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. Itis hoped that the next phase will be implemented on or around September 1, 2014.

Go to the httDs://mv.nv.gov/ website
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If you currently have an account with my.ny.gov, complete

Sign in page and go to page 8 of these instructions
“Click BPSS Application”
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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)




Search all of NY_gov

My NY.gov Online Services

4_ NY.gov ID Obtain an NY.gov ID Business User Account

Online Services »

State Agencies

Business NY.gov ID - Allows you to access online services that require your
business organization's unigue identity must be verified where you are acting in
FAQs » a business capacity as an authorized representative of the business (i.e. not as
an individual). Business NY.gov ID may be used by representatives of
companies, partnerships, sole proprietorships or organizations including

About NY.gov ID > icioaliti —for— iati it
g municipalities and not-for-profit societies. Additional accounts for employees So0 what sites you can
can be created as required. aceess with an NY.gov ID account
1 4 New Yok Stale
Privacy Policy > Create a Business Account for: h o NY. gow 10 sccourn

NY5 Department of Taxation and Finance - Allows business users 1o view
Terms of Service > your account, sales tax web file, tax preparer registration and more.

NYS Department of Labor - Allows business users to create and employer
account or a representative account.

=

NY5 Department of Public Service - Allows Business users to make P
electronic filings using our Document and Matter Management (DMM) System.
(518)-474-7494 5=
NYS bureau of Proprietary School Supervision - Allows Business users to
electronically file, review, pay, and manage proprietary school applications
within New York State.

MNy.gov ID Call Center

July 30, 2014

Governor Cuomo Announces

NYSP Join Nationwide Enfo...

July 30, 2014

Governor Cuomo Announces

Anchor Tenant at Nano Fil...
July 20, 2014

SolBack Governor Cuomo Expands NY

Rising Program to Help 6...

Bureau or Proprieta 00 g

My NY.govOnline Services

NY_ gow I} SELF REGISTRATION

Uzer Information Personal Privacy Protection Law Motice

# Online Services

First Nama*

* FAQs R Enter all data
® About NY.gov ID Email*

Confirm Email*
# Privacy Policy

Login Information

If code cannot be read
Prafarmad Usarnams: clearly, click the refresh

/M button for a new code or
- click the speaker icon - it

will be read to you

® Terms of Service

Captcha®

Enter Security code shown in box

Click Create Account
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& 4 ! 4{3\-’1_\-’ NY.gov Online Services
'ﬂ T\ :

#® Online Services

® FAQs

*® Abhout NY.gov ID

#® Privacy Policy

® Terms of Service

NY.gov ID SELF REGISTRATION
Before you continue, please check the information below. If any information needs to be
commected, please dick on the “Back”™ button below and make the necessary cormections
First Nama
Last Nams
Ermiail
Usar id

-

—

The personal information just entered will be shown.

If it's correct, click Continue.
Otherwise, click Back to make corrections

If you resd furthar assistanca: Click hera for agancy assistance & contact info

e -'-,; : : T
& 4 | 4{1\-'1}-' NY.govOnline Services
'ﬂ S/ AN ;

# Onlina Services

* FAQs

* About NY_.gov [D

® Privacy Policy

#® Terms of Service

NY.gov ID SELF RECISTRATION
An activation email has been sent to — Egmail_com

Pleaze check your email and click an the link inside. Once yvou have clicked on that link, you will
be prompted to set your password, and select 3 security quastions & answers.

If vou do nat click on the link within 48 hours, you will ba requirad to come back to this websita
&nd re-register your account. Please check your junk mail filters /folders in case the activation
email gets blockad.

Finish

Stap 3 0f 3

If you rad furthar assistanca: Click hera for anenicy assistance & comtact info

Check your email account for link to

proceed with activating your account
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SAMPLE E-MAIL:

Welcome to NY.gov ID, Inbox  x = B
Ny.govld@its.ny.gov 9:06 AM (4 minutes ago) - T
to me [»

Dear

Thank you for registering a NY _gov ID.
Your Username is

Please click here to activate your account. Please do not close out of the browser while
completing the account activation.

If the above link does not work please copy and paste the below URL into your browser.

https-/fmy ny goviActivate/activate xhtml?rid=f6a5163f-9a3d-4ebb-8aed-34

Thank you
Mew York State

My NY._govOnline Services

NY.gov ID Activarion

Thank you for registering!

® Online Services

You are now ready to activate your NY.gov Id.

® FAQS During this process, you will need to
s Set 3 valid secret questions and answers.

* Set a new password.
® About NY_gov ID

® Privacy Policy Secret Questions

“Cluestion )
; Select One r
® Terms of Service 1 | I_!
“Answer “Confirm Answer
Help Desk Information
List of Agency and “Cuestion r—
Online Services Help 2 Select One I' I
Desk Information
“Answer “Confirm Answer
eI Select One
3
“Answer “Confirm Answer

m Click Arrow next to Select One, choose
a question and enter answer.
Click Continue
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My NY.gov Online Services

NY.gov ID Acrivarion

You have successfully saved your secret questions and answers. Please click the below Continue
button to set your new password.

# Online Services

* FAQs

* About NY.gov ID

* Privacy Poli . o
" Click Continue

* Terms of Service

Help Desk Information

List of Agency and
Online Services Help
Desk Information

Search all of NY.gov

.gov Online Services

State Agencies

Online Services >

Password Change Request

FAQs » , please change your current password before continuing.

About NY.gov ID »

: | |
New Password ‘
Privacy Policy » Minimum & characters with at least 3 letters and 1 number

Confirm New Password | \ |

N tis o |

Terms of Service >

Help Desk Information

List of Agency and
Online Services Help

Desk Information Enter NMew Password and Confirm New

Password
Click Set Password
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Online Services »
FAQs >
About NY_.gov ID >
Privacy Policy »

Terms of Service >

Help Desk Information

List of Agency and
Online Services Help
Desk Information

% Online Services

® FAQs

® About NY_gov ID

® Privacy Policy

® Terms of Service

Help Desk Information

List of Agency and
Online Services Help
Desk Information

Search all of NY_gov

My NY.gov Online Services

State Agencies

Password Change Information

your new password has been set.

Use this new password the next time you log into your account.

[conmee |

Click Continue

Your my.ny.gov account is
now created

My NY.gov Online Services

NY.gov ID ACTIVATION

You have successfully activated your NY_gov Id!
Please click on one of the buttons below.

Continue to Enrollment| This is where you sign up for various NYS applications.

A portal to view the NYS applications you have access to.

Click Go to MyNy
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u ¥ , My NY.gov Online Services
i ! o - .

‘4,. N-T.__EDI' ID Welcome You are logged in as -

Last login — Log out

® Change Password

® Update My Account

You have access to the following services
® About NY.gov 1D
® Privacy Policy

You can sign up for the following services
® Terms of Service

Help Desk Information

518-474-7494

List of Agency and
Online Services Help
Desk Information

State of Haalth
N5 Licansa Canter The Official Hazith Pian
Marketplacs

Click BPSS Application

Note: The services shown may vary
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Bureau of Proprietary School Supervision

#Home SeachBPSS Logout

€, ContactBPSS Support

Welcome to the BPSS Web Application!

Welcome to the New York State Education Department's online licensing and certification center for all licenses issued by the Bureau of Proprietary School Supervision
within the Office of Adult Gareer and Gontinuing Education Services (AGCES).

This website is presented by the New York State Education Department under the direction of Commissioner John King, and deputy commissioner of ACCGES, Kevin Smith.
Please take note of the following:

For immediate help with a problem you are experiencing please call: 518-474-3869

For all other inguires please send an email to: BPSS @ mail.nysed.gov

Click Create Account to start
process for a BPSS account

Create Account

BPSS ConiactUs New York State Education Deparment

Page 9



Bureau of Proprietary School Supervision

#MHome SearchBPSS  Logout

£, Contact BPSS Support

Create a New User Account

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

User ID (requred)

First Name (requred) Mi Last Name (requred)

Date of Birth (required) Gender (requred)
---Select--- v

Social Security Number (requred)

300X-3X- 30000
If a social security number has not been provided, please explain:

Required if SSN is not provided.

Address
Enter all information to create a

Street Address (requred)

new user account with BPSS

Street Address 2

Gity {requred) State (requred)
----Select---- v
Zip irequred) Zip Plus

Contact Information

Email {requrred)

email@mail.com
Caonfirm Email {requred)

At least one contact number is required.

Hame Phane

3000-3004-30000
Gell Phone

3000-3004-30000
Waork Phone Ext

300030013000

pack m

BPSS ContactUs  New York Siate Educ ation Depariment

Bureau of Proprietary School Supervision
#MHome SearchBPSS  Logout
1 1, Contact BPSS Support

Account Created

Your account has been successfully created. You will be recieving an email with a link to verify your email address.

Click Continue

Gontinue

BPSS ContactUs  New York State Education Department
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Enter School Coupon Code, exactly as
shown on the coupon letter (with dashes)
Click Next

Bureau of Proprietary School Supervision
School Coupon Code

Enter Coupon code that you received from BPSS

School Goupon Gode: (requred)

BPSS ContactUs  New York State Education Department

Bureau of Proprietary School Supervision

School Information ! !
Verify School Information

The School Information that you are going to associate answer questions’ & provide
Serool Name: ITS TESTSCHOOL web site address (if available)
School Type: Private Career School
Address: B89 Washington Ave
Albany . NY , 12210
Phone: 5555555555
License Expiration Dale:
Is the above School Inform atien is correct? required) © Yes
Z No

Is the school handicapped accessible? required) o Yes

Enter the School Web site :

www. YourSchoolUrl.com

BPSS  CONECIUS  New York St Education Deparment

Bureau of Proprietary School Supervision
M Home SeachBPSS  Logout

1 %, Contact B2SS Support [H§ s TESTSCHOOL

BPSS Hom

Administration If you have more than 1 school,
l -—_— Click Associate Additional Schools
Inquiry Links and enter the next School Coupon Code

+ View school information

S  ComactUs  Mew York Staike Education Deparwment

Close window when finished

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.
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