BACKGROUND/CONTEXT

This document provides instructions for verifying a contact in OSC’s Online Services Contact
Management System. For additional information about the Contact Management process, see the
2024 Office of Operations’ Fall Conference video on this topic. Additional information can also be
found in the Guide to Financial Operations, as well as on the Contact Update for State Agencies

page.

PROCEDURE

1.) Log in to https://onlineservices.osc.state.ny.us/ and enter your credentials. If you forgot
your credentials, click | forgot my User ID and/or | forgot my Password to recover your
credentials.
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2.) From the Dashboard, click Office of Operations Contact Management System
(O0O0OCMS).
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@ No announcements to report.
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https://web.osc.state.ny.us/agencies/outreach/2024-FC-OOO-Contact-Management.mp4
https://www.osc.ny.gov/state-agencies/chapter-xiv15/xiv15-updating-agency-contacts
https://www.osc.ny.gov/contact-update
https://onlineservices.osc.state.ny.us/

3.) Under Contacts in the left side menu, click Contact Search. The search can be narrowed
down by typing any combination of the contact’s first and last name, email, title,
organizational role, publication, status, department ID, and agency code in the Filtered
Search Section.

Contact Search
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4.) Verify the following conditions:

a) All employees are still with the organization. Any employee who has left the
organization will need to be inactivated, either by clicking the checkbox in the left-
hand column and clicking the inactivate button at the bottom of the page, or clicking
View to go to their Contact View page and clicking the inactivate button at the
bottom. Any new employee will need to be added to the system, which can be done
by clicking New Contact on the left-hand side and following the instructions.

b) All Organizational Roles are up to date. If one or more of the roles an employee has is
different than what is listed, go to their Contact View page and click Manage Roles to
make the changes.

c) The agency information is the same. If this has changed, go to their Contact View
page and click Manage Codes to make the changes.

d) The employee’s name, email information, title, and phone number are still accurate.
Go to the Contact View page and click the Edit button to make these changes, if
necessary.

e) The address is the same. If any addresses need to be added or updated, click the Edit
button under the Address Information tab.

f) Publications is an optional category, but if the employee wants to receive or stop
receiving reports or other types of publications from OSC, the applicable change can
be made in Contact View by clicking Manage Publications.
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5.) When all of the information is accurate, verify the employee. Employees can be verified
in the system either by clicking the checkbox in the left-hand column and clicking the
Verify button at the bottom of the page, or by clicking View to go to their Contact View
page and clicking the Verify button at the bottom.

BUSINESS UNIT

Demo Business Unit 1 Filtered Search

(zzz01)
Last Name First Name Email Title
CONTACTS
Q Contact Search Organizational Role Publication Status
© New Contact Nothing selected - Nothing selected - Active
Department Id Agency Code
Agencies First Name ¢ Last Name *  Email Organizational Roles Status Record Verified
& view 78780 Fayro Saary Matthew Adams madams @zzz01.ny.gov o oo 11/01/2024 09:21:49 AM
ayrcl Execuve Management
oo Eamngs - Sy Cafons
FayrolLag State Agency - Fiscal Officer 15
[m] & View s Deonte Banks dbanks@zzz01.ny.gov Sy et ["active | 10/30/2024 03:15:07 PM
[m] & view 78780 - Fayroll Hourly Daniel Bellinger dbellinger@zzz01.ny.gov Seteerey s o e = 10/30/2024 03:14:37 PM
ate Agency - Inemal Audior
=] & view 78780 - Fayro Saiay Joseph Davis jsmith@zz201.ny.gov Payrol Oficer 11/08/2024 03:06:27 PM
(m] & View ;i;:g E“”‘:::’ﬂ . Sabrina lonescu sionescu@zzz01.ny.gov anm:: gf:"f.;,‘\".:f' - 10/30/2024 03:18:07 PM
" 2yl Onie (IVSPO)] Cooritor
(m] & View 78789 - Payroll Salary Jeffrey Sterman jsterman@zzz01.ny.gov g'::: ::::3 :fr:: "m ;:amm =3 10/31/2024 11:15:56 AM
(] & view 78783 - Payroll Salary Kayla Thernton Kihomton@22z01.ny.gov e [ Active | 10/30/2024 03:22:41 PM
& view Pt Courtney 1.ny.gov Eoyeldgere Secrty oot [ Acive | 103012024 03:19:55 PM
s 2yl Sxecsive Maragaman
@ Inaciivate
Export to CSV
Contact View
BUSINESS UNIT
Demo Business Unit 1 Matthew Adams
(zzz01)
© Information B8 Address Information
CONTACTS
Q, Contact Search Record ZZ701 - Demo Business Unit 1
© New Contact First Name Matthew Agency Department
- . 78789 - Payroll Salary 8989898 - Albany Office
ATTHEW ADAMS Middle Initial
Last Name Adams
ontact View
Suffix B Manage Codes:
Title Payroll Officer
‘Organizational Roles
Work Phone S13-1111313 GET QLT
Payroll Executive Management
Cell Phone - .
Payroll Eamings - Salary Calculations
Fax
Email madams@zzz01.ny.gov
B Manage Roles
Status [ acive |

Created Date

Last Modified Date

Record Verified

Id

10/30/2024 03:10:53 PM

11/01/2024 09:21:49 AM

11/01/2024 09:21:49 AM

2497

Publications

Payroll Bulletins - All Agencies
Payroll Users Group (PUG)

¥ Manage Publications

Page 3 of 3




