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Introduction  

This manual has been written by the Project Management Office (PMO) to 

aid clients/users of the client version of Magic in submitting and tracking all 

requests which they submit to the Project Management Office. 

The client version of Magic is a web-based client application that is run 

from a standard Internet Explorer browser window. 

 
 
This manual is divided into 3 sections: 
 
(1) Login to Client Magic 

 
(2) Create a new Request For Services (RFS) 
 
(3) Search for an existing RFS 
 

To obtain a Magic ID, please call the Help Desk at  
718-935-5100 or email helpdesk@nycboe.net. 
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Login to Client Magic 

In order to login to use client Magic to submit or track RFSs, you must: 
§ Have Microsoft Internet Explorer loaded on your computer 
§ Have a Magic login ID with full access to RFS. 
 
To Activate  Full Access to Submit a Request for Services (RFS) for 
an existing Magic ID 

(If you have a Magic ID but do not have access to Magic Request for Ser-
vices, contact Thelma Clive, Coordinator for Service Requests, Project 
Management Office, at:  tclive@nycboe.net. 
 

 
To login go to the internet and type the following URL into the address section of 
the Explorer window: 
 

http://magic75.nycenet.edu/selfsupport 
 
You do NOT need to be in the INTRAnet. 

 
This will display the following login screen. 

Type your Magic ID and press Enter or click Login 

After login with a valid Magic ID turn to the instructions in the chapter, “Create a 
New RFS”. 
If you do not have a Magic ID continue as instructed in the next screen. 
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How to Search for an Existing Magic ID 

A search will be performed using all populated fields in this form. 

Click here to start search 

NOTE:  You MUST 
provide information in the 
all of the fields. 
 

If you do NOT KNOW your Magic ID, click here 

Site ID will be active only after 
Borough is selected. 
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How to Search for an Existing Magic ID (continued) 

In case of a match 
found by the 
search the Magic 
ID is displayed 

Click here to 
continue with the 
login process 

This window will 
pop up.  Click 
“here” to go back 
to the login 
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In case of a non-match, correct the personal information and resubmit. 

In the event on a non-match this screen 
appears to allow correction of 
typographicial errors or adding information 
in more fields.  Again submit the Search 
foir an existing Magic ID. 

How to Search for an Existing Magic ID (continued) 

To obtain a Magic ID, please call the Help Desk at  
718-935-5100 or email helpdesk@nycboe.net. 
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Create a New RFS 
 
The following section will guide the user through the procedure to create or 
submit an RFS. 
 
Below is the Main Menu screen. 
 
You can: 
 

1. Create and submit a new RFS 
2. Track or search for existing RFSs as a list of all RFSs or details of 

individual RFSs. 

Click here to create and 
submit a new RFS. 

Stop! 
 

If you do not see this section when you are at this point 
in the login, refer to page 3.   [Note: How to Apply for Access 
to Submit a Request for Services (RFS)] 
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Create a New RFS (continued) 

Make sure to use the 
correct format for the 
phone number 

NOTE:  To submit an 
RFS all fields must be 
filled before clicking on 
Next. 

This section of the RFS form records client 
details 
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Create a New RFS (continued) 

Select Borough first to make Site ID drop down list active as 
shown below 

Use this site ID if your 
particular site is not 
listed; otherwise double 
click on your site ID 
from this list 

 
Once all fields are filled click Next 
to continue with the Request 
Details section. 
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Click to select the appropriate priority of 
your request 

This is the Request Details section of 
the RFS form. 

Create a New RFS (continued) 
 
The next 3 screens display drop down lists for the fields Request type, Priority, 
and Application. 

Click to choose request type: 
Ad hoc 
For majority of the new requests 

Bug/Fix 
For modifications to existing applications 

Enhancement 
For additions to existing applications 

Training 
For any request for training. 

(click on Submit ONLY after all 
fields are completed!) 
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Create a New RFS (continued) 

Type a brief statement of request 

Type a detailed set of 
requirements for this request 

Click here after all required fields are 
complete 

Click to select an Application that relates to the request 
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This is a confirmation of receipt of the current RFS submitted to 
the Project Management Office (as indicated by “WEB-RFS”, 
which distinguishes this request from an “incident” submitted to 
the help desk.) 

Create a New RFS (continued) 
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Clicking this link displays the list (below) 
of all RFSs submitted by the user 

Search for Existing RFSs (continued) 
 
Search by for ALL RFSs 

Click to view 
details of any 
listed request 
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The Search for RFSs can 
be performed: 

1. By status (Search dis-
plays a list for select 
status) 

2. By using this link 
(displays a complete 
list) 

3. By request #  (click 
Next to display details) 

 

Search for Existing RFSs 
 

The following section will guide the user through the procedure to track or 
search for any/all existing RFSs. 
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Search for Existing RFSs (continued) 
 
Search by Status 

Click to view details of request #3793 

This list is the 
result of a 
search by 
“approved” 
status 

Select the required status, then click search  


