NEWYORK | Office of Business

STATE OF

OPPORTUNITY, General Serv'ces Services Center

How to attach objects to e-mail

This aid illustrates how to e-mail documents out of the Credit Card Application Process from the Agency Step in the
workflow.

Agency Work Item Properties
From the )
Process In- Card Processing
Basket, click Due date: 2/21/2014,1:23PM | Started by: iedrfnuser | Received on: 2/14/2014, 1:23PM | Step: Agency Liaison Follow-up
on the Play
The attached Credit Card Application has been routed to you for additional information or approval. Select the Histary Tab for comments from the BSC processing team.
lcon —
next to the
Work Item Hide Instructions
Properties
. Agency GL Business Unit: @) TAX01
Page will
open. Approver Email: @ dhsesfinance@dhses.ny.gov
. Approver ID: (@) MO1618789
Click on the
Attachments Business Unit @ DHS01
Tab. _
Date Received: @) 211312014, 11:00 PM
Document Type: @ New Traveler / Travel Card Application
Employee Email: @ 'masi.busia@tax.ny.gov
Employee ID: @ NO1379871
First Mame: @ KWASI
Last Mame: @ BUSIA
Middle Initial: @ A
Name on Credit Card: @)
Status: @ Agency Qutreach
ladd your comments here..
Comment @)
[7] Getnextwork item Agency Complete Save Cancel
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By clicking
on the
Attachments
Tab, you will
see a page
as shown
here.

You can view
the
Application
document or

E-mailing an Attachment

Card Processing

Oz date: Mot set

Started by jedrnuser

Received on: 2102014, 4:19 P

Please review attached application for processing.

Propertiez Histary

Step: Rewiew Application

Hide Instructions

[l
the === Refresh Add Documert = Add Folder = 8
Supporting " Supporting Documents
Documents. Attachments » Application
Hame Business Unit Employee kil
Menwy Traveler J Travel Card Application’ DioHD MO1057944
"MN01057 944
[ 1 '
W Getinext ok tem Agency Complete Save Cancel
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E-mailing an Attachment

Card Processing

Due date: Mot set Started by iedrfnuser Received on: 2112014, 4:19 P Step: Rewiew Application

Please rewiew attached application for proceszing.

Hide Instructions

Propertizs Hiztary
i) FApplication
Refresh Add Docurment = Add Folder = Aot Ech
I [ Supporting Dacumants
Attachments ¢ Suppording Documents
Hame Business Unit Employee ld
4 B Supporting Document ABCH 12345

4| m | 3

(W - Cetiniext ericitem Agency Complete Save Cancel
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When you
highlight and
select a
document as
shown using
either
Application
or
Supporting
Document,
you will be
able to then
select the
Actions
button or
click the
right mouse
button to
open the
context
menu to
select from
the e-mail
options.

The
document
can now be
an
Attachment
to include in
the e-mail.

Selecting an object to e-mail

Card Processing

Due date: Notset = Started by iedrfnuser

Received on

2/14/2014,12:57 PM

Step: Review Application

Please review attached application for processing.

Properties History

» [8 Application

U I U

Refresh

Add Document >~ Add Folder ~

Machments » Application

[7] Getnextwork item

Name

jio¢ | Procurement Card Change Request'
"N01134328

Pending Citibank

Hide Instructions

Remove

Open

| Preview

Busine Jloyee Id First Name

Properties

Download — » 24508

Add to Favorites

OMHO1| RONALD

View Link

| Print » (_ As an Attachment

. All Parts as a Compressed File

Rejected  More Responses ¥ || Save Cancel
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The FileNet
Workflow
Solution will
open your e-
mail
(through
your e-mail
client) and
you can send
your
selected
document as
an
attachment.

Sending the objects through your e-mail client

B H =

Untitled - Message (HTIML)

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
3l o { b DT
| S0 U of
Paste Address Check | Attach Attach Signature
A Book Mames | File ltem~ e
Clipboard F1 Basic Text Names Include
Tow Someone@ogs.ny.gov
1=
Cen
Send
Subject Documentforyourreview{
sttached | ¥820140214,000037.02.PDF (57 KB)

Here is the document that we spoke about. Please look it over and send me the updated information.

[ Follow Up =
! High Importance
Low Importance

Tags Ia

T EHOX

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

Call 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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