HPN Role Assignment Instructions

Background Information

The HPN Coordinator(s) for the school district must assign school staff either the role
of “Public School Nurse” or “School District Nurse” before staff can access the on-
line School Survey.

o If an individual tries to access the School Survey without the HPN Coordinator
assigning her/him either the role of “Public School Nurse” or “School District
Nurse”, she/he will receive the following message:

o “Although you have a valid HIN/HPN user account, access to this area
must be approved by your Communications Directory Coordinator.”

o She/he will be prompted to contact the school district's HPN Coordinator
to approve her/his account through the Communications Directory (see
the instructions beginning on Page 3).

o If an HPN Coordinator plans on accessing the survey to enter or submit data,
she/he must also assign her/himself the role of either “Public School Nurse”
and/or “School District Nurse.”

o One individual can be assigned multiple roles, i.e. the HPN Coordinator can also
serve as the School District Nurse.

o Multiple individuals can be assigned the same HPN role, i.e. there can be more
than one HPN Coordinator and/or more than one School District Nurse in a
school district.

Responsibilities Associated with HPN Roles

HPN Coordinator: The HPN Coordinator is the principal point of contact concerning
HPN access for staff within a school district. The HPN Coordinator has the authority
and responsibilities delineated in Schedule 1.A of the Health Provider Network
Participant Organization Security and Use Policy (Document 1). HPN Coordinators are
bound by the terms and conditions of the HPN Individual User Security and User
Agreement (Document 2).

Duties of an HPN Coordinator:
e Request new HPN user accounts for school staff by completing and co-signing the
HPN Individual User Security and User Agreement (Document 2)
o This establishes the affiliation of HPN users with the school and/or school
district for which they will view/enter data.
e Review user account information for their organization using HPN Coordinator Tools
e Establish role and contact information using the HPN Communications Directory
o Assign the role of Public School Nurse at the school level to all nurses who
will be completing the on-line School Survey and assign them to the school(s)
for which they will be responsible. The nurses assigned to the Public School
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Nurse role will only be able to view/enter data for the school(s) to which they
are assigned.

o Assign the role of School District Nurse at the district level to the
individual(s) who will be submitting data for each school in the district. The
nurse(s) assigned to the School District Nurse role are the only persons able
to submit data for the schools and district to which they are assigned.

Public School Nurse: A Public School Nurse is the primary school staff member
charged with the responsibility of reviewing individual weight status category and
obesity-related health condition information to ensure that students are in compliance
with the health certificate/appraisal requirements mandated under New York State
Education Law Sections 903 and 904. The Public School Nurse identifies those
students who do not meet the health certificate/appraisal requirements and performs
follow-up activities to ensure compliance.

Duties of a Public School Nurse:

e Tally student weight status category data by grade and sex for the school to which
they are affiliated

e Enter and save aggregated data on the HPN Student Weight Status Category
School Survey

e Tally obesity-related health conditions by grade and provide to the School District
Nurse

School District Nurse: A School District Nurse is the primary school staff member
charged with the responsibility of reviewing aggregated weight status category
information entered by Public School Nurses to ensure compliance with requirements
mandated under New York State Education Law Sections 903 and 904. The School
District Nurse submits both weight status category data for each school in the district
and obesity-related health conditions data for the entire school district to the New York
State Department of Health.

Duties of a School District Nurse:

e Review weight status category data by grade and sex for each school in the district
and submit on the HPN

¢ Receive and review obesity-related health conditions data by grade from each
school in the district

e Tally obesity-related health conditions data by Elementary, Middle and High School
for all schools in the district

e Enter and save obesity-related health conditions data by Elementary, Middle and
High School for all schools in the district on the HPN

e Submit obesity-related health conditions data for the district on the HPN
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Log on to the HPN at https://commerce.health.state.ny.us to verify that your account is
active.

Enter your User Id and Password and click on the “Sign In” button.

3 Login Form, - Microsoft Int: net Explorer

Flle Edit Yiew Favorites Tools\ Help

i Site Policies/Terms of Use

Yiolation of the security and use
agreement (5.0, sharing your accourt
uzerid and password with someone
elze)will result in the temparary
suspension of your account privieges
uritil recuired remedial action is taken by
executives at your facility

Repeat offenses may result in the
permanent removal of the account.

Contacting the Comimerce Accounts

. Management Unit with someone else's
User Id:| | account information will result in the
account being disabled dus to a security
breach.

Important Site Notices

If you are having problems with the

a @ )
NYSDOH

Password:i \ |

. 4 ."'I If you have forgotten your password, please call website, please email
C Commerce Accounts Management Unit (CAwLY at hinseky : health state my Lz
Health Commerce 4fystem 1.865.523. 1290 (. 5 Sprm) ek vl
\\"\ »

@ 2008 WY& Department of Health - HCS

¢ If your account is NOT active, contact Commerce Accounts Management Unit
(CAMU) at 1-866-529-1890. Tell them you are having problems activating your
account. You will need to provide them security information to verify your identify
and activate your account.
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Click on the top link, HPN The Health Providers Network.

2 DOH E-Commerce Home Page - Microsoft Internet Explorer

File Edt Yiew Favortes Tools Help

Qe - () |il] @ h f_\JSearch {t{Favnrites e N :_\5 = - 3

fiddress [{@] httpsifcommerce.health state.y.usjpages index Hel N

s is the New York State Department of Health
Internet Commerce Site.
Curréwly the services available at this site are:

HPN The Health Providers Metwork
HIN Local Health Departments' Health Information Metwork

Send email questions or comments to (W eb Admimstration’
Last Revised 04/74/05

Click on the Communications Directory in the blue bar along the top of the page.

2 HPN Home Page - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

eBack - e - \ﬂ @ _h /:\JSEarch “£1:=(Favuri e} [_';v l .J_".I - _J ﬁ '3

—

Address ‘@ https:jfcommerce.health. state .y, usfhpnf {

UTILITIES:

Other Directories

STaTE OF NEw YORK DEFARTMENT OF HEALTH

HEALTH PrROVIDER NETWORK
Davio A PATERSON, GOVERNOR
RicHARD F. DaIMES, MD,, COMMISSIONER

Latest Health Notification from the Health Alert Network (HAN) - go to the HEALTH NOTIFICATION VIEWER for all notification

INFD BY USER TYPE: News Bulletins

» Hezlth Care Organizations
P Practitioners

Enhancing Abilities and Life Experience Program (EnAbLE) RFA #0807030928 posted on the HCO ACF Resources ps

INFO BY TOPIC: New NYSIIS Training Schedule posted on the N¥SIIS Training Information page 7/28/2008
P application List

} Data Refrieval

DAL HCBS 08-21 Infection Control Practices posted on the HCO ACF, CHHA, LHCSA and LTHHCP DALs page 7/25/2008
} Data Submission

¥ Programs August 2008 Aware Prepare update posted on the Aware Prepare Update page 7/25/2008

} Special Topics

Lt oLzt Mursing Home Transition and Diversion Waiver Rates posted on the CHHA and LHCSA DaLs page?/21/2008
HELP/ TRAINING: . . PN

¥ HPI User Help Announcement: Heat Advisory for Adult Care Facilities 7/12/2002

¥ HPM Coordinator's

RIVOTTC Rlmusse fre Toahis 000 min Ham Dy sssnind MYOTTC Nenlnnmant and Trnlamant abinm OF b mann 7018 9000
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Click on the Coordinator's Update Tool.

2 Commerce Communications Directory - Microsoft Internet Explorer,

File Edit Wew Favorites Tools Help

GBack M > | Iﬂ |§| ;\J /..-‘: Search ‘:;?:;’Favorites 6’-‘( - i [ - ﬁ i‘i

Address ﬁj https:fcommerce. health. state. ny, us/hpn/direct fhincomm. hml

Commerce Communications Directory

Read the About the Communications Directry page for a brief overview, For additional information or help:

« Wiew the Tutorials/Help Page. Pleasql scroll down the Tutorial page to find the tutorial vou need.
« Send comments or questions to Cofnmunications Directory Help,

‘ COORDINATOR TOOLS

‘ Tool / || Description

Allowes Coordinators to maintain their organizations' contact information

The Coordinator's Update Tool can be used to update a user's contact information, emergency
organization, then click Manage People to edit contact information or click Manage Roles to edit
appear on the Manage People list in their primary organization, for example @ user wha's accour
appear in the Hospital PRI directory.

Coordinator's Update Tool

Tutorial: View flash-based training on the Coordinator's Update Tool

View member list for your organization who have commerce accounts (HINHPN). Flease note: Tl
System, not the Communications Directory, so the information may be different from what you see

Individuals may use the Person Update Tool to update their own contact and emergency contact i
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A new screen will come up listing your school district and each school in the district.
Check the circle for either the school district or an individual school:

¢ Choose the district organization to assign the role of School District Nurse

¢ Choose a school organization to assign the role of Public School Nurse

Then click “ Select.”

2} Coordinator’s Tool - Microxoft Internet Explorer

File Edit Wiew Favorites Tools \(Help

Sy =>] \ﬂ @ ;\J ) search ‘:;IT'\?:‘Favorites Q-‘T = [w] -~ ﬁ i‘i

Address @I]https:,l’,l'commerce.health.state.ny.us.f Jcgi-binjapplinksfcortools/contacts

Coordinator's Update Tool

Main Menu
lease select an organization
foNwhich you are a coordinator

TEST SCHOOL 1
, Fublic
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Information for either the school district or school will appear.

Click on “Manage Role Assignments.”

<3 Coordinator's Tool - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

eBack & \_) \ﬂ @ _;j /:\J Search \51:( Favorites 6‘) [_'\:v L‘ ly_l-l @ _J ﬁ ‘3

Address |@ https: /fcommerce, health. state iy .us/hpn/cgi-bin/ applinksfcortoalsjcontacts \

Coordinatoy's Update Tool

Assignments

Special Accounts

Form Name:
Location Information for DOH TEST SCHOOL 1

Primary ID: 111111111111 Secondary ID: 388358858888 Crg Type:  Schools, Public
Mame DOH TEST SCHOOL 1
*4ddr. Line 1 | |

Next to the role for which you want to assign an individual, click the “Modify” button.

ol - Microsoft Internet Exploer

avarites  Tools  Help

X B G P N @ 3% # - JE S

mmerce. health.state., iy, us/hpn)cgi-binfapplinks/c

oals/persons?Func=listrolefot=74&hid=63595%&id1=111111111111&rp=3&admin=

Coordinator's Update Tool
. Manage People organizaﬂonal S Repons
Form Name:
e Assignments
Select a RNe to AssignTvodify
for DOH TRST SCHOOL 1

Role Description Person in Role? Modify Role AssignmenNg | Role Descnptmn P91 son in Rnle"’h[mhﬁ Role —\sngunents
HFN Coordinator DOH Assigned Public School Murse| Tes Modn‘y

School PrincipallAdministratr Mo |
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A list of the individuals with HPN affiliations with the school or school district will be
displayed. Check the box next to each individual you want to assign to the role and
click “Add Role Assignment” (do not click on Remove Role Assignments).

- OR -

2) Persons already assigned to this role\ To remove one or more persons from this role, checlk the cheflhox next to their name

Jane A Doe - jad05

Mary Ann Bell — mab15

Susan R Caulfield —src02

Theodore F Hewitt —tfh07

Bruce S Armstrong — bsall

Lauren Smith —Ixs09

Hector J. Gonzales — hjg03

Patrice Bryant — pxb17

Deborah N Lloyd —dnl15

Frederick M Washington — fmw02

Andrea T Young —aty17

Oo|oo|ojoo|ooo|ona

Yvonne Baxter -- ylb04

Femaowve Role Assignments ]

_0OR-

3) Chick on the check boxes next the names of the persons you wish td\assign to this role, then click on the Add Role Assigmen
mudividuals alveady entered in the Corununications Divectory and asso§ated, or hold roles, with vowr erganization.

Add Role Assignments ]

If the individual you want to assign to the role is not on the list, use the search box to
find them in the directory. Enter their last name and click the “Submit” button.

u will need to search for the
\the first few letters of tl

assignment in this organization and™
he next screen. Enter the last name,

4) Fmally, if the person does not appear in the list above, this will be their first r
the search retmms no matches, you will have the opportunity to add a new person o
Subnit.

Search for Person(s) by Name| Bell

Submilﬁf

~OR-

5) Retwn to the List of roles. [ Back to Role Assignments ]

Once the list of names is displayed, highlight the name of the person you would like to
assign to the role and click on “Add Role Assignments.”
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If the individual you want to assign to the role does not appear in the list, then she/he
has not been issued a HPN account and needs to submit the paperwork to receive an
HPN account (refer to HPN Account Creation Instructions).

For a self-paced tutorial regarding assigning roles, click on the HPN Training link under
Help/Training on the left side of the HPN home page.

2 HPN Home Page - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools Help

QBack - 0 - |_L| lELI ;‘J /-‘: Search ‘j"\'i‘Favﬂr\tes {‘? " ﬂ - ﬁ ‘fi

Address @ https:jfcommerce health. state.ny. us/hpny

File Transfer Utili

UTILITIES: Search Communications Director Other Directorie’. Secure Discussion Forum

S7aTE OF NEWw YORK DEPARTMENT OF HEALTH

HEALTH PROVIDER NETWORK

DaviD A. PATERSON, GOYERNOR
RicHar0 F. Daines, MD., COMMISSIONER

Latest Health Notification fyfim the Health Alert Network (HAN) - go to the HEALTH NOTIFICATION YIEWER for all notifications (About the v

UFDATE ON RABIES YACCINE SUPPLY

INFO BY USER TYPE:

» Health Care Organizations
P Practitioners

INFO BY TOPIC:
¥ application List
¥ Data Refrieval
P Data Subrmission
¥ Programs
P Special Topics
¥ Links 'n Lists

HELP/ TRAINING:
¥ HPM User Help
P HPM Coordinat
¥ HFM Training

HOT TOPICS:
¥ Community Health Update MNews|etter
P Critninal History Record Check (CHRC) Prograrm
¥ HCBC Surveys (dccess Rastricted?
P HERDS (#cress Restricted)
¥ HPM Regulations
¥ Mursing Home Surveys (dccess Restricted?
¥ WYSIIS

s Bulletins

Enhancing Abilities and Life Experience Program (EnAbLE) RFA #0807030928 posted on the HCO ACF Resources page 7/30/2008
Mew WYSIIS Training Schedule posted on the NYSIIS Training Information page 7/28/2008

DAL HCBS 08-21 Infection Control Practices posted on the HCO ACF, CHHA, LHCSA and LTHHCP DALs page 7/25/2008

August 2008 Aware Prepare update posted on the Aware Prepare Update page 7/25/20028

Nursing Home Transition and Diversion Waiver Rates posted on the CHHA and LHCSA DALs page7/21/2008

Announcement: Heat Advisory for Adult Care Facilities 7/18/2008

NYSIIS Mews for July 2008 on the Current NYSIIS Development and Implementation Status page 7/16/2008

MYSIIS Updates:
= Save the date! NYSIIS User Group Meeting for Lower Hudson Yalley Region to be held August 28, 2008
= NYSIIS General Presentation updsted on the Information for LHD page

71472008

July 2008 e-Distance Learning Communiqué and Aware Prepare Update - posted on the HPN Training/Related Links/Distance Learning
page 7/09/2008

PLEASE NOTE:

If you assigned YOURSELF a new HPN role and wish to immediately access the
School Survey, you must Logout of the HPN and close your internet browser.

Please open a new internet browser session and log back into the HPN. Opening a
new internet and HPN session will allow you to access the School Survey with the

new role assignment.
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