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Working Items through the Agency
Desktop

This aid will walk through the step of working items in the Agency Process In-Basket(s).

By clicking
on the Open
Work View |

lcon u

you can

BSC Workflow Agency Desktop 2 DHSCCAReviewlUser~ ¥~ @

Preferences DHS01

v [ CardSenices

v 2| DHS01 Agency Liasons Refresh ~ Open  Actions ~

Q
open the u
Work Items |~ DHSO01 CardServices » DHS01 Agency Liasons » DHS01
in the
FileNet
Workflow
Solution.

Filter; Nofilters applied  Reset

Open Work View Date Received a  Agency Business Unit

B 21132014, 11:00 PM TAX01 DHS01
Access to
the Work
Item Process
Queues is
assigned 4
based on
your role in
the FileNet
Workflow
Solution.

2/19/2014, 4:45 PM - The in-basket returned 1 work items.
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To opena
Work Item BSC Workflow Agency Desktop 2 DHS CCAReviewUser ~
from the }
Process In-
Basket, click Q Preferences DHS01
on the

[} u v [T CardSenices
Document 1 + 5 DHS01 Agency Liasons Refresh = Open  Actions ¥

Icon next to =1 DRSO s : :
the Work CardServices ) DHSO01 Agency Liasons » DHS01

Item.

Filter: Nofifters applied  Reset

Date Received a  Agency Business Unit

B 2132014 11:00 PM TAX01 DHS01

Document Icon

2/19/2014, 4:45 PM - The in-basket returned 1 work items.
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After Agency Work Item — Properties
opening a )
Work Item Card Processing
from the Due date: 2/21/2014,1:23PM | Started by iedrfnuser | Received on: 2M4/2014, 1:23PM | Step: Agency Liaison Follow-up
Process
Queue by The attached Credit Card Application has been routed to you for additional infarmation or approval. Select the History Tab for comments from the BSC processing team.
clicking on f
the Instructions Hide Instructions
Document ) )
Properties Attachments History
o

Icon .
next to the Agency GL Business Unit. () TAX01
Work Item, Approver Email: @) dhsesfinance@dhses.ny.gov
the 5
Properties Approver ID: (3 NO1618789
Page will Business Unit @ DHS01
open. ST

Date Received: (2 211312014, 11:00 PM
From this Document Type: @ New Traveler / Travel Card Application

age, you -

P _g Y Emplayee Email: @ fowasi busia@tax.ny.gov
will be able
to update an Employee ID: @ N01379871
Employee First Name: @ KWASI
Email or add
a Comment. Last Name: @ BUSIA

Middle Initial: @) A
Click on the
History Tab Name on Credit Card: @
in order to Status: @ Agency Outreach
see the
instructions Add your comments here...

Comment @
from the BSC
that describe
what is
needed to [[] Getnextworkitem Agency Complete Save Cancel
complete
this work
item and
route it back
to the BSC.
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By clicking
on the
History Tab,
you will see
the History
information
for the Work
Item.

You will

see the
comments
that were
added to
instruct you
on how to
process this
work item
from the
Process In-
Basket.

Agency Work Item — History

Card Processing

Due date: 3612014, 933AM | Started b

processing team.

Properties Atachments

v iedrfnuser | Recevedon: 202712014, 9:33 AN - Step: Agency Liaison Follow-up

The attached Credit Card Application has been routed to you for additional information or approval. Select the Histary Tab for comments from the BSC

Hide Instructions

Filter by map: | All maps

Step Cycle Participant Completed Response Comments
StartStep 1 22712014 %:33 AN
Agency Liaison Follow-up 1
StartStep 1 22712014, 3:32 AN
1 Eduiyser Q404 22 B
Review Application 1 bscccadminuser 2272014, 3:32 AN Agency Outreach Please upload the proper supporting

documents and return,

Validate Email Addresses 1

[] Getnextwark item

2272014, 3:32 AM

Reviewer
instructions

Agency Complete Save Cancel
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To view the
application,
select the
Attachments
Tab, the
page
displayed as
shown here.
You can view
the
Application
or the
Supporting
Document
by
expanding
the node
and double
clicking the
desired
document.

Attachments — Application Document(s)
Card Processing
e date: Mot set Started bor: jedrfnuser

Feceived on: 2142014, 4:19 PM Step: Rewiew Application

Please review attached application for processing.

Properties Histany

Refrezh Idd Documert = Idd Folder = Gyl Ietions

H Supperting Documerts

Attachments » Application

\ Hame

Mewy Traveler ! Travel Card Spplication’ LOHOA
MO 057944

Double
Click

Business Unit

|_| Gt next work item

Agency Complete

Hide Instructions

Employee ki

M 037344

Save Cancel
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Adding
objects to
the FileNet
Workflow
Solution is
discussed in
the “Adding
Documents
in the
FileNet
Workflow
Solution”
job aid.

Attachments — Supporting Documents

Card Processing

Oue date: Mot set

Started by iedrfuser Received on: 212014, 4:19 P Step: Rewiew Application

Pleaze rewiew attached application for proceszing.

Properties

[l Application

I [l supporting Documents I

Refresh Add Documert Add Folder =

Atachrments + Supporting Documents

Hide: Instructions

Hame Business Unit Employee Id
14 [ Supporting Document ABCOT 12343
Double /
Click
| [ 3
[ Gt net work ftem Agency Complete Save Cancel
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The double
click action
will open the
document in
a separate
window for
you to view
the
document as
shown.

When
finished
viewing the
document,
close the
window and
return to the
work page.

Viewing a Document

neE s

BSC Workflow Desktop - Viewer R = 4 »
New Traveler / Travel Card fpplication’ "N01057944
6 LaG R PRNRAREPE R
| |
= V ; " PG PRI TR E AP PATREIRG. oottt
B 4 ;
|
k TR tw s - - Ui camgletd o W arge St '
NVS Offce of General Services :
/ mm« Dd ek {
NEW TRAVELER/TRAVEL CARD APPLICATION **;",V.::';,*'w ’=
y mOCCHphseesCos gy |
A Pease print or Type ! ‘
i Employee Information ‘
m ; First Nome MI | Last Name Titie/Degertment i
B f Joseph F [Pasquini Health Program Administrator 3 :
! ‘| Agenay GLBY Ermployee 10 No. (can 5¢ found on pay stub) SF§ﬂwlD :
0 poHO1 01057944 Mo ?
Vlork Address (full malfing addrass) Vg & ;
= 875 Central Avenue, Albany, NY 12206 :
=] Offictal Station City Last § digits of Soal Sacurity Mo, :
= Albany | 6391
Emall addvess [Work Phane o, REQUIre & Otbenk Traval Credit Card? §
@ Jfp09@health state.ny.us (518 )402 - q045 | Y% O |
Q Your Use of & NYS Ciibank Travel Card Is subject to the folowing temns and geadiicas: '
1, You are being entrusted with 3 valuable tool « 2. NYS Cltibank Travel Card - which is to b used for businass travel expenses.
L7 Because you will be making 2 financial commitment on behalf of the State, you must strive to obtaln best valus far'the State by
following estadlished travel policies s appropriate;
© [ NRDNEREER
M oo Y o
IDBRDRMBE EEE
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After
completing
all described
steps, you
canadda
comment in
the field
provided
and then
route the
item back to
the BSC by
clicking the
“Agency
Complete”
button.

Selecting
Save or
Cancel will
allow the
work item to
remain in
your work
list until you
elect to
complete
the process.

Do not close
the page
using the
“X”, as it will
lock the item
until the
same user
unlocks it.

Agency Work Item — Properties

- https://sit.contentnow.ny.gov/TqueueName=Agency&wobMNum=0CE738 C38E354D45B1 E1 DA336398DEEF&istepMam - Microsoft Internet Explorer p o || =

Card Processing

Due date: 3/3/2014, 1:59 PM

The attached Credit Card Application has been routed to you for additional information or approval. Select the History Tab for comments from the BSC prpgessing team.

Properties Attachments

ency GL Business Unit: (7

Approver Email: @

Approver ID: (@

Business Unit: @

Date Re

Document Type: (3

Employee Email: (7

Employee 1D (3

First Name: (@

Last Mame: (@

Middle Initial: &

Mame on Credit Card: (3

Status: @

[ Getnextworkitem

Started by: iedfnuser Rec:

History

DMMO1

JULIABAILEY@SIRIUSCO

M01285673

DMMO1

201412014, 12:00 AM

Mon-Empl

JULIABAILEY@SIRIUSCOMSERVICES.COM

MN01548713

LAKIA

RUCKER

5

Agency Outreach

ved on: 3/6/2014, 313 PM Step: Agency Liaison Follow-up

Hide Instructions

Do not close this page using
the “X”, as it will lock the item

Travel Card Authorization

Agency Complete Save Cancel

A

Done

. 4
J Trusted sites | Protected Mode: O}\ S /‘g 100% -

Always complete this step
by using 1 of these buttons
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