NEWYORK | Office of Business

STATE OF

OPPORTUNITY. General SerViceS Services Center
How to log into the Agency Desktop

Logging into the FileNet Workflow solution will allow users to complete tasks for Credit Card processing workflows. This
solution will be used by employees in the BSC and supported Agencies. This document will step through the login process
for the FileNet Workflow solution.

The FileNet Workflow Solution can be accessed through the following URL:

https://services.bsc.ny.gov/navigator/?desktop=Agency

or

https://my.ny.gov/

Once logged into the solution you will find the applications and work queues that you have been granted access based on
the role that you have been assigned to in the FileNet Workflow Solution. If you do not have all of the access that you
require to complete your work, please contact BSC Security at BSCSecurity@ogs.ny.gov, and request the necessary role
assignment.
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Agency Login Page

In this aid,
you will
learn how
to login to
the FileNet
Workflow
solution.
Online Services »
To begin
Login to the | gaqs >
FileNet
WorkfIOW About NY.gov ID »
solution use

the
Previous
URL, then
enter your
network |
User ID and
Password.

Privacy Policy

18)-474-7494

If you do
not have a
NY.gov ID,
click on the
lower
button.

AN

Forgot your Usemame or Password 7

NY.gov |0 - Terms of Service

Don't have an Account?

If you do not have an NY.gov |D Usemamse and
Password, click the sbove link to sign up.

State Agencies

See what sites you can
access with an NY.gov ID account

Access to online services
Many government services are now available online. An NY.gov ID account
provides secure electronic access to these services.

P Learn More

Convenience
Access many online services with a single NY.gov ID account.

P Learn More

Security
The NY.gov ID Program protects you against unauthorized access to your
information.

P Learn More
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Choose the
BSC Agency
FileNet
Services
button.

Change Password  »

Update My Account  »
App Enroliment >
About NY.gov ID >

FAQs >

Help Desk Information

My NY.gov Online Services

State Agencles

You are logged in as -- Log Out

Welcome 1 to the My NY User Management site at NY.gov
Your NY.gov ID is
You previously logged in at

You have access to the following applications

( BSC Agency FileNet Serka NYS IT Service Management Systeml

e-Learning Application Statewide Learning Management |

ITS Inside Edge | Statewide Telephone Directory |
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Click the

Arrow *

next to the
application
to expand
the
workflow
queues.

Agency Landing Page
BSC Workflow Agency Desktop

3 DHSCCAReviewUser- 3t- @

Q Preferences

u v [ Card3enices

Workflow Arrow

2M9i2014, 4:44 P - 5 process application spaces were found.

Your User Name logged In
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Your
assigned
role will be
shown
under the
application.
Clicking on
the Arrow

¥ next to

the Role
will expand
the
workflow
gueues that
you have
access toin
the
application.

Double click
on the
Workflow
Queue Icon
to display
the Work
ltems in the
current
queue.

Agency Workflow Queues

BSC Workflow Agency Desktop

¥ DHS CCAReviewlser -

¥- 0

Preferences
Q DHS01 User Role(s)

+ ™ CardSenices Get All || Refresh Open  Export  Actions *

+ (1] DHS01 Agency Liasons CardServices b DHSOT Agency Liasons » DHS01

A

A Fitter; Nofiltersapplied  Reset
Date Received » | Agency Business Unit
! 21472014, 12:00 AN TAXD DHS0
q
Workflow Queue
Work Item
Double Click to Expand

1

2262014, 2:41 PM - The in-basket returned 1 work items.

i

Last Hame
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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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