INSTRUCTIONS FOR OSA-CONNECT

Getting Started

1. You can find the OSA-Connect website at www.osa-app.org. This will take you to the login screen.
You may want to bookmark this site for future reference.

2. If you received an email from OSA, use your email address and temporary password to log into the
system.
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Getting Started
3. First, review the Agency Dashboard to confirm that your user profile is associated with the correct
agency. If the agency is not correct, please contact Frank Valdez at Frank.Valdez@osa.state.nm.us.




INSTRUCTIONS FOR OSA-CONNECT

Getting Started

3. First, review the Agency Dashboard to confirm that your user profile is associated with the correct
agency. If the agency is not correct, please contact Frank Valdez at Frank.Valdez@osa.state.nm.us.

4. Next, click "View" next to your agency, or click "Agency Profile" on the menu on the left side of the
page, to go to the Agency Profile Page.
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Getting Started
6. At the top of the Agency Profile page you will see an area called "Manage Agency Contacts."
Please click on "View/Edit."
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Getting Started
6. You can make changes to your contact information here. You can also change your password here.
7. Click on "Save Information." This will take you back to the Agency Profile Page.
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Preparing a Contract

1.
2.

Click “View Contract Forms” on the left side of the page, to go to the View Contract Forms Page.
Check the list of existing contracts to make sure that you or someone from your agency has not
already begun a contract. You can click on “View” to review any contracts that may be listed as “In
Progress.”

If you do not see an existing contract, click the button that says “Generate Form +”.
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Preparing a Contract
4, This will take you to a page titled “Contract Data Form for Audits.” The contact information for
your agency will be populated already. Please review and make any changes.
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Preparing a Contract

4. Complete the following:

a.
b. Review or enter Agency Contact Information (should be pre-populated)

C.

d. Enter Important Dates — Fiscal year should be in four digit (20--) form. Select start and

Enter all Agency Head Contact Information
Enter Recommended Independent Public Accountant (IPA) information

completion dates from the drop down calendar.
Check the appropriate button to indicate whether your agency has a single audit
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Preparing a Contract
5. Check the appropriate button to indicate whether you are contracting pursuant to a multi-year
proposal.
If you choose “This is a multi-year award,” then another line will appear, in which you must
specify if you are in year 1, 2 or 3 of the multi-year proposal.
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Preparing a Contract
6. Complete the fee and hour breakdown. For multi-year proposals, remember to put the current year’s

information in the appropriate column (year 1, 2 or 3). Only one year will appear if you state that this is
a one-year procurement. The subtotals and totals will automatically calculate.
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Preparing a Contract
7. Verify the total contract price for the year for which you are contracting in the box labeled: “For
the current fiscal year, total amount payable including New Mexico Receipts Tax And Expenses,
Shall Not Exceed:” You do not need to include a $ sign or any commas; they will automatically
appear when you move to the next box.
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8. If your agency uses an

internal tracking number, enter

that number under “Agency

Contract Reference Number.”

9. Enter the number of copies

of the audit report your agency Sy
will require.

10. Enter any “Other

provisions.”
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Saving, Printing and Submitting a Contract
1. At any time, you may scroll to the bottom of the page and click “Save Information.” Green text at
the top of the page will read “! Information Saved Successfully”. Then you can continue working.




INSTRUCTIONS FOR OSA-CONNECT

Saving, Printing and Submitting a Contract
2. When you are done entering all required information, click on “Preview and Submit.”

TIP: If the “Other

<4 Provisions” field comes
up as mandatory, enter
“None.
If you missed any
required information, the
application will return you
to the Contract Data —

Form page and will

indicate the missing ¢
information.
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Saving, Printing and Submitting a Contract

3. If you have entered all of the required information, the application will generate an HTML version of
your contract. From here, if you click “Save & Print,” the application will download an HTML version of
the contract that you can print or email to others in your agency or your IPA. If that is all you want to do
at the time, you can then hit “Cancel” or back on your browser, log out and come back later.
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Saving, Printing and Submitting a Contract
3. When you return to OSA-Connect, you should see the contract you were working on as “In
Progress” on the View Contract Forms screen.
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Saving, Printing and Submitting a Contract

5. When you are ready to submit the draft contract to OSA, from the screen where you enter contract
data, click on “Preview & Submit,” which will take you to the HTML version of your contract. Then click
“Save & Email to OSA.” In addition to downloading the HTML version of the contract, the application
will send the draft to the OSA and a confirmation message will appear at the top of the screen.
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What happens next

The OSA will receive your draft contract via email directly from the application. You do not need to
email your contract.

The OSA will review your draft contract and notify you in a letter sent by email that your contract has
been approved, rejected for errors, or rejected because of some other reason. If your contract is
rejected, you will need to start a new contract to correct the errors.

Only after the OSA approves your contract, you will circulate the contract for signatures. If your
agency requires approval from the Department of Finance & Administration (DFA) or some other
oversight agency, you are responsible for getting the hard copy contracts and OSA approval letter to
DFA. When the contract is completely signed (including DFA signatures), you will send us a final,
signed version in PDF by email.
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Unlike past years

» There is no IPA recommendation form.

* You will not send hard copy contracts to OSA.

* OSA will not sign the contract.

* OSAwill not send the contract to DFA.

* Your letter from OSA will be the only documentation of approval of your IPA and contract.

At the current time, OSA-Connect is not available for:

» Contracts for fiscal years other than FY2016.
» Contracts with special provisions other than those that can be specified in “Other Provisions.”



