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Steps to create a NYSDOH Public User Account followed by the ServNY Volunteer Registration Wizard

Step 1: Go to the ServNY Public link: https://apps.health.ny.gov/vms/appmanager/vms/public?prog=57

» New Volunteers: On this first screen click the Join Now button located next to ‘New Volunteers:
(Figure 1) which brings you to the Public Account Management System Log in screen (Figure 2).

NEW YORK STATE

The Westchester County Emergency Volunteer Reserves &
Medical Reserve Corps (WEVR-MRC)

The Westchester Emergency Volunteer Reserves (WEVR) and The Medical

Reserves Corps (MRC) are volunteer programs that provide an organized way for
ordinary citizens to take an active role in making our community safer and
o 4 better prepared for an emergency or disaster situation. As a volunteer you will
Wwesichestar coury S receive free training from experienced emergency professionals as well as free
3 emergency preparedness equipment, The skills you learn and the equipment you
Registered Volunteer: attain will better prepare you and your loved ones for both large scale and

Click Login domestic emergency situations.

New Volunteers:
Click the Join now Button

Figure 1: Home Page

Step 2: Complete information on the Account Management Log in page.

> If you don’t have a NYSDOH public account or a Health Commerce Account (HCS) click “Register for
an Account” located under Need an Account to create a Public User Account.

> If you already have a NYSDOH public account or a HCS account, enter the User ID and Password in
the appropriate boxes and click Log in to start the ServNY volunteer registration process.

w York State
epartment of Health

Account Management

Login

Please |og in with your user ID and password.

‘You MUST use either your NYSDOH public account or your Health Commerce System (HCS)
account tc log in.

User ID:
Password:
Log In
Need an Account? Need Help?
Don't have a NYSDOH public account or an HCS Forgot your public user 1D or password?
account?

You can retrieve your user 1D and password

To create a NYSDOH public account, click using our self-service system.

y Register for an Account” to register.
/‘ Forgot your Health Commerce System (HCS) user ID or
To create a HCS account, please contact your password?

HIN or HPN coordinator
Please call the Commerce Accounts
Management Unit (CAMU) at 1-866-529-1890
(Monday-Friday 8AM - £:45PM) or send an email
to camu@its ny gov

Any other issues or questions?

Please contact the Commerce Accounts Management Unit (CAMU) at 1-866-529-1890 (Monday-
Friday 8AM - 4:45PM) or send an email to camu@its.ny.gov

Page | 1 - August 2016
Figure 2- NYSDOH Account Management Page
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Step 3a: Creating a NYSDOH Public User Account (page 1 of 4)

Page | 2

> Click on Volunteer Program.
> Click Add. (This will move the Volunteer Program to the Selected Application box).

Dopartment of Healih
Informatinn for i Healthy Mew Tork

NYS Department of Health Public Account Management System

Regisber for sn Aztount

Manage My docourt Heqister for an Account
Fargen Uter 1d

e Page 1 of 4 - User and Account Use Information

Diasbse ey Arcout
Frequentiy Aded Queitions Accatint Use Details
e Account Type: Public

@ Intended Account Use; A% Selectad Applcatons

RemevE | | Remmesr |

*= hppfications with a double asterisk (**) may require further NYSDOH approval and/or processing

Nami
 First Name: I
@ Middle Name:
Ir'J' |k“ Nd‘“l": I =
Address

@ address Une 1:
@ Address Line 2:
Cotintry: [URITED STATE
Clty: [
Stater (WY w
postal Coder |

@ Email; |

Privacy Statement

Privacy Statement: The New York State Department of Hegith = srongly
commitied to protecting personal infoemation colected )
trrtiugh Ehis wedsts agans! Unauihonzed access, use of
gstiosure, Consequently e New ork Slase Depariment
of Healln [imits emplayee 3¢:258 10 persongl miormaton
coitecied theough his websie fo ool (hose empoyees ¥
wha need access o e infomation in the performante of

1 have read and understand the terms of the privacy policy.

_Cmran Ean:d-'

Figure 3: Account Management Registration Page 1 of 4

Recommend that the First and Middle Name fields be completed. This can be used by Security when
they have to research a problem with the account.

Last Name is a Required field.

Recommend that an email address be entered. It will be used to send a confirmation of user account
creation and for sending new password information. This email address is not shared.

Read and Check the Privacy Statement Box.

Click Continue. (See Figure 4 for a sample of a completed page 1).

August 2016



Archived File - May

Not Be ADA Compliant

Steps to create a NYSDOH Public User Account followed by the ServNY Volunteer Registration Wizard

Department of Health
information far o Heoithy Mew York

N

| Begistar foran decount |

| Manggs My Ascount

| Register for an Account

Fargot Userid

| Fargot Passward

Account Use Details

| Logous

Account Typs
@ Intended Account Use

Name
@ First Nama
@ Middle Name
i@ * Last Name

Address

Country

** ppplications with 2 double astenizk [*%)

0 Address Line 1
@ Address Line 24

ity

S Department of Health Public Account Management System

|
i Page 1 of 4 - User and Acoount Uisz Information

i Public
:  Awvailable Applications

Selected Applications
Certificats of Mesz T

| Remaoue | | FAemose All |

[Croa |

fEE

may requite further NYSDOH approval and/ar processing.

4 |Gec:n;ie |

i |Rc:-:he.'|:

i |_an.es |

! [UNTTED STATES o

Stte
Postal Coda: I:l

& Emait

|genrg2.ruhr:r‘:@gmaii.cnrr |

Privacy Statement

The Mew York State Department of Health s stronghy
committed to protecting personal miormation collecied L
through this websits sgainst unauthorized scoess, use or
disciosure. Consequently the Mew York State Department

of Health limds employes scocess to parsonal infermation
collected through this websits to only those employess W
who need access to the nformation = the perfermance of

= 1 have read and understand the terms of the privasy palicy.

Privacy Statement:

Figure 4: Sample of Completed Page 1

Step 3b: Account Setup-User ID and Password (page 2 of 4)-Figure 5

> Use NYC MRC leave the selection asl™e =
» Enter a User ID you would like to use for your NYS DOH Public account.
o User ID Must be at least 4 characters’ long
o Cannot not contain the following special characters *'" \ # @ or,
» Create a password that you can remember and that meets the password requirements (Figure 7).
> Clickthe @ * next to the field “*Password:’ to display these requirements your screen.
> Enter your password two times and click continue.

Page | 3 August 2016
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Department of Health

Information for a Healthy New York
I- 1D ACCoU Home Page > NYS Department of Health Public Account Ma ent System

Banayementoys e NYS Department of Health Public Account Management System

Register for an Account

Manage My Account Register for an Account

Forgot User Id

] Page 2 of 4 - Account Setup

Disable My Account

Frequently Asked Questions Requested User ID
Logout
@ * Use NYC MRC ID:
@ = Requested User ID: |gr0be|‘t50318
Password
@ * Password: |.o...¢...¢...
@ * Confirm Password: Im -
* indicates a required field
Continue | | Cancel | | Back |
Figure 5

NOTE: If the User ID you entered is already assigned an error message displays. You will need to pick a
suggested User ID or, you may enter another new Requested User ID (Figure 6).

NYS Department of Health Public Account Management System

@ Error

User ID is already in use.

L

Register for an Account

Page 2 of 4 - Account Setup

Requested User ID

@ * Use NYC MRC ID: |ND' .|

@ * Requested User 1D: |m

new "Requested User 1DV = o
above:

Password

Please select one of the ISg|g|:t User D vI
following user ids or enter a

BJuliel1
BrownJdd
JBrownid

@ * Password:

@ * Confirm Password: eevsssnss

*indicates a required field

Continue Cancel I Backl

Figure 6

Page | 4
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@ screen shot of the Password Requirements:

7= Identity Manager - Windows Internet Explorer ) =]
@ htips : //apps.nyhealth.goy/id /user fcustom-help. jsprhelpkey =newPassword 4
New Password =]

Choose a password that vou can remember that meets the password requirements.
Using a phrase can often make this easier.

Passwords can contain the following characters:

Uppercase & through Z
Lowercase a through z
Mumbers 0 through 2
Symbaols other than =" " = @ ,

Passwords:

Must be changed at least every 90 days

Must be at least eight (8) characters long.

Mo spaces are allowed.

Must have at least five (5) alphabetic characters in the password

Must have either:

2 Two (2) numbers in the password OR

One (1) number and one (1) special character

Two (2) Special Characters, such as ~15%&{)_+" -={}|][:;<=7?. OR
Please Mote: The following characters are not allowed: ="' " = @ ,

+ Mo more than two (2) consecutive repeating numbers or special characters are
allowed. For example: ablllcde and ab!!lcde are not allowed.

+ Do not reuse a password that yvou already have used.

& Your new password should have at least three (3) characters different from vour
previous password.

+ Do not use yvour email, first name, last name or full name in your password. |-
« Do not use your account id or variations of your account id in vour password. For

[S3e]

example abc01 cannot use 10cba, 0l1abc, 1abcO, or similar variations. ;I
S S e o~ [Fioow =
Figure 7

Page 2 of 4 - Set-up a User ID and Password Error message when the password entered is incorrect:

» The password entered in this example has no numbers or special characters (Figure 8).

sublic Account s trment of Health Bublic & t Management System
MittasSnent System NYS Department of Health Public Account Management System

Register for an Account

Home P

Manage My Account
Forgot User Ia @ Error

Policy Violation (Password]: Must have at least 2 numeric characters or 2 special characters other than =" "\
= @, or 1 of each.

Forget Password

Disable My Account

Frequently Asked Guestions Register for an Account

Logout

Page 2 of 4 - Account Setup

Requested User ID

@ - Use NYCMRC ID: [Ng =]
@ * Requested User ID:  [RRiTaoan

Password

@ - Password

@ * Confirm Password:

Figure 8

*indicates a required field

Page | 5 August 2016
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Creating a NYSDOH Public User Account continued

Page 3 of 4 - Secret Question Information*®
1. Any 6 of the 27 questions must be answered. Answers are not case sensitive (Figure 9).
2. Click Register to continue.

*You will be prompted to answer 3 of these questions if you need help resetting your password.

NYS Department of Health Public Account Management System

Register for an Account
‘ﬁz Page 3 of 4 - Secret Question Information

—’- Secret Questions

@ * Pplease answer at least 6 of the 27 provided questions.
Queston Answer

Whatis the name of your first pet?

Whatis the name of your first school?

Whatis the last name of your all-time favarite teacher?

What is the last name of your first school principal?

WWhat is the last name of your favorite author when you were in school?

VWhat is the first name of your childhood best friend?

Whatis the model of your first car?

Whatis the color of vour first car?

Whatis the last name of your childhood pediatrician?

Whatis the first name of your mothers father?

Whatis the first name of your mother's maother?

What is your fathers middle name?

Whatis the street that vou lived on as a child?

Figure 9

*indicates a required field

Register I Cancel Back

Page | 6 August 2016
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Creating a NYSDOH Public User Account continued
Page 4 of 4 - Account Confirmation — Verify Information (Figure 10).

1. You may edit your information by clicking the button__ake Changes
Note: The field Registration Key is not used for signing into ServNY or registering to Volunteer. Please
disregard.

Security Check

2. Inthe box ~Security Check Response: 4 o0 i the text displayed. (This text is not case sensitive.)

3. If you cannot read the text, click on LY. ANother Another

4. Click Confirm.

Haome Page >

NYS Department of Health Public Account Management System

Register for an Account
ﬁ Page 4 of 4 - Account Confirmation

To edit your information, please click on "Make Changes” If all information is correct, please complete the Security Check
Zection and click Canfirm

Verify Information

UserID: JWBrown01
First Name: Julie
Middle Name: W
Last Name: Brown
Registration Key JB8032 (Used to disable your account)
Address Line 1;
Addrss Line 2:
City:
State: NY
Postal Code:
Country: UNITED STATES
E-mail address: jwj04@health.state.ny.us
Account Type: Public
Application List: Volunteer Program

Security Check

Visually Impaired?: [ng =

Try Another 5 Nt
r g i e Securty text In nere.
@ * security Check Response: [esazitr 2 DNOT ehee SenaTe

*indicates a required field

Figure 10

Confirm | Cancel | Make Changes

Page | 7 August 2016
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Creating a NYSDOH Public User Account
NYSDOH Public Account Registration Complete This is the final screen to creating a Public User Account (Figure
11).

> The steps to register as a volunteer in ServNY begin after this screen.
> Click on the button Ok to return to the ServNY Public Home Page.

Home Page * K¥S Departme

NYS Department of Health Public Account Management System

}fj NYSDOH Account Registration Complete ﬁ

Yaur New York State Department of Health (NYSDOH) account registration has been received with the following information:

—
UserlD: JWBrown01 | This is the volunteer's new Public
First Name: Julie User ID needed to sign inta ServNY
Middle Name: W
Last Name: Brown

Registration Key JB8032 (Used to disable your account ) )
Address Line 1: (This Reg Key is not used in

Addrss Line 2: ServY by the Volunteer or VC)
City:
State: NY
Postal Code:
Country; UNITED STATES
E-mail address: jwj04@health.state.ny.us
Account Type: Public
Application List: volunteer Program

Please forward questions to accounts@health state ny.us or as described on the Contact section of the New York
State Department of Hzalth public website.

0Ok
Figure 11

Page | 8 August 2016
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Step 3. Log into ServNY and Register to Volunteer

1) On the ServNY Public Home Page click the Join Now button located next to ‘New Volunteers:’ (Figure
12).

NEW YORK STATE

The Westchester County Emergency Volunteer Reserves &
Medical Reserve Corps (WEVR-MRC)

Reserves Corps (MRC) are volunteer programs that provide an organized way for

medical ordinary citizens to take an active role in making our community safer and

resane
cops

,/ Lt ey The Westchester Emergency Volunteer Reserves (WEVR) and The Medical

y better prepared for an emergency or disaster situation. As a velunteer you will
Wasichautar county Sl receive free training from experienced emergency professionals as well as free
emergency preparedness equipment, The skills you learn and the equipment you
Registered Volunteer: attain will better prepare you and your loved ones for both large scale and

Click Login domestic emergency situations.

New Volunteers:
Click the Join now Button

Figure 62

2) Onthe Log In page enter the Public User ID & password you just created. Click Login (Figure 13).

New York State
Department of Health

Account Management

Login

Please log in with your user ID and passwordl

‘You MUST use either your NYSDOH public account or your Health Commerce System (HCS)
account 1o log in

User ID:
or 1D Enter the User
Password: I D a nd
e Password you
just created.
Log In
Need an Account? Need Help?
Don't have a NYSDOH public account or an HCS Forgot your public user ID or password?
account?

You can retrieve your user ID and password
To create a NYSDOH public account, click using our self-service system
*Register for an Account” to register
/' Forgot your Health Commerce System (HCS) user ID or
To create @ HCS account, please contact your password?
HIN or HPN coordinator.
Please call the Commerce Accounts
Management Unit (CAMU) at 1-866-529-1890
(Monday-Friday 8AM - 4:45PM) or send an email
1o camu@its.ny.gov

Any other issues or questions?

Please contact the Commerce Accounts Management Unit (CAMU) at 1-866-529-1890 (Monday-
Friday 8AM - 4:45PM) or send an email to camu@its.ny gov

Figure 13- NYSDOH Account Management Page

Page | 9 August 2016
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Step 4: Registering to Volunteer in ServNY
You are now logged into ServNY. The Volunteer registration process starts off with a series of “Wizard” screens

1. First'Wizard’ screen of the ServNY Vol Registration process. Click Start (Figure 14).
NEW YORK STATE

rogram

Veluntear Ragistration

Thank you fer your interest in volunteering.

Now we're going to ask you a series of questions so we
can figure out the best way you can help.

This part of the process should take sbout 5 minutes
Let's get started.

Volunteer Registration

PIM is for NYC volunteers only,

If you have a PIN please enter it now and click please ignore.

"Continue.”

Your PIN was included in your "welcome to our volunteer
program’ email.

If yvou did not receive the email or do not have a PIN,
please click "I Don't Have One".

Figure 15

3. Wizard Screen for Volunteer type: Select appropriate volunteer type and then continue (Figure 16).

ServNY - New York State's Volunteer Program

Volunteer Registration

NEW VOLUNTEER

* Indicates required information

0ld Search ‘ Search ‘ IRM ‘ Reports ‘ Admin ‘ Hosp. Ver

VOLUNTEER INFORM
Volunteer Type:
O Health Care Volunteer @
© Non-Health Care Volunteer ©

Figure 16

O Health Professions Student Vol (]

N Coninue ] cancel

Page | 10 August 2016



Archived File - May Not Be ADA Compliant
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4. Wizard Screen: NYS Professional License? Select yes to continue (Figure 17).

wWolunteer Registration

Percent Complete

1%

Is your professional license issued by the state of
MNew York?
( If not NY'S license cannot

o] pe aHE volin Serviiv)
A

Figure 17

5. Informational Wizard screen- nothing to select Click Continue (Figure 18).

Veolunteer Registration

Parcent Complete

Great!

Mow vou're going to pick the volunteer programs yvou'd
like to join.

You can volunteer for:

A County Volunteer Program
The State Volunteer Program - ServiMNyY
A declared Mational Emergency

You may choose any or all of these programs.

You'll find more information to help vou make yvour
decision as we ask yvou about each program.

Let's start with the County Yolunteer Programs.

Continue

Figure 18

6. Wizard Screen listing County programs — choose Westchester County MRC. Click Continue to move
on to the next wizard screen (Figure 19).

Volunteer Registration

Percent Complets

10% ]

Local, County Health Departments and Medical Reserve
Corps recruit volunteers to respond to local emergencies

in coordination with existing first responders during
emergencies such as hurricanes or other severe

weather events.

Please choose which county program(s) you'd like to
join.

Please note, if you join a Local Volunteer Pragram, your

profile will be shared with the Volunteer Coordinator for
that program.

Albany County MRC -
Allegany Cattaraugus Chautauqua MRC (ACC MRC)
Allegany County JACC MRC

Broome County MRC

Cattaraugus County / ACC MRC

Cayuga County/Central New York MRC

Central New York MRC

Chautauqua County /ACC MRC

Chemung County MRC

Chenango County Health Dept ;I

If vou're not interested in joining any County Health
Department or Medical Reserve Corps programs at this
time, just click the 'Continue' button.

Figure 19

Page | 11 August 2016
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NEW YORK STATE

ServiNY - New York State's Volul

Wolunteer Registration

‘ Dercent Complete

Thanks.

Mow vou'll indicate whether vou wish to join the State
wvolunteer program - ServiNT.

ServiNY valunteers will be called upon when the
response to an emergency or disaster requires more
personnel and resources than local emergency response
programs have on hand.

Are you interested in joining SERVNY ?

| Gooack [ ves | no || our |

Figure 20

8. Wizard Screen become a Member of SMERT? Click No (Figure 21).

ServNY - New York State's Volunteer Prog

Contact Us

Volunteer Registration

Percent Complete
(e 5%

As a ServNY volunteer, you may be asked to joinin a
ServNY Medical Emergency Response Team (SMERT).

A SMERT is an emergency response team comprised of
volunteers who receive additional training, equipment
and leadership to respond to disasters. @

Are you interested in becoming a member of a SMERT?

]
Figure 21

7. Wizard Screen Join ServNY State Vol Program? Choose appropriate response (Figure 20).

August 2016
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9. Wizard Screen volunteering for national emergency? Click Yes or No to continue (Figure 22).

NEW YORK STATE

ServNY - New York State's Volunteer Progr

Contact Us

Volunteer Registration
Percent Cumi|EtE

In certain circumstances, New York volunteers may be
called on to assist with national emergencies.

Are you interested in volunteering for a declared
national emergency?

select Yes or No

(o to continue

Registering

Figure 22

10. Wizard Screen for Disclosures and 3 required acknowledgements (Figure. 23).

wWolunteer Registration
Percent Complete
e 55% ]

One last piece of business before yvou move on to the
rest of the registration form.

You're going to be providing us a lot of information about
vourself, so we would like to share with you how that
information will be used.

Please read the sections below and check the boxes to
acknowledge the disclosures.

Last updsted: February 26, 2008
Privacy Policy

The volunteer registration application is a secure systam that
restricts access to volunteers contact information to prevent the
unnecessary disclosure of this information. Restricted
information includes, butis not limited to, an individual's
business or personal pager number, business or personal cell
phone and home phone numbers, and home address. Select
staff of the volunteer program may have access to information
for the following purposes: volunteer management, training, and
deployment.

™ By checking this box | indicate that | have read and
understand the Privacy Policy for this site. | understand this
information will be kept confidential and will not be shared with
the general public or anyone ather select staff of the valunteer
program.

Consent

By checking this box, | hereby acknowledge that by enrolling
in the velunteer program | autharize the Volunteer Coordinator to
share information, such as my course of study and percent
completed, licensure status, credentialing infermation, and
hospital affiiation, with the agency or health care organization to
whom | may be deployed during an emergency.

Practice Verification
}I_ By checking this box, | hereby authorize my emplover,
supernvisar, or peer to verify my clinical practice or privilege
status via the volunteer system.

—I check all 3 boxes and the Continue |

T T T

Figure 23

Page | 13 August 2016
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11. The Final Wizard Screen ‘Thank you!’ Select Continue to move onto the 6 Volunteer Profile screens
(Figure 24).
ServNY - New York State's Volunteer Pr

Contact Us

Volunteer Registration

Percent Cnmilzte

Thank you!

Now you'll be asked to provide a lot more detail about
yourself including contact information, employment
information and your health profession information (if
sonlicahle)

This process will take about 15 minutes, so if you'd like
to come back later to finish registering, please click on
"Save and Finish Later.”

& Remember: you'll nead your user name and password to
log back into the registration process.

Save and Finish Later

Figure 24

Note: To come back at a later time and finish your volunteer registration, select Save & Finish Later.
You must use your Public user ID and password to log back into ServNY and access their volunteer profile.

12. The First Volunteer Profile screen is Volunteer Identity. NOTE: You must click Continue or Save and
Finish Later on each profile screen to retain the data you entered (Figure 24).

Note: If you already have created a volunteer record in ServNY, you will enter your User ID and Password
that was previously created, then click Login. If you have forgotten your User ID and Password contact your
Volunteer Coordinator to obtain your User ID to reset your password and then follow the additional
directions on Public Account Management Screen.

> After creating this account, you will use it to log into ServNY and register as a ServNY volunteer.

Note: If you already have created a volunteer record in ServNY, click the Login by Registered Volunteer.

Page | 14 August 2016



