
Not the one signing the contract?

Add a New Contact to your Agency Profile 
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. 

Click Here

or 
here

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. 

Click Here

Fill in the required fields such as name, email, title, and phone number. You can also add additional

information like job title and company.

No problem! If you're creating a contract for someone else to sign, you'll need to set them up

with their own login. Here's how to do it in just a few steps.



If the contact is the executive of

the agency and needs to be notified

on high-level matters pertaining to

the audit, select 'Agency Head'. If the contact is the primary point of

contact for all agency audit matters,

choose 'Agency Contact'. 
For those who handle contracting-

related matters, select 'Agency Contract

Contact'. Contacts needing to receive ‘OK to Print’

communtication

 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.

Select one Designation or...... Many Designations

Once you've entered all the necessary information, hit 'Add Contact'. Your new contact is

now added to your profile

Click Here



The user you added will receive an email from NM OSA Messaging Services

<mailservices@rtssaas.com>. They will need to create their password from the

link in that email. They must do so within 24 hours or the link will expire.

Once they have created their password they will then be able to log in to OSA

Connect and sign the contract.     



From the agency dashboard page click the ‘View Contract Forms’ tab on the left hand side of

the screen.

Click Here

On the agency profile page your Contract will have an ‘Approved’ status. Under the action column click

the ‘Esign’ link. 

Once the new user has logged in they can sign the contract by

following these steps



 A new pop up will appear that allows you to preview your contract and sign. 

Scroll to review

Click Here

To consent to sign

electronically

Sign by filling the

box with your full

name here....

..... and your title

here

A pop up to select your contract signature message will appear.  To electronically sign your

contract click the E-Signature button



Once all of the information has been filled out click the red ‘Sign’ button to sign you contract. 

Click

Here

After clicking sign. Your contract has been electronically signed



What To Expect Next

After you have signed your contract you will receive an email from OSA notifying you that your contract has been

sent to your designated IPA. 

Your IPA will receive an email notification informing them that they have a contract to sign. The email will include

essential information about the contract and a link to sign. 



After your have signed your contract your contract will change to a submitted status 

The status will remain in a submitted status until all parties have signed. Once all parties have

signed the status will change to a executed status.  



You can view your signed contract by clicking Contract. 

Click

Here

You will then be able to view the contract with the electronic signatures from all parties. 

The EndThe End


