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Managing Your OSA-Connect Profile

Adding a New Contact

From the agency dashboard page click the agency profile tab on the left hand side of the screen or click view to also be
directed to the agency profile tab.
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On the agency profile page you will see an add contact button on the top right of the screen. Click on it to
add a new contact.
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Fill in the required fields such as name, email, title, and phone number. You can also add additional
information like job title and company.
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Additionally, OSA-Connect offers a unique feature allowing you to designate the type of agency contact your new
contact will be. This selection determines how the Office of the State Auditor will communicate with this contact.
You may choose one or all designations, tailoring it to best suit your agency's needs.

If the contact is the executive of

the agency and needs to be notified
Type (oo on high-level matters pertaining to

If the contact is the primary point of 0 L the audit, select 'Agency Head'.
contact for all agency audit matters, ABENCY Head e
' ' -
choose 'Agency Contact'. a 0 .-'"%.g-f.‘l'lf.'?- Contact
[] Agency Contract C Qﬂta;_ffe related matters, select 'Agency Contract

s .y Contact'.
OK to Print

For those who handle contracting-

Contacts needing to receive ‘OK to Print’
communtication

Select one Designation or...... Many Designations
Agency Head Agency Head
Agency Contact Agency Contact
Agency Contract Contact
OK to Print

Agency Contract Contact

OK to Print

Doo0oAas
Eeeas

Once you've entered all the necessary information, hit 'Add Contact'. Your new contact is now added to your profile
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Updating an Existing Contact
In the agency profile tab select the contact that you would like to edit by clicking View/Edit
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Here, you can make any necessary changes to their information, such as updating their email, type designation, or change
their password.
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Once you're done, hit 'Save
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Updating Your Agency Profile

In the agency profile scroll down past the the ‘Manage Agency Contacts’ section until you are in the
‘Update Agency Profile Details Section’

S OSA-Connect

) onine Pora Agency Profile

New Mexico Office of the State Auditor

Manage Agency Contacts

Add Contact +

Agency Dashboard

Agency Profile

Last Name Type View | Edit
View Contract Forms Test User Agency Head / Agency Contact iew/Edit # lemove X
¢ Previous Next > Showing I to 1 of I entries
FAQs )
\ W}
~
Cd
,@
Update Agency Profile Details
Agency Name Agency Number
New Mexico Office Of The State Auditor 321

Agency Type

Local Public Body (LPB) - Tier 4 hd Local Public Bodies Tier Determination Form £’

Phone Fax (poticng

Here, you can make any necessary changes to your agency’s Agency Type, Phone Number, Address, or Website Address
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