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How to attach a supporting
document to the Work item

This aid illustrates how to attach supporting documents in the work step as a participant in the Credit Card Application

Process starting from the Agency Step in the workflow.

Agency Work Item Properties

From the

Agency Step Card Processing

processor, Due date: 2/21/2014,1:23PM | Started by: iedrfnuser | Received on: 2/14/2014, 1:23PM | Step: Agency Liaison Follow-up

select the

attachments The attached Credit Card Application has been routed to you for additional information or approval. Selectthe Histary Tab for comments from the BSC processing team.
tab.

Properties Histary

Hide Instructions

Agency GL Business Unit: @) TAX0

Approver Email: @ dhsesfinance@dhses.ny.gov
Approver ID: @) N01618789

Business Unit @ DH301

Date Received: (@ 2M13/2014, 11:00 PM
Document Type: @ Mew Traveler / Travel Card Application
Employee Email: @ 'Kwasi.busia@tax.ny.gov
Employee ID: @ NO1379871

First Mame: @ KWASI

LastName: @ BUSIA

Middle Initial: @ A

Name on Credit Card: @)

Status: @ Agency Outreach

Add 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

Attachments — Application Document(s)

Cari Processing

[e date: Mot zet

Gtarted by iedrfruser

Received on: 211172014, 4:19 PM

Please review attached application for proceszing.

Properties Histary

Gtep: Review Application

Hide Instructions

Refrezh Add Documert = Add Folder = 2
document or [T Supporting Documents
the Aftachmants » Application
. Document
Supporting
Documents. Icon \ Hame Business Unit Employee ki
4 @ Mew Traveler f Travel Card Application’ DioHM MNO1057344
"M01057 5944
4 11 b
B Seeestimiten Agency Complete Save Cancel
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From the

Attachments — Supporting Documents

Su pportl ng Card Processing
Documents ) ) ) o
) Due date: Mot set Started by iedrfnuser Received on: 2M11/2014, 4:19 PM Step: Rewiew Application
section, you
W”l be a ble Pleaze rewiew attached application for processing.
to add
supporting Hids Instructions
Propertias History
documents
as described 8 seplcation
. = Refrezh Bdd Document ™ Bdd Folder = TRrovE fctions ¥
In the neXt I I T] Supporting Documents
pages. Aftachments » Supporting Documents
Hame Business Unit Employee ld
DOCUment / B Supporting Document ABCOT 12345
Icon
Fl [l r
[ Gt et work: tem, Agency Complete Save Cancel
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By clicking Click on the Add Documents Drop Down Button

on the Add
Documents & hitps://sit.c ny.gov/?q Ag 0CB738C38E354D45B1E1 DA336398 DEEF &tstepNam - Microsoft Internet Explorer p
drop down Card Processing
bUttonl VOU Due date: 3/3/2014, 1:59 PM Started by: iedrfnuser R 362014, 313 PM Step: Agency Liaison Follow-up
will see
. The attached Credit Card Application has been routed to you for additional information or approval. Selectthe History Tab for comments from the BSC processing team.
options for
addlng Hide Instructions
documents. Properties Attachments History

» [0 Application

Refresh i Add Document ~ : Add Folder =

] Supporting Documents

atachmelits From Local Directory

From Repository
Add Document Using Entry Template,

No items to display

[[] Getnextworkitern Agency Complete Save Cancel

Done /" Trusted sites | Protected Mode: Off fa v |100% -
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Select Add
Document
using Entry
Template.

Options for Adding Documents

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

» [ Application

Refresh
[ Supporting Documents

Attachments Il From Local Directory

| From Repository

[ Getnextworkitem

Add Folder ~

| Add Document Using Entry Template <&

Pending Citibank

IRemove Actions ~

Select

No items to display

Rejected  More Responses ~ Save

Hide Instructions

Cancel
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From the
Entry
Template
field, select
the
Supporting
Document
Entry
Template.

Select the
Browse
button to
navigate
your desktop
or file share
to attach the
document.

You can
provide the
Approver
and
Employee
Email.

Options for Adding Documents

@ https://sit.contentnow.ny.gov/TqgueueName= Agency8wobMNum=0CB738 C38E354 D45B1 EL DA336398 DEEF BistepMam - Microsoft Internet Explorer p EI@
Card Processing
3M3/2014, 444 PM iedrfnuser Agency Liaison Follow-up
The attached | Add Document by Using Entry Template —
‘When you add a decument by using an entry template, the values that you enter for the document are consistent Learn maore
nstructions
Properties
* Entry template: |Supponmg Document Entry Template A |
» [ Applica
What do you want to save? Local document ﬂ
r [} Suppo
*File name: C\Users\obryanm\Desktop\Testbt ‘ Browse... ’
Class: | Credit Cards
Document Title: 2) |Suppomng Document
Provide as
Support -
Necessary
Approver Email: 3 |tesl@bsc.com 4
Employee Email: 7) |tesl@bsc.com <« |
Cancel
Get next work item Agency Complete Save Cancel
Done </ Trusted sites | Protected Mode: Off f5 v H10% v i
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Select the

Options for Adding Documents

Add button
to upload & nitpsy/sit.c ny.gov/iq Ag 0CBT38C38E354D45B1 EL DA336 398 D6EF &istepNam - Microsoft Internet Explorer p o= =]
the )
Card Processing
document
. Due date: 3/13/2014, 4:44 PM St iedrfnuser Received on: 3/6/2014, 3:44 PM Agency Liaison Follow-up
and attach it
to the work The atiached | Add Document by Using Entry Template eam.
item ‘When you add a decument by using an entry template, the values that you enter for the document are consistent Learn more
nstructions
Properties
* Entry template: |Supponmg Document Entry Template A |
» [ Applica
What do you want to save? Local document ﬂ
r [} Suppo
*File name: C\Users\obryanm\Desktop\Testbd Browse...
~ Properties
Class |CreditCards |
Document Title: 2) |Suppomng Document |
*Document Type: @ |Support T |
Approver Email: ) |tesl@bsc.c0m |
Employee Email: 7) |tesl@bsc.com |
Add Cancel
[[] Getnextworkitemn Agency Complete Save Cancel
Done J Trusted sites | Protected Mode: Off fa v HIN0% v
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Complete
the
workflow
adding
necessary
comments
and
completing
the step.

Options for Adding Documents

@ https://sit.contentnow.ny.gov/TqueueMName=Agency&wobMNum=0CB738 C38E354D4561 E1 DA336398 D6EF BistepMam - Microsoft Internet Explorer p

Card Processing

Due date: 3M13/2014, 4:44 PM

Aftachments

Business Unit: @

Date Received: @
Document Type: &
Employee Email: 3
Employee ID: @

First Name: @

Last Name: @

Middle Initial: @

Mame on Credit Card: (3

Status: @

< Comment: 2

Startec

v iedrnuser Received on: 3/6/2014, 3:44 PM Step: Agency Liaison Follow-up

The attached Credit Card Application has been routed to you for additional information or approval. Select the History Tab for comments from the BSC processing team.

Hide Instructions

History

DMMD1

2/14/2014,1200 AN &8

Mon-Employee Travel Card Authorization
JULIABAILEY@SIRIUSCOMSERVICES.COM
MN01548713

LAKIA

RUCKER

Agency Deadline Expired

m,

[ Getnexstworkitem Agency Complete Save cancel
Done " Trusted sites | Protected Mode: Off v v H10% v
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