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Introduction 
 
The Administrative Action feature in MHPD gives licensed providers an automated system to 
submit notification to OMH and counties of proposed changes to their licensed programs for 
changes that do not require submission of a PAR application per 14NYCRR Part 551 of the 
regulations. The provider may initiate an Administrative Action by going to the Directory Search 
screen, finding the facility or program which requires the action, and clicking on the 

Administrative Action icon   on the right. 
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Administrative Actions for the Facility 
 
NOTE:  Licensed facilities, which only require an address correction or other minor change, can 
be fixed by submitting a Change Request.  Administrative Actions are for relocations, changes 
to contracts, Certificates of Incorporation, ownership, and other major changes.  Please contact 
your Field Office for guidance. 
 

Clicking the Administrative Action icon  brings up the Administrative Action – Facility 
screen. 
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In the section Administrative Actions, select an option from each drop-down menu.  You must 
select an option for each drop-down as they are all required fields, indicated by the asterisk. (*) 
If they are not relevant to the action, you must select “No Change.”   
 
Leaving any drop-downs blank will result in the following error message: 
 

 
 
Click “OK” to return to the Administrative Action screen and make corrections.  Enter the 
anticipated date in (mm/dd/yyyy) format, so that the change will be effective in the “Anticipated 
Date of Implementation” box.  In the “Proposed Changes” box, enter a “Description of the 
proposed changes and explain why they are necessary.” 
 

 
 
Selecting an item from one or more of the drop-down menus will generate a screen portion 
below which corresponds to the category of drop-down selected so that the changes can be 
entered.  If you have more than one category of change, select all that apply, and multiple 
sections will appear. To correct a menu choice made in error, select another menu item from the 
drop-down (the wording of the associated screen portion may vary slightly based on the choice 
made). “No Change” will eliminate the associated portion of the screen. 
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NOTE:  All fields marked with an asterisk (*) are required fields and must be answered.  You 
may save data entered at any time by selecting “Save Administrative Action” from the floating 
gold menu box.  You may also exit the screen at any time by selecting “Close without Saving or 
Submitting.”   

     

 
 

Management Contract 
 

 
 
In the Management Contract drop-down, clicking either “New Management Contract” or 
“Amended Management Contract” will bring up the Management Contract Supporting 
Documents section. 
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Clinical Services Contract 
 

 
 
In the “Clinical Services Contract” drop-down, clicking either “New Clinical Services Contract” or 
“Amended Clinical Services Contract” will bring up the Clinical Services Contract Supporting 
Documents section.  
 

 
 
Certificate of Incorporation 
 
In each of the screens that appear after a menu item is selected, a copy of a new or amended 
document is required.  Use the “Browse” button to select an electronic copy of the document to 

upload or check the box to select the mailing option. When a file is attached, Delete  and 

View  icons appear on the line with the attachment so the file may be accessed. The 
Certificate of Incorporation screen also allows a name change to be entered, if necessary.  
 

 
 
NOTE: The language in the Certificate of Incorporation screen will vary with the selection. It 
may also feature Articles of Organization, Certificate of Merger, or Dissolution of Corporation.  
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Clicking on “New Certificate of Incorporation” or “Amended Certificate of Incorporation” brings 
up the following screen: 
 

 
 
Clicking on “New Articles of Organization (LLC, LLPC)” or “Amended Articles of Organization 
(LLC, LLPC)” brings up the following screen: 
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Clicking on “Certificate of Merger” brings up the following screen: 
 

 
 
Clicking on “Dissolution of Corporation” brings up the following screen: 
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Change in Ownership 
 

 
 
Clicking on “Change in Ownership” brings up the following two screenshots: 
 
Current Stockholder Information 
 

 
 
New Stockholder Information 
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Clicking on the  in either of the two screenshots above will bring up the following message.  
Click “OK.” 
 

 
 
Add the names, addresses, and percentage of shares held by current and new stockholders.  If 
you need to add information for more than 4 stockholders, click the green cross on the right of 
Slot 4 to add another slot. When the Administrative Action is saved, delete icons appear to the 
right of each slot so each may be removed, if necessary. 
 
 
Administrative Actions for the Program-Site 
 

If the Administrative Action icon  is clicked for the Program, the Main Site (Site 1000) will 
be displayed. To bring up a site other than the main, click the Administrative Action icon to the 
right of the particular site.  
 
In either case, the following screen is shown: 
 

 
 
Administrative Actions Screen – Site 
 
Similar to the top of the Change Request page, the Administrative Actions floating gold menu 
box has the additional option of “Saving the Administrative Action.”  This allows you to save 
during the process of completing the Administrative Action without submitting and to make 
additional changes as you go. 
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Administrative Actions Screen – Administrative Action 
 
The following screenshots illustrate the various Administrative Action segments: 
 
In the section Administrative Action, you may add data in the non-drop-down boxes before 
proceeding with the drop-downs. Enter the anticipated date that the changes will be effective in 
the “Proposed Effective Date of Change” box, followed by text-form information in the 
appropriate boxes for “Rationale,” “Impact on Staffing,” etc.  
 

 
 
  



   
 

13 
 

You may attach supporting documents in the “Supporting Documents” section (5MB limit) by 
clicking the “Browse” button.  
 

 
 
or you may mail paper documents to the Field Office address given in the Mail Supporting 
Documents section to:  
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Next, proceed to the drop-down sections by pressing the drop-down arrow reflecting the 
category desired and select the specific type of change from the subsequent menu. This will 
generate a screen immediately below the Site Information section that corresponds to the 
category of drop-down selected, so that the changes can be entered.  
 

 
 
NOTE: If you have more than one category of change, you may select all that apply, and 
multiple sections will appear. To correct a menu choice made in error, select another menu item 
from the drop-down (the wording of the associated screen portion may vary slightly based on 
the choice made).  Selecting “No Change” will eliminate the associated portion of the screen.  
 
 
Satellite Site Closure 
 

 
 
If the user is on the Primary Site and “Yes” is clicked in the Satellite Site Closure tab, the 
following message comes up.  Click “OK.” 
 

 
 
If the user is closing a satellite site and “Yes” is clicked in “Satellite Site Closure”, the rest of the 
drop-downs default to “No Change.” 
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The following Satellite Site Closure Information must be completed: 
 

 
NOTE: You must submit an EZ PAR to close the program’s Primary Site. An Administrative 
Action can only be used to close a Satellite Site. 
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Relocation, Split, or Consolidation 
 

 
 
If “Relocation or Change to Primary Site” or “Split” or “Consolidation” is selected in the  
drop-down menu, the following section appears: 
 

 
 
For “Relocation” or “Split”, enter the new location information and select the appropriate 
answers from the “Yes” or “No” drop-downs at the bottom. If the Site in question is not already 
primary, the drop-down for designating it as such will be open.  
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In the case of a “Split or Consolidation,” an additional screen will appear. 
 

 
 
Enter the “Current” and “Proposed” Caseload and “Volume of Service.” If the choice is 
“Consolidation”, this screen will be seen ahead of the screen just mentioned (top portion shown 
here): 
 
NOTE: “Caseload” refers to the annual number of persons being served. “Volume of Services” 
refers to the annual number of visits being made. 
 
For “Consolidation,” the following screen will appear: 
 

 
 
NOTE: For Licensed Programs, only address corrections may be edited by using a Change 
Request; relocations require the submission of an Administrative Action or a PAR. For details, 
see PAR Frequently Asked Questions on the OMH Website. 
 
Check the box or boxes corresponding to site or “Sites closing due to consolidation.” When one 
is checked, the “Current Annual Caseload” and “Volume of Services” areas are enabled in the 
application. Enter those values there.  
 
  

https://www.omh.ny.gov/omhweb/par/
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If the choice from the drop-down is “Relocation and Consolidation,” all three associated screens 
will appear. 
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Capital Construction Project under $250,000 
 

 
 
Clicking “Yes” in the drop-down, brings up the following screen: 
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Enter Total Cost, Funding Source breakdown, and the information requested in the three text 
areas. Either attach a file (using the “Browse” button; 5MB limit) or mail a Labeled Floor Plan 
(and a Certificate of Occupancy, where applicable). If mailed, check the appropriate boxes and 
send it to the Field Office address given below. 
 
Expand and Reduce Capacity, Caseload, Volume of Services 
 

 
 
If the choice from the drop-down is either “Expand” or “Reduce,” the following screen is 
displayed: 
 

 
 
Enter the “Current” and “Proposed” amounts for the two lines. By clicking on the “% Change” 
boxes, the total will be calculated for you. If you enter a change greater than 25%, the following 
error message will occur:   
 

 
 
Click “OK” to return and make changes, or to cancel by clicking “Close without Submitting or 
Saving” in the floating gold menu box. 
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If you click “Expand,” this screen will appear: 
 

 
 
Enter the “Expected Total Increase in Revenue” in the data box at the top and fill in the funding 
source breakdown in the boxes below. Then, answer the Budget Deficit question from the drop-
down and, if “Yes,” provide the requested information in the text area. 
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If you click on “Reduce,” the following screen will appear: 
 

 
 
Then, answer the Budget Deficit question from the drop-down and, if “Yes,” provide the 
requested information in the text area. 
 

 
 
Change in Population Served 
 

 
 
Clicking “Yes” in the dropdown will display the Population Served section: 
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Change in Optional Services Offered 
 

 
 
Clicking “Yes” in the drop-down will display Optional Services section. 
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Change in Days/Hours of Operation 
 
NOTE:  Significant changes in Days/Hours of Operation require the submission of an EZ PAR 
application. 
 

 
 
Clicking “Yes” in the drop-down will display the Days/Hours of Operation that will have minimal 
impact on program operation information.   
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Saving and Submitting Administrative Actions 
 
You may save changes at any time during data entry by clicking “Save & Submit Administrative 
Action” in the floating menu. Doing so brings up a webpage message. 
 

 
 
Clicking “OK” invokes a new screen section, Current Status, just under the Administrative Action 
Information line.  The action is assigned a number which can be referred to in status inquiries.  
The section includes other routine information pertaining to the Requestor and Status. 
 

 
 
When satisfied that all data changes are completed, you can verify the accuracy of the 
information in the Requestor’s Information at the end of the form.  
 

 
 
NOTE: Requestor’s Information is only saved during the submit, not the save. This is to prevent 
the clearing of the e-mail address, which is used by other modules in MHPD. 
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When the Administrative Action has been completed, submit it by clicking “Save & Submit 
Administrative Action” in the floating gold menu box.  This begins the review and evaluation 
process by the System’s Administrators. 
 

 
 
 
Viewing Administrative Actions 
 
To view your saved or submitted Administrative Actions, click the “Administrative Actions” tab in 
the gold toolbar at the top of the page in the main menu.  
 

 
 
This brings up your list of Administrative Actions.  Use the “Filter Criteria” to narrow the search if 

you wish. Click the Edit icon  on the right side of the line to view details of 
individual actions. 
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The status indicates what stage of the process the action has reached.  
 

Status Description 
Saved The Administrative Action has been saved. 
Submitted The Administrative Action has been submitted. 

Returned 
The Administrative Action has been returned to the requestor for 
additional information or changes. 

Resubmitted The Administrative Action has been altered and submitted again. 

Pending 
The Administrative Action is being viewed for the first time by an 
Administrator. 

Supported with Conditions 
The Administrative Action is supported with conditions that must be 
met (e.g. a site visit, if applicable). 

Supported The Administrative Action is supported. 
Not Supported The Administrative Action is not supported. 

 

NOTE:   A capital letter or letters to the left of the View icon  on the right side of the display 
line indicates that the Field Office (F), the County (C), or the Bureau of Inspection and 
Certification (B) has appended a comment or comments to the Administrative Action. 
 

 
 
You may double click to open the selected Administrative Action and view the action as it was 
originally submitted (top of screen only shown here). 
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By choosing the option “Subscribe” in the floating gold menu box in the upper right-hand corner, 
 

 
 
you will be included in the e-mail notification process regarding the status of the Administrative 
Action.  Click “OK.” 
 

 
 
Upon subscribing, you will see a pop up indicating that you have been added as an e-mail 
subscriber to the Administrative Action.  You will also see a change in the floating gold menu 
box accompanying the action, with the option to “Unsubscribe.”  You may use this option to stop 
receiving further e-mail notifications. 
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