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Day Care and Pre-K Immunization Survey 2013
Step-by-Step Instructions

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

2. Click on School Survey.
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] If you are using Internet Explorer version 9 and experience an issue when attempting to Save or Submit data, please follow this link to a possible
- solution: Documents > group > Help > Work-around for Internet Explorer 9 issues.
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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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5. Select Day Care and PreK Immunization Survey 2013 from the activity drop down
box. If you are only assigned to the Day Care and PreK Immunization Survey 2013,
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 Grade Groups.
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11. Select a grade group from the Select a VValue drop down box.
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12. 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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14. Click on Review & Submit.
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16. You will receive the Data have been submitted to DOH successfully message. Your
survey process is complete.
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