HCS (formerly HPN) Website – Cheat Sheet & FAQ
· Please note that in order to log on to the site you will need the User ID and Password that was set up when you first filled out the paperwork to become one of the HPN Coordinators for your Hospice. 

· If you don’t know what your User ID or Password are you can call the CAMU Hotline at 1-866-529-1890 and they can give that to you. They can also help you with any other questions you might have.
1.  Where to find and How to update your Contact Person Roles:
· Go to the login page: https://commerce.health.state.ny.us/hcsportal/hcs_home.portal 

                    *You may need to cut and paste this link into your browser* 
· Log in to the site; then you will see a welcome page with your name on it

· Across the top menu bar you will see an option called: HCS Applications … click on that and you will see an alphabetized listing of applications

· Scroll down to Coordinators Data Management Tools … click on that option and you will be taken to the Coordinators Update Tool   

· Choose your hospice and click on the Select button and you will be taken to your update page with a number of blue buttons to choose from

· Click on the blue Manage Role Assignments button and you will be taken to a listing of all roles for your organization (except for the Emergency Office roles – see #3 for more info)
· Click on the Modify button under the Modify Role Assignments heading for all roles you need to modify

· If your hospice does not include a Home Care Agency, for roles beginning with Home Care Registry, choose the option NA.
2.  How to delete a person who is no longer employed or appropriate for the role assignment:

· Log in to your HPN account; Go to Coordinators Update Tool; click on Manage People; select their name; select the blue tab Delete Account across the top of the page.
3.  How to assign Emergency Office Roles (24 x 7 Facility Contact and Office of the Administration)

· Go to Coordinators Update Tool  
· Select Organizational Offices
· Select Emergency Offices; follow directions and enter name/contact info
4.  How to assign the Organizational Security Coordinator: 
· Log in to your HPN account 
· select Coordinator Account Tools 
· select Request an Account (blue box on the upper right side of the page)
· Under the column, ‘Request an account for a…’ Select Security Coordinator and then just follow the directions.  It will ask you to type some info in their forms, then you will print the forms; NOTE* this form must be notarized ~ the bottom of the form has the address where you send it once notarized.  (I always recommend making a copy of the form for your records, have both the original and the copy notarized in case the one you mail gets lost.)  The turnaround time from DOH has been less than a week.  Once they get your paperwork, they will put the name in and send you notification in writing. 

5.  How to request a new account:
· Go to Coordinator Account tools
· Select Request an Account
· Under the column, ‘Request an account for a…’ select the account you want: user or prescribing practitioner, etc.
· Just follow the directions
· It will ask you to type some info in their forms, and then you will print the forms. NOTE* this form must be notarized ~ the bottom of the form has the address where you send it once notarized.  (I always recommend making a copy of the form for your records, have both the original and the copy notarized in case the one you mail gets lost.)  The turnaround time from DOH has been less than a week.  Once they get your paperwork, they will put the name in and send you notification in writing. 

For additional help link to HPN Role Assignment Instructions (pages 3 – 8): http://hpcanys.org/resources/HPN%20Role%20Assignment%20Instructions.pdf
For additional information or training materials link to the HPCANYS Emergency Preparedness Technical Assistance page: http://hpcanys.org/provider_resources.asp
