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Training Handout: General MPR Submission

Overview: The following training handout reviews step-by-step instructions on
how to submit a Monthly Payment Request (MPR) — Special Funding,
Primary Funding, or Lifeline Funding.

Step Action

1. Login to the OUSF Portal using the Decisions software: https://occ.decisions.com/

USERNAME OR EMAIL

user@provider.com

PASSWORD

B Remember Me

Register

2. | Provider Dashboard/Home will automatically open upon login. When navigating through the
OUSF Portal, the HOME button in the upper blue tool bar may be selected to return to the main

dashboard/Home.
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Step Action

3. | Monthly OUSF funding consists of two parts:

1. Pending Disbursements — Includes Lump Sums from new cases and Refunds

2. Automatically Generated MPRs — Includes Active Circuit Monthly Recurring for
circuits that are not on hold, Monthly Recurring Catch-up (MRC) from new cases, and
catch-up payments from Change Requests. (See Step 4 to view/submit the MPR)

Last Updated: MAY 31%t, 2024

MPR Submission Process Note: When submitting an MPR, it is recommended the Provider check
the Pending Disbursements and note any payments that will be included on the current
disbursement. If Lump Sum payments are on the Pending Disbursements, you can expect to
see the Monthly Recurring (MRC) payments on the MPR. The Pending Disbursements page will
automatically open in a new window after an MPR submission.

To view the Pending Disbursements, use the Pending Disbursements tab in the top blue tool
bar or navigate to “Menu”.

Note: This page is for viewing only. These payments are scheduled by the OUSF
team/Decisions. There is no action necessary by the provider to initiate these payments.

( )

Select the arrow down from the blank box:

Available Pages

&

| Select |

Select Pending Disbursements and then choose the select button:

Available Pages

Home

Pending Disbursements

My To Do List
Historic Funding
Active Circuit Details
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Step Action

4.

To view/submit the Automatically Generated MPR, navigate to “Actions”

!I Actions ]
I,
by

MPR Submission Process Note: When submitting an MPR, if the Provider has multiple funding
types (Special, Primary, and/or Lifeline), a selection form will appear for the available MPR Funding
Types to generate. *NOTE: A separate submission should be generated for each applicable MPR

Funding type.
1. Special Funding
2. Primary Funding
3. Lifeline Funding

Select “New Monthly Payment Request”

Actions

Choose an option:

New Monthly Payment Request
Technolegy Upgrade {}

Set Ending Service Date Method

Update Contact Info

NOTE: If an MPR has already been submitted for the period, a warning screen will be generated.
Options are available to make no changes to the submitted MPR or edit the submitted MPR:

e Exit the warning screen (no changes will be made), or
e To make changes to the submitted MPR, select “Restart” to fully delete the request for
the selected funding type, and start the submission process from the beginning.

NOTE: The option to restart is only available through the 10% day of the month unless the
10 falls on a weekend or holiday, and submission will be allowed until the following business

day.

Page 3 of 13




Y VY

. OKLAHOMA

a fCorporatagn
Last Updated: MAY 315, 2024 PR> Commission

Step Action

Warning!

1y wiath fes v haergges, ek the "Reatast™ button, which fully deletes this reguet and starts the prodess brom the beginning

Totak $1.816.49

BEGIMNING SERVICE DATE  ENDING SERVICE DATE AMOUNT SOUGHT  REMARKS

CAUSE NUMOER  CROUITID  CIRCUNT DNSCOMNECT DATE TYPE OF SERVICE

| ] | | Restart II

Attest and certify that no further updates need to be made and generate the submission by
checking the attestation box and selecting "GENERATE THE SUBMISSION.”

Updates and Attestation

1. Select the "UPDATES TO SUBMIT" button to add necessary updates.

2. Once all updates have been made, check the attestation box and select the "GENERATE THE SUBMISSION" button

to proceed.

. | attest and certify that there are no further updates that will affect OUSF funding at this time. All updates have been
submitted, and are true and accurate to the best of my knowledge.

UPDATES TO SUBMIT @ GENERATE THE SUBMISSION
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Special Funding MPR Submission — School, Library, Telemedicine

1.

Navigate to different options. Options available are:

e Compare to MPR Template

e Download

e Data Discrepancy Identified

MPR for Spacial Funding

Instructions:

1. The detad shown be

CAUSE WUMIBER

2 e Bty pererates MEH Subemason

CHCUIT I

ISCOMNECT DATE

TYPE OF SEFRVICE

BAND.

Total $5,70422

BECANMING SEFRVICE DATE  ENDING SERVICE DATE

&

Campare To MIPH Template

Uearicad

Cancel

vioil )

1 2 LT

‘‘‘‘‘ G2
W12C

40 LF e ]

12 IR0

V2013 o
12023 312021

Data Descrepancy identifed

55500

533400

sama 60

E34380

I
d ‘ * \
Diag Be here
ol
Senooi
=]
re
Telemeo AR
med
ere

If invoices are required for the MPR submission, the following prompt will appear. Simply
drag and drop invoices into the box (highlighted red below).

IGHT FU...

Library

School

School

School

School

School

School

Telemedi...

Telemedi...

Telemedi..

o _ -
BENIFI...
LINDSAY
BISHOP
BERRYH... 4\
Drag file here
BISHOP
BISHOP
BERRYH...
BERRYH...
or
SWEET... UPLOAD INVOICES
SWEET...
SWEET.
[ Submit MPR
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Select “Submit MPR"”, once ready:

MPR for Special Funding

Instructions:

e Gatarl

CAUSE HUMBER  CIRCUIT IO DNSCOMNECT DATE

o et Ex s R,

TYPE OF SERVICE  BANOD

BEGINNENG SFFVICE DATE

Totak 35.704.22

EMDING SERVICE DATE

Compars To MPR Temglats

Downicad

AMOLNT SOUGHT I} BENIFL

AN 1G8 SE64 Sonaal
AN 108 it =] S83400 Sees] T
- AN 168 S0 L Ut ] A Lehoal :"fJ"-.".';"I'
AN 168 W03 G203y SE04 X Schcol
L WAL 168 1023 55 60 e | -
& i 168 sane: T 83400 Sencal
g G teenat 168 V2023 YIL023 SEE0 Tatarmeds - UPLOAD IHCES
o w20 teenet a8 w7033 §135100 Telemedi
6302077 et 168 S 524360 Teiemeai
Cancel Dara Cescrepancy inensmed #* Gl MR

After MPRs are submitted, the MPR Summary Box will pop up.

e Press Continue to complete. It will automatically take you back to the main
dashboard.

MPR Submitted

Thank you for your submission for &

10 rows were submitted, totaling $7,192.00
10 were for Special funding
0 were for Lifeline funding
0 were for Primary funding

Your request will be reviewed after the 10th

All approved funding will be paid by the 25th.

Continue
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OPTIONAL: HOW TO COMPARE PROVIDER’S MPR TEMPLATE TO DECISIONS MPR:
While the goal is for the MPR worksheet to match the auto-generated request, we have provided
two reconciliation options to compare any differences.

1.

Select "Compare to MPR Template”

MPR for Special Funding

|
Instructions: —

Totak $5.704.22

BEGINNING SERVICE DATE  EMDING SERVICE DATE AMOUNT SOUGHT U

Upload the desired MPR worksheet to compare to the auto-generated request.
e Select "Ready” once the upload is complete.

Select the MPR worksheet to compare to the auto generated request

Two reconciliations are completed, displaying the differences between your MPR and the
Auto-Generated Request (see red boxes/arrows in screenshots below):

1. Auto-Generated Request lists all items expected on the generated
request that are not included in the uploaded MPR file.
2. MPR Worksheet lists all items included on the MPR worksheet that does
not reconcile with what is expected on the auto-generated request.
e Select "Download File” to download an Excel version of the differences found.
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Mismatches Identified

The following differences have been found:

CIRCUIT ID

> Auto Generated Regquest

& MPR Worksheet

i1

12

13

15

16

17

18

5/1/2023

5/1/2023

5/1/2023

§/1/2023

5/1/2023

5/1/2023

5/1/2023

5/1/2023

BEGINNING SERVICE ...

5/31/2023

5/31/2023

5/31/2023

5/31/2023

5/31/2023

5/31/2023

5/31/2023

5/31/2023

ENDING SERVICE DATE

52,940.00

$507.00

$480.00

$480.00

$507.00

5507.00

$507.00

$250.00

AMOUNT SOUGHT

DESCRIFTION

These exact service date...

These exact service date..

These exact service date..

These exact service date..

These exact service date...

These exact service date...

These exact service date...

These exact service date..

WHAT WAS REQUEST...

6/1/2023-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

6/1/2022-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

6/1/2023-6/30/2023 for ...

- [ Downioadiie | [ ciose

e NOTE: The description column specifies the exact difference detected.

Mismatches Identified

The following differences have been found:

CIRCUIT ID

v Auto Generated Request

6/1/2023

6/1/2023

6/1/2023

6/1/2023

6/1/2023

6/1/2023

©/1/2023

6/1/2023

6/1/2023

BEGINNING SERVICE ...

6/30/2023

6/30/2023

6/30/2023

6/30/2023

6/30/2023

6/30/2023

6/30/2023

6/30/2023

6/30/2023

ENDING SERVICE DATE

$507.00

5$480.00

$507.00

$2,940.00

$250.00

$507.00

$507.00

$480.00

$507.00

AMOUNT SOUGHT DESCRIFTION
These exld service date...
These exact service dal
These exact service date...
These exact service date.

These exact service date..
These exact service date...
These exact service date...
These exact service date..

These exact service date..

WHAT WAS REQUEST...

not match a

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

5/1/2023-5/31/2023 for ...

i | Download Fil

|, Close
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OPTIONAL: HOW TO DOWNLOAD GENERATED MPR

1. | Select "Download” for an Excel version of the MPR that has been generated.

MPR for Special Funding

CAUSE NUMBER CROUET 0 DASCONNECT DATE AAND.

& AN 1c8 u
] A 1Ga
2 o z jah 166 V2023
L k o8 A
6 WAN g
[ # GR 4120
. - 168 1
37 — sce 120
1 aterand oR 17073

Cancal

REGINNIMG SERVICE DATE

Total: $5,704.22

WALF0ZY

Diata Diperepancy iantifiad

FHOANG SEFRVICE DATE

Compare To MPR Termlate

Driamizad

AMOUNT SOUGHT

Sohec
oy
Cirag fie here

Sehaol

ool
Sehool =
Srhent

! L AL VRS
Taserraa
..... -

Salbeet MPR

2. | Open your computer’s Downloads Folder to access the auto generated MPR in an Excel

format.

Downloads

a 882023 Auto Generated MPR_Detailxlsx
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HOW TO NOTIFY OUSF OF DATA DISCREPANCY:

1.

1. Select the Circuit(s) that have discrepancies by checking the boxes on the left-hand
side of each line item.
o NOTE: Only check the boxes of the line items that have discrepancies.
2. Select “Data Discrepancy Identified”

MPR for Special Funding

Instructians: | Compars Ta MPR Templols

L. The dertas! £hown below s the s0to genarated MPR Submizsion

2 ifany iszuss areidentfe
3 Oince yoi fwiew 16 compie

Totak $7,192.00

CAUST NUMBER QR o HEGINNING SERVICE DATE ENDING SERVICE DATE AMOUNT SOUGHT AEMARKE FUNDING TYPL

4 &30/2026 Internet 612023 63072023 52.540.00 School
W03 Inernet 612023 6302022 526000 School
| ] 6 I0I024 WAN 612023 63012023 5507.00 School
] J w024 wan #2023 /302023 $507.00 School
& &30/27023 WAN 12023 6/30/2023 S4B0.00 Schadl
9 6302024 WAN 12023 6302023 $507.00 School
10 WAN 61023 6302023 5507 00 School
— : o“_ T 1 =

1. Enter a Provider Comment applicable to the selected Circuit ID(s).
a. Example in the screenshot below: “The Bandwidth is 500MB."”

2. Upload a file to “Supporting Documentation” to support/reflect the data discrepancy
left in the comment.

3. Select “"Submit” when complete.

Data Discrepancy Notification to OUSF

Please provide a description in the "Provider Comments” box and upload any applicable documentation for all issues listed below. An OUSF

representative will research and respond, Provider Email
6_}5 |oseph@bridgerm.com
CAUSE NUMBER CIRCUIT ID CIRCUIT DISCONNECT DATE TYPE OF SERVICE BEGINNING SERVICE DA Provider Comments °
| The bandwidth is 500MB
~ School
1 4 6/30/2024 WAN 6/1/2023
Supporting Documentation e
2 6/30/2024 WAN 6/1/2023

71

Drag file here

or

CHOOSE FILE(S)

| |
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Confirmation of the discrepancy submission will appear:
e Select "DISMISS” to close the confirmation box

Request Submitted
Your request on data discrepancies is sent for review, You can

move forward or raise further requests
DISMISS

NOTE: Notification does not alter the MPR submission, it only sends notice to OUSF. OUSF
will research the discrepancy and respond. An email will be sent to the user and the OUSF

inbox to document that the discrepancy has been submitted.

Primary Funding MPR Submission

1.

1. Validate that the calculated funding amount is correct.
a. Edit dates and amounts, if necessary.

2. Upload supporting documentation.
a. NOTE: MPR submission cannot be completed without uploading supporting

documentation
3. Once complete, select “"Submit”

Primary Funding Documentation Required

1. Review the line items below.
2. Confirm/edit all dates and amounts.

3. Upload all supporting request documentation and select "Submit” to finalize.

CAUSE NUMBER BEGINNING SERVIC... ENDING SERVICED... AMOUNT SOUGHT

v G Case

1 . 6/1/2023 6/30/2023 1816.4500 -1\

| Edit / Validate Drag file here

or

UPLOAD FILE(S)

e _' Submit
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2. | After MPRs are submitted, the MPR Summary Box will pop up.
e Press Continue to close Summary Box and return to the main Dashboard.

MPR Submitted
Thank you for your submission for Lifeline Primary Provider

3 rows were submitted, totaling $3,637.50
0 were for Special funding
2 were for Lifeline funding

1 were for Primary funding

Your request will be reviewed after the 10th

All approved funding will be paid by the 25th

e
Continue

Lifeline Funding MPR Submission

1. | Validate the following fields. Edit, as necessary:

o Cause Number

Beginning Service Date — reflects the prior Month’s Beginning Service Date
o Ending Service Date - reflects the prior Month’s Ending Service Date
Beginning Customer Count — reflects the prior Month’s Customer Count

e Update the following fields:

1. # Added: Enter the number of customers who have been added to funding
since the prior month’s submission.

2. # Removed: Enter the number of customers who have been removed from
funding since the prior month’s submission numbers.

o If the edited fields are incorrect, select “Clear & Restart” which will delete the
entered numbers for all rows (# Added and # Removed).

e Validate the following fields:

o Ending Customer Count — reflects the customer count for the current month.

» j.e.: Beginning Customer Count # + # Added - # Removed = Ending
Customer Count
o Amount Requested — reflects the approved OUSF Lifeline Funding Amount per
customer multiplied by the Ending Customer Count.

e Once complete, select “Submit”

o

o
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Lifeline Request Submission

Complete the following request form by inputting the number of customers added and removed during the period of service.

Cause Number  Beginning Service Date  Ending Service Date  Beginning Customer Count o # Added e # Removed

Ending Customer Count  Amount Requested

5

o = (O -

(Clear &Restart |

[ submit

After MPRs are submitted, the MPR Summary Box will pop up.

e Press Continue to close Summary Box and return to the main Dashboard.

MPR Submitted
Thank you for your submission for Lifeline Primary Provider

3 rows were submitted, totaling $3,637.50
0 were for Special funding
2 were for Lifeline funding

1 were for Primary funding

Your request will be reviewed after the 10th.

All approved funding will be paid by the 25th,

T3

Continue
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