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How Do I Find FileNet on My Computer?
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To access FileNet, you must first go to http://my.ny.gov/ and click “Sign In”

SLMS ID and Password are required to sign in

http://my.ny.gov/
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What if I Have Questions about Signing Into FileNet?

• Go to the BSC Website’s 

Accounts Payable Page

• Click on “Accounts Payable 

Training Resources”

• Click on “FileNet - AP 

Agency Technical Support 

Sheet”
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For questions or issues regarding Signing into FileNet: 

http://bsc.ogs.ny.gov/content/accounts-payable

http://bsc.ogs.ny.gov/content/accounts-payable
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Click on the BSC Agency FileNet Services 

button.

Click on “BSC Agency FileNet Services” Button to Access FileNet 
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1.   AP Processed Queue* (Quality Control)

Completed invoices being verified by a BSC supervisor before being sent to File/Repository. Includes 

invoices that are: Paid in SFS, considered duplicates, deemed paid by P-Card or statements.

2.   AP Active Queue * (BSC Active) 

All invoices currently being worked on by BSC staff. This is a read-only view for Agency Liaisons to 

ensure invoices are processed accordingly. 

3.   Agency Review Queue

These are invoices that are sent to your queue requesting additional information or clarification for 

processing. Please access these through FileNet and provide the requested information and send 

them back to the BSC Disposition queue. 

Important Note:

• * You will not be able to work transactions, change index fields, or view invoices via the AP 

Processed and AP Active queues. 

• * You will only be able to see the index fields in these queues. 

• * If Agency Attempts to open work item in these Queues an error message will be displayed
• See Slide 7 for image of error

• To view an image of an invoice in these queues you will need to use the search function. See 

slides 25-30 for details on how to search.
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There are Three Main Queues that Agencies See in FileNet
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Click once on the drop-down arrows (upside down triangles) to expand inboxes/folders, see below.
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How to Locate the Queues in FileNet
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Security Error Message in FileNet

The below error will be displayed if you attempt to access 

an item in either AP Active or AP Processed.
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1. Research

First step in which the invoice is inspected to ensure all required information is provided for 

processing, if not the invoice is routed to the Agency.

2. Agency Review

Work completed in this queue is done by the agency. This queue contains invoices  which require 

additional information from the agency in order to be processed. Once the requested information is 

provided the agency will need to send the invoice back to Disposition for processing.

3.    Disposition

These invoices are researched a second time to ensure all requested information requested by/of the 

Agency is provided. (Note: Disposition has the ability to send the invoice back to Agency Review if 

required information is inaccurate or not submitted as requested.)

4. SFS Entry

BSC staff, utilizing the State Financial System, enter the invoice into the system to obtain a voucher 

number.

5. SFS Approval 

BSC supervisors compare SFS data and FileNet data to verify accuracy. If everything is correct the 

invoice is approved within SFS, if not the invoice will be rejected and further investigation is required.

6. SFS Exception

The queue within the BSC in which invoices are sent if there are any exceptions within SFS. These will 

stay in this queue until the exception is resolved.

Note: Research, Disposition, SFS Entry, SFS Approval and SFS Exception are all part of the

AP Active queue.

There are Multiple BSC Queues in FileNet
See Diagram on Slide 9
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Datacap Receiving
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Processed

9

Path of an Invoice through FileNet

AP Active
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You can open an Invoice/Workflow item by clicking once on the icon just to the 

left of the line or double-clicking anywhere else on the line of index fields.

Accessing an Invoice in FileNet
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Sorting Within the FileNet Agency Review Queue

• When data appears in the FileNet Agency Review Queue, it is often 

unorganized, making it difficult to examine. 

• You can arrange the data in different ways to answer different questions.

• FileNet’s sorting feature can help your rearrange your data so you can access 

invoices more efficiently.
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• Each index field can 

be sorted. To sort 

either by ascending 

or descending, just 

click the column 

header. 
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Filtering Within the FileNet Agency Review Queue

• Filtering is a way that you can use FileNet to quickly extract certain data from 

the FileNet Agency Review Queue. Unlike sorting, filtering doesn't just reorder 

the list. It actually hides the rows or columns containing data that do not meet 

the filter criteria you define. 

• Each index field can be filtered. To do this click “Filter” 
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• Select the field in which you would like 

to filter, type in text to be filtered (Case 

Sensitive) and press “Enter” on your 

keyboard.
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Viewing Results In the FileNet Agency Review Queue

• The default setting or limit in each Queue is 200 Invoices.  If the queue 

exceeds 200 you must select the “Get All” function to retrieve all invoices

13
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Agency Properties Tab

• All index fields or properties 

are listed on this tab.  

• The BSC uses these fields to 

properly route the invoice to 

staff.  

• If you notice any 

discrepancies in these fields 

please notify the BSC using 

the comments box. 

• See next slide for more 

information about the 

Comments Field. 
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Comments Fields/Boxes
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v

• The comments boxes are the last fields on the Properties Tab. 

• The first and larger comments box 

contains previous comments.  

• This box is utilized by the BSC to 

reach out for clarification on 

making payment on this invoice.

• A timestamp and signature 

(Employee ID) is created for all 

entries  

• The second or smaller comments box is for you at the agency to provide 

clarification on requested info or to provide specific direction for processing 

payment on this invoice.  

• This box is also for notifying the BSC of a discrepancy of any kind in 

the properties or indexed fields as mentioned above.  
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Returning the Invoice to the BSC
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Once you have provided all comments and direction, you can send the Invoice back 

the BSC Disposition Queue using 1 of 3 AP functions 

(Please note, Requires PO Change and OK to Pay After PO Change are not functional at this time.)

Ok To Pay • This will send the invoice back to the BSC with a status of OK To Pay

• Please remember to add any required comments before selecting

Not Ok To 

Pay

• When using this function please indicate why the invoice is not OK to Pay in 

the comments fields.  

• This is not to be used for invoices that are waiting on clarification.  

• This is strictly for invoices that are never going to be OK to Pay and that 

should be sent to file.  

Agency 

Question

• Enter question in Comments Box then click button to send back to the BSC 

for clarification. The BSC will answer question and send back to your queue.

All functions are “save and send” 

functions and you will NOT have the 

ability to edit your comments once 

selected. Once selected the invoice 

is routed back to the BSC
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BSCDateReceived

Date the invoice was scanned or emailed into DataCap (DataCap is the Scanning Software 

part of FileNet).

InvoiceNumber

Unique number on the invoice or created by the BSC.

F_StepName (Work Step)

The Queue or step the invoice is in.

Status

Additional information within a queue (definitions on following slide).

BusinessUnit

Five character indicator of which agency the invoice is associated with. 

▫ Example: OGS01

UnitCode

Groups within a business unit used to categorize items.

InvoiceType

AP Unit Team (Contract, PO, Special Ops, Utility, or Travel).

17

Key Index Fields
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New

New invoice which does not match previous invoices 

already in FileNet.

Possible Duplicate

Initial scan showed same invoice number and date 

already in FileNet.

Pending Contract

Invoice currently being held awaiting an amendment.

Future Lease

Lease invoice for a future period.

Travel

AP invoice that needs Non-Employee Travel 

approval to process.

Need Docs 

More information required.

Other - See Comments

Please refer to the comments in the workflow item for 

direction
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Status Definitions – AP Archive

All invoices Received by 

the BSC prior to 6/15/2014 

have a status of 

“Complete” when sent to 

the processed Queue.  

Ok to Pay 

Indicates the agency gave permission to pay this 

invoice.

Requires PO Change - Has been sent to the 

Purchasing Unit to request a PO change.

Ready For SFS - Was deemed ready to be 

entered into SFS by a Researcher/Dispositioner.

SFS Complete - Invoice submitted in SFS.

SFS Exception Resolved - Invoice that previously 

had an exception that delayed it.
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Status Definitions – AP Processed

Incomplete Invoice

Incomplete invoices that cannot be paid, the vendor will be contacted and the invoice will be sent to 

the Processed Queue.

Duplicate Invoice

Invoice determined to be a duplicate, will be reviewed one last time by Approver.

Do Not Pay

Agency instructed the BSC not to pay the invoice.

Paid by Procurement Card

Invoice already paid by P-card.

Statement

Statement that BSC does not pay off of.

Zero Balance

Invoice that required no further action.

Approved

Invoice has been Approved in SFS. 

All invoices Received by 

the BSC prior to 6/15/2014 

have a status of 

“Complete” when sent to 

the processed Queue.  
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To attach a document to an open invoice or work item:

• Click on the Attachments tab

• Select “Supporting Documents” by clicking once

 Once clicked you will see “Add Document” is no longer greyed out

• Click on Add Document and select “Add Document Using Entry Template”

Adding Supporting Documents
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• Select “Invoice Supporting Document” from the dropdown box in Entry 

Template

Note: Be Sure to select Invoice Supporting Document, if the wrong template 

is selected it can cause the invoice to be lost or started over.

Adding Supporting Documents (continued)
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Adding Supporting Documents (continued)
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• After the template is selected click on browse and select the file 

you wish to attach
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Adding Supporting Documents (continued)
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• After the document is selected, you may name the 

supporting document.

• If you want to rename the document, select the document 

title field insert the name.  

• Once the name is entered or you wish to use the default 

“Supporting Document – Invoice,” you will then click Add 

and the document will be attached to the Invoice/work 

item
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Adding Supporting Documents (continued)
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• To confirm the document was added successfully you will see the document 

displayed on the Attachments Tab under Supporting Documents.  Click on the 

document to ensure it opens correctly and the correct document was 

selected.  
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Click on the Search Icon

Searching
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1. Click on New Search

3. This dropdown will give the ability to 

change what index field you are 

searching by.

2.Click Add Property to add 

more index fields or properties 

to search.

Searching for an Invoice (continued)

4. Using a “%” sign or “wildcard” symbol 

before or after text being searched, will 

return all combinations before or after text
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• Click the Results Display button to 

customize the fields that will be 

displayed in the search results.

• Any of the index fields can be selected 

for this step as well.

Most Common Results Display

- Workstep - Current Location

- Invoice Type - Contract, PO, Special 

Ops, Utility

- Status - Invoice Status

Searching for an Invoice (continued)
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Searching for an Invoice (continued)

All Newly Created searches can be saved for later use

• Once “Save” is selected, you will 

be prompted to Name the search

• You will have the option to add a 

description 

• You will be able to select which 

users can utilize this search. 
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Click on pdf icon to 

see copy of invoice.

The Blue Icon or html icon is an audit document or complete 

history for the searched invoice. This is created and available 

when the invoice is completed or sent to the processed queue.

Searching for an Invoice (continued)

• Once search is selected,  all the documents related to the fields selected will 

be displayed, including:

- the invoice;

- all supporting documents; and

- if processed/complete, the html audit document created when a work 

item enters the Processed Queue
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If the window will not 

open please contact BSC 

Technical Services

BSCFileNet@ogs.ny.gov

or 

Call 518-457-4272 

Prompt #3  

Searching for an Invoice (continued)

New York State

Albany, NY 12205

James Smith

58333

• All invoices will use the same viewer to open the pdf

• If the document is Microsoft related you will be prompted to save the item 

locally and open using the designated program

• The audit document, because it is an html document, will open in a new 

browser window or tab

mailto:BSCFileNet@ogs.ny.gov
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Who should the Agency staff contact for access to FileNet?
BSC Technical Services should be contacted for any access or technical issues with FileNet.  They can be 

contacted by either calling (518) 457-4272 Prompt #3 or BSCFileNet@ogs.ny.gov 

How does the agency change indexed fields on an invoice?
If the agency notices that the index fields are incomplete or inaccurate they should write a message in the 

Comments box indicating the needed correction and send it back to Disposition. The agency cannot make 

the correction themselves as their access only allows them to request a Purchase Order Change, provide 

an Okay to Pay/Do Not Pay, or write a comment/ask a question.

Why is there a lock next to the invoice I am trying to look at?
The lock indicates someone else is in the invoice or that it was exited incorrectly by the last person to view 

it. The user ID of the person who has the file locked will be displayed when hovering the cursor over the 

lock.  

Why is the BSC requesting Contract or PO information?
This information is essential for the BSC to correctly process the invoice. If the agency does not provide 

the requested information the BSC will not be able process the invoice. Requested information should be 

communicated through the Comments box.
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FAQs


