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

By clicking 
on the 
Search Icon 

 you 
can conduct 
searches to 
find 
documents 
in the BSC 
Document 
repository. 

Stored  
searches 
have been 
created for 
the items 
that will be 
searched 
most 
frequently. 

Agency Search 

How to search for documents from 
the Agency Desktop 

Search Icon 

Stored Searches 
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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 

 
 
Search Operator Choices 

 

Drop Down choices 
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These 
Search 
screens 
show 
examples of 
searching 
for Work 
Items with 
the “Status” 
of New and 
Complete.   

 
Searching for Work Items with Status of New 

 
 
Searching for Work Items with Status of Complete 
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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 

 
 
Searching for Work Items with Status of Complete – Results 
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When you 
double click 
on the 
document  

icon  
next to the 
object, you 
will be able 
to open 
and view 
the object. 
 
 
 
 

Viewing an object from the results list 
 

 
 
 
 
 

Document 
Icon 

Context 
Menu 
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You can 
also print 
or email 
the 
document 
using the 
context 
menu or 
from the 
Document 
Viewer. 
 

Context Menu 
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Document Viewer 
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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 
 

 

mailto:BSCSecurity@ogs.ny.gov

