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Day Care and Pre-k Immunization Survey 2014
Step-by-Step Instructions

1. Log onto https://commerce.health.state.ny.us.

2. Click on School Survey.
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! solution: Documents > group > Help > Work-around for Internet Explorer 9 issues.
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Advanced Search SANDY (1-855-697-7263).
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https://commerce.health.state.ny.us/

3. Select a User Access Level (only those assigned to more than one type of user level will
see this screen). If you see this screen, select Facility and then click the Submit button.
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4. Click on Data Entry.
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5. Select Day Care and Pre-k Immunization Survey 2014 from the activity drop down
box. If you are only assigned to the Day Care and Pre-k Immunization Survey 2014,
the activity will automatically be selected for you.
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6. Select the appropriate day care/pre-k from the Organization drop down box. If you are
only assigned to one day care/pre-k, you will see the main data entry screen for the day

care/pre-k.
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7. Click on Show Organization Info to see the address and phone number for the day

care/pre-k.
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8. The day care’s/pre-k’s information will display. If the information needs to be corrected,
send an email to osas@health.state.ny.us.
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9. To enter data in the survey, click on Save & Add.
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11. Enter data for the grade group and click on Save & Add again. Repeat the steps if you
have both pre-k grade groups in the day care/pre-k.
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12. Once you have completed entering your data, click on Save All.
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13. Click on Review & Submit.
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15. You will receive the Data have been submitted to DOH successfully message. Your
survey process is complete.
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New Medical or Religious Exemptions Section
1. For any grade groups with medical or religious exemptions, click on the Save & Add

button next to Exemption Grade Groups.

L https://commerce.health.state.ny.us/he

CrTh3hgTx 1C1h

GAYPrvpvSKLYT wiabel= O - @ G X W

B Google | i Welcome | 4 Hesportal | — — -
- P My Account | Help | ContactUs | Logout -~
NYSDO 4\\ Home D
5

Print

Fealth Comeres fyens =
~4 Home Data Entry Reports

Welcome Nancy Murtha

Q, Search =/Data Entry
Advanced Search Activity:™ pay Care and Pre-k Immunization Survey 2014 ~
"y — = = Organization:™ z TEST SCHOOLS TEST DAY CARE CENTERS (999999D99999) -
p= +Show Grganization Info
Acronyms & -
Abbreviations Form:™ pay Care & Pre-k Immunization Survey 2014 ~
carT Data Entity Schools Day Care Centers ~
Type: =
Combir Bulk Messaging @
= = Data Entity Z TEST SCHOOLS TEST DAY CARE CENTERS (999999099999) ~
ame: ~
4Shor
Combir Ors Mamber @ Show Facility Info
st
ComDir Reverse Search:: @
Form Information
ComDir Role Lookup @

ool Naviga;itt;’r;al Section ~ sk Required Fisld Data Saved to Wark Arca @ Dats Submitted to DOH
e:

ComDir User @ mCurrent Fisld/Selection  (Z)Field Information Field with Rules 4. Warning @ Error
Agreement Search
Goord Account Tools - @ Day Care & Pre-k Immunization Survey 2014 Review & Submit save All Reset
Coord Account Tools - @ Export options: view Data PDE ™8~ Blank Form PDE @87 | _
PCC X s =
County S - Show/Hide sections
gunty Survey ° Program Closed, Merged or Sold  Salact & value « (2
Comments I @
=l Grade Groups N n You have added the last repeatable group. You can still save.
2. Grade Groups Delete Edit
2 el Delete Edit
=l Exemption Grade Groups e Rl
Day Care & Pre-k Imnmunization Survey 2014 Review 8 Submit Save All Reset
About Us |
= i — —

1]

- =

)| 4 https://commerce health.state.ny.us/hesportal/hes_home portal ionid=KL8nSzyckCrTh3hgTxqZ0vvaLchge8bhad YPrvpvSKLYZ7pZ1 C1h!249948373111105882717_nfpb=trued windowlabel= O ~ & & X W03 977
) Google | @ Hcsportal - s -
b AmE My Account | Help | Contactus | Logout -~
NYSDO)
L Export options: view Data boE ™47 Blank Form pOE 5
Welcome Nancy Murtha
O, Search @ Form Saved.
Advanced Search
 Apheat P —— Shaow/Hide sections
'v Applications ||My Faverites Program Closed, Merged or Sold  Select a value ~ (2)
Acronyms & =
Abbreviations Comments @
CART :
=l Grade Groups =T You have added the last repeatable group. You can still save.
Combir Bulk Messaging | @ | _
Tool E
2. Grade Groups L L
Combir Org Member )
t
Combir Reverse Search @ 1. Grade Groups Delete Edit
Combir Role Lookup @
ool
= =l Exemption Grade Groups Save & Add
Combir User @
Agreement Search .
1. Exemption Grade Groups B
Coord Account Tools - (@
LHD pre-k Exemptiol Grades oo 2 value
Coord Account Tools - .. @ Number of Medical Exemptions for Dfnthera | IR IS 1
pcc Pre-k less than 1 year of age
County Survey @ |- Humber of Medical o toffretanus |Pre-k 1 year of age and older |
Number of Medical Tor
Number of Medical Exemptions for Polio &
Humber of Medical Exemptions for Measies 6}
Humber of Medical Exemptions for Mumps @
Humber of Medical Exemptions for Rubslla [6)
Humber of Medical Exemptions for, @
Haemophilus influenzae type b (Hib)
lumber of Medical Exemptions for Hepatitis B @
(Hep B)
Humber of Medical Exemptions for Varicella @
Humber of Medical Exemptions for &
neumococcal
Number of Religious Exemptions for 6}
Diphtheria
P = R = 2
About Us |

Day Care and Pre-k Immunization Survey 2014 Page 9
Step-by-Step Instructions
NYSDOH, Bureau of Immunization



3. Enter the religious/medical exemptions for the grade group (A) and click on Save & Add

(B).
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4. Once you have completed entering data for all grade group exemptions, click on Save
All.
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5. Click on Review & Submit.
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6. Click on Submit Data to DOH.
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7. You will receive the Data have been submitted to DOH successfully message. Your
survey process is complete.
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