OSP Notes

1. The customer support phone # for OSP is 1-703-378-8299 ext. 0.  The email address is support@osmsinc.com.  

2. Deposits are made to your account twice a month.  The first deposit will be on the first working day of the month and the second deposit will be on the 16th of the month or the next working day.   

3. If online purchases are made for your school, you should receive an email notification of the amount to be deposited into your account.  You should immediately post the deposit in SFO.
4. If you do not receive a deposit notification email and you know that online purchases have been made, please contact me or OSP.  

As soon as possible after receiving an email notification that a deposit has been made into your account, please follow these steps in OSP:
1. Log into OSP.  Click on the Statements Menu option.

2. Click the Display link beside the statement you wish to view (the most recent will be at the bottom of the list).

3. The first page of the statement will preview.  You need to print both the summary and the detail pages of the statement.

4. Click on the printer icon (second icon at the top left corner of the preview screen; right under the return to previous page button.)

5. Then select the Print Range All and click OK. 

6. Then click the Printer Icon and OK.  Both the summary and detail pages should print.

7. From the Reports Menu select Activity Date Range.  

8. Enter Beginning and Ending Dates for the statement/deposit (1st to 15th or 16th to 30th/31st) and click Display.
9. Click on the printer icon (second icon at the top left corner of the preview screen; right under the return to previous page button.)  Then select the Print Range All and click OK.  Click the Printer Icon and OK. 

Attach all of the pages printed from within OSP to the Deposit Analysis Report that will be printed when the deposit is posted in SFO.

After you've printed the statement from within OSP, complete these steps in SFO:

1. From the Receipts Menu, select Post OSP Deposit

2. Verify the receipt date.  It will default to the current system date.  If you are posting a deposit from a previous date, you will need to change the receipt date to that previous date. 

3. Verify that “PRINT” is in the Receipt Number box.  If anything other than “PRINT” is in that box, type in “PRINT”.  

4. Verify the next receipt number to print is correct.  If not, go to the Admin/My Profile screen to correct.

5. Select the Statement ID from the drop down list (the most recent deposit statement will be at the bottom of the list).  Once a Statement ID is selected, the account(s), name(s), and amount(s) will appear in the grid.

6. Click on Print/Post Receipts.  The receipt should preview with the next available receipt number to print.

7. Click on the printer icon to print and post the receipt.  Verify that the receipt printed correctly.

8. After you have printed the receipt and verified that it is correct, click on Print Deposit to generate the Deposit Analysis Report preview.  Be sure to click the printer icon and print the Deposit Analysis Report before leaving this screen.

The final step is to attach the printed OSP Statement (summary and detail pages) and the Online Activities Purchased by Date Report to the SFO Deposit Analysis Report. 

All three reports are needed to complete the documentation for each OSP deposit.
