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Obtaining a Health Commerce System (HCS) Account for UNLICENSED Professionals 
Residents, Limited Permit Physicians, Medical Assistants, Pharmacy Interns, and Administrative Staff 

 

 

1) Login to the Health Commerce System (https://commerce.health.state.ny.us). 
2) Click on “Coord Account Tools – HCS” under My Applications. 

 

 
3) Under Account Requests, click “User”. 

 

Note: To be completed by HCS Director or HCS Coordinator (e.g., Facility Administrator or Prescribing Practitioner) 

 

https://commerce.health.state.ny.us/
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4) Gather the information required by Steps 1-9 under “Information Needed to Complete the 
Form”. 

 
5) Click Continue when ready. 
6) Fill in the user’s information, and click “Continue”. 
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7) Fill in all of the required fields, and click “Continue”. 
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8) If you made an error filling out the information, you may correct the data and click “MODIFY 
DATA”.  Otherwise, click “CREATE DOC2”.  
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9) Read the instructions in the on-screen prompt, and click “OK”.  
 

 
 

After clicking “OK”, the HCS (HPN) document will load. 

The HCS (HPN) document will be rejected by NYSDOH/CAMU if it does not contain the following: 

• User’s signature (#8 - Account Requestor Signature) 
• Coordinator’s signature (#7 – HPN Coordinator Signature) 
• User’s signature is notarized  
• Notary can’t be an interested party 
• Notary section must be complete (city, state where taken)  
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Note: Ensure that you retain a copy of the HCS (HPN) form.  You will need this to activate your account. 
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10) Within two weeks after mailing your notarized HCS (HPN) document to NYSDOH/CAMU, you will 
receive a letter in the mail with your PIN number and instructions on how to activate your 
account. 

 

Note: If you do not receive a letter within two weeks, please contact the Commerce Account 
Management Unit at 1-866-529-1890 (Option 2). 
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11) Once you have your PIN Number and Temporary Access Word you may activate your account. 
Go to the website:    https://hcsteamwork1.health.state.ny.us/pub/cgi-
bin/applinks/pubforms/olaa/activate and enter in your information.  You will be prompted to 
change your password at this time.  Please use the “Forgotten Password” function to allow you 

https://hcsteamwork1.health.state.ny.us/pub/cgi-bin/applinks/pubforms/olaa/activate
https://hcsteamwork1.health.state.ny.us/pub/cgi-bin/applinks/pubforms/olaa/activate
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to reset your password at any time in case you forget your password in the future.  Please login 
to your HCS account every 90 days to keep your account active. 

 

 

 


