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FACILITY SURVEY – Discussion Points

• Overview  
• Getting started with the survey
• Facility-wide review
• Program review
• Completion of the survey and post-survey edits
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The purpose…
• The Facility Survey allows your facility to update all 

facility, program, site, and contact information in MHPD in 
preparation for the Patient Characteristics Survey (PCS).

• Your facility designates a PCS Coordinator, who is the 
point person between your facility and OMH during the 
PCS process.

• Updating MHPD also helps OMH keep abreast of your 
programs and of the necessary contact information that 
allows us to get important information out to you.
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OMH Website - https://www.omh.ny.gov
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Very Useful Links
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MHPD HOME PAGE
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When you log in to MHPD…

If there are errors in your contact 
information, contact your Security 
Manager to make corrections in 
SMS.

Click Yes to move past the Verify 
Contact Information
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Getting to the Facility Survey

Click the Survey tab in the gold toolbar to 
get to the Survey page.
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Surveys Page

Select the pencil icon
to access the Facility 
Survey
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Facility Survey Facility Survey takes place April 3rd – 28th

Status bar indicates 
completion of Facility 
Survey. 

Click the pencil icon 
to proceed into the 
survey.
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Programs Required to Report in PCS
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Facility Information
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Facility Information

Click pencil to Edit Facility Information 
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Facility or Director’s Information

NOTE: In order to edit Facility information or 
Director’s information on the Facility Survey, you 
must have Provider Admin or County Admin 
level access to MHPD. If you need to have your 
access changed, contact your Security Manager.
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Correcting Facility Information
Make updates 
to Facility 
Information 
using a Change 
Request.

When you are 
finished, you 
will be returned 
to the Facility 
Survey.
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Survey Response Boxes

• Each section of the survey has a response 
box with similar choices.

• All response boxes must be populated before 
the survey can be submitted.

Facility and 
Director’s 
Information

Unlicensed 
Program

Licensed Site
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PCS Coordinator
The PCS 
Coordinator should 
be someone who 
knows about your 
Facility and about 
completing PCS.  
This will be the 
person who is your 
point of contact with 
OMH about the PCS.

The PCS 
Coordinator should 
plan to attend the 
PCS training in the 
fall.

If the PCS Coordinator listed is incorrect or if 
there is no PCS Coordinator, click the pencil 
icon or “View Facility Contacts” link.
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To Update the PCS Coordinator

• Click on the  “New Facility Contact” to add a 
contact 

• Click on the “X” icon to delete or the pencil icon to 
edit this contact. 
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Facility Contact Page – top half
NOTE: 
Fields 
preceded by 
an asterisk 
(*) must be 
completed.

NOTE:  
Click Add 
Facility 
Contact 
when done.
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Facility Contact Page – bottom half

NOTE:  When updating 
an existing contact’s 
information, click 
Update Facility Contact 
in the gold box to save 
the information and then 
click return.

Click in the box for the role the facility contact will 
have.  For example, PCS Coordinator.
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Unlicensed Programs

Click either 
pencil icon 
to bring up 
the 
Change 
Request 
screen to 
edit this 
program.

Direct Service “Edit Site” change request 
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Change Request to Close Program
• Click dropdown 
to Change 
Program Status 
to “Closed”
• Enter a close 
date that reflects 
the actual date 
of the program’s 
closure
• Explain the 
reason for the 
closure briefly in 
requestor’s 
comments
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Change Request Confirmation

Make a note of the CR number, to enter in the Survey 
Response Box
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After Submitting Change Request…

Enter the Change Request number in the box that appears 
below the response.  The application will not accept an 
incorrect number, so please enter it carefully.
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Licensed Programs and Sites
Administrative 
Actions or 
EZPARs can 
be submitted 
here for the 
main site…

and here for 
the satellite 
site.

Note that programs have a blue banner, while
sites are indented and have a green banner.
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Error Messages

After you click Submit Survey, the application will 
direct you to fill in missing answers, if any.  
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Successfully Finished!

You can make corrections even after submitting 
the survey by returning to this page and clicking 
the pencil icon to return to the survey.
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FACILITY SURVEY
If you have any questions, please send them to 
mhpd@omh.ny.gov

To enable MHPD accounts, please call 1-800-435-7697 (option #2)

Reference documents:

Security Management System (SMS) Reference Manual 
https://www.omh.ny.gov/omhweb/sms/

MHPD Home page with Basic User and Facility Survey Manuals
https://omh.ny.gov/omhweb/mhpd/

PCS Home page 
https://www.omh.ny.gov/omhweb/pcs/submissions/

mailto:mhpd@omh.ny.gov
https://www.omh.ny.gov/omhweb/sms/
https://omh.ny.gov/omhweb/mhpd/
https://www.omh.ny.gov/omhweb/pcs/submissions/
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