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1. Page 21: Added Executive Summary and updated all screen images to reflect Executive Summary tab. 
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1. Page 21: Added rich text features to the Executive Summary. 
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1. Updated screen images throughout for the improved submission process. 
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Submitting an Application 
 

Chapter Overview  

 

 

Contents In this chapter, you will learn how to: 

1 Create New Submission Link 

2 Selecting the Submission Type  

3 Search for a Facility 

4 Creating a New Submission 

5 Saving the New Submission 

6 Entering Executive Summary 

7 Modifying Executive Summary 

8 Adding Application Documents 

9 Updating Application Documents 

10 Deleting Application Documents 

11 Grant access to the Application 

12 Modifying the Application 

13 Submitting the Application 
 

 

 

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

You will need to create a NY.gov account or use your HCS account.  If you need to 
create a new account select the "Don’t have an Account" on the NY.gov sign in page. 

 

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

Menu 
selection 

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

bar (Figure 2). This opens the Create New Submission – Submission Type Selection 
screen. (Figure 3). 

  

Figure 1: Sample Home Page 

  
Figure 2: Sample NYSE-CON Tool Bar 



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

Public Authenticated Applicant Training  Page 7 of 31 6/8/2018 

Submit Application 

Submission Type Selection 

 

Learning 
Objective 

Step Action 

How to 
Select a 
Submission 
Type 

1 Select the desired Submission Type. 

2 Click the Continue button. 

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

 

 

 
Figure 3: Sample Submission Type Selection 
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Figure 4: Sample Facility/Agency Search 
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Facility/Agency Search Results 

 

Learning 
Objective 

Step Action 

How to 
Select a 
Facility 

1 Select the Facility Name Link. Note: This will auto fill the Main Site 
Information and Current Operator sections of the New Application. 

 

 

 

Figure 5: Sample Facility/Agency Search Results 
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Learning 
Objective 

Step Action 

How to 
Select a 
Submission 
Type 

1 Select the desired Submission Type. 

2 Click the Continue button. 

Result: The Create New Submission screen appears (Figure 6). 

 
 
 

 
Figure 6: Sample Submission Type Selection 
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Create New Application – Change in Ownership 

 

Learning 
Objective 

Step Action 

How to Enter 
Information 
and Save a 
New 
Application  

1 

 

Main Site Information will auto fill from HFIS, if you have chosen a Change in 
Ownership application type. Otherwise enter the information for each field as 
required. 

2 Current Operator Information will display and auto fill from HFIS, if you have 
chosen a Change in Ownership Application type.  

3 Enter Proposed Operator Information data as required. If applicable you can 
select the “Same as Current Operator?” checkbox. 

4 Enter the Principal Applicant Member Information as required.  

5 Enter Alternate Contact information as required. 

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

7 

 

Select the Save button. 

Result: If all the data required is entered the General Information page will 
appear with the entered information displayed, along with instructions of 
what to do next. 
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Figure 7: Sample Create New Application – Change in Ownership 
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Create New Submission – Establish New Facility or Agency 
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Figure 8: Sample Create New Submission    – Establish New Facility or Agency 
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General Information  

 

Figure 9: Sample General Information page 
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Executive Summary 

 

Learning 
Objective 

Step Action 

How to enter 
Executive 
Summary 

 

1 

 

Select the Executive Summary tab. 

 

Figure 10.1: Available tabs 

2 

 

Enter overview of the project proposal in the text box. 

 

Figure 10.2: Executive Summary text box 

3 Select the Save button. 

 

Figure 10.3: Save button on Executive Summary tab 
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Figure 10: Sample Executive Summary screen 
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Modify Executive Summary 

Learning 
Objective 

Step Action 

How to 
modify the 
Executive 
Summary for 
a submitted 
project 

1 

  

Select the Executive Summary tab. 

2 Select Modify button below the text box.  

 
Figure 11.1: Modification screen after submitting 

3 Edit the summary.  

 
Figure 11.2: Screen with Save button 

4 Select the Save button. 
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Figure 11: Sample Modify Executive Summary screen 

 

 

Sites 

 

Please refer to the training document “Public Authenticated Applicant Training Sites v1.0” 

Application Documents 

 

Learning 
Objective 

Step Action 

How to Add 
Applications 
to the 
Project 

 

1 

 

Select the Application tab. 

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

2 

 

Select Add New Application Document button. 
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Figure 12: Sample Application screen 
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New Application Document 

 

Learning 
Objective 

Step Action 

How to Add 
New 
Application 
Document to 
the Project 

1 

 

Select the Document Type Dropdown. 

Each required schedule is listed along with other optional documents. 

2 

 

Enter a description. 

3 

 

Select the Browse button.   

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

 

Figure 13.1.: Sample Browse window 

4 

 

Select the document and then the Open button. 

5 

 

Select Add Document to Application button. 
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Figure 13: Sample New Application Document screen 
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Update Application Document 

 

Learning 
Objective 

Step Action 

How to 
Update an 
Application 
to the 
Project 

 

1 

 

Select the Application tab. 

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

2 

 

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

 

Figure 14.1: Sample Application Document screen 

3 

 

Enter a description. 

4 

 

Select the Browse button. 

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

5 

 

Select Update Document button. 
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Figure 14: Sample Update Application Document screen 
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Delete Application Document 

 

Learning 
Objective 

Step Action 

How to 
Delete an 
Application 
Document 
from the 
Project 

 

1 

 

Select the Application tab. 

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

2 

 

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

 

Figure 15.1: Sample Application Document screen 

3 

 

Select the Yes button. 

Note: the button will only be available until the application is submitted. 

 

 

Figure 15: Sample Confirm Document Deletion screen 
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Granting Access to another user 

 

Learning 
Objective 

Step Action 

How to 
Grant 
Access to an 
Application 

 

1 

 

Select the Access tab. 

2 

 

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

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

3 

 

Select the Grant Access button. 

 

Alternate 
Step 

Action 

1.1 

Revoke Access – will remove access the 
application.  

Select the Revoke Access button. 

 

 

 

 

Figure 16: Sample Access screen 
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Modify Application  

 

Learning 
Objective 

Step Action 

How to 
Modify an 
Application 

 

 

 

1 

 

Select a Modify button on the General Information page. 

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

2 

 

Enter/Change any of the information. 

 

3 

 

Select Save button. 

 



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

Public Authenticated Applicant Training  Page 29 of 31 6/8/2018 

Submit Application 

 
 

Figure 17: Sample Modify Information screen 
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Submit an Application 

 

Learning 
Objective 

Step Action 

How to 
Submit an 
Application 
to DOH 

 

 

 

1 

 

Select the General Information tab. 

2 

 

Select the Submit button. 

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

 

Result: The Confirmation screen appears  

 

Figure 18.1: Sample Application Submission screen 

3 

 

Select the Confirm button. 

 

Result: The Application now has a CON Project #, and an email notification 
has been sent to PMU and the Applicant. 
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Figure 18: Sample Application Submitted screen 

 


