
All BPSS school owners' need to complete steps as outlined below. This is phase 1 of the new on-line process - 
connecting schools to school owners.  After completion of phase one, schools will not be able to access any further 
information until the next phase is launched.  The next phase cannot begin until all schools complete these 
steps.  It is hoped that the next phase will be implemented on or around September 1, 2014.  

Go to the https://my.ny.gov/ website 

Currently have an account? 
Click Sign in 

Need to create an account? 
Click Don’t’ have an Account? 

If you currently have an account with my.ny.gov, complete 
Sign in page and go to page 8 of these instructions 

Labeled “Click BPSS Application” 
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https://my.ny.gov/


Click Business 

Note:  It is suggested an owner establish a Business account but it 
is not mandatory.  A Personal account can be created.  Click on 

each description to decide which is better for your needs. 
(The following screen shots are for the Business category) 
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Click NYS Bureau of Proprietary School 
Supervision 

Enter all data 

Enter Security code shown in box 

If code cannot be read 
clearly, click the refresh 
button for a new code or 
click the speaker icon - it 

will be read to you 

Click Create Account 
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The personal information just entered will be shown. 
If it’s correct, click Continue.   

Otherwise, click Back to make corrections 

Check your email account for link to 
proceed with activating your account 
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Click Arrow next to Select One, choose 
a question and enter answer. 

Click Continue 

SAMPLE E-MAIL: 
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Enter New Password and Confirm New 
Password 

Click Set Password 

Click Continue 
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Click Go to MyNy 

Click Continue 

Your my.ny.gov account is 
now created 
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Click BPSS Application  

Note: The services shown may vary  
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Click Create Account  to start 
process for a BPSS account 
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Click Next 

Click Continue 

Your user ID, First & Last Name 
will be supplied from my.ny.gov 

Enter all information to create a 
new user account with BPSS 
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Thank you for completing phase 1.  We will e-mail you when the next phase is ready to be launched, along with 
instructions.  Please remember that schools will not be able to access any further information until the next phase is 
launched.  The next phase cannot begin until all schools complete these steps.  It is hoped that the next phase 
will be implemented on or around September 1, 2014. 

Enter School Coupon Code, exactly as 
shown on the coupon letter (with dashes) 

Click Next 

Verify School Information 
answer questions, & provide 

web site address (if available) 

Click Submit 
 

If you have more than 1 school, 
Click Associate Additional Schools 

and enter the next School Coupon Code 

Close window when finished 
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