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Online School Assessment Survey (OSAS)
Frequently Asked Questions
Where can I find the Online School Assessment Survey Quick Guide, School Immunization Instruction Booklet and School Survey Worksheets?  
· They are posted on the Health Commerce System (HCS) previously known as the Health Provider Network (HPN) at https://commerce.health.state.ny.us/hpn/bcdc/immunization/immun.html.
If I have questions regarding the Weight Status Category (Body Mass Index) Survey, who do I call?

· For information regarding the BMI survey, please call 518-408-5142 or 408-5126.

Will our school receive paper survey forms anymore?

· No, Paper surveys will no longer be mailed.  

When I click on School Survey, I receive a message to contact the Communications Directory Coordinator or the Health Commerce System (HCS) Coordinator.  What do I do?

· If you click on School Survey and are unable to access the online survey, it means that you have not been assigned to the appropriate role.  If you are the HCS Coordinator for a school district, you need to assign yourself to the role of school district nurse or school district data reporter.  If you are the HCS Coordinator for a non-public school, BOCES, nursery school, Head Start program or day care center, you need to assign yourself to the role of non-public school nurse or school data reporter.  If you are not the HCS Coordinator and have an HCS user account within a school district or school, you need to contact your HCS Coordinator and have him/her assign you to the appropriate role.

Are instructions available in OSAS?

· Yes, instructions are found by clicking on the Help buttons (?) which are located after each data entry field in the survey.

Does our school district have to complete a District Summary?

· No, districts no longer need to complete the district summary.  The district summary is calculated automatically from the data that is entered for each individual school in the district.  You only need to enter your data for the online survey under “Schools, Public” in the Data Entity Type drop down box.  Please disregard “Schools, District” in the Data Entity Type drop down box.
When I click on the Completion Status button, all the individual school buildings within the district are listed as completed, but the school district is listed as not started.  Do I need to complete the school district survey data?

· No, districts no longer need to complete the district summary.  Please disregard the not started notation for the school district.
I entered the data for all of the grade groups in my school, but when I click on the Preview Data to be Submitted button, I only see data for one grade group.  Why don’t I see all of the data I entered?
· After you save the data that you entered for a grade group, you must click on the Add Group button before selecting the next grade group or you will lose the data from the previous grade group.  You need to click on Add Group, select your first grade group, enter the data, save it and then click on Add Group again before selecting your next grade group.  Enter, Save and click on Add Group.

Should I enter a student with a medical or religious exemption in any other field?

· No, if a student has a medical or religious exemption, do not enter that student in any other field of the survey, even if he/she has one or more of the vaccines.

Should I also enter a student with a medical or religious exemption in the field for no record?
· No, do not enter a student with a religious or medical exemption in any other field.  If a student has a medical or religious exemption, he/she has a valid record of exemption and is not considered to be without a record.

When I click on the Preview Data to be Submitted button, I see the error message “grade groups must be unique.”  How do I correct the error?

· If you are seeing this error message, you have entered more than one of a particular grade group.  For example, you may have entered two kindergarten grade groups.  There cannot be more than one of a particular grade group.  To correct the error, you click on the Remove this Group button next to one of the duplicate grade groups.  
Do I enter zeros for a grade group that has no new enterers?

· In the 2009-10 school year, the immunization status of ALL students in grades pre-k through 6 must be reported on the survey.  For grades 7 through 12, you will only be reporting the immunization status of new enterers.  If there are no new enterers to any of the grades 7 through 12, then please fill in zeros for the grade group.  For example, if you are entering data for a junior high school with grades 7 through 9, but grade 7 has no new enterers, please enter zeros in all the fields for grade group 7.

If I am assigned to the role of public school nurse within a school district, will I see the Proceed to Submit Data to DOH button?
· No, for school districts only the person assigned to the role of school district nurse or the role of school district data reporter will see the Proceed to Submit Data to DOH button and be able to submit the survey data.
If I need to correct the data that I previously entered in the online survey, how do I do it?

· After you log back into the online survey for your school, click on the Preview Data to be Submitted button.  All the data that has been entered for the school will be displayed.  Scroll down to the grade level that needs to be corrected.  Click on that grade level highlighted in blue and the data entry screen for that grade level will display.  Change the data in the field or fields that are incorrect and click on the Save button.  Click on the Preview Data to be Submitted button again and the data for all the grade levels for the school will be displayed.  If you see that all the data has a status of pending, click on the Proceed to Submit Data to DOH button. 
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