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

By clicking 
on the Open 
Work View 

Icon 
you can 
open the 
Work Items 
in the 
FileNet 
Workflow 
Solution.  

Access to 
the Work 
Item Process 
Queues is 
assigned 
based on 
your role in 
the FileNet 
Workflow 
Solution. 

Working Items through the Agency 
Desktop 

Open Work View 
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To open a 
Work Item 
from the 
Process In-
Basket, click 
on the 

Document 
Icon next to 
the Work 
Item.  

Document Icon 
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After 
opening a 
Work Item 
from the 
Process 
Queue by 
clicking on 
the 
Document 

Icon 
next to the 
Work Item, 
the 
Properties 
Page will 
open.  

From this 
page, you 
will be able 
to update an 
Employee 
Email or add 
a Comment.  

Click on the 
History Tab 
in order to 
see the 
instructions 
from the BSC 
that describe 
what is 
needed to 
complete 
this work 
item and 
route it back 
to the BSC. 

Agency Work Item – Properties 

Instructions 
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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 

Reviewer 
instructions 
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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) 

Double 
Click 
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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 

Double 
Click 
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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 
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After 
completing 
all described 
steps, you 
can add a 
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 

Always complete this step 
by using 1 of these buttons 

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


