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Accessing the Internal BSC Portal  
 
1. Launch Internet Explorer web-browser and enter Internal BSC Portal URL: 

 
 www.mta-bsc.org  

 
2. First Time User Setup must  be completed by accessing the “here”  link under 

“NOTICE: First-time User Setup”.  
 
 Note: Do not try to log-in through the “Sign-In” se ction unless 

you have completed your initial set up.  
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3. After clicking “here” , BSC ID/Password Prompt appears 
 

 
 
4. Enter your BSC ID  

 
a. As a PeopleSoft user you should have received an e-mail from BSC Security with 

your new BSC ID, password, and login instructions  
 

Note: If you cannot locate this email, your BSC ID may also be retrieved via the BSC ID 
Lookup Tool (see page 7. below for instructions – Using the BSC Lookup Tool).  
 

 
5. Enter your temporary password .  

 
a. Temporary passwords should follow the pattern: first letter of first name + first 

letter of last name + last 4 digits of SSN + @mta (note: all lowercase) 
b. Example for John Smith: js9999@mta 

 

 
6. Click Submit button. 
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7. The Challenge Questions page will appear.  
 

 
 
8. Select any (4) challenging questions  from the given list. 

 
9. Click the Select  button. 
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10. The Challenge Answer page appears. 
 

 
 
11. Enter your answers  for the four selected questions. 

 
12. Click the Save button. 
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13. The Change Password screen appears. 
 

 
 
14. To change your password: 
 

a. Enter your current password  (created from the initial e-mail) 
b. Enter your new password . Remember to follow the rules of the Password 

Policy when creating your new password. You can click on the View Password 
Policy  link to view the policy. 

c. Re-enter your new password for confirmation.  
 

 
15. Click the Save button. 
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16. You are now ready to log-in to the Internal Employee Portal using your new 
Password. Close the Change Password screen to see the full Portal homepage for 
Sign In box.  

 

 
 
 

17. Enter your BSC ID and new password . 
 
18. Click the Sign In  button.  
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Using the BSC ID Lookup Tool 

All MTA employees have been assigned a BSC ID number.  This number is necessary for all 
interactions with the BSC.  The BSC ID number can be found on your pay stub or can be found 
using the BSC ID Lookup Tool, accessible via the portal. 

 

1. Click on the BSC ID Lookup  link. 
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The BSC ID Lookup Tool appears.  

 

 

 

 

 

 

 

 

 

  

3. Select your Agency  by using the lookup icon next to the Agency field.  

Note: If you are considered an inter-agency employee (i.e., if you work at one agency 
and paid by another agency), enter the Agency from which you are paid. 

4. Enter your current Agency Employee ID  number.  If this is not known, contact the 
Customer Management Center at 646-376-0123. 

5. Enter your Last Name . 

6. Enter your 5-digit Home Address Zip Code . 

7. Click the Submit  button.   
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8. Your BSC ID appears. 

 

Note: For security purposes, all four of these fields are required.  By entering your own 
information into these fields, you ensure that the search results display only your unique 
BSC ID. 

For assistance, please contact the BSC Customer Management Center at 646-376-0123. 

 

  
 

 
 

 
 

 


