
If you already have an account in HCS and can log in 
without any issues, skip to Accessing the School 

Immunization Survey (page 8). 

Instructions for Accessing and Completing the School 
Immunization Survey  

 

Please log on to the Health Commerce System (HCS) at: 

https://commerce.health.ny.gov/ 

to verify that your account is active. 
 

 

 

 
Enter your user ID and Password in the appropriate boxes and LOGIN if you have an account. 

 
 

If you’re unable to login, go to the next page for HCS Account Maintenance. 
 

 

https://commerce.health.ny.gov/
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HCS Account Maintenance 
 

If you’re unable to log in, check with the HCS Coordinator for your organization. 
If you need to create a new user account, click Sign Up Here. 

 

 
 
 
 
 
 

The hyperlink will prompt this initial question: 

 

Answer as appropriate, which will bring you to  the applicable registration screen.
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Click this hyperlink to show you how the two-step process works: 

New HCS Account (ny.gov) 

 
 

 

 
Your job as a new user is to set up a new user account. 

Once your new user account is set up, it’s up to the HCS Coordinator to request your account to be activated 
and assign your role or roles. 

https://apps.health.ny.gov/pub/ctrldocs/paperless_edoc2.pdf
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Assigning Roles by the HCS Coordinator: 
 

Log onto the HCS. https://commerce.health.ny.gov/ 
 

 

Enter your user ID and Password in the appropriate boxes and LOGIN. 
 
 

Find the Coordinator’s Update Tool within My Applications. 
 

https://commerce.health.ny.gov/
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The next screen you will see looks like the image below: 
 

 

Choose Your Institution and click Select. 

 

 
 
 

 
Click the Manage Role Assignments tab. 
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This will generate a list of roles for your organization. Clicking the role title will provide a description of that role. 
Click Modify to add or remove role assignments. 

 

 
 
 
 
 

 

 
To remove one or more users from this role, check next to their name and click Remove Role Assignments. 

 

 

 

 

To assign users to this role, select names from the list, then click on the Add Role Assignments button to 
add them (use ctrl-left click for multiple selections or to unselect).  

 

 

 

NOTES: This list is limited to the users in your Manage People, that is, users with a primary organization of this facility or agency. Avoid 
assigning a role to an “N/A” account. This does not give users any permissions. 
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If a user does not appear in your Manage People List and you know this user has an HCS ID, then search by 
user’s last name or first few letters of the last name only. This will search all active users. Click Submit and 
then scroll down the results on the next page to find the person and their user ID. Select the user and click 
Add Role Assignment. 
 

 
 

If your account is not active, contact CAMU (Commerce Account Management Unit) at 1-866-529-1890. 

If you are the HCS Coordinator you do not have to assign yourself to any roles to take the survey. 

Any other staff must be assigned the role of School Nurse or School Data Reporter to access the survey. 
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Accessing the School Immunization Survey 
 

Click this link - https://smartforms.health.ny.gov/home 
The next screen you will see looks like this: 
 

Click the first icon labeled Surveys 
 

 
The next screen you will see will show all surveys you have access to: 

 

 

Click the yellow Open box on the right side of the screen to open the School Immunization Survey. 

https://smartforms.health.ny.gov/home
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Enter your School’s full name, District/Network if applicable, Health Commerce System ID, and County. 

 
Enter your institution’s primary contact’s name, title, email address, and phone number. Additional contact 
information is encouraged but not required. 

 
 
 
If your school does not have a written exclusion policy, choose “No,” but we recommend that you create one 
as soon as possible. There is no penalty for not having a written exclusion policy, but it is helpful for ensuring 
all students are being treated equally. 
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If your school has an on-site pre-kindergarten or day care program that is not run by an external organization, 
check the Pre-Kindergarten/Day Care box. Otherwise, proceed to the Kindergarten-Grade 12 portion of the 
survey. 

 
When you check the Pre-Kindergarten/Daycare box, additional questions will appear. Be sure to enter data in 
both age-group tabs. 

 
 
Once you enter the number of students in an age-group, additional questions for that age-group will appear, 
including sections for each required vaccine series. Make sure to answer every question in these sections. 
Enter zeros where needed, do not leave blanks. 
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In the K-12 portion of the survey, make sure to enter data on every grade-level tab. If your school does not 
have students in all grades, enter zero in the “total number of students” field in that tab. Once you enter a 
numerical value of students for a particular grade, additional questions will appear. 

 
Once you enter the number of students in a grade, additional questions for that age-group will appear, 
including sections for each required vaccine series. Make sure to answer every question in these sections. 
Enter zeros where needed, do not leave blanks. 
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Error messages will appear if a value entered conflicts with another field or if you have forgotten to answer a 
required question. For example, the error message below appeared because the number of students with 
medical exemptions is higher than the total number of students in the grade. If you see an error message, 
check that all your numbers make sense together. 

 
The Number of Students Completely Immunized field should be the number of students that are up-to-date 
with all doses and/or have demonstrated immunity to a disease (when applicable) for all required vaccines for 
their respective grade. This total should not include those with medical exemptions. 

 
 
 
In addition to the total In Process Box for each grade, for KINDERGARTEN ONLY, there are boxes to report the 
In Process number for each vaccine.  
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At the bottom of the screen, click “Submit” once completed, or “Draft” to save your progress and come back 
later. 

 
 
 
You can download a PDF at any point by clicking “Print” at the top of the screen either before or after 
submitting. 
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