Director/Health Commerce System (HCS) Coordinator
Instructions for Additional Staff Account Requests

Log into the HCS at: https://commerce.health.state.ny.us/.

Click on “Coord Account Tools- HCS” on the left side of the main screen.

AULESS | @] hips | /Commerce. health, state. ny. us/Ncsportal/app manager /hcs/homey _niph=trueki_ntr =falseti_pagel abel=hcs_home_welcomea_page # Liriks

| & so

NYSDOH?
) |

Health Cominerce .t'y)frm

Welcome Jean Reo

., Search

[y spplications 1 by Favoriles

E

Home ~ Topics Logout NYSDOH Health Cammerce System

Important Situations

St
It il Novel HINT Influenza
i’ H Response
] Click Here
Rengonns S -

Important Health NHotifications

sortby: Date Posted | % | O ascending & Descending

Hotifications Display Period: | Month |~ | &5 Refresh

MY SIS - Production

MY SIS - Training

Servhly

“accine Ordering Management

Hew ltems

06MB2010 Breastfeeding Mothers Bill of Rights
06A7/2010 Home Care Registry FAGs
0EMS2010 Home Care Registry User Manual 1.0
More...

(=1
07M22010 HCR Alert - Upcoming Webinar
063072010 Adolescent Reprocuctive Health
062372010 Cultural Competencyincarcerated
More

Events/Calendar

My Applications Priority ;:f:;luoal;dd Source Audience Description Posted
Acronyms & Ahbbreviations Advisory material MYS DOH Al Users: Operation Safeguard materials OsM 02010 Recipients
Application A
pplcation Access I SR e R oy &1l Users o stiomite] cerimitetten o ezsien 1Y dhuss 0B 2010 S ——
Coord fccourt Tools - HCS (@) Drugs
Coord Account Tools - LHD @)
Coord Accourt Tools - POC (@)
Coordinator's Update Tool
Emergency Cortacts
HERDS @ Hewsroom Highlights

[i] Mewsletters

0B/01 /2010 e-DLC - June, 2010

OB/01/2010  Awware Prepare - June, 2010

05/26/2010 Com Health Update 08/2010 Of Bugs and Bats
More...

[Z] PressReleases

0562010 Staten Istand Doctar Surrenders License

06MG652010 Mew York State to Concuct Medical Lisbilty Reform ...
06M0i2010 State Heatth Commissioner Sayvs Less |5 Best' for .
More.

Fowered by webEx

User Survey

NYSDOH NYSIIS

Pleaze take thiz auick survey and let us know what vou think of the HCS portal. -7 Take Survew hat
3 3 3 [13 2
In the blue navigator box to the right click on “Request an Account.
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https://commerce.health.state.ny.us/

Select the appropriate link under the column “Request an account for a.....”
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Director - The Director is the person who can bind the organization with the New York State
Department of Health (NYSDOH)--preferably a CEO or CFO. This person by default is also a
Coordinator and User.

Coordinator — The Coordinator is the person who has the responsibility and authority to request
and manage Commerce accounts and manage roles in the Communications Directory. This person
by default is also a User. Use the Coordinator option if you need to request a user account and
be designated as Coordinator or if you are an existing user that needs to be designated as
Coordinator.

Security Coordinator - The Security Coordinator is the person who holds an information
technology position in the organization and manages the Pubic Health Preparedness and Response
(PHPAR) accounts, and also has the authority to request and manage Commerce accounts and
manage roles in the Communications Directory. This person by default is also a Coordinator and
User.
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MOST COMMON ACCOUNT REQUEST TYPES FOR NYSIIS

User — Usually a nonmedical staff person (secretaries, clerks, medical assistants, etc.) who needs
basic access to the Health Commerce System and can only get to non-secure areas.

Prescribing Practitioner — is the person who can bind the practice (or their medical license
number) with NYSDOH. This person holds a Director account and by default is also a Coordinator
and User.

Non-Prescribing Practitioner - The Non-prescribing Practitioner (LPNs, RNSs, etc.) holds a User
account and has basic access to the Health Commerce System and can get to non-secure areas.

Be sure to follow the instructions and complete the request form online before printing.

Be sure to have the physician or designated HCS Coordinator sign the request form where it
states “Director/HCS Coordinator’s signature.”

The person for whom the account is being requested must also sign the request form and have
it notarized.

Mail completed and signed request form to the address provided.

A separate request form is needed for each staff person.
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