/04/2012

NYS Department of Health rkall 01/04/2012 02:52 P4

Show Details

Thiz message has been forwarded.

NYTS Department of Health, NVIE-CON notice: There is new correspondence for Application 121013, X Test RHCF, from Bureau of
Project Management. Please log into the NYSE-CON system to see the new information.

For your convenience you may use the following link to go directly to the Correspondence:

If wou are usihg the NY3E-CCN wia the Health Commerce System (HC3) use this link
https://evalcommerce.health.state.ny.us/dohz/applinks/nysecon/referenceCorrespondence2id=705 .

If wou are using the Public Authenticated system use this link
http://evalwlsz 4004/ facilities/cons/ public/ nysecon/referenceCorrespondence?id=705.

If you are not logged into the HCS Portal or the Public Authenticated system you will be redirected to the Login page. After
you login pleasse select this link again to continue to the correspondence.

PLEALSE NOTE: When responding, please respond directly to the correspondence item in NMYSE-CON using the Correspondence tab,
and attach any applicable documents to the correspondence. Please do not use the Application tabh to respond to
correspondence.

IMNPORTANT MNOTICE: This e-mail and any attachments mavy contain confidential or sensitive information which is, or may be,
legally priwvileged or otherwise protected by law from further disclosure. It is intended only for the addressee. If you
received this in error or from someone who was not authorized to send it to you, please do not distribute, copy or use it or
any attachments. Please notify the sender immediately by reply e-mail and delete this from your systewm. Thank you for your
cooperation.

IMNPORTANT MNOTICE: This e-mail and any attachments may contain confidential or sensitive information which is, or may bhe,
legally privileged or otherwise protected by law from further disclosure. It is intended only for the addressees. If you
received this in error or from someone who was not suthorized to send it to wou, please do not distribute, copy or use it or
any attachments. Please notify the sender immediately by reply e-mail and delete this from your systewm. Thank you for your
cooperation.

Figure 17: Sample Correspondence Email
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Correspondence Email Notification Sent
Type

Response to 1 | Contact Email
correspondence 2 | Alternate Contact Email
3 | All Assigned Review Units
4 | Bureau of Project Management
.« oo nuin ey coveonment - RE: Office of Long Term Care - Nursing Home, Additional Information, Application
= 4 111003, Z Test Hospital
— NYS Department of Health pep 07 01/05/2012 09:53 Ahd

Show Details

NY3 Department of Health, NY3E-CON notification: There has been a response to a correspondence for Application 111003, Z Test
Hospital, E883. Please log into the NYSE-CON system to see the new information.

For your convenience you may use the following link to go directly to the Correspondence:
https://deveomrerce.health.state. ny. us/doh2/applinks/nysecon/referencedCorrespondence?id=524 .

If you are not logged into the HCS Portal you will be redirected to the Login page. After you login please select this link
again to continhue to the correspondehnce.

PLEASE MNOTE: When responding, please respond directly to the correspondence item in NYSE-CON using the Correspondence tab,
and attach any applicable documents to the correspondence. Please do not use the Application tab to respond to
correspondence.

IMPORTANT MOTICE: This e-mail and any attachments may contain confidential or sensitiwve information which is, or may be,
legally privileged or otherwise protected by law from furcher disclosure. It is intended only for the addressee. If you
received this in error or frowm someone who was not authorized to send it to you, please do not distribute, copy or use it or
any attachwents. Please notify the sender immediately by reply e-wail and delete this fromw your system. Thank wou for your
cooperation.

Figure 18: Sample Response Email
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System Notifications

Event Email Notification Received
Application 1 Contact Email
Submitted 2 Alternate Contact Email
“ oo num Lyac cownONment - Application Submitted 121013, X Test RHCF, , 01/03/2012
= 4 NYS Department of Health pxp07? 01/0372012 03:20 P
— Show Details

Thiz message has been forwarded

Your CON application has been received. Please be advised that the CON application has not yet been acknowledged as a CON
project by DOH.

Also, CON applications cannot be reviewed until an application processing fee has been received by the DOH. Paywent of fees
should ke by check made out to the New York State Department of Health. Please include the CON Project MNuwber, 121013, with
the check and with all project correspondence.

Ain additional fee is charged for CON applications that involve construction and are subject to admwinistrative or full review.
Thiz fee iz only levied on approved proposals, and should not be submitted until the applicant has been informed of the
amount due in the contingent approwval letter that is issued when a project receives approval.

INPORTANT NOTICE: This e-mail and any attachwents may contain confidential or sensitive information which is, or may be,
legally privileged or otherwise protected by law from further disclosure. It is intended only for the addressee. If you
received this in error or from somweone who was not authorized to send it to you, please do not distribute, copy or use it or
any attachments. Please notify the sender immediately by reply e-mail and delete this from your system. Thank you for your

cooperation.
Figure 19: Sample Application Submitted Applicant Email
Event Email Notification Received
Application 1 | Contact Email
Documents

2 Alternate Contact Email

added/updated

after 3 | All Assigned Review Units

submission :
4 Bureau of Project Management

- e e e e e JAMENt - New document, Schedule 6 Attachment, was uploaded for Application 121008, Z Test

= 4 Nursing Hone, 8888

- N¥YS Department of Health dsl10 01/04/2012 02:13 P
Show Details

This message has been forwarded.

A4 new Jchedule § Attachment document has been uploaded in NY3E-CON to Application 121008 from 2 Test Nursing Hone, S35G65 on
01/04/2012 .

FPlease log into the NYIE-CON system to ses the new information.

INPORTANT NOTICE: This e-mail and any attachments mway contain confidential or sensitive information which is, or may be,
legally privileged or otherwise protected by law from further disclosure. It is intended only for the addressees. If you
received this in error or from someche who was not authorized to send it to you, please do not distribute, copy or use it or
any attachments. Please notify the sender immediately by reply e-mail and delete this from your system. Thank you for your
cooperation.

Figure 20: Sample New Application Documents Added Email
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Rich text Limitations

e 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.

e 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).

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

Note: Please refer to rich text included in Figure 3.4 and 3.8.
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