Instructions for Accessing and Completing the
Post-secondary Immunization Survey

Please log on to the Health Commerce System (HCS) at: https://commerce.health.state.ny.us,
to verify that your account is active.
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If your account is NOT active, contact Commerce Accounts Management Unit
(CAMU) at 1-866-529-1890.

HCS Coordinators are automatically granted access to the survey.

HCS Coordinators must assign staff with HCS user accounts to the role of Post-
secondary Data Reporter for them to access the survey.

Instructions for assigning a role are listed below. For help assigning arole, please
contact Informatics at 518-473-1809.

Assigning Roles by the HCS Coordinator:
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Log onto the HCS.

Click on Coordinator's Update Tool to the left of the screen.

Choose your institution and click on Select.

Click on Manage Role Assignments.

Click on Modify next to the role which you want to assign an individual.

A pop up list will be displayed of the individuals affiliated with your institution who
have HCS accounts.

Check the box next to each individual you want to assign to the role of Post-secondary
Data Reporter and click on Add Role Assignhment.

If the individual you want to assign to the role is not on the pop up list, use the search
box to find him or her in the directory. Another pop up list of names will be displayed.
Highlight the name of the person you would like to add to the role and click on Add
Role Assignments.

If the individual you want to assign to the role does not appear in the new pop up list,
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then he/she has not been issued a HCS account and needs to submit the paperwork to
receive one.

10. If you have just been assigned to a role and are unable to see the survey, you need to
log off of the HCS for approximately 15 minutes. When you log on again, you should be
able to access the survey.

Accessing the School Survey Link
(You only need to complete the steps for accessing the School Survey Link once.)

1) Go to: https://commerce.health.state.ny.us.

2) Select My Content on the menu bar at the top of the screen. l
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3) Select All Applications from the drop down box.
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Hcs

T Commte Sy

AHome v L MyContent v  Miprint  QSearch

Documents by Group

My Favorites
Welcome Nancy Murtha
My Applications
Q System Notices All Applications

+ Please note: next week we plan on switching over all HCS users to va.0 as we phase off of outdated technology. Thus, it is highly advised for you i
My Applications live, production system, available here: https://hcsva.health.state.ny.us Change my password
DOH i very pleased to announce the release of version 4.0 of the HCS. This brand new version integrates  lighter more responsive design. As suc  Reviey the password rules
continually improve, the HCS will be enhanced even more. Please note that this is a real, live, production system as well, and that it will run in parz

CART August. Please visit and use HCSv4.0, which is now available here: https://hcsvd.health.state.ny.us Change my secret questions...

Acronyms & Abbreviations

ComDir Bulk Messaging Tool Enable the forgotten password feature

Important Health Events... Report my user ID or password stelen
Learn more about HCS security

ComDir Org Member List

ComDir Reverse Search

Comir Role Lookup Tool

4) Select S to locate the School Survey application from the list of HCS applications.

MI\:TC,S'\V A Home + A My Content + ok Print
sk Comrs i
Health Commerce System Applications + View Help
Browse by |A| B|C |D E|[F |G H||I L |M|N|o||P|Q u v w view all
Application Name Acronym Profile Restricted Add/Remove
n System SDWIS (7] Q
School Survey (HERDS) > HERDS (7] Q
Search for E-mall Address/Phone Number (System Account Information) [+ Q
Secure File Transfer Application SFT ] [¥]
Serious Reportable Events @ Yes
ServY WMS @ Yes
SHINNY APP to Support UPHN functions @ Yes
Soundview Health Center Operations @ Q
SPARCS Data Queries SPARCS @ Q
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https://commerce.health.state.ny.us/

5) Click on the green and white plus icon in the Add/Remove column.
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Health Commerce System Applications
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View All

A Home ~

+ View Help

4 My Content + & Print
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L Safe Drinking Water Information System
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Serious Reportable Events

ServNY

SPARCS Data Queries

Secure File Transfer Application

SDWIS @

31200} 1) 7]
Search for E-mail Address/Phone Number (System Account Information) Q Q
SFT (1] Q

@ Yes

WMS @ Yes

SHINNY APP to Support UPHN functions (1] Yes
Soundview Health Center Operations @ Q
SPARCS (7] [+]

6) The School Survey link should now appear under My Applications in the menu to the
left of your screen.
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Welcome Mancy Murtha

Acronyms & Abbreviations

CART

ComDir Bulk Messaging Tool

ComDir Org Member List

ComDir Reverse Search

ComDir Role Loockup Tool

ComDir User Agreement Search

Coord Account Tocls - LHD

Coord Account Tools - PCC

County Survey

Emergency Contacts

HCBC
HERDS

HIN Account Maintenance
Medicaid Pharmacy COD Survey
MH Surveillance

MNORA

MYSIIS - Production

MYSPQC Scheduled Delivery Sys
PH Motices

FRole Lookup Tool

School Survey

Q
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System Notices

= Please note: next week we plan on switching over all HCS users to
live, production system, available here: https://hcsvd_ health.state.

DOH is very pleased to announce the release of version 4.0 of the
continually improve, the HCS will be enhanced even more. Please n
August. Please visit and use HCSwv4.0, which is now available here:

Important Health Events...

NYS PMP

PRESCRIPTION MOMITORING PROCRAM RECISTRY

Important Health Notifications

Posted
08/08/2014
08/04/2014

08/02/2014
07/29/2014
07/25/2014

07/24/2014

«— Mewer

Priority
Advisory
Advisory

Advisory
Advisory
Advisory

Advisory

Keyword
Ebola

Infectious Disease
Infectious Disease

Infectious Disease

Chikungunya and
Dengue

Listeria

Source
MYSDOH
MY SDOH

CDC and MYSLC

cDC

MNYSDOH

MNYSDOH

Newsroom Highlights...

If you are not the HCS Coordinator, you need to be assigned to a role to access the survey.
Contact your HCS Coordinator for assistance
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Instructions for Completing the Post-Secondary Immunization Survey

1) Click on School Survey (the words “School Survey” not the blue circle with an i in the
middle):
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2) Click on Data Entry.
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Health Electronic Response Data System (HERDS,
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M Home - R My Content - Frint  QuSearch @ Help-

orts | administration essage
| A =)
To Do Genersl| pariodic
Showing Pages 1-30  Number Of Records per Page 5
Completion
activite Reporting oraanization Data Entity organization Eorm Eermission
NORA Dutbrasks Adira 3t Riversids Renablitation and Hursing N 1:1318721RED0CT DAteI07/A2/2015 HORA Clossout Save/submit  Saved
WORA Outbreaks Andrus on Hudsen E : 2 HORA Closeout Save/Submit  Saved
NORA Outbraaks Aurslia Geborn Fox Memorial Hospital Form 11326131 Repors Date:07/22/2015 HORA Closaout Save/Submit  Saved
MORA Outbraaks Ballevue Hospital Canter Eorm 10:1206651Report Dt 12/01/2019 HORA Clossout Saversubmit  Saved
NORA Dutbrasks Borc park Cantar for Rahabilitatian and Heslthears QI 101126197 |Raport Date.02/25/2015 HORA Clozasut Save/Submit  Saed
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Survey LMD L7-Dritls 07/29/2015 12:23 PM
Survey Raview Tool for Designated Stroks Canters 01/30/2015 01:29 P11
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3) Click on Show Organization Info to see the address and phone number for the
institution.

[E=m =]
" s portal_nfpb e windowLabel-porleditance 4% nfid= K27 dah2%2T 0 - @ G |[ 4 HEALTH ELECTRONIC RES. &
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Hcs
Health Electronic Response Data System (HERDS) e e
Level Selectar | Home | Activity permissions Forms Reports | Administration|  Message
Managiment  Management  Management Ceniar
=iData Entry
Activity:* [Fost-secondary immunization
Organizatiog P TEST POST SECONDARTIINGATION SCHOOL (66666666) &
Shom Organization Tnfo
Fe st-secondary Immuniz urvey 2015-16 ~|
Data Entity Type: * [Schools Post Secondary |
Data Entity Name: * 2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) |
Show Facilty Info
Farm Informatian
Navigational Stvle: [Tab SKRequired Field ./ Data Saved to Work Ares (@) Dats Submited 5 DOK
mCurront Fiokd/Selsction (BFild Information (BIFeld with Rulss Jj, Waring @) Error
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PHL § 2166: Total Students Bom on or sfter 14157 @e
oo, of stawnns winca Recorss || (3 @
Medical Exsmption -
T
Wesis 2 osen D@
M 1 s OF )
T (o) )
Tt N Compltty | @
ssens i Procens” [ | @) @
- P v
[Select 2 yalue v D @

S TaEl e lEl e ]

4) The institution’s information will display.

Home D Applicati My Account Help Ct
E. Print
Welcome Nancy Murtha Health Electronic Response Data System
), Search (HERDS) Crrrierrss s woraens e s wa aear e

Advanced Search

J My Applications | My Favo

Home = Data Entry Reports

Acronyms & i ZIData Entry
Abb it Pap T P
e Activity:™ ppst-secondary Immunization Survey 2013-14 ~
CART B : =
Organization:™ 7 TEST POST SECONDARY EDUCATION SCHOOL (66666666) -
ComDir Bulk Messaging (@ =
Tool i -
; . . 5 Z TEST POST SECONDARY EDUCATION SCHOOL (66666666)
ComDir Reverse Search @ 800 NORTH PEARL STREET
ROOM 212
Coord Account Tools - @ ﬁ ALBANY
LHD NY-12204
L County : Albany (001)
Coord A it Tools - - - H .
pEf':r croun Teets o Region : Capital District Regional Office
Ph:518-473-1890
County Survey -
i @ Form:™ post-secondary Immunization Survey 2013 ~
Emergency Contacts Data Entity Type: © 5chools Post Secondary -
HCBC . .
@ Data Entity Name: ® 7 TEST POST SECONDARY EDUCATION SCHOOL (66666666) ~
+Show Facility Info
VHIN Account ] -

- Form Information

Navigatiolllal Tab - sk Required Field Data Saved to Work Area @ Data Submitted to DOH
Style:

- + Cinl A Al mmbinen FANGIALA Trén FBNGinld itk Mlae
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5) Enter survey data for Public Health

4

Law § 2165.

_népbs trues_indowl

£ - @C || 4 HEALTH ELECTRONIC RES... %

Fie Edt Vew Favortes Tools Help
i (2] The Buresu of Immunizati.. &) Suggested Sites » ) Web Siice Galery ) Free Hotmail ] MYSDOH LISTSERV ) dohsm.0SAS.

Hcs

frHome - L MyContent - @ Print  QSearch & Help~ ~
HERITrtectronic Response Data System (HERDS) Session idle time expires In 46 min
Level Selector Home | Activity Permissions Forms. Reports Administration  Message
= Data Entry
Activity:" [Post-secondary. urvey 2015-16 v
[2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) vl
#Show Grganizston Info
Form: [Post-secondary Immunization Survey 2015-16 ¥
Dota Entity Tyoe: *[Sats st Seconiary ¥]
Data Entity Name: [ TEST PoST SECONDRF EDUCATION SCHEOL (56666566 V]
Showm Facilty infa
Form Infarmation
Navigational stvle: S Required Feld ./ Dara Saved to Work ares @@ Dota Submitted 15 DK
dmCurrent Field/Selection  (F)Field Information () Field with Rules A, Warning @ Errar

Export options: Yiew: Data POF Y Blank Form eor

PAL§ 2465 ol St Boman e sher T | D @

et 10®
Total No- Compietly emune " [ (1) @
Select 2 value v| @ @

6) Click on Save All.

4

_népbs trues_indowl

£ - @C || 4 HEALTH ELECTRONIC RES... %

Fie Edt Vew Favortes Tools Help
i (2] The Buresu of Immunizati.. &) Suggested Sites » ) Web Siice Galery ) Free Hotmail ] MYSDOH LISTSERV ) dohsm.0SAS.

Hcs

HERITrtectronic Response Data System (HERDS)

Level Selector  Home _ Activity. Permissions. Farms.

frHome - L MyContent - @ Print @ Search @ Help~
Session idie time expires n 33 min

Administration|  Message
Reports essan
= Data Entry
Activity:" [Post-secondary. urvey 2015-16 v
|2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) ~|
#/Show Grganizabon Info.
Form: [Post-secondary Immunization Survey 2015-16 ¥
Data Entity Type: *
Data Entity Name: *[Z TEST POST SECONDARY EDUCATION SCHOOL (66666665) v

Showm Facilty infa

Form Infarmation

Navigational Stvle: [Tab |

Schequired Field ./ Dista Saved to Wark Ares (@) Data Submitted to DO
dmCurrent Field/Selection  (F)Field Information () Field with Rules A, Warning @ Errar

Totai No. of

et |0 ®
Total Wo- Compietly emune * [55———] (3) @)

Dues the insiitution have an exclusion polcy?
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7) Click on Meningococcal Meningitis Section tab.

- 4, nffd= 52Fdoh25i2f O - @ © || & HEALTH ELECTRONIC RES...

Fie Edt Vew Favortes Tools Help
i (2] The Buresu of Immunizati.. &) Suggested Sites » ) Web Siice Galery ) Free Hotmail ] MYSDOH LISTSERV ) dohsm.0SAS.

Fc‘s’ frHome - L MyContent - @ Print QSearch @ Helpw ~
A
Level Selecto: Home _ Activity Permissions. Forms. _ Reports Administration  Message
—iata Entry
Activity:" | o i 2015-16 Rl
TEST POST SECONDARY EDUCATION SCHOOL (66666666) ~
#Show Organizaton Tnfo.
Form:* [Rost-secondary Immunization Survey 2015-15
Data Entity Type: * [Schools Post Secondary ¥
Data Entity Name: *[Z TEST FOST SECONDARY EDUCATION SCHOOL (66656668)
# Show Facility I
Form Infarmation
Navigational Style: Required Field ./ Data Saved to Work Area () Data Submitted to DOK

mCurrent Field/Selection  (@Field Information (& Field with Rules A Waming @ Error

Export options: Yiew Data P SN piack Form poe Y

@ Form Saved.
ACnce finalized, please remembefubmit your data by clicking the Review & Submit button and then the Submit Data to DCH button,

PHL § 2165: Total Students Borm on or after 1HIST

Toial No. Compietedy Imeune @7
SwientsinProcess” o | (@D @

es v@® v

8) Enter survey data for Public Health Law § 2167

< z _nipb=trues,_windewl abel=porletinstance, 45, nffvid="2Fdoh252F O - @ C || 4) MEALTH ELECTRONIC RES... %
Fie Edt View Fovortes Teol Help
. [E] The Bureau of mmunizati.. &) Suggested Sites = ) Web Slice Galery = ) Free Hotmail ] NYSDOM LISTSERY ) dehsm.03AS

S

FC§ AHome - L MycContent - dhPrint  QSearch @ Help= s

it o

) HERDS 3.0 : 11503 {State) 30 Online User(s) | Abeut | Commens | Help
Health Eiectronic Response Data System (HERDS) Swssion idle time expires in 37 min
Level Selector | Home Permissions. Forms U912 £0Y Raports | Administration M
= Data Entry
Activity:" [Post-secondary i 2015-16 ~
©roanization:” |2 TEST POST SECONDARY EDUCATION SCHOOL (8seeses) ]
 Show Grganizstan Info

FForm:* [Post-secondary Immunization Survey 2015-16 |
Data Entity Type: * | Schools Post Secondary |

Data Entity Name: *[2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) ~|
Infa

Navigational Style: Kequired Field ./ Data Saved to work Ares (@) Dsta Submitted 1o DOK
mCurrent Fukd/Selection (DFeld Information (9Field with Sules L Warning @ Errar

Export options: yice oots e0r " plonk form eoe Wy

- Form Saved.
+ Gnee finalized, please remember to submit your data by clicking the Review & Submit button and then the Submit Data to DOH button.
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9) Click on Save All

Fie Edt Vew Favortes Tools Help
i (2] The Buresu of Immunizati.. &) Suggested Sites » ) Web Siice Galery ) Free Hotmail ] MYSDOH LISTSERV ) dohsm.0SAS.

\‘ ~
Hcg AHome - L MyContent - #Print QSearch @ Help=
adaiyl
. HERDS 3.0 : rls05 (State) 30 Online User(s) | Absut | Camments | Help
Health Eiectronic Response Data System (HERDS) Session idle tine expires in 31 min
Level Selector  Home  Activity hermissions Forms U710 T0UY Reports Administration  Message
=pata entry
Activity:* | 01518 v
Z TEST POST SECONDARY EDUCATION SCHOOL (66665668) ~

#Show Grganizaton Tnfo.

Form:* | 2015-16 v/

Data Entity Type: * Schools Post Secondary ¥
Data Entity Name: * [Z TEST POST SECONDARY EDUCATION SCHOOL (66656666) v

#Show Facility Infa

Form Information

Navigational Style: K Required Field ./ Data Saved to Work Area (@) Data Submitted to DOH
et FisidSelection (B)Field Information (8Field with Rules , Waming @ Errar

~— Export options: View Data POF ™S Blank Form pos "l

+ Form Saved.
+ Ones finalized, please remember to submit your data by clicking the Review & Submit button and then the Submit Data to DOH button.

Past-secondary Immunization Survey 2015-16

Meningococcal Meningitis Section

PHL S 2167:

@ C | 4 HeaLTHELECTRONIC RES.. =

Fle Edt Vew Favotes Toos Help
g (] The Bureaw of brimnizat.. &) Suggested Stes = ) Web Sice Galley = 5] Free Hotmail (] NYSDOH LISTSERY ) doh.am.0SAS

3 -~
Hcg frHome - L MyContent - @@ Print  QSearch @ Help~
=
- .0 : ris0! i
Health Electronic Response Data System (HERDS) ;‘::.':: i’d\: = ml‘:ﬁsg':m': User(s) | About | Comments | helo
oo e s [ St | e T v | ivicieein |
=iData Entry
Activity: | i ENTETI|
Organization: [Z TEST POST SECONDARY EDUCATION SCHOOL (8666066e) v

FShow Grganizson Info

Form:" [ Post-secondary Immunization Survey 2015-18 /|
Data Entity Type: ~ [Schools Post Secondary
Data Entity Name: £ TEST FOST SECONDARY EDUCATION SCHOOL (28585565) |

FShow Facility infa

Form Information

Rioquired Fisld . Data Saved to Wark Area (@) Data Submitted to DO
Navigational Style: o+
mCurren Selection (B)Field Information (0)Field with Aules A, Waming @ Error

@Form saved.
A.Once finalized, please remember to submit your data by cicking the Review & Submit button and then the Submit Data to DOH butten

Eost-secondary Immunization Survey 201516

Rt {1 done ® 7
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11) Click Submit Data to DOH.

O - @ |4 HEALTHELECTRONIC RES... * | @ Child Care Programs, Schools .

File Edit View Favorites Tools Help
. [ The Bureau o bmmumizat.. ) Suggested Sites = (§) Web Sice Gallry = () Free Hotmal 5] NVSDOH LISTSERY ) dohsm.0SAS

)
HC§ A Home = L MyContent - #RPrint  QSearch @ Help= A
JTo—tor Ay
. HERDS 3.0 : ris0S (State) 37 Online User(s) | About | Comments | talo
Health Electronic Response Data System (HERDS) Sassion idle time expires In 60 min
Level Selector| Home _ Activity Permissions. Forms - Reports Administration | Message |
-iData Entry

Activity:* [Post-secondary Immunization Survey 2015-16 ¥
Organization:” |7 TEST POST SECONDARY EDUCATION SCHOOL (66666666) |

‘&iShow Organization Info.

Form:* | Post-secondary Immunization Survey 2015-16 V|
Data Entity Type: =

Data Entity Name: *| Z TEST POST SECONDARY EDUCATION SCHOOL (66666666) |
15how Facilty Infa

100 Sul dsDs. 05/17/2015 01:00 PM
s0 saved rsos. 08/17/2015 01:26 P11
] Submitted s, 09/17/2015 01:00 P11
0 Submitted a5 09/17/2015 01:00 PM
] saved rsos. 08/17/2015 01:26 P
%0 saved sds. 09/17/2015 D1:26 PM
%0 saved ris05 09/17/2015 01:26 PM
%0 saved dsos 09/17/2015 01:26 PM
o Submitted sds. 09/17/2015 D1:00 PM
Yas Submitted s05 09/17/2015 01:00 PM
100 Submitted Hs0s 09/17/2015 01:00 PH
20 saved ris0s. 09/17/2015 02:02 PM
80 saved s 09/17/2015 02:02 PM

12) You will receive the Data have been submitted to DOH successfully message. You
have completed the survey process.

L) !_nfpb=trued_windowl 48 niffvid=%2Fdohi%0F O « @ C || @) HEALTH ELECTRONIC RES... * | @ Child Care Programs, Schools .
Fie Edt View Favortes Tools Help
s [ The Bureau of bmmunisat.. &) Suggested Stes = ) Web Sice Galler = (5] Free Hotmail (5] HYSDOH LISTSERY &) dohsm.0SAS

>
EC§ frHome = A MyContent » M Print  QSearch @ Help~ &
ot
HERDS 3.0 : 11503 (State) 38 Online Use
Health Electronic Response Data System (HERDS) e !’(um)m ﬁn':’if: r(s) | About | Comments | Halp.
Level Selector | Home Permissions Forms. Reports Administration  Messsge |
=Data Entry
Activity:* 201518 v|

Organiz

" |2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) 2!

#iShow Organizatian Info.

Form:"| 2015-16 ¥/

Data Entity Type: * [Schools Post Secondary
Data Entity Name: * |2 TEST POST SECONDARY EDUCATION SCHOOL (66666666) /|

#iShow Facility Infa

Export options: Vies Tavle poe Sy

100 sul rsos. 09/17/2015 01:00 P
30 Submitted s05. 03/17/2015 02:06 PM
[y Submitted fs0s. 09/17/2015 01:00 PM
o Submitted =5, 08/17/2015 01:00 P
o Submitted rs05 09/17/2015 02:06 PM
20 Submitted a5 08/17/2015 02:06 PM
20 Submitted rs0s. 09/17/2015 02:06 PM
90 Submitted s, 09/17/2015 02,06 PM
o Submitted s, 09/17/2015 0100 PM
vas Submitted s 09/17/2015 01:00 PM
100 Submitted s05 09/17/2015 01:00 PM
20 Submitted =5, 08/17/2015 02:06 PM -

Instructions for Accessing and Completing the Post-secondary Immunization Survey
NYSDOH, Bureau of Immunization
September 2015



