BUSINESS SERVICES CENTER

AGENCY DESKTOP — PROPERTIES

Accounts Payable Processing

FileNet

Agency View

Opening the item
will bring up the
PROPERTIES
screen

This view provides
the detail of the
item, as well as a
COMMENTS
section providing
background and /
or instructions for
the next step

The choices in the
MORE RESPONSES
box will move the
item to the next
step
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Preferences

- Tap
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» ™ Cards,

» ™ Purcha

Version5

Due date: Notset Started by. p8admin

Received on: 314/2014, 1:35 PM

Step. Agency Review

Business Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/Invoice Number: 287255904201X01282014/Workflow

Respond to each of the requests as indicated in the Agency Review Details

Aftachments History

[inv-a] Business Unit (2
[inv-b] Invoice Type: (2
[inv-c] Date Received: 3

[inv-d] Invoice Number. 3

[inv-g] Invoice Date:

[inv-1] Invoice Amount: @

[inv-g] Vendor Number: (2

[inv-{] Unit Code: @
[inv-k] PO Number: (

[inv-l] Contract Number: @

[[] Getnextwork item

DH301

Utilty

3132014, 100 AN BB

1100039542

ATET GOVERNMENT SOLUTIONS INC

Ok To Pay

Mot Ok To Pay

Hide Instructions

.

Agency Question
Requires PO Change
Ok To Pay After PO Change

More Responses ~ Sav|

Cancel

ceType n

Al

Deone

' Trusted sites | Protected Mode: Off

A
A ’am%ﬁ -

<

/1712014, 10:26 AM - The selected work item was opened

m

Done

" Trusted sites | Protected Mode: Off

4 ®0% -

When closing the PROPERTIES, ATTACHMENTS, or HISTORY windows, always use the SAVE or
CANCEL button. If the upper right “X” is used, the Work Item will be locked so that no one but the

User who locked it can unlock it
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FileNet
Accounts Payable Processing
Agency View

AGENCY DESKTOP — HISTORY

= =
The HISTORY tab B3|~ | & http://searchlight/ & BSC Workflow Agency ... X fir v B v 2 o v Pagev Safetyv Tookw (@~
Opens a WindOW BSC Workflow Agency Desktop 2 DHS AP AgencyReview - 3t - @
that shows every
. . Freferences| (& https//sit.contentnow.ny.gov/% AP Invoices_Agenc n1=5025E039B55EC04791 CBBATI319C - Microsoft Internet Explorer p (o]l
previous action Q - :
related to the u T E Business Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/invoice Number: 287255904201X01282014/Workflow
- L #| Versions
Work Item
Due date: Notset = Stared by p3admin | Receivedon: 3M7/2014,10:59AM | Siep: Agency Review
Respond to each of the requests as indicated in the Agency Review Details
» [T Card iceType In
» ] Purch e i
Properties Aftachments Hide Instructions Al
tract 1
Filter by map:| All maps Ed
Step Cycle Participant Completed Response Comments
StartStep 1 3132014, 257 PM
Agency Review 1
StartStep 1 1372014, 1.46 P
StartStep 1 1372014, 1.46 P
Research 1 bscadminuser 31312014, 2:54 PM Agency Review
StartStep 1 3132014, 254 PM
Start 1 pBadmin 31372014, 146 PM
4
Agency Question
Requires PO Change
Ok To Pay After PO Change
[ Get nextwork item OkToPay | NotOk To Pay EMmeResponses = Save Cancel
Done f Trusted sites | Protected Mode: Off ¢ H100% ~
< e | b
31712014, 10:59 AM - The selected work item was opened.
Done i J/ Trusted sites | Protected Mode: Off v B0% <
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FileNet
Accounts Payable Processing
Agency View

BUSINESS SERVICES CENTER

AGENCY DESKTOP — ATTACHMENTS

The £8 |~ | @ nttp://searchlight/ (& BSC Workflow Agency ... % % v B - 0 v Page- Safety~ Tools~ @@~
ATTACHM ENTS BSC Workflow Agency Desktop R A e
TAB prov|des Q (€ https://sit. ny.gov/q) —AP_Invoices_Ag =5025E039B55EC04791 CBBAT1319C - Microsoft Internet Explorer p | =N S 5|
~ = AP Business Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/lnvoice Number: 287255904201X01282014/Workflow

access to all ad .|| Versions
docu ments Due date. Not set Started by p8admin Received on. 3/14/2014, 1:35 PM Step: Agency Review

Respond to each of the requests as indicated in the Agency Review Details.
related to the ™ Garas
original Work =k | I ar— Histoy Hise msmuchons A

ract 1

Item - .

» 8 PO

» [ Possible Duplicates Aftachments » Invoice
The Work Item » [ Supporting Documents Hame Business Unit

| = Invoice287255904201X01282014 DHS01

can be opened by
clicking on the
Icon to the left of I
the Item,or by Click to open |
using the
“ACTIONS” drop-
down box ageney Qusston

Requires PO Change

Ok To Pay After PO Change
[ Getnext work item *

OkToPay  MNotOkToPay | More Responses - ; Save Ccancel
/i Done 73| ./ Trusted sites | Protected Mode: Off g3 v ®100% ~
Nl i B
31712014, 10:26 AM - The selectsd work ftem was opened
Done [Fi /" Trusted sites | Protected Mode: OFff fa ~ ®100% -
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FileNet
Accounts Payable Processing
Agency View

AGENCY DESKTOP — ATTACHMENTS

“« ”
The “ACTIONS
- =~ »
drOp-dOWI’l bOX 52|~ | @ nitp://searchlight/ | & BsC Workflow Agency .. x| v Bl v L & v Pagew Safetyw Tookw @
pro\“des ChOICES BSC Workflow Agency Desktop 2 DHS AP Agency Review - 3t - @
for the next ste p, Q Eroforances | € hitps//sit.contentnow.ny.gou/Tq e=AP_Invoices Agency n=5025E039B55EC04791 CBBATI319C - Microsoft Internet Explorer p. == R ==
InCIUdIng the - M ap Business Unit: DHS01/VVendor: AT&T GOVERNMENT SOLUTIONS INC/Invoice Number: 287255904201X01282014/Workflow
. . Version5
ability to Open,
Due date: Not set Started by p8admin Received on: 314/2014, 1:35PM Step: Agency Review
Print, or attach
h . Respond to each of the requests as indicated in the Agency Review Details
the Invoice to an » 7 Caros jeeType In
- i » ™ Purch: ] i
e mall Properties Attachments History Hide Insiruciions ;:I
¥ Invaice e ract 1
Refresh < < Actions ~ :
» E4 PO T
pen
+ [ Possible Duplicates Attachments » Invoice
Preview
» Ef Supporting Documents ~
Hame Business Ul Properties
@ Invoice287255804201X012; DHS01 Download ¥
Add to Favorites
View Link
Send Email 3
A Frint »
Kl
[0 Getnextworkitem OkToPay @ HotOkToPay | More Responses ~ Save Cancel
4| Done 7} o/ Trusted sites | Protected Mode: Off v B10% -
< n 3
31772014, 10:26 AW - The selected work item was opened.
Done P} /' Trusted sites | Protected Mode: Off v R100% -
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FileNet
Accounts Payable Processing
Agency View

BUSINESS SERVICES CENTER

AGENCY DESKTOP — ATTACHMENTS — SUPPORTING DOCUMENTS

USing the S8\~ & http://searchlight/ | @ BSC Workilow Agency ... % | B~ T3 & - Pager Saieyr Twokr @ O
”Suppo rting BSC Workflow Agency Deskiop 2 DHS AP AgencyReview ~ 3t~ @
Documents” Q Prafarancas | € httpsi//sit.contentnow.ny.gev/?q = AP_Invoices_Agency 5025E039B55EC04791 CBBATLI19C - Microsoft Internet Explorer p =N |
q ueue, a nd the N - (=l Business Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/invoice Number: 287255904201X01282014/Workflow
’ - Version5
”ADD ~ [T AP
Due date: Notset Started by: p8admin Received on: 3M4/2014, 1:35 PM Step: Agency Review
"
DOCU M E NT Respond to each of the requests as indicated in the Agency Reyw
drop‘dOWn, the » [T Cardsy iceType In
User Can browse ' Puren Properties Attachments History Hide Instructions l:l
ract 1
for, select, and o e g oo - -
» £ PO
update the Work » [ Possible Duplicates Attachments From Local Directo
i i
Item by attaChIng ] Suppoing Dociments Add Document Using Entry Template Business Unit
a document usi ng [ Supporing Document - nvoice DHS01 |
“
the “Add
Document Using
q
”
Entry Template
4
function
[] Getnextwork item OkToPay MNotOkToPay @ More Responses = Save Cancel
(.| Done 73| /" Trusted sites | Protected Mode: Off a v ®100% v
< L »
31712014, 10:26 AW - The selected work tem was opened.
Done 73] o/ Trusted sites | Protected Mode: Off 4 v ®10% -
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FileNet
Accounts Payable Processing
Agency View

AGENCY DESKTOP — ATTACHMENTS — SUPPORTING DOCUMENTS — ADD DOCUMENT USING ENTRY TEMPLATE

By choosing the \B—Er & htp://searchiight/ ‘@BSCkaﬂowAgEncy..‘ x‘7| B v B v @ v Pager Sy Tookv @+
”Add DOCument BSC Workflow Agency Deskiop % DHSAP AgencyReview ~ %+ @
Usmg Ent'r'y Q proferances| © htps//sit y AP_Invoices_Agency 5025E039B55EC04791CBBAT1319C - Microsoft Internet Explorer p =3EcR
Template Buel N , . ,
L e usiness Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/lnvoice Number: 287255904201X01282014/Workflow
function, a new || Versions
’ v[a
screen will be e E _
=] Add Document by Using Entry Template
generated that cl Respondto 4] When you add a document by using an entry template, the values that you enter for the document are consistent Leam more
allows the User to b I caras ctpe
» I Puren e |- :
browse for the Propettes s i
necessar I* Entry template: Invoice Supporting Document I ract 1
3 Invoicd
Y , :ﬁ “ What do you want to save? Local document | ~
dOCU ment, and o I*F\Ie name: ClUsers\  1\Desktop\Testtd v Browse... I
add it to the Work o
Iltem
Class: Invoice
Document Title: (7) Supporting Document - Invoice
1
Cancel
Get nextwork item OkToPay @ NotOkToPay | More Responses - Save Cancel
4| Done A o/ Trusted sites | Protected Mode: OFf v 1% -
| I | »
31712014, 10:26 AM - The selected work tem was opened a
Done H o/ Trusted sites | Protected Mode: OFf v ®10% -
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FileNet
Accounts Payable Processing
Agency View

AGENCY DESKTOP — ATTACHMENTS — SUPPORTING DOCUMENTS

The Wo r‘k |tem BSC Workflow Agency Deskiop % DHS AP AgencyReview - 3% - @

now shows the Q Preferances @ nttps://sit.contentnow.ny.gov/7queueName=AP_Invoices Agency&wobNum=5025E039B55EC04791CBBAT1319C - Microsoft Internet Explorer p =@ ]=]

~ M ap Business Unit: DHS01/Vendor: AT&T GOVERNMENT SOLUTIONS INC/Invoice Number: 287255904201X01282014/Workflow
added document | 4 pusness

as a Su pportlng Due date: Notset | Started by: p8admin

on: 3M4i2014,1:35PM | Step: Agency Review

DOCU ment Respond ta each of the requests as indicated in the Agency Review Details
» [T cara iceType In
» 7 Purch, | " 5
Properties Attachments Histary Hide Instructions ¥
ract 1
4 Invaoice
Refresh = Add Document ~  Add Folder ~ -
» [ PO
» [ Possible Duplicates Attachments Supperting Documents
4 Supporting Documents _
tame Business Unit
Ed  Supporting Document - Invoice DHSO1
[ =1 Supporting Document - lnvoice ABCO |
f
il
[ Getnextworkitem OkToPay NotOkToPay  More Responses ~ save cancel
/i Done {73 /" Trusted sites | Protected Mode: Off v ®100% -

< .

3/17/2014, 10:26 AM - The Selected work ftem was opened.
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