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How to search for documents from
the Agency Desktop

This aid illustrates how to search for items within the Agency Desktop.

By clicking Agency Search

on the
Search Icon BSC Workflow Agency Desktop 3 DHSCCAReviewlUser- 3+~ @

E
l you

can conduct

searches to
find v [ Recent Searches

+Mew Search | =
dl
-

Name conlains Search Icon

documents &/ Credit Card Search
in the BSC + [ Al Searches <

Document Card Renewals Acknowledgement Form
repository. - Stored Searches

El Credit Card Search

Stored &/ Supporting Documents
searches
have been
created for
the items
that will be
searched
most
frequently.

220/2014, 1:42 AW - 5 process application spaces were found.
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Listed here
you will find
the search
criteria that
can be
searched
upon within
the Credit
Card
Search.

Below you
will find a
listing of
the Search
Operators
that can be
changed to
refine the
search.

Search Criteria for Credit Cards

Credit Card Search

~ Search Cntena:

Class: Credit Cards including subclasses

: Match all

(mavy B

Employee Id: 2) ‘Starts With v [
Business Unit: 2) ‘Equals v [
Document Type: (2 ‘Equals v [
Approver: (2) | Starts With - |
Date Received: (2) ‘Equals v
First Name: (2) ‘ Starts With Y [

4 — =
Last Name: 2) Starts With - |
Middle Initial: (%) Starts With - |
Status: 2) Starts With -
Added On: 2) ‘Equals |
Reset Results Display

Search Operator Choices

Starts With| [~

Starts With
Ends With
Like
Mot Like
Equals
Mot Equal
Less Than

Less Than or Equal
Greater Than

Greater Than ar Equal
Include Any
Exclude All

Is Empty

Is Mot Empty

[7] Keep search critdyia open

Drop Down choices
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These

Search Searching for Work Items with Status of New
reen
screens BSC Workflow Agency Desktop 2 DHS CCAReviewUser ~
show
examples of ﬂ o Credit Card Search
searching [ cortins i
for Work » : Released version roperty opt
. - E:' Recent Searches
Items with ' — T = g
“ ” [&] Credit Card Search | Bquals ey &=
the Status &g Card Renewals Acknowledgen
Of NeW and &y Supporting Documents VStafts Wiih 24
Complete & Credit Card Search Last Name: (3) pr—— =
» [7] Al searches - —
Middle Initial: | stants With - ]
4
Status: (2) :VStransr With v riéw | 3
Sdded On: (2) E;quais v | W;V}’}’Y E —
Reset Results Display | | Keep search criteria open
S
< | m 3
24122014, 10:17 PM - The search retireed 200 ems. -

BSC Workflow Agency Desktop

4 New Search

=
| Mamwe contains

w |- Recent Searches
© Credit Card Search
Card Renewals Acknowledgen
2. Supporting Documents

Credit Card Search

Al Searches

» B

< m

212014, 1031 PIX - The gearch retined 13 lems.

Searching for Work Items with Status of Complete

)

DHS CCAReviewUser ~

Credit Card Search

~ Search Criteria: Clgzs: Cradit Cards il Releazed version

Date Received: (2) Equals » VW;Vyyy 5] -

First Name: (2) Starts With - |

Last Name: (2 Starts With -

Middle Initial: Star?s mh v i

Status: (2) Likg o - ) bl corr){)letie 3

Sdded On: (2) Equals v Milyyyy &8 |3
-

Reset Results Display | | Keep search criteria open

¥ Search Results
a
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After
clicking on
the Search
button,

you will be
presented
with the
results of

the search.

Searching for Work Items with Status of New — Results

BSC Workflow Agency Desktop

Crednt Card Search

* Search Critersa:  Class: Credn Cards mcleding subcfasses Soarchin. BSC - Search oplicns: Redeased

~ |9 Recent Searches

Creat Card Search
- [ A Searches * Search Resulls

Card Ronewals Acknowlecgement Form
r
Croct Card Search Refresh  AddDocument  NewFolder  Chockin  Check Oul o

searchPO Propetties Actions ~
searchPossidleDuplicatelmvoices

Showing resunts for, Crecit Cacd Search
Supporting Documents

First Mame Last Mame Document Type
PAUL MARQUARDT rd
JANES JASEWCZ New, Missng Approver ocurement Card
Emal poicaton
JAMES JASEVACZ New Procuremess Card ‘
poication
QAVD GAMBACORTA New, Nssnj [rployee Ok wect Card
Emal Wasing Agprover ~poicaton

el

202014, 200 AM - The search retuened T8 teen

Searching for Work Items with Status of Complete — Results

BSC Workflow Agency Desktop 2 DHS CCAReviewUser ~

+New Search =
Credit Card Search
NBae contains |

» : Released version
v [55 Recent Searches

% Credit Card Search

1| Card Renewals Acknowledgen

= Supporting Documents

y Refresh Add Documert f fes. | | potions \% =
| Credit Card Search =
» [ Al Searches Showing results for: Credit Card Search
4 Last Hame Status Document Type Agency
FUDD Agency Complete Newy Traveler / Travel DhNO1
Card Application
PASQUINI Agency Complete Newv Traveler / Travel DOHD1
Card Application
4
LEE Agency Complete Newy Traveler / Travel CFSmM
Card Application
DENT SFS Complete Newy Traveler / Travel DHRO1 .
< 1 0 | »
< | mn 3

2122014, 1031 PIN - The gearch retirved 13 lems.
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When you Viewing an object from the results list

double click
on the ]
BSC Workflow Agency Desktop DOH CCReviewUser
document
i o +hew Search =
icon Credit Card Search
next to the Name contains
object, you
will be able * [ Recent Searches
to open & Credit Card Search
. ) ~ Search Results
and view [&] Invoice Search
the object. [é] Card Rengwls Ackno
v [ All Searches Refresh  Add Document  New Folder Checkln Check o Properties  Actions ~ E L
Showing results far, Crean Card qearich
"
Context llame +  Employeeld Business Unit p
Menu e R - Properties Ed
@ |Procurement Card Appiication’ "N01400665 NO1056508 DOHO1 E
) — Class Credit Cards
c
juv| ;rﬂac;r;;esnt Card Change Request NO1518313 DOHM D.ucument Prucur.emgntlliar
Title: d Application’ "NO
Document - 1400865
@ Procurement Card Change Request NO1518813 DOHO1 3
Icon "ND1518913 5| | Busiess  DOHOY
p | Unt:
@  Procurement Card Change Request NO1518913 DOHO1 DateRece 1702014, 1200
"NO1518913 ived: AN
@ Frocurement Card Change Request 01512913 DOHO1 Agency.  DOKO!
"NO1518913 Employee | NO1036508
% d:
4 I | b -
| act Nam AINAN
4 {1} 3
22712014, 9:47 AN - The search returned 30 items. a
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You can
also print
or email
the
document
using the
context
menu or
from the
Document
Viewer.

Context Menu

€ BSC Workflow Agency Desktop - Microsoft Internet Explorer provided by New York State OGS

[E=N R

it.contentnow.ny.gov/navigator/7desktop=Agency®

QU e e

'g“’|x|‘b8mg P"

¢ Favorites | 9%, |5 Welcome to SpiraTeam & Self Service Desk @ | Web Slice Gallery v ) NYS Information Technol... @] SFS < BSC Website (& SLMS - New York Statewi... ] FILENET-BSC

| @ Bsc Workfiow Agency ... x |7|

|§|j| (& http://searchlight/

fi v B v = v Pagev Safetyv Toosw @+

BSC Workflow Agency Desktop

Q +MNew Search | +

Credit Card Search x Mew Search x

2 DMN CCAReviewUser

» » Search Crite
~ |5 Recent Searches
|2 Credit Card Search
= [ All Searches
|2 Card Renewals Acknot
Credit Card Search Refresh Add Document New Folder Check In Check Out Properties § Actions ~ E =
Invoice Search Open
= Showing results for: Credit Card Search p
Preview
-
Hame - Employee Il Business Unifl Properties Last —
» - P rt Edit
T New Traveler/ Travel Card Applcation 456412312 DMNO1 Download SAN L
"53456412312
Add to Favorites Class: Credi Cards
Export
@  New Traveler/ Travel Card Application’ 6545445646 DMNO1 Fudd Document New Traveler/ Tr
6545445646 Delete Tite: avel Card Applica
- - tion "ND1214498
Check O 3
@  MNew Traveler/ Travel Card Application’ NO1214488 DMHD1 - KRUT Business DMNOT L
NO1214498 Che Unit £
jrov] _lflew Traveler / Travel Card Application NO1376176 DMHD1 Cancel Check Out KUNE DateRece 2122014, 1200
4 NO1376176 5
Link R ived AN
@ New Traveler/ Travel Card Application’ NO1426551 DMHO1 Send Email » HALE Agency: DMNO1
“N01426551
e 3 Employee | N01214498
d
@ New Traveler / Travel Card Application’ NO1426551 DHND1 Folders 4 HALE
"N01428551 Print N N |;55t Nam KRUTZ [ |
3
T NonEmployee Travel Card Authorization’ NO1111484 DO Workdlow BOG | Frstham  DONALD
“NO1111464 e
T  MNon-Employee Travel Card Authorization’ NO1111464 DHNO1 LiSA BOG el New Traveler /Tr
. Type:. avel Card Applica
NO1111464 "
tion
@ Procurement Card Application "4564123087 4564123087 DN ELI WAN Status, New
Approver: NO1285673
@  Travel Procurement NET Card NO1622185 DWNOT JUNE BREM Approver Thomas.halabud
Acknowledgement Fornt "N01622185 Email a.nfg@mail mil
Employee donald.krutz@an
Email gafmil
4 1 3 -
“ M 3
3/6/2014, 1:12 PM - The list of versions was retrieved. a
Done A +/ Trusted sites | Protected Mode: Off fa v W100% -
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Document Viewer

BSC Workflow Desktop - Yiewer . a “ lE

New Traveler / Travel Card fpplication’ "NO1057944

g2«

S 0UER > N\ > [[@

oL O® N0

B < ||

Eﬁ R

-

R I LI RO R 19 A TOT P IO B N R PR IO AORT T F L2 DAPRERL S
' :
TS e - Subi cnmgtated form Wih arlzted) signatiees do:

V8 Offlce of Goneral Services :

BSC Finance Credit Thed Ust ‘

, g 50 Vil Rodd, sa%ﬂur 44

NEW TRAVELER/TRAVEL CARD APPLICATION s :

BSCLCApMEI GesCops.y o !

Pease print or Type l '

Employee Information A
first Nome M | Last Name Title/Depertment Pl

Joseph F [Pasquini Health Program Administrator 3 !

‘| Agency GLBY Employee 10 No. (can B¢ found o pay stub) SF§UserlD :

poHOt . |Notos7s4q et |

Vlori Address (full malling addrass) Vg L §

875 Central Avenue, Albany, NY 12206 _

Offictal Statfon City tast 4 digits of Sotiol Sacurity No, :

Albahy ' | 6391

Emall address ork Phone No. REQUIre & Gbank Traval Credit Card? ;

Jip09@health state,ny.us (518 )402 - 1045 | Y O |

Your Use of @ NYS Cibank Travel Card I subject to the folowing terms and cenditons: '

1, You are being entrusted with 3 valuable tool « 2 NYS Cltibank Travel Card - Which is to bar used for businass travel expenses
Because you will be making 3 finaricial commitment an behalf of the State, vou must strive to obtaln best value forthe State w

following established travel polic/es as appropeiate; v

I ||_Page10f2...

=

HODBHE

o
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Who should
you call if
you run
into login
issues or
problems
during
processing
tasks?

Call the BSC Tech Services Team at (518) 457-4272 to assist you if you experience issues when logging into or
while using the application.

You may e-mail the Tech Services Team at BSCSecurity@ogs.ny.gov
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