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Activating Your HCS Account 

This procedure steps through the process of activating your New York State Health Commerce System 
(HCS) user account, which provides access to the Electronic Death Registration System (EDRS). All EDRS 
users must have an HCS user account. 

This procedure is intended for all new users of HCS and EDRS. This procedure is not needed by medical 
professionals who already have an active HCS account for access to other New York State Department of 
Health applications.  

Key Points About HCS 

• HCS serves as the web portal for access into EDRS.  

• User accounts are managed by HCS. 

• One or more people at each facility are designated as HCS Coordinator responsible for setting up 
user accounts and roles. 

• For each facility that an EDRS user is affiliated with, the HCS Coordinator at that facility must 
assign the user to the facility, and assign an EDRS role to the user. Staff cannot access EDRS 
until their user account has been assigned to the facility and their EDRS role is assigned  

• Each EDRS user should have one (1) user account profile in HCS. This means you have one (1) 
user ID, one (1) password, and one (1) personal address that spans all facilities you are assigned 
to. 

• Each EDRS user must have an email account to receive HCS and EDRS notifications and 
instructions. Emailed notifications may come from the following: 

o camu@its.ny.gov (CAMU is the NYSDOH Commerce Account Management Unit) 
o its.sm.camu 
o Individual members of the NYS ITS group (Office of Information Technology Services) 
o EDRS.Vital.Records 
o edrs@health.ny.gov 
o hcsxpeol@health.ny.gov 
o DOH (or doh) 
o HPN (or hpn) 

Be sure to read these messages carefully and follow the instructions provided in the message. 

Website to Activate Your HCS Account 

The location of the HCS Account Activation website will be included in a letter you will receive after your 
user account has been set up. It’s provided here so you can simply click the link when you are ready to 
activate your account:  

https://apps.health.ny.gov/pub/cgi-bin/applinks/pubforms/olaa/activate 
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When you get to the HCS Account Activation webpage you will need to supply your Temporary Access 
Word (a temporary password that will be emailed to you on your HCS account form), and you will need 
your Personal Identification Number (PIN), which will be sent to you in the mail.  

The section below gives the detailed information on where to get these items and what to do with 
them.  

Steps to Activate Your HCS Account 

1. After you submit your HCS Account setup request, you will receive an email from 
camu@its.ny.gov. The email contains attached security documents pertaining to your access to 
HCS.  

The CAMU email looks something like this: 

 
 
The email attachments include: 

1) Organization Security and Use Policy 

2) Individual User Security and Use Policy 

3) Participant Agreement which you will print, sign, have notarized, and mail into NYSDOH 
Commerce Account Management Unit (CAMU) 

2. The Participant Agreement document contains the Temporary Access Word that you will need 
later to activate your HCS account. Your Temporary Access Word is a temporary password that 
will expire as soon as you actually log into HCS the first time.  

Print two copies of this document – one print-out that you will sign, have notarized, and mail to 
CAMU, and the other print-out that you will keep just until you Activate your HCS user account. 
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The Participant Agreement document looks like this: 

 

This form is the binding agreement between your organization and HCS. 

3. After your HCS account has been set up, you will receive a letter in the mail from the New York 
State Department of Health’s CAMU. The letter contains a personal identification number (PIN) 
that you will need to access HCS the first time.  
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The HCS PIN letter looks like this:  

 

NOTE: Save your PIN. Although you will only need your PIN for first log-in to activate your new 
account, you may be asked for your PIN on the telephone if you need to call CAMU in the future. 

4. Included with the PIN letter are detailed instructions for activating your HCS account and setting 
your password.  
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The detailed instruction sheet looks like this: 

 

5. To activate your HCS user account, open your Internet browser on your computer and go to the 
following website address: 

https://apps.health.ny.gov/pub/cgi-bin/applinks/pubforms/olaa/activate 

NOTE: Internet Explorer are Google Chrome are the preferred browsers for EDRS, but Safari and 
Firefox should also work as well. 
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The HCS Account Activation webpage will appear: 

 

6. In the space provided, enter your last name, your PIN number from the PIN letter you received 
in the mail, and your Temporary Access Word that is on your retained copy of the Participant 
Agreement you received by email from CAMU. 

NOTE: As you type your Temporary Access Word, it will display as an asterisks (*), because it is a 
secret password that should not be viewed by other people. 

Click the Continue button. 
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7. The following confirmation/sign-in screen appears, providing you with your HCS User ID: 

 

In the space provided, enter your User ID, and your Temporary Access Word.  
Click the Sign In button. 

NOTE: Write down your User ID. You will need this every time you log into HCS and EDRS. 

8. As soon as you sign in you will be prompted to set your Password for HCS. For the final time, 
enter you Temporary Access Word in the Password field, and click the Next button. 
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9. The Change My Password page will appear. Define your new password in the space provided, 
and then enter it again. Click the Change Password button.  

 

NOTE: Your HCS password must obey the following rules: 

• Must be at least 8 characters long 
• Must have at least 5 letters 
• Must have either 2 numbers, 2 special characters, or 1 number and 1 special character. 

Special characters cannot be the following: * ‘ “ \ # @ 

10. The My Secret Questions page will appear. You are required to provide answers to at least six 
(6) of the questions listed. The purpose of this is so that if you forget your password at some 
time in the future, you will have the ability to reset your own password if you can verify your 
identity by correctly answering your secret questions. 
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After entering your answers to at least six (6) of the questions, click the Save button. 
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11. The HCS Home Page appears. 

 

 

If EDRS is Not Listed in My Applications 

To get the link to the EDRS on your My Applications list on the HCS home page, your HCS Coordinator 
needs to assign you to the facility and assign your EDRS role. After that facility and role are set-up if you 
do not yet see the EDRS link, then click Refresh My Applications List. If the link is still not listed in My 
Applications, then you can do the following:  

1. At the top of the HCS home page click My Content, and then click All Applications. 
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2. Click E to list applications that start with the letter E, and then click the green + sign to the far 
right of Electronic Death Registration System. 
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Regular HCS Sign-In Page – Bookmark It 

After you have activated your HCS user account, you will go to the regular sign in page instead of going 
to the activation page: https://commerce.health.state.ny.us/public/hcs_login.html 

Bookmark that page in your Internet browser for your future convenience. 
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