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Introduction 
The purpose of this manual is to provide clinical laboratories with the information needed to begin using the 
web-based, electronic clinical laboratory information management tool, eCLEP.   

 
Getting Started: An Overview  
The NYSDOH has developed eCLEP to enable clinical laboratories to exchange information electronically 
in place of mailing paper forms. This web-based application supports the inquiry, maintenance, and 
reporting requirements as defined by the Clinical Laboratory Evaluation Program (CLEP) and acts as a 
single repository for the data.  

eCLEP offers many advantages over existing paper-based processes, including: 

Data Validation – User entries are validated for incorrectly formatted and incomplete submissions, 
eliminating submission failures and reducing the need for follow-up communications to correct 
minor errors such as missing entries. 

Documented Delivery – Submissions are electronically transmitted; the time of the submission 
and username submitting the data is recorded.   
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Requirements for Use 
To enter information into the eCLEP system, your laboratory must have a personal computer that is 
minimally configured as follows: 

• Pentium processor or higher 

• DSL or a broadband Internet connection (The laboratory is responsible for obtaining Internet access 
with an Internet Service Provider (ISP)). 

• Printer (optional) 
 
Browser Requirements and Configuration 
Access to the Health Commerce System and eCLEP requires 256-bit encryption, browser setting to 
accept cookies and enabling of Javascript.  

Supported browsers on desktop computers include: Google Chrome and Safari (Mac OS only).  Support 
browsers on mobile devices include: Google Chrome (iOS5.1/Android 4.0 or later) and Safari (iOS5.1 or 
later). The Health Commerce System supports the current and two previous versions supported browsers.  

Limited support is available for the following browsers: Mozilla Firefox (desktop/mobile) and WebKit-based 
browsers.  Microsoft Internet Explorer Mobile and Safari for Windows are not supported.  

It is strongly advised that the HCS User clear out their internet browser cache regularly.  
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eCLEP-SUP Access  
ECLEP is accessible through the Department’s Health Commerce System.  Access to Single Use Permit 
module of eCLEP is limited to Laboratory Directors, eCLEP Delegated Submitters and HCS Users 
with CLRS Single Use Permit/Test Entry Coordinator role for a specific clinical laboratory record.   

See CLEP’s Single Use Permit webpage for more information on obtaining an HCS accounts for your 
laboratory. 

www.wadsworth.org/regulatory/clep/clinical-labs/obtain-permit/health-commerce 

• Laboratory Directors are required to obtain an HCS account and affiliate that account with the clinical 
laboratory they direct. 

• Additional users may obtain and affiliate HCS accounts AFTER the laboratory director account has 
been affiliated with a specific clinical laboratory record.  

As the HCS contains confidential information, safeguard your HCS User ID and password by not revealing 
them to other users.  Violation of the security and use agreement (e.g. sharing your User ID and password 
with someone else) will result in the temporary suspension of your account privileges and repeat offenses 
may result in the permanent removal of the account.  Also, do not leave your computer logged on to the 
HCS unattended.  For security purposes, there are session timeouts after one hour of inactivity and 
system timeouts after eight hours of total connectivity.   

 
Roles and Responsibilities of eCLEP-SUP Users 
 

 A Laboratory Director is an individual who is responsible to bind the laboratory to meet the security 
requirements for the use of the Health Commerce System.  

 
 A Delegated Submitter is a person who has been given written authorization by the Laboratory 

Director to electronically submit laboratory information on behalf of the Laboratory Director.  
 

 An HCS User with the CLRS Single Use Permit/Test Entry Coordinator role is a person who 
has been given authorization by the HCS Coordinator at the laboratory.  

 
 
 
 
 
 
 
 

http://www.wadsworth.org/regulatory/clep/clinical-labs/obtain-permit/health-commerce
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Accessing eCLEP and the Single Use Permit Module 
1. To access the eCLEP Home Page enter the following web address into an Internet browser: 

https://commerce.health.state.ny.us 

2. Enter your User ID and Password into the HCS Login screen and click Sign In: 
 

 
 
 

3. The HCS Homepage displays. Look for eCLEP in the left frame under My Applications:  

 
 

 

https://commerce.health.state.ny.us/
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4. Click on eCLEP in the left frame and the eCLEP Home Page will display. Click on Single Use 

Permit area at the middle right.  
  
 

 
 
 
NOTE:  If Single Use Permit is not shown, click on any other module and then choose Single Use 
Permit from the tabs at the top. 
  

 
 

5. If you have permissions at more than one facility, click on the desired facility from the displayed 
list. 

Example: 
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6. Most users will be brought directly to the Single Use Permit home page.  If not immediately brought 
to this page, click on the Single Use Permit tab at the top.  
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Navigating in the Single Use Permit reporting module 

I. On the left side of the Single Use Permit home page, there are links to the Profile page, New Orders 
page, Active Orders page and Order History page.   

 

 
Profile:  
This is a read-only page.  To request changes please follow the steps below appropriate to your facility 
type. 

1. Laboratories that have applied for or hold a NYS clinical laboratory permit (all numeric PFI): Staff 
with Delegated Submitter permissions in eCLEP may request changes using the Permit Materials 
tab in eCLEP.  Staff without this permission must contact appropriate eCLEP users within their 
facility to request changes.  
 

2. Laboratories that have not applied for a clinical laboratory permit (alpha-numeric PFI):  You must 
email clepsup@health.ny.gov to request changes.  

 
New Orders: 
Use this page to being entering a request for a Single Use Permit.  

 

Respond to the two questions, then click Continue.  

 

 

 

mailto:clepsup@health.ny.gov
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Complete the Request Form.  Yellow fields are mandatory.  It is highly recommended to include your 
laboratory’s test code for identification purposes.  

Only one specimen is allowed per request.  However, you may request more than one test per specimen.  

 

 

Click Save to save your progress and return later to complete the request.  If you Save the request, you 
can retrieve it from the Active Orders list. 

Click Submit once all mandatory fields are satisfied.  

Quick Tip: To find specimen type quickly, start typing in Specimen Type field.   

Quick Tip: To choose the Date of Birth quickly, click in the date field, to open the date widget.   
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Then click on the Month Year  

 

Scroll through to find the desired year, then click on the desired month. 

 

Finally, choose the desired day of month.  

 

If you Save the request, you can retrieve it from the Active Orders list. 
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Active Orders:  
This page will display Single Use Permit requests that are in progress.  Please see the table below for 
information on the various order statuses and definitions.  

Example:  

 

 

Active Order Status Definition 

Unsubmitted The order has been saved but not submitted to CLEP for review.  

Submitted The order is pending review by CLEP.   

Under Review The order is under review by CLEP. 

Denied 

This status indicates that an order does not meet the required criteria 
for the eligibility of a Single Use Permit.  Denied orders are visible in 
the Active Order view for 14 days to allow the applicant to appeal.  
After 14 days, the denial is final and these orders are visible in the 
Order History view.   

ADD_INFO_REQ This status indicates that additional information is needed from the 
applicant. Applicant must respond within 14 days.   
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Order History 
This page displays all completed requests and provides access to the final document appropriate to the 

status (e.g., Permit for approved orders, Denial letter for denied orders). Please see the table below for 

information on the various order statuses and definitions. 

Example: 

 

 

Order History Status Definition 

Approved The order has met all the required criteria for the eligibility of a 
Single Use Permit.  

Rejected The order is rejected because no approval is required.  The 
laboratory already holds approval to perform this test. There is 
no path to appeal a rejected order. 

Denied This status indicates that an order does not meet the required 
criteria for the eligibility of a Single Use Permit.   Applicant can 
appeal within 14 days from denial date.  
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HCS Timeout 
For security reasons, there are session timeouts after one hour of inactivity and HCS timeouts after eight 
hours of total connectivity.  These timeouts occur without warning.  Timeouts take you back to the login 
page and force you to re-enter your User ID and Password. If a timeout occurs before you hit Save on a 
data entry page, you will lose all your data entry.  

 
 
Exiting eCLEP 
There are two ways to exit eCLEP: 

1. Close your browser by selecting File and Close from the browser's menu. 

2. Click Logout at the top right. 

a. The You are now logged off message page displays. 
 
 

Technical Support 
Technical Support is available for eCLEP and for the NYSDOH Health Commerce System (HCS) in the 
following areas: 

 

Help with HCS enrollment and HCS Accounts: 

See CLEP’s Health Commerce System webpage 

www.wadsworth.org/regulatory/clep/clinical-labs/obtain-permit/health-commerce  

 

 

Help with HCS password expiration:  

For additional assistance contact the Commerce Account Management Unit (CAMU) Help Desk: 

(866) 529-1890 (Mon-Fri 8am – 4:45pm EST/EDT) 
camu@health.ny.gov 

  

Help with eCLEP 

For additional assistance contact the Clinical Laboratory Evaluation Program: 

• E-mail support at CLEPSUP@health.ny.gov. 

https://www.wadsworth.org/regulatory/clep/clinical-labs/obtain-permit/health-commerce
http://www.wadsworth.org/regulatory/clep/clinical-labs/obtain-permit/health-commerce
mailto:CLEPSUP@health.ny.gov
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