User Guide for OSPUpload 

Web Application

OSP Interface

OSP employee have a tool to manage the OSP Upload application.  The administrative functions for the OSP Upload application reside on the intranet application server at the following URL: http://uploadadmin.osp.dgs.ca.gov/ 
The application allows the OSP employee to verify and approve new client users.  OSP employees can upload files for their clients.  The client will receive an email with a link to the file  OSP employees will be given access to the system from their supervisor.  When an employee leaves or retires, it is the responsibility of the supervisor the remove the employee from the system.  Much of the functionality for the OSP Administrator is similar to the client’s portion of the application.
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Enter your email address and password.  If you can’t remember your password, you may have the system send it to you.
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Enter your email address and you will receive an email with your password.
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Confirmation page that your user name and password have been sent to your.
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Sample email with user name and password.
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Tor Pommerenck, Chris@DGS
«
Subject  OSP Upload Test Site Password Request
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Dear Customer,

User name: yourusemame
Password: yourpassword

Please save this user information in a secure location for future reference.
Please click on the link below to logon to the OSP Upload Adminstrator User Interface.

httpy/devintranetapps.dgs.ca.gov/osp/ospupload _admin/login.asp

Thank You
OSP Upload Administrators
OSPUploadAdministrators@dgs.ca.gov




If the system cannot find your email address, you will receive the following response:
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You can have an email sent to the email administrator (OSPUploadAdministrtors@dgs.ca.gov) requesting access to the administrative portion of the OSPUpload application.  You may want to consider cc’ing your supervisor for faster results.  The email administrator is a global email address and may not be closely monitored.

Once logged onto system, the left navigation bar will change and show the options available.  
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View Received Files
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Sample list of file sorted by file name.  OSP users may click on the link to open or save the file.  
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Sample list of files sorted by External User Name.  
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Resend OSP Staff File Notification – if staff did not receive notification that files were uploaded, an email may be resent using this feature.
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Send File to User – Resd employees can make files available to a OSP client.  Once the file has been uploaded, an email will be sent to the selected OSP client.
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Click the browse button to find the file to be uploaded and enter a brief description of the file.
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External User Accounts:

Maintenance:  You may update or correct information in the profile for one of your external users.  You have a choice of sorting the clients by their first name of by the OSP contact name.
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External User Name:
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OSP Contact Name:
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Select the external user’s name you would like to update.  Make necessary changes to the profile, then click the update button or cancel to abandon the update.
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Unlock – If an external user tries to log onto the OSPUpload Application three times unsuccessfully, the account will be locked out.  The user will need to contact the OSP employee they’re working with to have their account unlocked.  This feature was implemented to prevent unauthorized users accessing the application.
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Select the account that you want to unlock
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View of account to be unlocked:
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Confirmation screen that the account has been unlocked or reset:
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Sample email sent to OSP external user when their account has been unlocked/reset:
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Subject OSPUpload - Account Reset
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Dearjenry,

Your account with the OSP Upload Services has been reset.

User Name: jery brown
Password: fire666

Your account was reset by: chris pommerencki@des.ca.gov

Click on this link upload.dgs.ca.gov> to retum to the OSP Upload Application.





Review Regisgration:  OSP employees can approve or deny a request for access to the OSPUpload application.  Before approving a request, be sure they are a valid external user.

The external users complete their profile, then an email is sent to the individual they are working with.  The user selects the OSP employee they are working with from a dropdown menu while completing their profile.  The external user will not have access to the system until their profile has been approved by a OSP employee.

New users awaiting approval from OSP will be in the pending group until their profile has been approved or denied.  The external user will receive an email when their profile has been approved or denied.
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Sample screen of user profile to be review. 
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Change Password:  You may change your password at any time. You will be required to change your password once every six months.
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Help:
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1 you are having problems wih this appication and need technical assistance, please contact the OTR cal center.

By Phone: 916-375 HELP

By Emait: trcallcenter@dos.ca.gov.




Contact Us:
[image: image30.png]California Home DGS Home

weeome o GENETAIASCIVILE

RESD Home RESDUpload
o
pimntone

1f you are having problems withthis appication and need technical assistance, please contact the OTR cal center.
vedries Yo ing pr ool »
send File By Phone: 916.375-HELP

By Email: gtrcalcenter@des.ca qov

Conitions of Use | Privacy Polioy | AccessbilityNonsisoiminstion Folicy | Discsimsr
Gopyright © 2008 State of Csliforia.





