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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 I forgot my User ID and/or I forgot my Password to recover your 

credentials.  

 

 
 

 

2.) From the Dashboard, click Office of Operations Contact Management System 

(OOOCMS). 

 

 
 

  

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/
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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. 

 

 
 

 

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. 

 

 
 

 
 

 

 


