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NOTE:  Please ensure that at the end of the submission process the following is displayed at the top of 
your screen in bold red print:  “Thank you.  Data has been submitted to the Department of Health.” 

This identifies that your incident has been reported to the Department of Health. 
 
1) Log onto the HCS at: https://commerce.health.state.ny.us/ 
2) Navigate to the HCS Nursing Home Incident Reporting Form 
 - Click on NH Surveillance (listed under “My Applications” on the left side of your screen). 
 - Select “Data Entry” from the DataEntry menu. 
 - Select the activity “NH INCIDENT FORM”. 
 - Click on “Add New” to start reporting a new incident.    -Or- 
    Select an incident from the drop down menu to continue a previously started incident (skip to (4) below) 

 
3) Enter the date and time of the incident, and select the primary incident type from the drop down menu. 
 Click on “Save”, then click on “Back to Data Entry”. 
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4) Verify that the correct incident is selected by reviewing the date, time, and primary incident type. 
 Click on “Next” to proceed with data entry.  All of the following data tabs are required. 
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Overview Questions 
5) Answer all available questions (white or orange background).  Some questions may change from gray to 
 orange depending on the answer to a previous question.  Click on “Save”, then click on “Next”. 
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Overview Text 
6) Answer all available questions (white background).  Click on “Save”, then click on “Next”. 
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Resident Information 
7) Answer the first question on the tab (“How many residents were affected?”) 
 Answer all other questions that change from a gray to an orange background. 
 Click on “Save”, then click on “Next”. 
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Accused Staff Information 
8) Answer the first question on the tab (“How many staff were responsible for abuse, mistreatment, …?”) 
 Answer all other questions that change from a gray to an orange background. 
 Click on “Save” 

 
Completing the submission 
9) Click on “Preview Data to be Submitted” 
 Review the data and click on “Proceed to Submit Data to DOH” 
 The screen should now display “Thank you.  Data has been submitted to the Department of Health.” 
Remember: 
Until you see “Thank you.  Data has been submitted to the Department of Health.”, the 
incident has not been reported to the Department of Health. 


