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Getting Started 

Thank you for your interest in becoming a New York State (NYS) Children’s State Plan (SPA) 

and/or Home and Community Based Services (HCBS) provider, in preparation for the children’s 

system transformation beginning in 2017.  

 

The purpose of this instructional guide is to provide agencies with information on a necessary, 

preparatory step that will enable agencies to begin the process of accessing the Children’s 

SPA/HCBS Designation Application.   

 

The Children’s SPA/HCBS Designation Application is currently under development and will be 

forthcoming in its release. The application will be accessible on a NYS OMH electronic platform. 

All agencies (both OMH and non-OMH) must obtain both an OMH User ID and a Facility Code 

in order to access the Children’s SPA/HCBS designation application once it is released.  

 

We recommend that each agency designate the appropriate individuals that will access the 

SPA/HCBS Designation Application and complete it on behalf of the agency. 
 

NOTE: If you are a provider that currently has an OMH facility code and no OMH user ID, 

please approach your OMH Security Manager (SM) and request an OMH user ID only. Once the 

SM grants you a user ID, disregard the remainder of these instructions. 

 

Registering for the OMH User ID and Facility Code 

 

STEP 1. If the provider does not already have an OMH Facility Code, call the help desk at (518) 

474-5554 or (800) HELP-NYS and request access to the “Children’s SPA/HCBS online 

designation application”. 

 

Information Technology Services (ITS) at OMH receives the help ticket and sends the provider an 

email requesting access to a “New Provider Form”. 

 

STEP 2. The provider completes the ‘New Provider Form’ in full. Any questions while filling out 

the form can be directed to the help desk number previously listed above. 

 

STEP 3. Once the New Provider Form is completed, the provider replies to ITS with completed 

form attached. 

 



  
Obtaining an OMH User ID and Facility Code to access the Children’s SPA/HCBS Designation Application 

 

Obtaining an OMH User ID and Facility Code 

v. 2016-11 

 
   

2 | P a g e  
 

STEP 4. Security receives the form from ITS and adds the new provider to the database based on 

information on application. 

 

STEP 5. The provider requesting access will receive a Confidentiality and Non- Disclosure 

Agreement or the “CNDA Email” (See ATTACHMENT A) instructing them to agree to the 

CNDA. This is completed online (See ATTACHMENT B). At this point, a facility code has been 

created.  

 

STEP 6. After accepting the CNDA agreement, the provider should receive a “Security Manager 

Email” instructing them to select a “Security Manager” (See ATTACHMENT C). 

 

STEP 7. The Security Manager receives an email with credentials and can then sign onto the 

OMH Security Management System and be granted an OMH user ID.  

 

STEP 8. Once the Security Manager sets up the user ID of whomever will be accessing the 

SPA/HCBS application, the Security Manager clicks the “change password” button. That person 

will then receive an email informing [how] to choose a password. 

 

STEP 9. Once the provider has the OMH User ID, facility code, and password set up, the 

provider can access the log in page to the Children’s SPA/HCBS Designation Application once it 

is available online at https://my.omh.ny.gov/hcbs/default.aspx 

  

 

STEP 10. Once the application is available online, the provider may go to the link provided above 

and the following visual (see below) should appear to log in. The provider should enter their 

OMH User ID and password/passcode created. Once the provider enters this information, click 

‘CONTINUE’. The provider can then begin completion of the designation application. 

 

https://my.omh.ny.gov/hcbs/default.aspx
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Attachment A:  
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Attachment B: 
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Attachment C: 

 

 
 
 
 
 
 
 
 
 




